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Click to add notes




The main features are:

The Title bar. This is the blue bar across the top of the screen. It is called the title bar because it
contains the title of the application you are running, in this case PowerPoint and also the title of the
document you are editing. If you have just started using PowerPoint the document title is
Presentationl. Usually you will save this document with a new name before you start to write it. The
title bar will then contain the file name you have given to the document.

On the left of the title bar is the Quick Access Toolbar. 2]
to the commands you frequently use. Save and Undo are there by default. The save icon allows you

It is used to give you access

to save the current document. It does not allow you to change the name of the document or the
type of document. It is a good idea to save your work frequently. Customising the quick access
toolbar is possible.

Customize Quick Access Toolbar

Mew
Open
v | Save
You can easily customise the E-mail
quick access toolbar by simply Quick Print

ticking the items you want to
appear.

Print Preview and Print

Spelling & Grammar

v | Undo
v | Redo
Draw Table

Open Recent File

More Commands...

Show Below the Ribbon
On the right of the title bar are the Windows Control Buttons, Minimise, Restore down/Maximise
and Close. These allow you to control the size of the Word window and to close it all together.

The Ribbon The ribbon is a series of tabs that each in turn focuses on some aspect of Word
processing.

They are an improved alternative to drop down menus. They were first introduced in Office 2007
and have been made more usable in Office 2010. Each of the tabs has an associated ribbon which
contains the icons for the commands implied in the tab name. For example selecting the Insert tab
will give you the insert ribbon which, as the name implies will allow you to insert things into your
document, such as an image, a shape, a header etc. The Home tab is the ribbon selected at the start.
It contains most of the functions you will use when writing a simple document. The File tab gives you
the things you might want to do when you have finished writing and want to print and save your
work. It is also where you select your preferences like where you want to save your documents etc.
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On most tabs there are dividing lines that mark the boundaries of different aspects of the work being

*’_g]Reset

done.
. —

\EH lﬂ s = Presentationl - Microsoft PowerPoint
[romm—— . o S " )
Home Insert Design Transitions Animations Slide Show Review View
| .

=0 ¥ ocut = Layout ~ s v @ | = .= = lii Text Dire

B = T a s B = = b i

New

[
il
Ml

Paste

} Section

Clipboard Paragraph

Group
boundary lines

Font Group Paragraph Group

These are called groups and collect together functions appropriate to a task, for example the
Paragraph group on the Home tab ribbon contains the icons that in general work on paragraphs. Of
course there are many aspects of Presentation software that can be changed in the context of
paragraphs, too much in fact to be placed on a ribbon. To accommodate this there is a small

called the dialogue box launcher. This launches

arrowed square at the bottom left of a group,
the group dialogue box which contains even more group related tasks.

Finally there are hidden tabs that spring to life when you click on some objects, such as tables,
pictures, drawings and charts etc.

Getting Help
9 "°""“"_’f"”ff**‘; 5 E‘E&J PowerPoint 2010 allows you to search for help by clicking the
G0 (%) AMea
- Search - help button at the top right of the @ screen.
.:ia.cr}ffiﬁ"é";__ Sear d - - &g You can also use the F1 key to access information specific to the
More on Office.com: downloads | images | templates
task in hand.

Getting started with PowerPoint 2010

Make PowerPoint 2010 more personal ‘I

= Select the File Tab and Print the press the F1 key
to you

L:j Using e n P 201 = PowerPoint Help opens with details on printing
sing templates

Browse PowerPoint 2010 support

Importing content Working with
QOrganizing and animation
formatting Working with charts
Using masters WWorking with movies
Using templates Working with sounds.
see all
All PowerPoint | | @ Connected to Office.com
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Creating a presentation

Adding text to a slide
Text is added to a slide by clicking the required text box and typing the text.

= Open a new presentation

430

Slide Layouts

In the subtitle box put First impressions count
Save the presentation as My Presentation

In the first slide put the title Making a Presentation in the Title box

The default layout with PowerPoint is the Title Slide layout. There are nine separate layouts

Office Theme

Title Slide

Title and Content

Section Header

.............................

Two Content

Comparison

i
Elank Content with Picture with
Caption Caption

Open the Word file Making a Presentation.

$ 34 4 3 40 8

Page | 6

Close the presentation.

If it is not open already open My Presentation.pptx
Create a new Slide (Title and Content layout) With the title Structure
Add a bulleted list with the text Introduction, Body, Conclusion and Questions

Title Slide is used to set the title and
subtitle of your presentation

Title and content is the most used
slide layout. The content can be any
one of Text, Graph, SmartArt, Picture,
Clipart and Media.

