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1. PowerPoint 2010
Microsoft PowerPoint 2010 is part of the suite of programs known as Microsoft Office. You can use PowerPoint to create
and share dynamic presentations, or slide shows as they are most commonly called.
PowerPoint presentations consist of a number of individual pages or "slides". The "slide™ analogy is a reference to the slide
projector. Slides may contain text, graphics, sound, movies, and other objects, which may be arranged freely. The
presentation can be printed, displayed live on a compute

1.1. Open PowerPoint:
To start PowerPoint:
1. Click on the Start button
2. Click on All Programs
3. Click on Microsoft Office
4. Click on Microsoft Office PowerPoint 2010
OR
Double-click on the PowerPoint icon on the desktop.

1.2. About the Editing Screen
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1.3. Ribbon
The ribbon, which spans across the top of the PowerPoint screen, replaces the old Menu Bar and toolbars used in

Microsoft Office programs up through version 2003.

| Tabs |
E Home Insert Design Transitions Animations Slide Show Review View Add-Ins & @
j L J & Layout ~ . A ® S = I F}. EH 44 Find
B9 Reszt e -4 L 3.c Replace -
Pa'ste s”;:- = Section - B 7 U 8§ abe 2V~ A5 === 9| &5 Sha'pes —'.l'l'a'nge  Select -
Clipboard Slides Font Paragraph Drawing Editing
L G
roups

It organizes related functions into tabs. Those related functions are further organized into groups. The Home

tab, for instance, has a Font group that contains formatting options for adjusting font, font size, bold face,

underline and italics. The Paragraph group contains icons that control margins, spacing and indentation,

among other things.

1.4. Quick Access Toolbar:
| | =

= This is a customizable toolbar that provides access to commonly used functions such as Save or Undo Last
Action.
Clicking on the down arrow gives you access to other common functions that you can add to the toolbar.
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1.5 Slide Pane:

The large white typing area that features
“Click to add...” text prompts.
This is the area where you’ll type your slide text

.1.6. Slides Tab:

Located to the left of the slide pane.
Displays thumbnail versions of slides in your presentation.

Clicking and dragging a thumbnail allows you to rearrange the slides

in your presentation.

You can also click on a thumbnail to advance your presentation to that slide.

1.5.Notes Pane:

Click o add notes

Lets you type speaker notes for each slide.

Located beneath the slide pane.

Click to add title

Click to add subtitle

When printed out, the slide image and notes for that slide appear together on the same page.

1.6.Text Placeholders:

Located inside the slide. (Look for **Click to add..."* prompts

When you click inside the placeholder, a blinking text

Click to add title
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insertion point--or cursor--appears, and you can enter

text.
% The pointer/cursor: e e ——
. - c — b
= It moves on-screen inthe direction you move ? ey ,i
o -

your mouse.
= When pointed at text, the pointer becomes a cursor, assuming the shape of an I-beam.
= When pointed outside of the text area, the pointer becomes an arrow.

%+ The title bar:
Lﬂ > I= PowerPoint Design Tips general [Compatibility Mode] - Microsoft PowerPoint = B R

= Located at the very top of the screen.
= Displays the program title as well as the filename you assign your presentation upon saving it.

% The Task Bar:

E—————— =
Slide 20f3 | “Office Theme”™ | <5 EEEGT e O
PR e '

= Located at the bottom of thescreen.

= The Task bar displays the number of the current slide in the presentation (e.g., Slide 1 of 1, Slide 2 of 2, etc.).

= [t also allows you to zoom in and out of your current slide (note the magnification slider on the right side of
the Status Bar), and to change your slide view from the normal editing screen to multiple slide view (the

Slide Sorter) and Slide Show view.

«+ The vertical and horizontal scroll bars:

= Located to the right of and beneath the slide pane.
= The vertical scroll bar allows you to scroll Verticle scroll bar
through your slides. | ‘
-Dragging the elevator (the button located ,
between the up and down arrows) moves you Presentation Title
Today’s Date Page Up/
Page Down
— Horizontal scroll bar hiltons |

E

I
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quickly through the presentation. A slide indicator
box to the left indicates each slide number as you
pass by it.

