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Microsoft PowerPoint 2013
GETTING STARTED

Powerpoint is a slideshow presentation program that can include text, graphics, audio files,
and video clips. Transitions between slides and animations can also be applied to text or
graphic elements to improve the overall look of the slideshow.

DOWNLOAD WORKSHOP FILES

Go the STC Workshops page (http://www.wwu.edu/techcenter/pages/workshops.shtmil)
and select Microsoft PowerPoint | (PowerPoint.exe)

Right-Click ‘.exe file’ and save to the Desktop

Douple-click PowerPoint1.exe on the Desktop (select ‘Run’ on the prompt window), this will create
a folder on your desktop called “training temp”.

Double-click Examples.ppt to open.
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Open PowerPoint and s @ Note: If using PowerPoint to make a lﬁ
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APPLY THEME

Under the “Design” tab, aff——— Backgroundcolorscanbechanged
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INSERT AND FORMAT TEXT The“Format”tabcanprovideadditionstyleop-
Underthe"Insert"tab,select“TextBox™to 1., fions to add flair fo any project.

draw a text box on the slide. Box

DRAWING TOOLS
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INSERT A PICTURE Ifwantingtoaddgraphicstoyourworkbut

Underthe"Insert”tab, clickon*Pictures”. don”rhove“oneir]’mind,y.ouc‘fcnL.JseC'Iip
Fromthere, browsetowheretheimageis E Art.Under"Insert”fab, click“Online Pic- g ;..

saved. Prctures tures”.Youcanthensearchforgraphicsby pictures
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Whenanimageisselected, the“Format”tabwill Note: (a) lllustrations (line art) have no resolution
openupunder“PictureTools” . Thisallowsformany and will print with high quality regardless of size
different options to manipulate photos. while (b) photos have a set resolution and lose

quality in large format prints
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INSERT SMART ART Selecting Smart Art will bring up alist of different
SmartArtallowsthesimpleadditionoftexttoshapes  visual tools.
that provide visual emphasis on your points. '
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INSERT SHAPES Aftermakingyourselection,drawontheslide
WhenSmartArtdoesn’tachievethelook —.  focreatetheshape.The Format”tabwillap-

youwant,shapescanbeaddedtoyourpre- @" pearunder“DrawingTools”thatwillallowyou
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INSERT TABLES AND CHARTS
OrganizingdataissimplewiththeTabletool. D

Tobettervisualize yourtabulateddat: I I
Therearetwowaystoaccomplishthis.Either

andcatchtheattentionofyourviewer

bycreatingatablewithinPowerPointorim- Table ~ YOU Caninsert a Chart. Chart
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INSERT VIDEO AND AUDIO Ifselecting"OnlineVideo”,youcanembedavideo
Underthe“Insert’'tab, clickonthe Videoicon fromYouTube oranothervideoserviceintoyour
dropdownmenuandselectthesourceofyour presentation.
video.Thevideofilewillautomaticallyembed
itself into your presentation. B o oescn woriduide video-sharing commniy
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Note: this will increase the file size of your PowerPoint

INSERT HEADER AND FOOTER
Underthe*Insert”tab,youwillfindbuttonsforaddingHeadersandFootsforyourslides.
Thisishandyforprintingtheslideswhenyouhavepagenumbersonthem.Thisisalso D

useful for references. Header
& Footer

HH 2 | Techcenter@wwu.edu || Note: Be sure you are on the appropriate tab within the
360.650.3400 Header and Footer section, Slide is not the same as Nofes.

SLIDE SORTER
Nowthatyou'vefilledyourslideswithcontent,us-
ingtheslidesorterisaneasywaytorearrangeyour
slidesortolookatallofthemonasinglepage.This
can be easily done with the Slide Sorter.
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Note: A printer must be connected for the printing options to show up.



WORKSPACE OVERVIEW
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