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In this class you will learn to:

Launch, close, and interact wilMicrosoft PowerPoint 2010
Create slides and add text

Insert pictures and shapes

Change the size and position of slide elements
Add transitions and animations to slides
Create speaker notes for use when presenting

Use slideshow and presenter mode

o To To Po Do Do o Do

Save your presentation
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Microsoft PowerPoint 2010

What is MicrosoftPowerPoint 2010

A Microsoft Office PowerPoint 2010 is a visual
and graphical application, primarily used for
creating presentationsWith PowerPoint,
you can createyiew and present slide shows
that combine text, shapes, pictures, graphs,
animation, charts, videos, and much more.
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LAUNCHING POWERPOINT

-
. Accessories

., Adobe
.. Adobe Production Premium CS6 Sanders, Melissa
1, Cisco AMP for Endpoints Connector

. cloudLibrary Documents
]

. Games
L Intel Pictures

To open MicrosofPowerPoint 2010:

A Clickthe Startmenu

A Placeyour mouse over All Programs

A Scroll down to the Microsofbffice
folder inside the Stannenu.

. iTunes

Music

.. Maintenance )
. McAfee
. Microsoft Office
Microsoft Access 2010
(%] Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
@ Microsoft InfoPath Filler 2010
[E Microsoft OneNote 2010
|0] Microsoft Outlook 2010
IE Microsoft PowerPoint 2010 H Help and Support
[B] Microsoft Publisher 2010
[i—l Microsoft SharePoint Work{ Create and edit presentations for slide shows, meetings, and Web pages by I
[E Microsoft Word 2010 using Microsoft PowerPoint.
.. Microsoft Office 2010 Tools

Computer

A Hoverover it (or clickwith yourmouse
to show a submenu, and then click
Microsoft PowerPoint 2010

Control Panel

m

Devices and Printers

Default Programs

You can also open PowerPointydlu have a
PowerPoinicon on yourdesktop:

Back

A Doubleclick the icorto openPowerPoint
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LAUNCHING POWERPOINT

NTERFACE OVERVIEW: 0 k|| | e e Wb E\\gg@ B [ oo #ew
= o r sbe AV~ Aa = ”}, o j\_l CS:Arrange_.’- i/' i B =
1. QUICK ACCESS TOOLBAR ||~ # X e Moz ol LT, e Sy, | e
Thisspecialized toolbar provides R [
quick access to the commands

you use most often

2. TITLBBARThe name of the e
document will appear here, as  |5.FILE MENU " tagg 2. TITLE BAR 3. WINDOWS CONTROL
well as the program name ‘-

3. WINDOW CONTROLS :
Fromleft to right, these are 0

\ 1. QUICK ACCESS TOOLBAR

Minimize, Maximize/Restore, Click to add title
and Close .

4. TABlick to view commands
specific to the tab name. For : Click to add subtitle

example, the Page Layout tab
lets you change the paper size,
margins, paragraph settings, etc

5. FILE MENQIick the File button
to view the Backstage menu. You
can save, print, or share the file;
modify Word options; and exit
the program.

Click to add notes T

Slide1 of 1 IEEEER S y]
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LAUNCHING POWERPOINT

NTERFACE OVERVIEW[T — — e P— e [ Y T
as B et B I U uwei - A-l==== 8 ”}, o AE—LED&S Dg $ i/' T
6. RIBBON he ribbon is a set of Co S E T S LB

toolbars located just below the /

tabs. Itis designed to help you ] /

quickly find the commands that ‘

you need to complete a task. \ 7. MINIMIZE RIBBON and HEl
. e — 8. GROUP

The quickest way to show the 6. RIBBON

ribbon is to click on any visible .

tab, like Home, Insert or View.

7. MINIMIZERIBBON and HELP 0 . .
Click the small up arrow on the : Click to add title
right-hand side of the window to
hide the ribbon. Click the blue
guestion mark icon to open the :
Help dialog window.

8. GROUP3he commands on
each tab are separated into
groups. Sometimes, in the :
bottom right-hand corner of a .
group, you will see an option
button. Click this button to see L
additional commands related to Click to add notes =
the group. |Lsicezors [EEEERTIS) iy}

Click to add subtitle
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NTERFACE OVERVIEW:
9. DIALOG BOX LAUNCHER

N A

LAUNCHING POWERPOINT

Located in the lower right
corner of each group. It brings
up additional commands
related to the group.

10. SLIDES/OUTLINE PANE
Shows either thumbnails or a
text outline of your slides.

11. WORK AREHWere is where
you willcreate your
presentation

12. NOTES AREYou can add
notes to each slide in this area

13. STATUS BARhe status bar
provides information about the
presentation. It shows which
slide isvisible. Orthe right

hand side, you will find controls

to change the view and zoom
level.

