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PowerPoint 1& 2

PowerPoint 1

Introduction and Learning ObjectivesPowerPointl is designed to give the participaiat better

dzy RSNRGFYRAY3I 2F t26SNI2AyGQa vy SandoasiclleteNF I OS>
presentation skills. The skills learned in the class includeg sbdethemesand layouts, working with
background and font schemes, inserting clipart and wordart, and using number and bullet listings.
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This class is divided into 2 parts:
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Themes allow the user to create a customized presentation
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Try this: Select the Design tab on the Ribbon and choose for a varig Backgroundsnay also be changeby
of themes. Use the scrolling option to scroll for additional themes. using the same tab. Just look to the

You can also make adjustmentsdolors, fonts, andadd effects to right _Of your themes to find this
your theme. function.

Slide Layouts .................................................................................................

Slide layout givethe user predesigned layouts that the needs of a particular slide
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Trythis: To add a new slide, go to the Home tab anc
select New Slide. You can also make layout
adjustments, reset, or delete a slide.
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PowerPoint 1& 2

Addmg (|nser[ing) Text, C|ipart, and M'|' OA.8........................................................
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Try this: To add Clipart, Wordart or other illustrations Try this: After inserting an illustration, right click on
select thelnsert taband look for the lllustrations that object to view additional options you may choos
group. 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. /\
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Using Bullets and NUMDErS LiStS cccccccccccccccsccccossssscssssscssssscssssscsssssssssssssssssssssssssssss

Bullet and number listingnablesthe presenter to emphasize certain points or put thenaimumbered
order.

Try this: You can go beyond the normally used buIIeI

points and numbering by selecting the Home tab, th . o
go to the bullet or number icon arro| 55E| i= - Mone . o
. (=]

This enables you to change the format and customiz

your numbered orbullet list. . d -
. ] B

Select the Bullets and Number option at the bottom . o *

the menu (see the icon arrow above). There you wil|

be able to customize, add a picture, and change the ); ::

colors of your bullets and numbeé > Py

i= | Bullets and Numbering...
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PowerPoint 1& 2

Note: When inserting an object i.e. fonts, text boxes, clipart, wordart etc., you can useoydaxtual
tab for that particular object to make changes to the object.
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PowerPoint 2

Introduction and Learning ObjectivesPowerPoint 2 is designdd 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 thepresentation.

App|y|ng Slide Transitions cccccccccccccs eeecccccccscececeteeecsssssssssccccccccsesssssssssssscccccccssssss

A slide transition allowthe user to create special effects between slid8glect the Animations taand
look for the Transitions to this slide group.
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Try this: Select one of the transitions by mousing ov
the transition to view its effect. Additional features t
the right include; transitionsound, speed , whether
you want to apply to all slides or one, and if you wal
to advance the slide on mouse click or automaticall

Custom Animations --«--- teeecsssscsscccesssssssssssans tececscscsessscasssscssssssas

Custom animations add special effe to objects.Select the Animations tab and look for the
Animations group.
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PowerPoint 1& 2

‘Custom Animation il 4

Try this: There are two ways to animate anjebt.

|‘{§ Add Effect v| |7\ |

1. Select an object (text box, clipart, or wordart will work) and choose t| Moclly effect

Animate menu (see previous page). This will automatically show yo S
animation options when you mouse over an effect. _— %

2. ChooseCustom Animation(see previous page), this will adccustom

a . . . . . Select an element of the slide, then
animation rightside pane to your wmdovq This clck Ydld Effect" to add animation.
pane allows you to set certain conditions such as effect, the start of

animation, direction, and speed of the animation. These features al|
the user to increase the effects of the object.

Re-Order El

¥ AutoPreview

Add|ng Movies and SOUNQS: - ceccccccccccccccccscccscscccsssccssssscosssccsssssesssscssssssssssssssssssosss
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Try this: Select the insert tab and go to the media group. There you will
find the Movie and Sound options.

Movie ¢ Cloose Movie (little arrow poiribhg down)--> from file- > then
OK22aS GKS t20FGA2y 2F @&2dzNJ Y2 BA
the movie and choose whether you want to automatically play the video
when you click your mouse.

Sound- Choose Saud (little arrow pointing down)-> from file- > then
OK22a8 (KS t20LGA2y 2F &2dzNJ &2 dzy
insert the sound file and choose whether you want to automatically play
video or when you click your mouse.

Remember your cotextual tgbs for both movies and sounds for further
editing options./ 2 Yy G SEGdzZl £ Gl 6 FT2NJ Y2@ASaA
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PowerPoint 1& 2

Creating Charts ++«-- eeeessssssssscccccccssssssssssss cecevecscccccscscnssssseresene coseccsccccccesccassesesasse
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Try this: Select the insert taland 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 basapon the data you want to insert into the
chart. You can copy and paste from an Excel chart if you
wantto take data from Excel to PowerPoint.

Presenting ..... D eeccsssssssccccccccsses

There are a number of different option when setting up your project for thal foresentation.

‘./E:.-D H -0 = Presentationl [Compatibility Mode] - Microsoft PowerPoint - g X
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Try this: The easiest way to present the project is by using
pressing the=5key on your keyboard.

Other options will allow you to record narrations, rehearse
timings,and begirthe presentation atifferent slides
customizing the slide show by adding or excluding slides a
Y 2 NB X
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