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PowerPoint Menu bar
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The PowerPoint menubar consists of the choices shown below. In the Microsoft
Office suite of products you will see many similarities between products. The
menu bars of each product will become familiar to you. Each menubar begins
with the File menu item. The next choice is Edit followed by View, Insert, etc.
The last two choices are always Window and Help.
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PowerPoint Standard Toolbar
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The PowerPoint Standard Toolbar consists of a group of buttons labeled with
icons. The Standard Toolbar in PowerPoint 2000 is used to create a new
presentation, open an existing presentation, save a presentation, print, and
preview what the printed output will look like. There are also buttons for
frequently used functions, such as, spell checking, cut, copy, paste, undo,
redo, etc. The Standard Toolbar may be customized to meet individual
preferences.

Formatting Toolbar
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The PowerPoint Formatting Toolbar consists of a group of buttons labeled with

icons. The Formatting Toolbar in PowerPoint 2000 is used to select fontface,

font size, font style, such as, bold, Italics, or underline. The formatting toolbar

is also used to align text and apply bullets and numbering within a document.

The Formatting Toolbar may be customized to meet individual preferences.
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Drawing Toolbar
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The PowerPoint Drawing Toolbar consists of a group of buttons labeled with
icons. The Drawing Toolbar in PowerPoint 2000 is used to draw shapes, lines,
and autoshapes, such as, flowchart symbols, novelty shapes, or callouts.
The formatting toolbar is also used to input text and apply colors and formats to
text. The Formatting Toolbar may be customized to meet individual preferences.
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Checking the Spelling in your presentation

1. Choose Tools/Spelling.

2. Correct the spelling errors or typos you might have made while creating
your PowerPoint presentation.
In this example, assume you typed "Meating" instead of "Meeting". The
following Spelling dialog box would appear.

3. Click on the proper spelling from the list of suggestions.

Spelling 7]

a. Click on Change.

e | b. Save your work after
ange fo: _ ooline . .
: IR Resume | o/l | making corrections.

Suggestions:
spoiling (EEnEE | Change.ﬂ.l_ll
speling
spilling LI fdd | SUGEESE |

Add words to: ICUSTOM.DIC 'I

Mot in dictionary: Ispolling

LUbaEarEEE: | Close I

Creating a Presentation

There are 3 ways to create a new presentation in PowerPoint:
1. Blank Presentation —where you create it from scratch
2. Design Template —where you use a pre-built template and modify it
3. From the Auto content Wizard —step by step wizard to guide you
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Using the Auto Content Wizard

Wizards help you quickly create presentations by first asking you a series of
guestions about what you want to accomplish and then creating a
presentation based on your answers. The presentations are categorized by
type. Click all to view all the presentations. Click next until you reach the end
and then finish. You can easily modify the content of the presentation to suit
your needs.

Desigh Template

If you choose the design template, a display of available designs appear.
Choose the design you want and select a new color scheme if you do not
like the scheme with the template.
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Adding New Slides

* To add a slide:

1. Click the New Slide button on
the Formatting toolbar or go to
insert>new slide (Curl) on the
top menu bar.

2. In the Slide Layout Task Pane,
select from different slide
layouts, which define how text
and content is arranged on the
slide

3. PowerPoint supports four text
layouts and several text and
content layouts

4. Pick the pre-formatted slide from the task pane which best suits
your needs and modify.

Delete a Slide

To delete a slide, select it in slide pane and hit the delete key on your
keyboard

Rearrange a Slide

To rearrange slide order, select the slide you want to move in the slide pane
and drag it to desired place

Duplicate a Slide

To duplicate a slide, select the slide you want to move in the slide pane go to
edit>copy, then edit>paste or faster Ctrl+X (cut) and then Ctrl+V (paste)

Text

The text editing functions in PowerPoint essential are the same found in Word,
so if you are familiar with Microsoft Word or any other word processing software
you should be fine.

To add text, click in the text box and type your
text. Just like in Word you can highlight text to
change color, size, style, add underline, italics or
bold. You even have spell check which is located
under tools>spelling in the top menu bar.
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Adding a Text Box

You can only add text using text boxes. If you need to add
a text box go to insert>text box. Now you will be able to
draw your box on the screen using your mouse. You can
resize it as needed.

Changing Fonts in your presentation

1. Select the text to change by
highlighting.
In this case let’'s change the title
"Gonzaga Presentation” to
blue, Arial, 40 pt.

2. Choose Format/Font.
The following dialog box will
appear. Then select your
options.

Inserting Clipart & Graphics into your presentation

PowerPoint comes with a gallery of clip art that you can insert into your
presentations.

You can modify clip art by changing its size, grouping or ungrouping its
components.