= The horizontal scroll bar appears when you
zoomin on part of the slide so that the entire
slide doesn't fit within the viewable area. This
scroll bar lets you see parts of the slide not

currently displayingon-screen

+«+ The page up/page down buttons:

= Located beneath the vertical scroll bar. (Look for the buttons that display double-arrows, one set facing up
[page up] and the other facing down [page down].)

= Moves you slide-by-slide in either direction.

1.7.Create a Title Slide
When you open PowerPoint, the program takes you by default to a Title Slide screen.
= Follow PowerPoint's on-screen prompts to enter text (**Click toadd...").

NOTE: All ""Click to add..."”

prompts are optional. If you don't C| ICk to a d d t|t|e
type a sub-title, for instance, the

Click to add... sub-title prompt o —————— é

won't appear when you present your

slide. l

1.8.Save Your Presentation

0a) |

= Choose Save from the Quick Access toolbar. = ho

= Use the Save in window to locate where you plan to save your file.
= Enter a filename in the Filename window for the presentation and press Save.
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To use the Save As command:
¢Click the File tab.
eSelect Save As. Save As.
The Save As dialog box will appear. Select the location where you want to save the presentation.

eEnter a name for the presentation, then click Save. The Save As dialog box.
NOTE: To save your presentation in
a previous version of PowerPoint:

Fie name: PowerPoint Presentation

PowerPoint Presentation
0

=l

o Click on the down arrow by the Save as type window.

- - - ' - PowerPoink :7-200;9;;;*;90 ]
o Select the version in which you'd like to IEL?;L“?‘&*?‘

save the presentation.
o Click Save.

1.9.Create a New Slide =

» Click on New Slide from the Hometab. ——— =
A list of thumbnails appears, outlining your various - e I
slide content options to choose from. e Tmeenscen ek

= Click once on the appropriate thumbnail to bring oz 22 || == ==

Two Content Comparison Titie Only

up the next slide.

Sians T Content with T Picture with
Caption Caption

NOTE: Selecting Title and Content allows you to

Dupiicate Selected Slides

Shdes from Cutline..

LL:'L“

create the most common slide types such as bullet lists,

Beuse Stides..

tables, and charts.

. nsert Design Animations Slide Show Review
1.10. Create a Bullet List Bl — =
. . " Office Theme ' —

= Click on Title and Content v eIl | ,
|

. 1 I
Title Stide Title and Content | | Section Header “

b Hr
: . < “ “
“TwoConmtent  Comparison  TRie Of Click to add title
= * Clickto add text q—

Content with Picture v
Caption Captig
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[11.11. Create a Chart
= Click on Title and Content from the list of layout options displayed.

= Click on the Chart icon in the center ofthe slide.

nsert Design Animations Slide Show Review
=5 tayout = . - A= elfar) sl
Office Theme y -

3 | I

Title Stide | Title and Content Section Header

« Clicktoadd text

Two Content Comparison Title Only
B e  Se—
& e
! -0
Blank Content with Picture with
Caption Caption L-

= Select a chart type from the list on the

Insert Chart

left side of the Insert Chart dialog R Templates nNart oub-1ype

e | Lm) nA] |22 \oal 0% 98] B0 |}
-, | Lo 08 o U )
w ™ || bu ad] ATl
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= Next, choose a sub-type from the
iconsto the right and click OK.

