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PowerPoint Basics 


PowerPoint Basics 

Microsoft PowerPoint is a presentation program that allows you to incorporate graphics, text, sound, images and even video into slide shows.  PowerPoint integrates nicely with other MS Office applications as well as the World Wide Web.

Introduction to the PowerPoint Interface

Below is a standard view of the PowerPoint Interface. (A larger copy of this image is available on the next page)

Just like in Microsoft Word, commands for PowerPoint are located in both the menu bar and a specific tool bar.   Tool bars contain shortcuts to frequently used commands.  
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	To customize toolbars or control which ones are available, select View from the menu bar, and scroll down to tool bars.

Toolbar options include:

· Standard

· Formatting

· Animation Effects

· Common Tasks 

· Control Toolbox

· Drawing

· Picture

· Reviewing

· Visual Basic

· Web

· Word Art

· Customize



To get started in PowerPoint one only really needs to understand the Standard, Formatting and Drawing toolbars.
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The Standard Toolbar allows you to do such commands as new, save, open, cut, copy, paste, undo, redo, insert hyperlink, insert new slide, zoom and access help.
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The Formatting Toolbar essentially allows you to control text formatting.  Commands on this toolbar include font style, font size, bold, underline, italic, bullets, alignment, and text animation effects.
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The Drawing Toolbar allows us to select and insert objects, such as lines, arrows, ovals, rectangles, text boxes, clip art, fill color, shadows and word art. 

To find out the meaning of an icon on a toolbar simply hold your cursor over the icon until a descriptor pops up. 

	Opening and Saving a Presentation

When you first open PowerPoint it will ask you what type of file you would like to open.  Your choices are a blank file, an existing file, one of their templates or their auto content wizard.  
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	If you choose a blank file or a template you will see a new slide view that allows you to select a layout.  Layouts indicate standard placement of text, graphics or charts.  Selecting a layout in no ways limits you.  Layouts can be changed at anytime and they can be different from slide to slide.


To save a slide, simply select slide from the File option on the menu bar of from the standard toolbar.  PowerPoint allows you to save in several different formats and file types. 

	Save
	Saves the presentation as a PowerPoint file

	Save As
	Allows you to save the presentation as a text file, image file, template, show or presentation (the slide show format does not have to be opened from within PowerPoint)

	Save As HTML
	Saves the presentation as a web page.

	Pack and Go
	Saves the presentation with a viewer so that it can be viewed on machines without PowerPoint.


Working with PowerPoint

Slides

The basic building blocks of a PowerPoint presentation are the slides.  Each slide contains a portion of your presentation.  Strung together, they become a PowerPoint presentation or show.  Slides can be inserted at any time by selecting Insert from the menu bar and then new slide.  When you select a new slide, PowerPoint lets you specify the layout.  Slides can also be duplicated if you wish to preserve the layout of a previous slide, by selecting Insert from the menu bar and then duplicate slide. 

You may wish to preserve the same font settings, colors and graphics throughout your presentation, this can easily be done by creating a master slide.  To create a master slide go to view on the menu bar and select master.  The master slide allows you to set font settings, such as size, color and face, as well as background color and other typographic options.  These settings will now be the default on the slides you create regardless of the layouts you select.  If you wish to make a slide different than the master slide, go to the specific slide select format and then alter the options you wish to change.
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An easy way to navigate between slides is to use the view buttons on the bottom left hand of your screen.  The default view selected below displays the slide.  Other views in order include: outline view, slide sorter view and slide show view.  The slide show view is basically what you select to run your slide show.  Slide sorter view is an excellent one for seeing all the slides of your presentation laid out.  The default view on PowerPoint 2000 displays notes and outline sections along with the slide view.  

Text and Layout

The placement of text and objects on your slides can be controlled by the drawing toolbar.  
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All text is placed in a text box and text boxes can be moved or inserted at will.  The text inside a text box can be altered and changed just as you would in MS Word. 

Creating a Template

Templates allow you to save the design and layout of a presentation and use it over and over again.  Creating a template is quite simple.  Create your presentation then choose file from the menu bar and select save as.  Specify template and save.  Templates can be opened like a normal presentation, however when you save the file the template is not copied over.  

Inserting Graphics and Multimedia

PowerPoint allows us to use a variety of different media.  Graphics, animation, sound and video can all be incorporated into a presentation.  
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	Graphics

Graphics or pictures can be inserted by selecting insert from the menu bar. Scroll down and then selecting Pictures. One can use clip art from the MS gallery, or use their own graphics.  Images can also be directly scanned into slides.  AutoShapes, Organization Charts and Word Arts allow you to insert ready-made shapes or text art. 


	Sounds and Video

Sounds and video can be inserted by selecting insert from the menu bar. Scroll down and then selecting Movies and Sounds. One can use video and audio clip from the MS gallery, or use their own clips.  You even have the option to record sound or play tracks from an audio CD.  
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	Animation

Animations effect objects or text on the screen.  Preset animations can be selected from the Animation Effects toolbar or by selecting slide show from the menu bar and then scrolling down to Preset Animations .  Animations order or custimizations can be set by selecting Customize Animations from the same menu. 


Creating a Presentation

Once you have created your slides, it is time to organize them into a presentation.  Transitions, effects that occur as the slide transitions to the next slide, are a good way to make presentations look smoother.  

The slide sorter view allows us to easily see and arrange the order of our slides.  Transitions and animation effects can also be added here, by selecting them from the drop down menus.  The outlined slide is the one currently active.  While in the slide sorter view, you can also copy slides and move them from one presentation to another. 
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During a presentation, you can navigate from one slide to another by clicking your keyboard or the mouse.  If your slide is going to be self running or if you have multiple places one can navigate to, you may also wish to create some type of navigation from slide to slide.  Action Buttons allow you to create some type of action that is displayed on the slide as a button.  Common actions include navigating to the next slide, returning to the beginning of a presentation or playing a sound or video clip.  Custom actions can also be created allowing you to open other applications or go to the web. 

Self Running Presentations

Presentations can also be self-running as in the case of a kiosk or tutorial.  These presentations can either run on timed intervals or by user input.  To create a self-running slide show, open the slide sorter view and select the slide transition button.  The slide transition menu can also be reached by right clicking on the slide in the slide sorter view. 
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In the slide trantision menu, under advance select automatically after and then indicate the number of seconds the slide should be displayed.  You will need to do this for each slide, however by holding the shift key down as you select slides you can set the transisitons for multiple slides. 

Web Resources for PowerPoint Presentations

TLC Photo Gallery

http://dept.seattlecolleges.com/tlc/photogallery/ 


PowerPointers.com

http://www.powerpointers.com
Microsoft PowerPoint 
http://www.microsoft.com/office/powerpoint
Microsoft Design Gallery

http://dgl.microsoft.com/
Microsoft Template Gallery
http://officeupdate.microsoft.com/templategallery/
Steve Rindsberg's The Ultimate PowerPoint FAQ
http://www.rdpslides.com/pptfaq/
Screen Beans

http://www.bitbetter.com/
PowerPoint Tips

http://www.computertips.com/Microsoftoffice/MsPowerPoint/aheader.htm
BizPresenter

http://www.bizpresenter.com/
Notes:
Slide Transition Button
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» Far additional help determining which file format to use, click here to download the Office Tools on the web
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