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PowerPoint
Welcome:

Information Technology Division (ITD) - http://www.ncsu.edu/it/
Computing Services (CS) - 
" 

http://www.ncsu.edu/it/essentials


Computing Services Workshops - http://www.ncsu.edu/it/education/schedule/
Local information – Room 37, Avent Ferry Training Facility (AFTF)
Instructors:

Jen Riehle - jen_riehle@ncsu.edu

Objectives:

· What is PowerPoint?
· Getting Started

· Layout
· New Presentations

· Adding Content

· Inserting Images or Objects

· Setting Up Your Presentation

· Viewing Your Presentation

· Saving and Printing
· Presentation Wizard
· Questions?

Materials:

1. PowerPoint  Handout

2. Exercise Files:  From drive I: drive - Ittc on ’NDS02/Data’
3. Evaluation Sheet

*All class materials are available online at http://www.ncsu.edu/it/education/schedule/downloads.html. 

Instructions for accessing the I:// drive and class files:

1. Double-Click My Computer (the computer icon AFTnn on your desktop)

2. Double-Click the I: drive - Ittc on ’Nds02fs\Data’ (I:)

3. Double-Click ITD

4. Click and drag the “PowerPoint” folder onto your desktop

5. Close My Computer  


What is PowerPoint?

PowerPoint is presentation creation software that is part of Microsoft’s Office applications (including Word, Excel and Access). It allows the user to create slides for presentations that can contain content including text, images, graphs and other objects. 


If you have experience with other Microsoft applications, PowerPoint should be fairly intuitive to use. It contains many of the same steps and options that you would see in Word or Excel, but in general, offers even more choices. As with other Office applications there is a “Help” tool in case you get stuck.

Getting Started

How to run PowerPoint
From the Novell Applications Launcher (NAL):

1. Select All in the left column

2. In the right column double click the PowerPoint icon. For help finding the icon you can also click on the “Office Applications” folder under “Unity Applications” on the left.

If you have trouble opening one of these applications from the NAL, try right clicking on its icon and selecting “Open” or “Verify”.

If you have a personal copy of PowerPoint and would like to run at home, you will notice that you don’t have a NAL. In that case you can open PowerPoint by going to “Start”- “Programs” and selecting PowerPoint. If you do not see PowerPoint and you know you have it installed, look for a “Microsoft Office” folder.


Layout


Before we begin I would like to make sure that you know what to expect from the layout of PowerPoint.

[image: image1.jpg][E Microsoft PowerPoi

)

Content

Jen Riehle

Click to adid notes o

/|

| uoshapes~ N N DO E 4l WE| - L-A

Side 1 of 1 Default Design

=58,

Type a question for b= %
| A | Hoeson Tnewsie 2
@ © Slide Design e R
Design Templates.

olor Schemes
& Anination Schemes

Apply a design template:

Usedin This Presentation

Recently Used

Available For Use

€a rowse.





1. The top of the PowerPoint window give you your basic listing of menu options. PowerPoint offers only one that is out of the ordinary: Slide Show. This menu gives options for setting up Timings, Narrations, Animations and other Transitions that will be used in the show.

2. This is your standard Office toolbar, but like the File Menu, it too has some options you will not see in other Office Applications.

a. “Design”: This takes you to a quick menu which will allow you to choose one of a couple dozen background design schemes.

b. “New Slide”: This will display different slide layouts which can include text, headers, and spaces for images, graphs or tables.

c. Convert to a PDF: There are two buttons here with similar purposes. One converts to a PDF, the other converts the presentation and then sets up a quick email with the PDF presentation as an attachment.

3. The Outline and Slides tab pane will allow you to view all content of the current presentation. You should notice there are two tabs at the top. The lines will display the content of the slides in an Outline format. The box represents a view of each slide in miniature. You can use this window to click on a slide to quickly move between points in the presentation. 
4. The Slide Pane is a large view of your slide. In this location you can view what the slide will look like when completed and add text and other content.

5. This section on the right is a menu that displays options depending on what point in the presentation building you are in. As you begin, you will have options to open files or templates. As you begin building a presentation there are options for the background template, the color and animation schemes, the slide layout and other options. To see a list of all menus available in this window, click on the down arrow in the upper right hand corner.
6. This is a quick selection menu for presentation viewing options. The first picture represents the regular view. The second displays all slides in a presentation. The third will take you into the presentation beginning on the slide that is currently selected.