’ () @90 ) & Presentationl - Microsoft . | Chart Tools — S 'zl M) - ™ - )5 Chartin Microsoft Office PowerPoint - M., - = X ‘
Toa)
Hom¢| lnseﬂ' Deslgl Anim | Slide | Revie l View | Add l‘\Deslgn | Layout l Format | O |Homefl Insert l Page Layonl Formulas [ Data I Review I View ' Add-Ins I. = ¢
TIEEEDCIE == oaoE
© = : IBIUHAAI | @ #-
Change Save As Switch Select Edit Refresh Quick Quick Paste _ T ‘Ahgnment \Number Styles \ Cells 2
Chart Type Template || Row/Column Data Data Data Layout v Styles ~ ‘ £ “& = ‘ P ‘
{ Type Data Chart Layouts | Chart Styles _'l |Clipboard '7' {12 Font = | | | Editing
Eaa - ' 55 ~ Q]
; ‘ A | 8 ] c | o E_| . s N
Lkl Series1 Series2 Series3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 Category4 4.5 2.8 p‘lj
Click to add title 6 ;
8| To resize chart data range drag lower rlght corner of range [
5]
10
(k]
12 1
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= Excel
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 Slide20f2 | Office Theme™ | <5 | @S&ﬁ@ 395

Click to add notes

W 4 » W] Sheet1 /73 40

i) Ready |

X/
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7
**

You’ll now see a split screen; PowerPoint is on the left and Microsoft Excel has just launched and

appears to the right, with sample chart data displayed. Data for PowerPoint charts is actually entered in

Excel. As you enter your own data in place of the sample data, PowerPoint automatically updates the

chart displaying on the PowerPoint side of the split screen.

You’ll notice a blue boundary

line at the right and bottom edges
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of the sample data.

A B C D
1 Series 1 Series 2 Series 3 Blue
2 Category 1 4.3 2.4 2 boundary
3 Category 2 25 4.4 2llines
4 Category 3 35 1.8 31
5 Category 4 4.5 2.8 >
6 | | T \D

«» If you have more columns/rows in your chart than are filled in by sample data, simply click on the
lower right corner where the blue lines meet and drag the mouse down/to the right until you see
displayed the correct number of columns and rows. You may only drag in one direction at a time
(either horizontally to expand the number of columns or vertically to expand the number of rows). To
expand both columns and rows, release the mouse after having dragged it in one direction and then
repeat the process in the other direction.

» . Entering data labels (categories):
= Enter the categories you are measuring in the column labeled A. Start entering data in Row 2.
NOTE: As you begin typing data in each cell, the sample data from the next cell disappears automatically.
= Press the down arrow key to move row by row, or click on the next cell down using the mouse.

1] B C D
1 Series 1 Series 2 Series 3
2 ||Marth 4.3 2.4 2
3 ||East 2.5 4.4 2
4 [|South 3.5 1.8 3
5 ||West 4.5 2.8 5
f

> Entering legend headings (series):
= Enter legend headings directly beneath the cells labeled B, C, D and so on. Start entering legend headings
in Column B.
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A B C D

1 2008 2009 2010

2 |North 3 s -

3 |East 2.3 44 2

4 |South 3.3 1.8 3

3 |West 4.5 2.8 )

: r

1.13.Entering values (numeric data):

Before entering values, you can specify the kind of values you are

entering (percentage, dollar amounts, etc.).

Click on the upper left blue cell of the spreadsheet
. (This highlights the info in your spreadsheet.)
Click with the right mouse button on the same cell.

Choose Format Cells... with the left mouse button.

Choose Number from the pop-up menu.

Choose the type of values being represented from the Category
listing at left.

Click OK.

NOTE: If you choose Percentage, you will need to enter your

values in the datasheet using decimal points in front of the
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numbers (e.g. for 23%, enter .23 [not 23]).

1.13.1 When done entering data:

= Click on the x in the upper right corner of the Excel window. artin Microsoft Offce pow.. o, | - =[%]

irmu | Data | Review | View | ﬁ«dd-lrl Design | 'Q) =

T Y RS

- &

iv

F] Editing
fe| 3.5

& D
109 2010 |

[ .

-

A
Alignment| Mumber | Styles || Cells

o
I e

1.14.Returning to the Excel spreadsheet to edit data (if necessary):
o Click once anywhere inside the chart to select it. This launches a Chart Tools contextual
command tab that doesn’t appear on the normal editing screen.
o Make sure the Design tab under Chart Tools is selected and then click on Edit Data from the Data group.