Clicking on the appropriate icon in the
centre of the layout will launch that
type of content.

For most purposes the Title and
Content slide layout are sufficient.

Continue to make a series of slides showing an audience how to make a presentation.
Save the presentation as My Presentation to the same folder.



Objects

All elements in the Office Suite are regarded as Objects. An object can be selected by clicking on it.

Each object has a set of properties that can be modified. For example a picture object can be resized,

that is its height and width can be changed. It can also be repositioned, centred or left or right

aligned. Text, Video and Audio are also objects each with their own specific set of properties.

Slides themselves are objects and their layout, position in the slideshow or transition to the next

slide can be modified.

Inserting Objects

The objects most commonly inserted into PowerPoint presentations are found in the lllustrations

group. They are Pictures Clip Art Shapes Smart Art and Charts

These elements can also be inserted from the object inserter box on many of the slide layouts

Chart
Table
| i il |
Picture .
Clip Art
| Clip Art v x

Search for:

flower L Go ,l
Results should be:

All media file types v

i Tlustrations
; Photoaraphs
i Videos |

Audio

=S
1£i-z
[

M

| &) Find more at Office.com

@ Hints for finding images
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Smart

Art Inserting Pictures and Clip Art are very similar. In
fact you could describe Pictures as a sub-set of clip-
art.
Inserting a picture is done by browsing for th image
file in the same way you would browse for any other

: file. Inserting ClipArt is done with the help of the
Media

Clip Art task pane. Entering the name of the type of

image you want, say flower, into the search box and
(provided you are connected to the internet) a number of images
will appear. The type of image can be filtered by checking or
unchecking the appropriate tick box.

= Open the presentation Making a Presentation.
= Add the Logo GiaKonda Logo to the top left of the first slide
= Save the presentation



Moving an object

Objects such as those outlined above are selected by clicking on them. Once this happens a set of
handles appears. The arrow headed crosswire moves the object once the mouse button is held
down.

L=

offset handle IEELEEN|s used to rotate the image.

Resizing an Object

Fommat Picture emess| The handles can be used to resize objects. Click and hold the
" S double headed arrow that appears on the handle and move the
Line Color ize and rof
Lne stle Moot [233en o) wigh:  [275en |- crosswire to the position required. Re-sizing an image to a
shadow Rotation: |0% = . . X . . .
Refecton scde specific size can be done by entering the width and height into
ow and 5o es Height: 43% = Width: 43% z . . . . .
S 2 e the dimension window in the Size group. The launcher at the
V] Relative to original picture size
Soerten ek e bottom right of the group, identified as the Size and Position
Picture Corrections esglution | 640 X 438G
Fict Color Orginal size dialogue box, will give access to many other features of picture
Artistic Effects Height: 5.45cm Width: 6.46am
o formatting including image rotation.
Size
Position
Text Box
Alt Text

Inserting Shapes

Select the Shapes button from the lllustrations group. As you can see from the diagram below there
are many different shapes available. Basic drawing elements can be obtained from the Home ribbon
in the Drawing group

=R
'
15 joa| ma [P
W Page | Table | Ficture Clip |Shapes|t
e Break - Art -
Recently Used Shapes E

EANTOCATLS S You can create simple objects like lines and circles or use AutoShapes that offer

A woncq additional shapes.
I;IMS‘QD‘“DQDDDD
Basic Shapes

meee oreoonee Shapes have the same handles as other objects such as pictures and clipart.
@GOOar Lyooina eps . .

JOGPDOTHC O However some have an additional yellow diamond adjustment handle that
e e papas  allows you to modify the shape in additional ways.

g P uwnp >R

4}@:‘?} . . .

— = Insert a shape into slide 6 Conclusion

Flowchart

Oo<ono0ldeoay

é%ggf@@ 184vED |n the Insert ribbon select Shapes from the lllustrations group and choose a

Stars and Banners . .
srernoessssse Simple shape, of your choice.
B T =1

Callouts
[ Al
EPO The cursor becomes a black cross. Use the left-hand mouse button to drag the

&) Mew Drawing Camvas
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cross to create the shape.
Move and resize the shape with the move cross and the resize handles.

There are three layers on your new page: the text layer, a layer below the text and a layer above the
text. We will look at these layers later.

Formatting Shapes
The Drawing tools Format ribbon allows you to add many formatting features to your shapes.

