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Introduction
After this workshop, you will be able to

· Show an onscreen slide show

· Create a PowerPoint presentation containing text and graphics

· Recognize ways to use PowerPoint
PowerPoint can be used to create on-screen presentations, handouts, overheads, speakers’ notes, web pages and 35 mm slides.  Presentations can include text, graphics, audio files, video clips. On-screen presentations can include animations applied to text or graphic elements and transitions between slides.

Before you begin, consider

· your audience

· your objectives

· the time available

· the location of the presentation

When possible, practice in the actual room with the computer and projector that will be used for your presentation.

Tips:

Keep it simple

Right-click for frequently used options

Use the Help menu or press F1

There is more than one way to accomplish almost everything

For additional assistance creating presentations, contact the Student Technology Center. 

For assistance with classroom projection equipment, contact Classroom Services.

Part I: Overview
The PowerPoint Interface

The PowerPoint interface has 5 main areas:
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PowerPoint Views
PowerPoint has four views for creating, editing and displaying your presentation. To switch between views, use the View menu or the View icons at the lower left edge of the window.

	View
	Button
	Description

	Normal
	[image: image1.png]



	Displays one slide (page) at a time. Add text and other content in this view. The Outline tab, showing only text, and Slides tab, showing slide “thumbnails,” are displayed at the left side.

	Slide Sorter 
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	Displays thumbnail representations of all of the slides in the presentation. The size depends upon the Zoom setting.  Easily copy, paste, delete, and rearrange the order of slides.

	Slide Show 
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	Displays the slide show in full screen on the monitor including transitions and timings.

	Notes Pages 
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	Provides space to write speaker notes or descriptive text below an image of the slide.


In addition, to view your presentation in grayscale or black and white, click the Color/Grayscale button on the toolbar or choose View > Color/Grayscale.

Part II:  Presenting a Slide Show
Using the AutoContent Wizard

1. Open PowerPoint

2. From the New Presentation Task pane at the right side of the screen, click From AutoContent Wizard. (If the Task pane is not visible, choose View > Task pane)

3. Click Next, then select a presentation type, and click Next.

4. Select the type of output and click Next.

5. Enter a presentation title and footer, if you wish, and click Next.

6. Click Finish and your presentation opens.
Showing a Slide Show
To begin a slide show, choose View > Slide Show or click the Slide Show icon or click F5 on the status bar.

· to move to the next slide or animation, press Enter, the left or up arrow keys, or the spacebar

· to move to the previous slide, use the left or down arrow

· to blank/unblank the screen, press the letter “B”

· press F1 while viewing a slide show for more options

· Use the Slide Show menu for additional slide show features
Closing a Presentation

Close a presentation by choosing File > Close.  To close the entire PowerPoint program, choose File, Exit.

Part III: Creating a New Presentation

Choose File > New to create a new presentation.
Adding Text
PowerPoint slides have placeholders for text. The first slide in a new presentation is a Title slide, with placeholders for a Title and a Subtitle. To add text, simply click the placeholder and type the text.

You can also add text by using the Text boxes or WordArt on the Drawing toolbar.

Adding Slides
	To add a new slide, or page,

· click the New Slide button on the toolbar

· choose Insert > New Slide menu

· use the Outline Tab
	A Title and Text layout slide with placeholders for a title and bullet text will be created after the current slide. Use the Slide Layout Task pane if you want a different type of slide.


Saving a Presentation
You save a PowerPoint presentation just like other Microsoft Office applications.  Choose File > Save then select the location and name the file.  The filename will end with .ppt.  Save frequently!
Using the Outline Tab
The Outline tab displays text typed into title, subtitle, and bullet placeholders.  It is often used for quick creation of the main points of a presentation. When working in the Outline tab
· each slide (page) is numbered and represented by a slide icon

· press Enter to create a new item

· click the Increase Indent and Decrease Indent buttons on the toolbar to increase or decrease the level of text items

Adding Slides From Another Presentation
This can be invaluable for team presentations. To add slides from another presentation:

1. Choose Insert > Slides From Files
2. Click Browse and locate the file containing the slides to be added, then click Open
3. Click Insert All to insert all the slides in the presentation or select the first slide to be inserted, then hold Ctrl and click to select any additional slides. Click Insert to insert the selected files.

Deleting Slides
To delete the current slide, choose Edit > Delete Slide. In the Outline Tab and Slide Sorter view, you can also right-click and choose Delete Slide.

Using Slide Layouts
PowerPoint provides a variety of slide “layouts” with text placeholders and wizards for adding objects such as tables, charts, and graphics.  After the initial Title slide, the default is a Title and Text layout with bullet text. You can change the layout of a slide at any time. To create a slide with a specific layout:

1. Create a new slide

2. Open the Slide Layout Task pane. (If the Task pane is not visible, choose View > Task pane.)
3. Select the type of layout for the new slide

4. Click the appropriate placeholder to add content to the slide

5. Double-click or right-click the object to edit or change options.

Items that can be added include tables, charts, clipart, pictures, organization charts and media clips including videos.

FORMATTING A PRESENTATION

You can select text or objects and apply formatting using the menus and toolbar buttons, including fonts and font sizes and colors. However, it is usually best to use either a Design Template or the Slide Master for formatting changes.

Changing the Look with Design Templates

Design templates quickly change the look of a presentation by applying background color and/or graphics, text and bullet formatting.  To use a design template, open the Slide Design – Design Templates Task pane.  Click the displayed sample to apply the design to all slides or click the right edge of the sample to open the menu and select Apply to selected slides.

Adding Action with Animation Schemes
The Slide Design – Animations task pane adds interest and action by providing a variety of ways for titles and bullet text to appear.  It is usually a good idea to choose the same simple animation scheme for most of the slides. To apply an animation scheme:

1. In Normal View, select a bullet slide (this is most effective to see the animation style)

2. Open the Slide Design – Design Templates task pane, and then click on a sample scheme. (Make sure that AutoPreview is checked at the bottom of the Task pane.)

3. Choose the animation scheme for the selected slide or slides or choose Apply to All Slides.
Adding Slide Transitions
Slide transitions control how one slide leaves the screen and another takes its place. Open the Slide Transition Task pane, then select a slide, click a transition and watch the preview. Again, it is usually best to choose a simple transition for most slides.

Header/Footer Information

To add the same text at the top or bottom of each page, choose the View > Header and Footer menu or the Insert > Slide Number or Insert > Page Number menus.

Using the Slide Masters
The Slide Master controls the default settings for slides.  It is better to make a formatting change on the Slide Master than to change the format manually on each individual slide. Changes in font, font size, and color, as well as any added graphics, will be reflected on each slide. To make changes in  the Slide Master, first select either a Title slide or a Title and Text slide, then choose View > Master > Slide Master. Make any changes and click the Close button on the Slide Master View toolbar.
PRINT OPTIONS

Choose File > Print to print all or part of a presentation, and also to print handouts, notes pages, or the outline. You can also choose to print in color, grayscale or black and white.

SAVE OPTIONS

The File > Save As options include saving as a presentation (.ppt) and as a show (.pps).  The show packages all files so there is only one file to transport, but it cannot be edited. You can also choose File > Save As Web Page to convert your presentation into a web page with a folder of supporting files.
Additional Resources 
Tech Center:
http://www.wwu.edu/techcenter
Class Files:  
http://www.acadweb.wwu.ed/stc/website/workshop_files.asp
Other Links: 
Other WWW resources
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