Chart Tools
Animations Slide Show Review View Add-Ins Acrobat Design La)
Bl 1
mf] T3 S : _‘:J -
iy el ST T T A
L ai LAY Cerrre | =y
a| Data Data
itd Chart Layouts Chart Sty

1.15.When done editing data:
= Click on the x in the upper right corner of the Excel window.

11
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1.16.Change the chart type (to a line chart, area chart, etc.):
=If your chart is not currently selected, click once in the white space above or below the legend to select
it. This launches a Chart Tools contextual tab that doesn’t appear on the normal editing screen. If

the chart is already selected (has a blue bounding box around it), the Chart Tools tab will display.

=Make sure the Design tab under Chart Tools is selected and then click on Change Chart Type from the Type
group.

H9-v s

( Love Cat oIt Chart Tools
32 i
- Home Insert Design Animations Slide Show Review View Add-Ins Acrobat Design Layout Format

3 )
ol W, & B = |2

| i x g =[] N 'l . ¥
Change |Save As ) f.»?:“ Select Edit Refresh lﬂ—l—J M ,_4 = ’Il II L ‘ L ‘ L ‘ %

Chart Type femplate | Row/Column Data Data Data -
Type Data Chart Layouts Chart Styles
Select a new chart type and sub-type and click OK.
(_'\3/ d9-0 s Why [ Love Cats - Microsoft PowerPoint -
- Home  Insért Design Animations Slide Show Réview View Add-Ing Atrobst Désign Fe
1.17.  Relocating or e o T S Y| P T RET R ™
' * Acture S Ted || Chan endl| Oata Data || Axes Gridlines  Plot
& ¢ v Boi Titie abels~ Table* v Arear
deleting the legend: - e ) Bacgrons
deleting the legend: f | k] owicen o |
Clclick once in the white space above or v e iy |
below the legend to select it. ‘ i Sosinin ) add title
This launches a Chart Tools contextual | | iegensaminin |
[JMake sure the Layout tab under Chart Tools is selected ‘ b ik |
and then click on Legend from the Labels group. B L] il o

[JSelect an alternate location i o gena o
H - —_————— I the chart without resizing | |
on the slide for the legend, or select None to delete it. ! l
2
IR K

__J Overlay Legend at Right

Overlay Legend at Left
44| ShowLegend at left of

1 . B -+ the chart without resizing
12 i i g 7 More Legend Options
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1.19. Apply a contrasting color to the chart’s background:

1.18.Resize the chart:

If a light blue selection box doesn't currently
frame your chart, click in the white space
beyond the chart itself to make the box
appear.

Click on any of the four corners of the
selection box (position the pointer tip directly
on the 3 dots; the pointer will change from a
4-sided to a double- sided arrow).

Drag the mouse button diagonally to

stretchor shrink the chart area.

If a light blue selection box doesn't currently
frame your chart, click in the white space
beyond the chart itself to make the box appear.
Position the mouse pointer tip in a blank area of
the chart until the Chart Area indicator
appearsbeneath the arrow.

Click once with the RIGHT mouse button. A
pop-up menu should appear.

SelectFill, if it isn’t already,
and then choosing Solid fill.

Click on the down arrow by the paint bucket

13
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next to where it reads: Color.
= Choose a color for your background that
contrasts with your other chart elements.
= Click Close when done.

1.120. Change the color of the line in a line chart:

= [Ifalight blue selection box doesn't currently frame your chart, click in the white space beyond the chart

itself to make the box appear.
= Position the mouse pointer tip directly over the line (anywhere except

where it intersects a gridline) and click once to selectit.

= Choose Format beneath the Chart Tools tab and click on Shape Outline,

= Choose a color for your chart line that contrasts adequately with the
chart’s background color.

NOTE: You may also change the width

of the line by choosing Line Style and then adjusting the default weight.

= Click Close when done.

1.21. Add Shapes to Your Slide

= Click on the Insert tab and choose Shapesfrom the Illustrations group.

= Click on the desired shape.