Wid9-003&7I= Word 2010 Session 3.docx - Microsoft Word — = X
Home  Inset  Pagelayout  References  Mailings  Review  View  Addns Format o @
SN OO O - £ Edit shape - | S shape Fin - I & ,,j [ Bring Forward = |2 Align - HEET B
ALLo I - E Draw Text Box Abc E | [ Shape Outline ~ 7 ] Align Text [ Send Backward - 12}
Position Wral = B
LIRAS N 4 =| Q) Shape Effects - Text Effects = | &2 .  Selection Pane S Rotate + | -2 234 M

Insert Shapes Shape Styles WordArt Styles Text Arrange size

= Select the shape you chose and apply the Shape Outline button to change the Weight
(thickness) Dashes and Outline colour of the shape.

= Use the Shape effects selection to add drama to your shape.

= Finally, add text by selecting the shape and simply typing.

= Experiment with other shapes in your document.

Deleting Shapes
Select the shape and press the Delete (Del) key

Layering Shapes
As you create objects they are added to the document a layer at a time.

The successive objects are layered on top of the previous objects.

In the Drawing Tools Format ribbon, on the
buttons that

rearrange the

Arrange group, there are many
provide you with the ability to

order of the objects as well as giving you the

opportunity of determining the way text will

flow around your objects. As you can see from the text and objects here you can produce some
interesting effects. The Text Wrap style here is called Through which is why the text wraps the way
it does. Tight would take the text away from the objects. It is well worth experimenting with the way
different text wrap options work.

Grouping Shapes
Grouping shapes is useful if you want to keep the layout of several objects.

Select each object by holding down the shift key and clicking on the object. As long as you hold
down the shift key you can select as many objects as you want.

Once you have selected all the objects you require select (from the Arrange group on the Drawing
Tools ribbon) the Group button and click Group again to form them into one object.

Ungrouping is done by selecting the grouped object and clicking Group then Ungroup.
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Inserting Smart Art
Select SmartArt from the lllustrations group.

From the Process section chose the second option PictureAccent Process.

[ . — ug
Choose a SmartArt Graphic - — i

-

3 oAl e
8= List maa = -=- oEe ﬁu

=+  Process

e - - = . [} ‘. E
T cyde | o —
WY aaa Picture Accent Process
shwn  Hierarchy
[ ]
Hreee | gEE T T )
| Matrix
A Pyramid = . .
- ! : Basic Block List
! @ Picture E"":b" vy SRS QeeQsee B e s
s Use to show non-seguential or grouped
W Office. blocks of information, Maximizes bath
L) c=-com harizontal and vertical display space for
OO0 D ™ shapes.
I
- M) <
[ OK J [ Cancel ]
—— __

Type the list below into the text box on the left. (You could also type the text directly into
the graphic itself.

Save your work as H&S road map.

Health and Safety Road Map

Decide who will help

Yourself

One or more of your workers

Someone from outside your business

Manage the risks in your business

How do | assess the risks in my workplace?

Don’t forget to consider everyone who could be harmed
Specific risks

Consult your employees

Health and safety and the work they do

How risks are controlled

The best ways of providing information and training
Provide training and information

Hazards and risks they may face

Measures in place to deal with those hazards and risks
How to follow any emergency procedures
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Decide who will
help

e Yourself

* One or more
workers

e Someone
from outside
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Your finished work should look like this

Manage the Risk

e Assess risk

e Consider
everyone

e Specific risks

Consult
Employees

\.

e H&S and work

e How to
control risk

* Best way to
provide
information
and training




Inserting Charts

Charting in PowerPoint uses a cut down version of Excel. Select Chart from the lllustrations group in
the Insert ribbon. This will present you with a basic chart that can be modified to suit the data you
have. If you need a bigger or smaller data range this can be achieved with the blue table borders by

simply dragging them to the required position.

Charts based on the full version of Excel can also be inserted into a word document. These are
covered as part of the advanced course.

r—Insvart Chart @Iir

[d Templates Culuﬂ - - - - - o -
o) L n2) 28] gl 08 98] 33
& Fie ] = | = | = ] o] ]
== | dnled) B ] i Jad] A4

Area - S— — S S
v | 03] ] o] 0B b
B Surfoce L'“e_ o — | e [ —
oo el e b bl 4 2
;g Radar Fie - - - - -

(] e | @yl AR an o -

[ManageTemplates... ] [ Set as Default Chart ] [ Ok ] [ Cancel
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Setting up your slide show

Moving Slides
Slides are best moved using the Slide Sorter view. Slides can be moved simply by dragging them to
their new location.

4 4 438

Continue using Making a Presentation.

Move slide 2 to be the last slide position.

Change the slide layout to Title Slide

Delete this last slide

Save the presentation as Making a Presentation Modified

Transitions
Transitions control the way one slide mover into another. Transitions also have the ability to set

options on sound and speed. The transitions can be effected on individual slides or on all the slides

in a presentation.