7‘__ Home Insert Design Transif itions Animations Slide Show Review o i
j () S . A i= EN\NO0O D_ﬁ p 3 staperu # Find :JJ
Past: New (55 Reset B U S abe AV Aa A — ALL2E G|, E rorige s Ookd L2 Shape Outline 25cRepla

- | slider "Ssect = o = = SAL 3 K7 TV qles - @ Shape Effect [ Select o
Clipboard Slides ont Drawing Editing Group
Slides | Outline | x T T O e O SR e B N e, B R B

- €

10. SLIDES/OUTLINE PANE

N\

11.WORK AREA

Click to add title

Click to add subtitle

9. DIALOG BOX LAUNCHE
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TABS OVERVIEW

THE HOME TAB:

|t sl Moo= - flicrosoft Po Poi
File Insert Design Transitions Animations

a2
3 1 [ Layout ~ . EIRRIL U ||# Text Direction \NOoo - BHa b Shape Fil 34 Find : J
| S 7| . [ ¥
= a2 5 Reset = Align Text ALLS G- = s " stline ~ | 33, Replace v ..
Paste New r . AV = / Arrange Quich e anil
> ? | slide~ = Section~ B J U § abe 5 Aa Convertto S SN s PRI S @ shapeEitec lg Select ~
Clipboard 1= Slides Font Paragraph Drawing Editing New Group

The Home tab is displayed by default as it contains most of the commands that you will need for a basic slidé chaains tools
for formatting. The following Groups are located in the Home Tab:

A Clipboard Group This group contains the basic editing commands: cut, copy, and paste.
A Slides Group This group is used to add slides, change and reset the layout of slides and organize slides into sections.

A Font Group This group contains commands to change the appearance of your text, including font face, size and color; font e
character spacingand a Clear Formatting command. Tdrepdown dialog box opernthe Font dialog, which has more formatting
choices.

A Paragraph Group The first part of this group gives us ways to modify the appearance of paragraphs, including bullets, numbe
indents, alignment, columns, and spacing. There are also menus for text direction, vertical alignment, and Soraréésion.

A Drawing Group This group let you insert or draw shapes and arrange them. The gallery on the left hand side allows you to d
AKFLIS 2N 0SEG 02E® ¢KSNB FINB Ffaz2z O2YYlIyRa (G2 | NN}yy3S a
manually choosing the fill, outline, and effects

A EditingGroup This group contains commands to find or replace items in your slide show. You can also use the Select comm
help you select various objects.
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TABS OVERVIEW

THE INSERT TAB:

Design Transitions Animations Slide Show Review View

EEEE Y ) T EHBAEDE TO &

Table Picture Clip Screenshot Photo | Shapes SmartArt Chart = Hype Action Text Header WordArt Date Slide Object Equatlon Symbol | Video Audio
¥ Art ot Album ~ x; Box & Footer ¥ & Time Number ¥ =
Tables Images Illustrations Links Text Symbols Media

Thelnsert Tab contains commands for inserting a variety of objects into your presentation. The following groups are ldlcated in
Insert Tab:

A Tables Group This group contains one command that expands out into a menu: You can click and drag over the grid to crea
table of a particular size Or, use the Insert Table command to enter the number of rows and columns that you want a table to

have. You can also use the Draw Table option to manually draw a table on a slide. The last option lets you insert an Excel
spreadsheet onto a slide.

A Images Group Thisgroup lets you add graphics to your slide. From left to right, you can add a picture from a file, ClipArt imag

screenshot, or a photo album. Just click the command and then you will be prompted to choose or create the appropridte typ
picture.

A lllustrations Group The first command, Shapes, expands into a gallery of shapes just like the Drawing group on the Home ta
Youcan click a shape and then click and drag on a slide to drabhieéSmartArt and Chart buttons both open a dialog with more
settings for each type of illustration.

A LinksGroup This group containsvo commands: The Hyperlink command allows you to create a link from your slide show to :
Web site, document, or-enail address. The Action command allows you to instruct PowerPoint to perform a particular action
when you click or mouse over a particular object
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TABS OVERVIEW

THE INSERT TAB:

Design Transitions Animations Slide Show Review View

Elal =
j bd B8 @ P 3 Q@ = 5 @
Table Picture Clip Screenshot Photo Shapes SmartArt Chart Hype Action Text Header WordArt Date Slide Object Equatlon Symbo!l = Video Audio

¥ Art ot Album ~ x; Box & Footer ¥ & Time Number ¥
Tables Images Illustrations Links Text Symbols Media