Inserting Graphics

To insert clipart
you| can go to the
main menu bar
and select
insert>picture>clip
art

To insert pictures
or other graphics
offi from your
computer select
insert>picture>fro
m file
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When you insert a picture or clip art, you might need to adjust the

size of the object to fit your layout.

To do so, click on the resize handles that appear when the object is

selected and drag in or out

To rotate image, click on green handle at the top of image and
rotate

If you need additional clipart, pictures or
sound, you can find thousands more at the
Microsoft website. Click clips online in the
bottom corner of your PowerPoint screen for
a direct link to the site (note: you need to be
connected to the internet)

Inserting WordArt in your presentation

This activity cannot be completed if you do
not have WordArt on your computer.

Save any work that you have.
Choose Insert/Picture/WordArt.

3. The WordArt Gallery dialogue box will
appear.

=

4. Select a WordArt style. Click OK.

The Edit WordArt Text dialogue box appears.
5. In the dialog box, type the text to be displayed as WordArt.

6. To make changes to the WordArt, double-click on the WordArt.
The following toolbar will appear.

Using the presentation template

12



Save any work that you have.
Choose File/Open to open your Gonzaga presentation if necessary.
Choose Format/Apply Design.
Locate the Presentation Design folder.
Select a presentation template from the list.
(An example of the appearance of the slide will be displayed.
You may choose from a variety of colors and styles.)

a. Click Apply.

This will change the design of EVERY slide in your presentation.

agrwbnE

Changing the Background Appearance of Your Slides

1. Choose Format/Background.
a. Click the Drop-down List down arrow.
b. Select a Color, if the color you like is displayed.
c. Click on More Colors ..., if you want the slide background to be a
different color.
d. Click on Fill Effects to select a special background effect.
1. Select the Gradient tab for a two-tone gradiated
background.
2. Select the Texture tab to select from several available
textures. (Paper, Marble, Fabric)
3. Select the Pattern tab to select a two-tone pattern
background. (Polka-dots, Plaid, Stripes)
4. Select the Picture tab to select a picture for the background.
e. Click Preview to see how your slide will look.
f. Click Apply to apply changes to current slide only.
g. Click Apply to All to apply changes to all slides.

Slide Transitions and Effects

One way to liven up a presentation is to add special effects such as slide
transitions. Slide transitions change the way one slide appears on the screen to
replace the current slide. Slides can fade in and out, or slide in from one side of
the screen, or many other possible effects.

You can select several or all of the slides when you choose a transition to apply.
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Go to top menu bar and
select slide show>slide
transition

You will see a list of all the
slide transitions in the task
pane.
Click on a transition to
preview and select it. You
can change the speed of a
transition from slow to fast
selecting it in the modify
transition box. Finally, you
can select a different slide to
place a different transition on
it or select apply to all to
have the same transition on
every slide.

Also under Modify Transition, you can select a sound effect from the drop down
menu to go with a slide transition.

Deliver a Presentation

There are a few ways to view your presentation. You can go to slide show>view
show to see the presentation full screen or hit the F5 key for a shortcut.

If you want to view the show from the current slide go to the lower
left hand corner of your screen and select the slide show icon.

>
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Printing

You can print out your presentation in a variety of different formats. To set up the
page go to file>page setup.

After setting up the page, go to file>print, set your
printing needs and print. If you do not need to print
in color, select grayscale.

Photo Album Feature

The Photo Album is a new feature which allows you to place many photos on
consecutive slides automatically.

1. Open PowerPoint and Go to Insert>Picture>New Photo Album.

2. Once the Photo Album dialog
box appears select “insert
picture from file/disk”

3. Choose the images you want to
insert into your PowerPoint
presentation. (Tip: Hold down

your control key to select multiple images).

4. Hit “Create” and the images
will be placed into
PowerPoint on consecutive
slides. You can add
transitions or text as needed.
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Tips & Shortcuts

Navigating

Stop or restart an automatic slide show by pressing S or PLUS SIGN.

End a slide show by pressing ESC

Go to slide number by pressing number+ENTER.

Return to the first slide by pressing 1+ENTER (or press both mouse buttons for 2
seconds).

Pausing

Display a black screen, or return to the slide show from a black screen by pressing B
Display a white screen, or return to the slide show from a white screen by pressing W

Working with animations

Perform the next animation or advance to the next slide by pressing N, ENTER,
PAGE DOWN, RIGHT ARROW, DOWN ARROW, or the SPACEBAR (or
click the mouse).

Perform the previous animation or return to the previous slide by pressing P,
PAGE UP, LEFT ARROW, UP ARROW, or BACKSPACE.

Keyboard Shortcuts
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