Microsoft PowerPoint: Basics

Handouts available at glensidepld.org/technology

PowerPoint is a slide presentation software used to create slides. Let’s start by adding your first
New Slide — usually a Title slide. Just click in the Text Placeholders to add a title and subtitle.

Office Ribbon

—
H ©- 0 @ = Presentationd - PowerPoint 7T E - O X\
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DEVELOPER I M H
oy M - e el | e . |IA P = —\ B y
Jt Cut = [= Layout NN =3z H:, Text Direction ~ OO QO DD [ -ShapeFll\ # Find
. R Copy N 2 Reset [4] Align Text AlLLed o N Q—- i [# Shape Outline - | 3¢ Replace =
aste . ew AV ====|z= —| Arrange Quick
¥ Format Painter | gqe. Hsections | © 1 U S <@ Aa- A = - = Convert to Smartart - || 8 N {3 gl 7T Styles - @ ShapeEffects = | [y Select -
Clipboard [F} Slides Font Paragraph Drawing Editing

&>

Text

Placeholder

Click to add title

Click to add subtitle

View Modes

supE1oF1 [[Z = NOTES W COMMENTS E =

Text Placeholders: You add text to PowerPoint using text boxes; you cannot just type on the slide.
Picture: Images that come from your computer, flash drive, or online.

Animation: The way text or images appear on a slide during a presentation.

Transition: Special effects (sound and/or visual) that appear between slides.
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Add a New Slide
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style you want.

CITCK to add title
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NOTE:

To delete a slide, right click on it in the
Slide List and select Delete Slide. |

Insert Text - Text Boxes
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Click on Text Box.
Insert tab. I L J
Click and drag to
create a Text Box.
NOTE:

You cannot type on a slide without inserting a text box.

If you are using template slides, you don’t need to create your own text box. You can just
click in the fields that say “Click to add text.”
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Insert Images
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Click on:

Pictures: for image files saved on your computer

Start on the
Insert tab.

Online Pictures: to search for images on the Web
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Add Transitions
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Transitions are effects that can be applied as you move from one slide to the next.

Add Animations
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Animations can be applied to text or images on individual slides.

[ NOTE: Use Transitions and Animations sparingly: they can be distracting. ]
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View your presentation as a Slideshow: the way your audience will see it.
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Presentation Tools in PowerPoint

Adding Notes

Notes can be helpful when giving a presentation. You can add notes related to different slides in
PowerPoint. The notes are for the presenter — the audience won’t see them.

Click to add notes

Make your notes field larger
by clicking and dragging on
th border.

© Upper border Click on NOTES

Other Presentation Software

There are other programs you can use for creating presentations besides PowerPoint. Google
Slides, Prezi, and Keynote are popular programs but there are others available online.

Prezi Keynote

Available online by Available for Apple
signing up on the Prezi products including Macs

website. Allows for more and iPads. Presentations
visually creative can be stored using

- : iCloud and collaboration
ggisrﬁmat;ggfumlh and edits can be done in
2 ' real time.
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