Thelnsert Tab contains commands for inserting a variety of objects into your presentation. The following groups are ldlcated in
Insert Tab:

A Text Group This group gives you several ways to add different types of text to your presentation. From left to right, the agtion

- TextBox: Create an area for text on your slide

- Header& Footer: Tell PowerPoint what text to put at the top and bottom of each slide
- WordArt Add decorative styles to your text

- Date& Time: Add the date and/or time to your presentation

- SlideNumber: Tell PowerPoint if you want numbers on each slide

- Object Insert a file from another program into your presentation

A Symbols Group This group contains two commands. CHcjuation to start creating an equation, or click the arrow to insert a pr
defined equation. Clicking the Symbol command will open the Symbol dialog

A Media Group This group contains two commands for inserting a video or audioGllek the Video or Audio button to open a
dialog to choose the appropriate file. Or, click the ddigvn arrow under either command to see more options.
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TABS OVERVIEW

THE DESIGN TAB:

[ File | Home Insert Design Transitions Animations Slide Show Review View ~ 2

O & ‘ B Aa  |[A IM Ao K= [Ad
™ 7‘“ mEEsEEs (T T o (emmmmm || (B8

Page Slide
Page Setup Themes Background

Colors ~

A &4 Background Styles ~
e A|Fonts ~

Ll L LT < IO Effects ~ [ Hide Background Graphics

Setup Orientation v | 1=

TheDesign Tab contairmmmandghat allowyou to change the overall appearance of your presentatidhe following groups are
located in the Design Tab:

A Page Setup GroupThe Page Setup command itself opens a dialog with options to change the slide size and orientation. Orie
can also be accessed directly from the Page Setup group.

A Themes Group The main part of this group is a gallery of themes. Hover over a theme thumbnail to appiylise the single
arrows (circled in the image) to change the themes shown in the galMenycan also click the More arrow (below the two single
arrows) to expand the gallery and view all themé&achtheme is customizable with the dregown menus to the right of the
gallery. The Colors, Fonts, and Effects commands each open-danropmenu, allowing you to choose a style for that theme
element.

A Background Group You can click the Background Styles command to choose a background for the currei®@rsiide.can choose
to hide background graphics for the current slidéhe dialog box launcher opetisee Format Background dialog.
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TABS OVERVIEW

THE TRANSITIONS TAB:

" File | Home Insert Design Animations Slide Show Review View & ?

| =

None

i T = o = &, Sound: [No Sound] v Advance Slide
d (=} ‘ i [ = T
] B 1 ! @l b ”I‘I Jﬁ 1« —— O Duration: 0200 { On Mouse Click

. N Effect —
Cut Fade Push Wipe Split Reveal Random Bars Shape Uncover Dotions JAppIy To All D After: 00:00.00 *

Preview Transition to This Slide Timing

TheTransitionsTab lets you control how one slide changes into the n&xte following groups are located in the Slide Show Tab:

A Preview Group Thisgroup contains just the Preview comman@lickthis command to preview the transitions for the current slide
If the current slide has no transitions applied, this command will be unavailable.

A Transition to This Slide GroupThis gallery takes up the majority of the Transitions takethe Themes gallery, you can click a
transition to applyit. You can usthe single arrows to navigate through the gallery, or click the More arrow to expangeaitezy.
Oncea transition has been applied, the Effect Options command will become available so that you can customize your transi

A Timing Group Thisgroup lets you control the timing of each transition as well as how each transition will be triggered.
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CREATING A PRESENTATION

BLANK PRESENTATION:

A PowerPoint automatlcally creates a new, blank presentation for you when you op@odteate another blank presentation,

click Fileg New:

Home Insert Design

Slide Show

Transitions Animations Review View

|l save
Save As
E Open
ﬁ Close

Protect

[ :f;;r
Check for
Issues -

Presentation *

Information about Presentationl

Permissions

Anyone can open, copy, and change any part of this presentation.

Prepare for Sharing

EBefore sharing this file, be aware that it contains:
Document properties and author's name
Content that people with disabilities are unable to read

Developer
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WORKING WITH TEXT BOXES . =77 ™

A

CREATING A PRESENTATION

(D b

EN\NOO0O - Ea
AN LDy = .
e~ ) s Amange Quick

=, . =
In PowerPoint, you cannot o ¥ | s M| B 2 1S
simply click and type e |t O O B e e O
anywhere you chooseText
must be contained in gext

box.