=

4 3 34

Select your first slide

Select a transition from the Transition ribbon
Select other slides and apply different transitions
View your presentation

Animations
Animations are often used for bulleted lists. Each bullet will appear separately on the slide, usually

after clicking the left mouse button. You must be in normal view to apply animations.

=

Select one of the
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Using Outline View
Click the outline tab in the left hand pane

The text in your slides will appear.
Right clicking the mouse will give you the Outline shortcut menu.

PowerPoint allows you up to five levels of text but in the interests of keeping presentations simple
you should not use that many.

Collapse and Expand buttons do just that. They expand and collapse the

Paste Options: levels without affecting them. They operate on one entry at a time. On the
j other hand if you want to see all the entries and levels in a slide you could
Collapse |, use Expand All or Collapse All
Expand | New Slide adds a new slide with the default Title and Content layout
Mew Slide
Delete Slide Delete Slide Removes the selected slide.
Promote and Demote affects the level of the element selected moving it up
Demote . .
- and down in the level hierarchy.
Move Up
Mave Down Move Up and Move Down changes the position of the slide in the slide-
Hyperlink... show, up or down as you would expect
Show Text Formatting
Synonyms 4
Translate
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Page Layout
The Page Setup group on the Design tab allows for the screen output to be selected for specific
displays. The screen can be-resized and orientated.

o B

Page Slide
Setup Orientation =
Page Setup
Page Setup ?
Slides sized for: Orientation Slides sized for:
On-screen Show (4:3) v Slides " | On-screen Show (4:3)
Width: () Portrait = On-screen Show (4 3]
25.4 [Zem (®)Landscape On-screen Show (16:9)
Height: _ Notes, handouts & outline On-screen Show (16: ID:'
19.05 [+ am N @Porrait . |Letter Paper (8.5x11 !n]l
Number slides from: A OLandscape - |Ledger Paper {11x17in)
1 = - A3 Paper (297%420 mm)
A4 Paper (210x297 mm) hd

The Themes group provides for a wide range of professional themes to be applied to your
presentation. When the themes are expanded it is possible to browse for additional themes for .pot

Alongside these are predefined colour and font sets which enable the ordinary person to apply
tasteful touches to the themes. The effects option provides for lines and fill effects.

View Ribbon

We are going to look at three different ways to view your presentation.

= | = §| = B2
J

[=]L:=]

Mormal| Slide Motes Reading thumbnails on the left.
Sorter  Page View
Presentation Views Slide Sorter view lays out all the slides in you presentation so

‘ _J__J| Normal view is the default view which is there when you first

start PowerPoint; it displays a single slide with the slide

that they can be easily moved and deleted.

Notes Page presents the slides and their accompanying notes.

Page | 15



Using Slide Masters

Slide Master Home Insert Transitions Animations Review View & e
[ Colors ~ 3
N H Title n {Z] Background Styles = E
Tyl Rename Fonts =
Insert Slide Insert Insert Footers = Themes Hide Background Graphics Page Slide Close
Master  Layout ‘e Placeholder ~ il < E Effects - O 2 2 Setup Orientation~ | Master View

Edit Master Master Layout Edit Theme Background : Page Setup Close

Master slides are the templates PowerPoint uses to control the look and feel of your presentation.

The slides that you select from the Home Tab Layout button are the slide templates that are present
in the Slide Master layouts. These template slides can be modified by you to create a custom set of
slides for your companies use.

—l J J Slide Master can be found in the View tab, Master Views group.

Slide Handout MNotes
hMaster Master Master

kaster Views

Modifying the Master Layouts
The Master Slide Layouts are found on the View Ribbon in the Master Views
group. To see them click on the Master Layout icon. A new Tab is created

called the Slide Master Tab. This tab contains the functionality to allow the

creation of your new Master Slides.

Slide Masters

The slide at the top of the list is the Slide Master and this is the slide you need
to modify if you want to include your changes an all the slides in the list. The
slide which is highlighted is the Title Slide. Each of the slides in the list is one
of the nine layouts you will see in the slide Layout button in the home ribbon.

= Open the Slide Master and insert the image pow.jpeg at the bottom
left of all slides except the Title Slide
= Resize the image t02.33 cm tall by 2.75 cm wide

When the Layouts first appear it is important to recognise that the first slide
highlighted is the Title Slide. The slightly bigger slide just above this one (the
Office Theme Slide Master) is the slide you need to use to change all

subsequent slides.

When you have finished working on the Slide Master ribbon you must close
the Slide Master tab by clicking on the Close Master View icon on the far right
of the ribbon.