The mouse pointer changes shape to that of a crosshair.
= Position the crosshair where you want to begin drawing the shape.
= Click and hold down the mouse button as you drag to create the shape.

= Let go of the mouse whendone.

1.22. Relocate/resize/recolor the shape as you wish.
To relocate:

14
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= Click and hold down the mouse button anywhere inside the shape.

= Drag it to a different location and let go of the mouse button.

1.23. To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip changes to a double-headed

arrow).

= Click and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the shape, and let go of the mouse button.

NOTE: Holding down the Shift key while dragging the mouse preserves the shape’s proportions as you resize.

1.24. To recolor:

= Click anywhere inside the shape.
= Click on the Home tab.

(Da)\\H9-06 )+
9

— Home Insert

EN N0~ rz.
AL AL
aA{ > =8

Insert Shapes

Design

-~ aa

~ &} Shape Effects ~

Animations

Shape Styles

Slide Show

Review V

Jiew Add-Ins

ﬁ Shape Fill ~
[2 Shape Qutline ~

Acrobat

A A

WardArt Styles

A contextual tab called Drawing Tools (Format) appears.
= Change the color and/or outline of the shape by selecting Shape Fill and/or Shape Outline.

= You may also click on the Home tab and select Quick Styles from the Drawing group to select from

some preset designs offered by PowerPoint.

(Oa) 9~ )+

)
—/ Insert Design Animations Slide Show Review View Add-Ins

=0 R &= Layout ~
—] Ep ] z‘ Reset
Paste New
- ; Slide ~ % Delete
Clipboard Slides

Perpetua (Body) ~ 138
B 7 U abe § AV~

Font

1.25. Add text to the shapes
= Right-mouse click inside the shape.
= Select Edit Text (with the left mouse button).

= Enter your text.

- || AAT |25

Aa-[[A-

1.26. Recolor/resize the text as you wish.

Presentationl - Microsoft PowerPoint

Paragraph

15

Format

Drawing Tools

e

>
iy Selection Pane

Drawing Tools

Acrobat

Format
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S Rotate ~

Arrange

]
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’;2 Shape Fill ~
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b’ Shape Effects ~
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Cut
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Paste
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34 Find
2ac Replace v
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Edit Text
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Send to Back
Hypertink
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= Highlight the text using the mouse.
= Click on the Home tab.

= Use the tools in the Font group to make changes to the text.

Home Insert Design Animations slide show Revi
1\ E L N tv - - -
'#‘ _] =] Layou Calibri (Body] -8 -~ || A 4 Ilﬁa}
=3 EReset
MNew v =
g e peete [[B £ U sbe 8 - Aar||A |
ard Slides Font =

1.27. Add Additional Text to Your Slide

You may want to insert additional text on your slide besides that which goes in the text placeholders.

= Click on the Insert tab and select Text Box

from the Textgroup.

i) © Vhy I Love Cats - Microsoft PowerPoint Drawing Tools
Design Animations Shide Show Review View Add-Ing Format
1al N 1 2 —
b (7D ¥ @ A 8 4 553 S
4153 ~ L ,J - = ) e« =] X ‘. = >
Clip  Photo Shapes Smartart Chant Hyperiink Action Text JHeader WordArt Date  Shide Sym
Art  Album -~ Box g Footer v & Time Number
Mustrations Links Text

The mouse pointer changes shape to a cursor.

= Position the cursor where you want to insert the text box.

= Hold down the left mouse button (the pointer changes to a crosshair shape) and drag the crosshair to create a text

box.
= Type text inside the box.

1.28.1 Recolor/resize the text as you wish.
= Highlight the text using the mouse.

= Click on the Home tab.

= Use the tools in the Font group to

make changes to the text.

1. 29. Add Clip-Art to a Slide

Home Insert Design Animations
4 | Layout -
& ERETT Calibri (Body)
=3 EReset
Mew
j Slide = % Delete |B £ U abe
ard = Slides
Home Design
16
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Blbum ~ -

£
Picture

k3]
et |
Clip |
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Click on the Insert tab and choose Clip Art from the Illustrations group.

