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Try this:  Select the Design tab on the Ribbon and choose for a variety 
of themes.  Use the scrolling option to scroll for additional themes. 

You can also make adjustments to colors, fonts, and add effects to 
your theme. 

 

Try this:  To add a new slide, go to the Home tab and 
select New Slide.  You can also make layout 
adjustments, reset, or delete a slide. 

 

PowerPoint 1 

Introduction and Learning Objectives ς PowerPoint 1 is designed to give the participant a better 

ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ tƻǿŜǊtƻƛƴǘΩǎ ƴŜǿ ƛƴǘŜǊŦŀŎŜΣ ǘƘŜ ǳǎŀƎŜ ƻŦ ŘŜǎƛƎƴ ǘŜŎƘƴƛǉǳŜǎ, and basic level 

presentation skills.   The skills learned in the class include; using slide themes and layouts, working with 

background and font schemes, inserting clipart and wordart, and using number and bullet listings. 

This class is divided into 2 parts: 

1. 9ȄǇƭƻǊƛƴƎ tƻǿŜǊtƻƛƴǘΩǎ LƴǘŜǊŦŀŎŜκDesign Techniques ς Presentation  

2. Hands On Skills 

Starting a New Presentation and Adding Slides  

To start a presentatÉÏÎ ÙÏÕȭÌÌ ÎÅÅÄ ÔÏ ÓÅÌÅÃÔ ÔÈÅ /ÆÆÉÃÅ "ÕÔÔÏÎ            then select new .  To add more 

slides to your presentatopm  ÙÏÕȭÌÌ ÎÅÅÄ ÔÏ ÓÅÌÅÃÔ ÔÈÅ new slide  option under the Home tab. 

Using Themes 

Themes allow the user to create a customized presentation. 

 

Backgrounds may also be changed by 
using the same tab.  Just look to the 
right of your themes to find this 
function. 

 

Slide Layouts  

Slide layout gives the user predesigned layouts that fit the needs of a particular slide 
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Try this:  To add Clipart, Wordart or other illustrations 
select the Insert tab and look for the Illustrations 
group. 

Try this:  After inserting an illustration, right click on 
that object to view additional options you may choose 
from. 

You may click on an object and select the contextual 
tab (in this case the red picture tools tab you see 
below) for more options. 

Try this:  You can go beyond the normally used bullet 
points and numbering by selecting the Home tab, then 
go to the bullet or number icon arrow. 

This enables you to change the format and customize 
your numbered or bullet list. 

Select the Bullets and Number option at the bottom of 
the menu (see the icon arrow above).  There you will 
be able to customize, add a picture, and change the 
colors of your bullets and numbers. 

Adding (Inserting) Text, Clipart, and MÏÒÅȣ 

 

 

 

 

 

 

 

 

Using Bullets and Numbers Lists  

Bullet and number listing enables the presenter to emphasize certain points or put them in a numbered 

order. 
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Try this:  Select one of the transitions by mousing over 
the transition to view its effect.  Additional features to 
the right include; transitions sound, speed , whether 
you want to apply to all slides or one, and if you want 
to advance the slide on mouse click or automatically. 

Note:  When inserting an object i.e. fonts, text boxes, clipart, wordart etc., you can use your contextual 

tab for that particular object to make changes to the object. 

 

 

PowerPoint 2 

Introduction and Learning Objectives ς PowerPoint 2 is designed to give the participant a set of 

advanced skills that will enhance a presentation.   The skills learned in the class include; applying slide 

transitions, using custom animations, adding sound and video, creating charts, embedding objects and 

presenting the presentation. 

Applying Slide Transitions  

A slide transition allows the user to create special effects between slides.  Select the Animations tab and 

look for the Transitions to this slide group. 

 

 

 

 

Custom Animations  

Custom animations add special effects to objects.  Select the Animations tab and look for the 

Animations group. 
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Try this:  There are two ways to animate an object. 

1. Select an object (text box, clipart, or wordart will work) and choose the 
Animate menu (see previous page).  This will automatically show you 
animation options when you mouse over an effect.  

2. Choose Custom Animation (see previous page), this will add a custom 
animation right-side pane to your window.    This 
pane allows you to set certain conditions such as effect, the start of the 
animation, direction, and speed of the animation.  These features allow 
the user to increase the effects of the object. 

  

Try this:  Select the insert tab and go to the media group.  There you will 
find the Movie and Sound options.  

Movie ς Choose Movie (little arrow pointing down) --> from file-- > then 
ŎƘƻƻǎŜ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ ȅƻǳǊ ƳƻǾƛŜΦ  hƴŎŜ ȅƻǳΩǾŜ ŎƘƻǎŜƴ ǘƘŜ ƭƻŎŀǘƛƻƴ ƛƴǎŜǊǘ 
the movie and choose whether you want to automatically play the video or 
when you click your mouse. 

Sound - Choose Sound (little arrow pointing down) --> from file-- > then 
ŎƘƻƻǎŜ ǘƘŜ ƭƻŎŀǘƛƻƴ ƻŦ ȅƻǳǊ ǎƻǳƴŘ ŦƛƭŜΦ  hƴŎŜ ȅƻǳΩǾŜ ŎƘƻǎŜƴ ǘƘŜ ƭƻŎŀǘƛƻƴ 
insert the sound file and choose whether you want to automatically play the 
video or when you click your mouse. 

Remember your contextual tabs for both movies and sounds for further 
editing options.  /ƻƴǘŜȄǘǳŀƭ ǘŀō ŦƻǊ ƳƻǾƛŜǎ ƛǎ ōŜƭƻǿΧ 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adding Movies and Sounds 
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Try this:  Select the insert tab and go to the illustrations 
group.  There you will find the Chart option.  

You will have a number of different charts to choose from.  
Choose one base upon the data you want to insert into the 
chart.  You can copy and paste from an Excel chart if you 
want to take data from Excel to PowerPoint. 

 

 

Try this:  The easiest way to present the project is by using 
pressing the F5 key on your keyboard. 

Other options will allow you to record narrations, rehearse 
timings, and begin the presentation at different slides, 
customizing the slide show by adding or excluding slides and 
ƳƻǊŜΧ 

 

 

Creating Charts 

 

 

 

 

 

 

 

 

Presenting  

There are a number of different option when setting up your project for the final presentation.  

 

 

 

 

 

 

 

 

 

 