7. The notes pane is for the presentation creator to add notes. These notes will not appear in the presentation; they are primarily for other working on the presentation at a later time.
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New Presentations

If you want to create your own presentation outside of a template, start first by going to “File- New” and select a “Blank Presentation”. You will have a number of choices before you begin entering content. 
	Like many Office Applications, PowerPoint will open into a blank presentation, and you should see a separate window on the right with a number of quick- click options (assuming you are using PowerPoint XP. You may see slightly different options if you are using an older version of this product). These options include searching for an existing PowerPoint presentation, presentations created from a template and some quick links to setting properties for a new presentation.
If you have used PowerPoint in the past you will also see a list of recently modified presentations under “Open a Presentation”. 
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Slide Designs

You will probably want some kind of background design for all of your slides. This unifies and sharpens your presentation and makes it look more professional (or fun, depending on the background you select). To find one you like, click on “Slide Design” in the right- hand menu, or go to “Format- Slide Design”. PowerPoint comes with dozens of these designs. You can see what they look like by clicking on a design. This will allow you to preview a slide with that design. If you cannot find a design you like, click on “Templates on Microsoft.com”. This will open a web browser to Microsoft’s Office site which offers hundreds more designs that can be downloaded and applied. The direct link is: http://office.microsoft.com/en-us/templates/CT011323751033.aspx

If you find a design you like, but you would prefer different colors, you can adjust this by clicking on “Color Schemes” in the right- hand menu. From here you will see between 8 and 10 color schemes. Again, clicking on these schemes will allow you to preview what it will look like with the main slide. If you want to use your own specific color scheme you can modify the selected colors by clicking on the “Edit Color Schemes” button at the bottom of the right- hand menu. The subsequent pop- up will look like this:
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You can change colors in the scheme by clicking on the color, then selecting “Change color”. This will display an array of colors that can be selected. To view what your color scheme will look like on the slide, click “Preview”.


In the right- hand menu there is one other option with “Design Templates” and “Color Schemes”. “Animation Schemes” will allow you to set an incoming action for each slide. As with earlier options, by clicking on the choices in the menu, you can preview the action on the main slide (some actions will not appear as they will in the show. To view a full- screen preview, click on “Slide Show” at the bottom of the right- hand menu). We will work more with transitions later.

Slide Layout


Once you have a background color that you like you will need to select the slide layout you would like to work with. To view the options click on “Format- Slide Layout”. An important note: some background designs will change slightly as you move between different slide layouts. This being the case, it is a good idea to look at two or three layouts with your chosen background design to make sure that you are happy with all variations.

As with the background designs and animation schemes there are dozens of choices. You can select layouts for combinations of headers, text and image windows. When you select one of these layouts, it will appear in your main screen. 
Adding Content


When you select a layout with space for text, headers or images of any kind they are set up on the page with specified, pre- formed space for adding the content. In order to add that content you must first click on the box you want to add the content to. When text or an image is added, PowerPoint will auto-format it to fit inside that box. Do not let this constrain you. The boxes can be moved or enlarged by clicking on the gray edges and dragging in the direction you would prefer. Likewise, any images or tables you add are constrained by circles around the outer edge. These too can be used to manipulate the size and shape of the object.
[image: image6.jpg]o S . ® Take time for yourself
= e Do things you enjoy with

—\\/_\{J\‘ people you enjoy
i - 7%} e Read a book or take a bath
\\’/g;/;r' ¢ to relieve stress before bed ¢

A e Mindless activities can help
- / o you focus later





Notice in the image above how the text and image are constrained. You will also notice that they can overlap and can fit anywhere on the slide, including over the background design’s border.

When adding text, PowerPoint inserts outline dots, working under the assumption that your presentation will be formatted as an outline. To remove the dots, simply uncheck the outline button on the toolbar. If you need to make a point a subheading of other content, hit the “Increase Indent” button, or use the “Decrease Indent” button as necessary. To change the formatting of the points (circles to diamonds or other shapes) go to “Format- Bullets and Numbering” or right click in the window and choose “Bullets or Numbering”.
Inserting Images or Objects
The quickest and easiest way to add images or objects is with the “Drawing” Toolbar. To open this toolbar go to “View- Toolbars- Drawing” and the toolbar will appear as a floating window. Please also check the bottom of your PowerPoint window- the toolbar may already be visible.

To add images, you can use the “Insert” menu, or click on one of the options on the Drawing toolbar.