1.30. A Clip Art
task pane appears on the right side of the screen.

=Enter word or phrase that describes the image you are looking for in the Search for:

window and click on Go.
=Scroll through the list of images that match your

= description and click once on the thumbnail of the image you wish to insert.
The image will appear on your slide with "handles™ around it.

17

[clip art
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1.31. Relocate/resize/recolor the image as you wish.

1.31.1To relocate:

= Click and hold down the mouse button anywhere inside the image.
= Drag it to a different location and let go of the mouse button.

1.31.2. To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip
changes to a double-headed arrow).

= Click and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the image, and let

goof the mouse button.

1.32. Import an Image from the World-Wide Web

If you find an image on the Web that you want to include in your PowerPoint presentation,

At the website:

= Position the mouse on the image and click on it with the right mouse button.

= Choose Save Image as... from the pop-up menu. (Use your left mouse button this time!)

= Choose where on your computer you wish to save the image from the Save In window.

= If you wish, you can overwrite the given filename listed in the File name window, or you can stick with the
given file name already assigned to the image.

Click on Save.

1.32.1. To relocate:

= Click and hold down the mouse button anywhere inside the image.

= Drag it to a different location and let go of the mouse button.

1.32.2 To resize:

= Position the mouse pointer tip directly over any of the corner handles (the tip
changesto a double-headed arrow).

= Click and hold down the mouse.

= Drag the mouse in a diagonal direction to shrink or expand the image, and let

goof the mouse button.
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1.33. Adjust Images Using Picture Tools

= The Picture Tools (Format) tab appears when an image is selected (has handles around it). Click once

Cin tl‘ Lzl Why I Love Cats - Micrasoft PowerPoint Picture Toals =

3

,/ Home Insert Design Animations Slide Show Review View Add-Ins | Format

P o

> Brightness v 1 Compress Pictures (¥ Picture Shape ~ & B to Front =R | e =
% Brig e P = — — —_— — - S 2 )| 'L. ’—:’[:," ;’J 5.25° z
(D Contrast ~ J?ld Change Picture | d X 2 Picture Border v eh S o Ba 325

; ’ il | el il ol el - e ===
% Recolor ~ “Bg Reset Picture T | Picture Effects ~ || iy Selection Pane S~ b X

I

Adjust Picture Styles F] Arrange Size

= inside the image if no handles appear.

The Picture Tools tab allows you to crop your image, add a frame, and adjust image contrast, brightness, etc.
= Place the mouse pointer tip over the various icons (without clicking) and a description box appears,

identifying what each one does. (Most are self-explanatory.)

1.34. To crop the image:

[
= Click on the Crop icon on the Picture Tools tab. —H

Crop
= The handles surrounding your image change shape.

= Position the mouse pointer tip over any of the handles. The mouse pointer changes to the shape !
of a crop tool as it nears a handle, and then assumes the same shape as the handle when
positioned directly overit.

= Hold down the mouse and drag it. An outline of your image changes as you slide the mouse, so that

you can see what portion is being cropped.

= Release the mouse button when finished cropping
= . To turn off the Crop tool, click again on the Crop icon.

NOTE: If you overcrop your image, you can “uncrop” by clicking on the same handle and dragging it
outward. Cropped portions of your image will return to view.
1.35. Re-arrange Slides in Your Presentation Using the Slide Sorter

= Click on the View tab and choose Slide Sorter from the Presentation Views group.

Lfm 5 | d ' FUWEIFUININIL L_-":';-i':H\ H‘r,"; CA DUl UJEDILY 1L U1 E,?df,ll,
- Home Insert Design Animations Slide Show Review View Adi
=N EE J 'T" : ' © = !‘
o =]:=] i..: o = = : \ L= E

Normdl| Slide | Notes Slide | Slide Handout Notes . Zoom Fitto | _

Sorter | JPage Show | Master Master Master Iessage bar Window ||
Presentation Views Show/Hide Zoom
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The Slide Sorter displays the slides of your presentation side-by-side in miniature. Depending on the
number of slides in your presentation, some or many of the slides may be out of view. (If so, you’ll notice

the vertical scroll bar on the right, which you can use to navigate through the presentation.)