Slide Master | “Office Thems¢

Page | 16



PowerPoint Ribbons

Insert Rlbbon

Animations Slide Show

Design Transitions Add-Ins

o EE T g — el
nd B8 ws E8 Lot = T Q2
Table Picture Clip Screenshot Photo Shapes SmartArt Chart | Hyperlink Action Text Header WordArt Date S5lide  Object | Equation Symbol | Video Awudio

- Art - Album ~ - Box & Footer - & Time Number - - -
Images Illustrations Links Text Symbols Media

Home Insert Design Transitions Animations Slide Show Review View Add-Ins

KK

@ e, Jlee, 12 ] ol 2

Themes

Page Setup Background

- n Colors =
| Background Styles ~
Ag— A3 ||Aa Aa [A] Fonts ~
e (LT |5t @ Effacts * Hide Background Graphics

Ta

Transitions Ribbon

Home Insert Design Transitions Animations Slide Show Review View Add-Ins
Q Sound: [Mo Sound] - Advance Slide

= = = i [ a L
) = O Duration: 000 | [¥] on Mouse Click
Nune —| Effect

Preview
Fade Push Wipe Split Reveal Random Bars Shape Uncover Cover =] options - EAWWTO Al After | 00:00.00 *

Timing

Transition to This Slide

Preview
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Animations
Iﬂ")-tﬂ: P e prese - Microsoft PowerPoint
Home Insert Design Transitions Animations Slide Show Review

* — " = : ‘ 30 Animation Pane b Start: * Reorder Animation
_\PJ * ‘* * 3* K ’ ( ‘v ;; Trigger ~ ® Duration: - | & Move Earlier
Pre\:lew Appear Gace S Flaatin Spit E‘ OSKSSS v Anirﬁ:t?on' ‘k_,Animation Painter | @ Delay: | ¥ Move Later
Preview Animation ‘ Advanced Animation Timing

Slide Show
Eld9-vls % 7 Presentationl - Microsoft PowerPoint © W I'-l— — — —

Haome Insert Design Transitions Animations Slide Show | Review View Format
—— = 1 [ . . . .
= 8= —l‘ ,—, I @ Play Marrations Resolution:  Use Current Resolution -

[¥] Use Timings show On: -
From From Broadcast Custom Set Up Hide | Rehearse Record Slide ) i
Beginning Current Slide  Slide Show Slide Show = | Slide Show Slide  Timings  Show=  |¥] Show Media Cantrols Use Presenter View

Start Slide Show Set Up Monitors

Home Insert Design Transitions Animations Slide Show Review View Add-Ins
BE LS Ruler Q @J E Arrange All EE
O EIEI == = i -
=== Gridlines E Grayscale %Cascade | %
Mormal| 5lide MNotes Reading | Slide Handout MNotes ) foom  Fitto . Mew ] Switch Macros
Sorter Page View | Master Master Master Guides Window | mml Black and White | window 53 Move Split  windows =
Presentation Views Master Views Show I Zoom Color/Grayscale Window Macros
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Slide Master Ribbon

File I Slide Master Home Insert Transitions Animations Review View Add-Ins

s w1 N - —
[‘E T[l]E] I@ Delete i_ IE‘ Title Aﬂ n Colars @ Background Styles =

[y Rename == | [a] Fonts -
Insert 5lide Insert Master Insert [¥] Footers | Themes Hide Background Graphics Page Slide Close
Master Layout (S Preserve Layout Placeholder = < @ Effects - Setup OCrientation = | Master View
Edit Master Master Layout Edit Theme Background P Page Setup Close

Slide Master Side pane

§§
o | T
3 i =
-------------------------------------------------------------------------- RN
m w ==
SEs i oo
=g2s |m &
257 2
o =
.................... =l oA a5
m m o 1]
= m i
P
Ll E H
" E 2
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Drawing Tools

Home Insert Design Transitions Animations Slide Show Review View

lg \ \ Oo a ﬂ Edit Shape ~ ] 1 - ﬁ Shape Fill ~ - a AText Fill ~ E Bring Forward ~ |= Align ~ 5"[| 1‘4.1 o '."‘

AT 3 a H Text Box Abc abc | || abc H [ shape Outline A A / A\ «| @ Textoutline ~ | [ Send Backward ~ [lGroup - | =

e% A { } }ﬁ{ ¥ 5 ) Shape Effects ~ S0 }; & Text Effects ~ & Selection Pane 7l Rotate ~ ’:ﬂ! 174 cm .,.w
Insert Shapes Shape Styles a WordArt Styles I Arrange Size
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