[image: image7.jpg]oraw - [ Iy | Autoshapes~ N W [ O & 4





This toolbar contains shortcuts for adding images, clip art, Word art, pre-formed organizational charts, shapes, arrow and other objects. In addition, it will allow you to create your own charts and graphs with the box, arrow and line shapes available. Look under the “Draw” and “Auto- shapes” menus for more options.
Clip Art


Like many other Microsoft Office applications the clip art options are nearly endless. To insert clip art go to “Insert- Picture- Clip Art”. You will see a clip art menu appear in the right hand pane. This menu allows you to add clip art by searching in a category (art is organized by keywords) and double click on the image to insert it. If you are unable to find clip art that you would like to use you can click on the “Clips Online” button at the bottom of the window. This will open a web browser to the Microsoft Office site which has, among other tools, hundreds of clip art objects and animations that can be downloaded and added to your show.


Another great characteristic of clip art is the ability to modify it. If you need to enlarge the clip art object, simply click on it and use your mouse to grab one of the corners and pull out or in to enlarge or shrink it. You will also notice a green circle at the top of the object. If you place your mouse over this circle you can click and drag to rotate the object. 


Sometimes in order to make your clipart better work with your presentation you will need to recolor it. To do this, double click on the image, select the “Picture” table and click on the “Recolor” button at the bottom of the window. This will open a new window that shows all the colors used in the picture. To change a color, click on the color window and use the subsequent color palette to choose a replacement color.
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Setting Up Your Presentation

Once you have your presentation created, you may want to add effects that will liven it up or add to the content in some way. PowerPoint will allow you to add sound effects, will create options for the way in which the text appears and when it appears, and can let you control the speed and timing of these events. 
All these options are available under the “Slide Show” menu. 

The first major option is the “Set up Show” Tool. This will cause the window below to pop- up and will allow you to customize your show based on its uses. For example, if you will be presenting this in a meeting, most of the settings you want will be the defaults, but you may want to use only specific slides. You can choose which slides are included by adjusting the “Show Slides” options.


Most of the rest of the options you will see apply to specific settings that can help you to make your presentation a stand- alone separate entity. If you would like to play this at a kiosk or display, you can setup the show to run automatically, loop and narration to play as needed. 
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The next menu we will talk about is “Slide Shows- Rehearse Timings”. If your show will use timings (whether as a feature to your presentation, or as a stand- alone) you can setup and test these timings with this tool. Once clicked, it will open your PowerPoint show from the beginning with a small clock in the upper left hand corner. This clock will count how long from the time the show starts to each “auto- click” advancing the slides forward. There is also a separate timer which will calculate the total length of the presentation. If you want to stop the clock, hit the “Pause” button on the window. Once you have set time for the entire presentation you will get a pop- up window asking you if you would like to accept or re- record your timings.
Slide Transition and Animation

Slide Transition, Custom Animation and Animation Schemes are all options available in the “Slide Show” Menu. When selected, each of these options become available in the right- hand side window on your screen.


The first of these is “Slide Transition”. This allows the user to decide how the slide will look as it appears. There are dozens of choices; the user can have the slide appear from the left, right, top, bottom or diagonal. The slides can filter or rotate in, and there are options for adjusting the speed of the animation and adding a sounds effect as well.

The next option is “Custom Animation”. This menu too, appears in the right- hand panel. This panel shows the animation sequences for each object in the slide. You can make each line of text, image, chart or table a separate object and set up a specific timing and animation (in from top, bottom, left, right, diagonal, roll-in, slide in etc) for each one. Each object that is assigned its own animation will have to be clicked in order for that animation to begin and the item to appear. When looking at this in the setup slide, each item with animation will have a number next to it designating the order in which it will appear.

The last button is “Animation Scheme”. This also will appear in the right hand side window has dozens of options as well. This tool is a combination of the first two; the choices apply an animation that brings in the background and the text together. This means that you will only have to click once and you will still get some kind of effect to bring in your slide and its content.
Viewing Your Show


There are a number of ways in which you can start you slide show. The first is the slide show button in the lower left hand corner. 
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You will also find a “Start Show” option in the “Slide Show” menu, or simply press F5. Keep in mind that with the button in the corner, you will begin not necessarily on the first slide, but on whatever slide you currently have selected. Both the “Start Show” and F5 buttons will start the show from the beginning.