...... - - U (S [ —— S

= = Ruler == & color ~=1 = ArangeAll | =
= :;P) | B q =k L 3 =
= o Gridlines &= Grayscale P Cascade —
Normal| Slide | Notes  Slide Slide Handout Notes Zoom Fitto i New Switch Macros
‘ Sorter | |Page Show | Master Master Master Message Bar Window ||l Pure Black and White || window = Move Spiit | Windows
| . Presentation Views Show/Hide Zoom Color/Grayscale Window Macros
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= Position the mouse pointer over the slide you wish to relocate, and then click and hold down the mouse.
As you drag the mouse around the screen, a thin vertical line follows, moving between the slides.
= When the thin line is in the location you wish to move the slide to, let go of the mouse button.

To restore single slide view:
= Double-click on a slide to restore single slide view.
The slide you double-click on will appear in single slide view.
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1.36. Create Slide Transitions

= Click on the Animations tab.

= Glide your mouse over each of the transition effects located in the Transition to This Slide group to
preview them on your slide.
Note the vertical scroll bar to the right; there are more effects to preview than are currently in view.

VVITY 1L LUVE Lald ~ IVIHILIUDUIL FUWELI UL —

Animations Slide Show Review View Add-Ins @

sty Transition Sound: [No Sound] > | Advance Slide
21 Transition Speed:  Fast ~ | ¥ On Mouse Click

130 Apply Ta All Scroll Bar Automatically After 00:00 5
Transition to This Slide

Transition effects

= Click once on an effect to select it.
= To apply the transition to the entire presentation, click on Apply To All.

1.37. View Your Presentation

Oa)\H9-0 )7

.
— Home Insert Design Animations Slide Show
== = - . WO Record Nz
—») Q’ == o] [} i
el == = e (5% Rehearse’
From From Custom Set Up Hide

Beginning |Current Slide |! Slide Show ~ || Slide Show Slide V| Use Rehe:

Start Shide Show Set Up

= Click on the Slide Show tab.
= Click on From Beginning to view the entire presentation or From Current Slide to view from the
current slide onward.
= Click on the left mouse button to advance from slide to slide.
=|f you have animated your bullet list, clicking on the mouse brings up each successive bullet.
= At the end of your presentation, a black screen appears, with the message: End of slide show, click to exit.
= Click once more to return to the editingscreen.

NOTE: To move backwards in your presentation, simply press the Backspace key.

NOTE: You can press Escape on the keyboard at any time to exit the presentation. The slide currently being
displayed in

Slide Show view will appear on the editing screen.
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1.38. Print Your Presentation

@ufro

= Click on the Microsoft Office button and choose Print. N 1y | Previewand pnt the document .
. . — (A, Print l
= Select your printer, the number of copies, etc. E onen VB saiectaprter aumber ot cope sos |
- - - 4% Quick Print |
= If you are using a black and white printer, select the Grayscale = | ] s« | spomepeeonaeayone ||
1 efault printer without making changes.
option in the lower left corner of the print menu. B ssess > | [Q mieyonsme et pogesstr
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« ffice button and choose Close.

NOTE: If your most recent changes to the presentation have

H92-0 ° Why I Love Cats - Microsoft |

not been saved, you'll first be asked if you want to resave.

Recent Documents
tiew

1 Whyllove Cats

=)

Open 2 effective powerpoint 35 Newest =
1.39. Open a Saved Presentation S e e
- . - 1 e ; My Presentation
= Click on the Microsoft Office button and choose Open. N Gl
l' Save As »
= Click on the down arrow by the Look in window. ™
Print L4

)
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P

27| Prepare >

= Scroll until you find the location of your file and click on it.

= Click on the file in the windowbelow.

. a& Send »
= Click Open.
= Pyblish »

| 2] PowerPoint Options | : XX Exit PowerPoint