5 Reset

=

(=]

»
g
>

>
Wi

|

O e i S S W R D

1

Manyslides created from
default PowerPoint layouts
already contain text boxes. |
Thisslide, for example, : . .
contains two text boxes 5 Click to add title

where you can click and —>
type: —_— :

To add your own text box,

click the Insert Tab and then : i

select the Text Box icon. 1
|
|

Click to add subtitle

Then, click and drag to draw l
the text box. : —>

Your cursor wilthen appear Click to add notes
in the new tethOX Stide1of1 |

|[E]s e = 102% o
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A To edit text inside a text box, just_|

EDITING TEXT IN TEXT BOXE]|

CREATING A PRESENTATION

Design

click the text.

A This will place your cursor inside
the text box so that you can
make the necessary changes.

A Click outside the text box or
pressEscapavhen you are
finished

RESIZING/MOVING TEXT BOX

A If you want to change a text box,

you must first click the text to make

the borders of the text box visible.
You can then click and drag any of
the white handles to resize the box

A Tomove the text box, place your
mouse over one of the edges of th
box.Afour-headed arrow will
become attached to youzursor.

A Click andirag to move the text bax-

A Todelete a text box, press the
Delete or Backspace key.
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[ ie”" Insert Transitions Animations
= % =) B tayout~ . EN\NO0O - Ea oy
4 EEY !—] 5 Reset 7 ALLS G- P > s Outline - | ¥ Replace v | +-.1
Fate 4 5?:32’. Ssedion~| B £ U § e 5- A 2O T (5| @ shape et [y select~
[ CTemwecd,_ Slides Font Drawing Editing | New Group
SIides[Outl X R RO RO ey A IR SO B RO SO RO R - RO R SOOI
3 —\
| :
,' T Samp‘ Title
;i I
5 ¢
ES: f i : i
. 1 | |
S } . I
= _7° Sample Title o
2 ! I
l / | }
= I
: = o a
" /
--;/
; -]
F : ] % [
| ample Title
e .
/--é/
‘ Click to add notes 5
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CREATING A PRESENTATION

Design Transitions

Home Insert Animations

ROTATING A TEXT BOX: k= aioca. BT S| 2]
Pate o5 | ¥ o ceqton- | B 7 U & sbe 8- - | A CNAL Y AT G D smapeeecs - | [y seet~ | pocrion
A To rotate a text box, click L e e e e
and drag the greehandle. |
A Release the cursor when
your text box is in the
desired position. ]
A Youcan also rotate or flip a : )
text box with the Rotate ample Title
menulocated under |
DrawingToolsg Formattab. :
: Click to add su
Click to add notes i
slide1 of1 | <5 | [[Blezez a1 O U +) Q
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FORMATTING A TEXT BOX: |

CREATING A PRESENTATION

e Insert Design Transitions

EN\NO0O - Ea @ Find

L

-
Al
+

A To change any aspect of your

font, you must first select a
text box or portion of text, or
place your cursor inside a
word.

A When the text box is selected
you can usehe options in the
Home tab or you can use the
Drawing Toolg Format tab to
modify your text box.
PowerPoint comes with a
number of preformatted
styles. You can click one of th
thumbnails in the Shape Style
group or click the More arrow
and choose from thgallery.

1;] fLayout' Callbrl[Headmgs'A‘ x| B == =55 | A= “‘\'7 =
e ™ Fiewe B3 Reset B2 U ke AV hae | A [l A ALLDE G|~ =i 2 shape Outline 25c Replace ~ R
~  F | slider "FSection~ - b I e AN 3 KIFTTT shles- @ Shape Effect [ select ~ g
Clipboard Ix Slides Fant Paragraph Di g Editing New Group
SIides[OutIine| X R RO RO ey A IR SO B RO SO RO R - RO R SOOI
1

: Jefferson Parish Library
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Click to add notes
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CREATING A PRESENTATION

7777777

Slide Show Review

Animations

Design

jujj A TEY L WELELD Toed

Ta bl Picture Clip Screens| hot Photo | Sha| p s SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Object | Equa t bol Vd Au d
Box

Transif itions

INSERTING A PICTURE:

A Toinsert an image into your slide
click on the INSERT tab and se
the type of image from the
IMAGES group.

& Footer ¥ & Time Number

Art Album ~

Images Illustratio Links Text Symbols Media

Tables
SIideleutlinerl x| iv--x---4---|---3--‘|-"2-"I-"1-'-l---04--1<--1‘--\‘--Zv--xv--s---|.-<4.-‘|.H

1 =

A For this example, we will be usir
the CLIP ART option.

A Click on the CLIP ART icon.

A A dialog box will open on the
right side of your presentation.
the SEARCH FOR box simply ty
in the image you are looking for.
Click on the desired image and
will automatically insert into you
presentation. You can adjust th

size of the image by clicking on o
the image and dragging to the Click to add notes 3
desired size with the white Lstseron [ | [EEE R =T I |

handles in any of the corners.
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