To move between the slides, you will need to click your mouse or hit the return key. Keep in mind that if you have added transitions or animation, you may be required to click to start each item. In order to make sure that you are familiar with the number and timing of transitions, you should practice your presentation a few times before presenting it. If you find that you have moved too far ahead while presenting you can right- click and select “Previous” or use the arrow keys on your keyboard for a quick back step.
PowerPoint on the Web

If a PowerPoint presentation is placed on the web, it can be viewed through a web browser assuming that the machine the person is on does have PowerPoint. If the user chooses to “Open with default Application” the slide show will begin to play as normal, and the viewer has the control to click through the slides on their own. This can be a powerful and useful tool for presenting information nicely on the web. Since PowerPoint is available for Windows and Mac’s it is relatively safe to assume that most people have it available for use. 

You can also save you presentation as a web page. For more details on this option, continue to “Saving and Printing”.
Saving and Printing


You can choose to save your PowerPoint presentation as a PowerPoint presentation (.ppt) or as a web page (.htm/.html). These options are available under “File- Save as” then select where and how you would like to save it. You presentation as a web page will look something like this: 
[image: image11.jpg]Fe t& Vew Foris Took b [~ |

D @ | Quewch Grovortes Bveds (3| 3 [ -

Address [8] c:\pocuments and Settingstjrishie\DeskiopiHappy fies)frame. bt =] P |unks |

1

The Keys...

Leave Stress Behind

Eo How to-be Happy

5 Know what you want

Accept the bad with the
good

Remember.

Thank you.
Jen Riehle

Outiine Ed Notes slideiots > & side Show.

Eore [ Computer





Viewers can easily flip between slides and any notes that you have added to the presentation will appear at the bottom of the screen.

PowerPoint has made printing slide simple and functional. By going to “File- Print” you will get a pop- up window with the standard printer options. In addition to these options, however, there are several choices about what you can print out and how the pages will look.


You can choose to print the slides themselves (full page), the notes or outline for the presentation or a handout. The handout will allow you to choose between several different page layouts, including fitting 1, 2, 3, 4, 5, 6 or 9 slides per page. The option for three slides per page fills the right hand column with lines for the user to take their own notes on the presentation. To view how your slides will look when printed, use the “Preview” button the lower left hand corner.

Presentation Wizard

PowerPoint has a number of templates that can be used for generic presentations. You can view these presentations by going to the “General Templates” option of by clicking on “From AutoContent Wizard” under the “New” menu. 


These two options will have slightly different pop- up windows but both will allow you to choose from, among other things, a list of pre- created presentations that will work for the following types of content:

	· Generic

· Recommending a Strategy

· Communicating Bad News

· Training

· Brainstorming Sessions

· Certificate

· Business Plan

· Financial Overview

· Company Meeting

· Employee Orientation

· Group Homepage

· Company Handbook
	· Project Overview

· Report Progress or Status

· Project Post- Mortem

· Selling a Product or Service

· Marketing Plan

· Product/ Services Overview

· Selling your Ideas

· Motivating a Team

· Facilitating a Meeting

· Presenting a Technical Report

· Managing Organizational Change

· Introduction and Thanking a Speaker




By clicking on the “AutoContent Wizard” you will be taken through a series of steps to help you create your presentation. The first section of the wizard will ask you which of the presentation types listed above you will want to use.
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The second sections will ask you about the Style of the presentation you are creating. How will you be presenting this information? Again, you have a number of choices available:

· On- screen Presentation

· Web Presentation

· Black and White Overheads

· Color Overheads
· 35 mm slides

Depending on your option, PowerPoint will tailor your slides to best reflect how your information will be presented.

Next you will have “Presentation Options” which will allow you to fill in generic information to be added to each slide. This information includes the Title of the presentation, the footer information, the date the presentation was last updated and the slide numbers. You can choose to display all, some or none of these options.

Once you have finished entering all these options you can click on the “Finish” button and your slides will appear, fully- formed. As it is a template, you will need to go through each slide and personalize the information available to match your company or the presentation you are working on.

Questions?

I hope this class has helped you become more conscious of all that PowerPoint has to offer and more comfortable with trying new things. If you ever become stuck, try the PowerPoint Help menu or drop me a line and I will be happy to try to coax PowerPoint into doing what you wish. It’s a very powerful and accessible application and I hope that you will enjoy using it!

�I notice this in a different font.


�Is this option standard to those who don’t have adobe acrobat installed?
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