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ED596 - PowerPoint Tutorial

ED596: Technology for Teachers
PowerPoint Tutorial - I ntroduction

About This Tutoria

Thistutorial isdesigned to assist studentsin the course, ED596: Technology for Teachers, with completing their
Presentation Learning Task. The tutorial is designed to support PowerPoint on both the PC and Macintosh
platforms. It is not a complete tutorial for PowerPoint. For a complete tutorial, refer to the on-line Training
supplied with the software or, refer to the various published works on the PowerPoint software.

| ntroduction

PowerPoint is aversatile presentation tool. This software has an outliner to help organize your presentation to an
on-screen slide show complete with specia effects. Y ou should find this tool useful for both your presentation and
your students' presentations.

Let'stake alook at the PowerPoint screen:
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When you start PowerPoint, you will be presented with some options. These include:

The Create a New Presentation Using window.
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Y ou may select the appropriate option.

After clicking [OK], you will be presented with the Choose an AutolL ayout
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Click on the AutoLayout of your choice. The default first slide isthe Title. Notice that the default is highlighted
with adark border (in this exampleit isthe Title slide). Y ou may select any of the nine AutoLayouts by simply
double clicking on the layout of your choice, or click once to select and then click on the [OK] button.

After you have gone through these introductory steps, you will be presented with the PowerPoint editor page shown
at the top. Y ou will now be ready to create your presentation.

Using the Common Tasks Menu

When you enter PowerPoint you are also presented with a "floating” Common Tasks menu e x|

Mew Slide. ..
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palette. This palette contains three commonly used functions: New Slide, Slide Layout, and Mew Slide. ..
Layout Design. You can position this "floating" menu to alocation of your choice. Slide L kot
Apply Design. ..,

Simply click on one of the choices with your mouse and PowerPoint will begin the operation.
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Technology for Teachers
PowerPoint Tutorial - Buttons
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Most PowerPoint options can be found in the Pull-Down Menus. But for this tutorial we will concentrate mostly
on the button controls. Let's examine just afew of the basic buttons and their functions.

[BI=|EI New | Open | Save

[E1¥] print | Spell Checker

&, [Ex]@]<7] Cut | Copy | Paste | Paste Special

Word Table| Excel | Graph | Chart | Clip Art

Screen Size by Percentage

Jyniuul
L Times

Font Style
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Drawing With Office97

Drawing With Office97/PowerPoint

Drawing Toolbar

Office97 shares functions between programs. For example, both PowerPoint and Word use the same
drawing functions. These functions are controlled by the drawing toolbar. This tutorial will address most
of these functions.

Draw - L}, G,

Autoshapes = ™. HDC}4|&'£'£'ETE.€I

The drawing toolbar isloaded automatically when you start PowerPoint or Word. But, if the drawing
toolbar is not visible for some reason, then you can display it by selecting [View] [Toolbars] [Drawing]
and it will be displayed. Thistoolbar can also be repositioned by using the click and hold on the | eft-
hand edge of the bar (designated by the two vertical lines). Y ou can then move the toolbar to any
position within the window.

Draw

The "Draw" pulldown menu ” braw > L3 5 | contains anumber of operations which will assist you
with managing your drawings. These include Grouping, Order, Grid, Nudge, Align or Distribute, Rotate
or Flip, Edit Points, and more.

Grouping

Often when you are devel oping drawings they will be made up of various entities. When it comestime
to move the entities you will need to select all of these you wish to move at the same time. Y ou could
window all to select all, or, you could select all the entities and then group them. Thiswill group all the
separate entities into one. When you need to edit just one entity of a group, you will need to ungroup...
and then edit.

. Group
. Ungroup
. Regroup

Order
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Y ou will often need to order the position of entitiesin relation to forward or backward. Thisisthe case if
you want to position one entity ontop of another, or establish the order of multiple entities in relationship
to forward and backward. Order contains the following options:

« Bring to Front

. Sendto Back

« Bring Forward

. Send Back

. Bring to Front of Text
. Send Behind Text

Nudge

If you just want to move an entity alittle bit, try the nudge option. Select the entity you wish to nudge
and then use one of the following options:

. Up

. Down
. Left
. Right

Rotate or Flip
Y ou can rotate or flip entities by first selecting the entity and then one of the following options.

. Free Rotate

. Rotate Left

. Rotate Right
. Flip Horizonta
. Flip Vertical

The Free Rotate tool & Is also available on the draw toolbar. To use the free rotate tool, select the
entity you wish to rotate. Then click on Free Rotate and move the rotate cursor to one of the handles.
Click and hold, then rotate the entity.

AutoShapes

AutoShapes | AUFISRaPEs = oontains a number of shape options on a sdlection palette. Click on the shape
you want and move your cursor to the first position of the shape. Click once to establish the starting
position. Then move your cursor to the size you want the shape to be.
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NOTE: If you want the shape to be proportional, hold down the [Shift] key as you move your cursor.

Lines, Arrows, Rectangles, and Ovals

The draw toolbar contains buttons for drawing lines, arrow lines, rectangles or squares, and ovals or

N ule}

circles

NOTE: If you want to draw a horizontal or vertical line, asquare, or acircle, hold down the [Shift] key
as you move your Cursor.

Text Box

When you want to add text to your drawing, use the text box . Thiswill create text in the form of a
drawing entity and make manipulation of that text as easy as other drawing entities. Click on the text
box button and then select the size of your text box. Once you have created the box you can enter text.

NOTE: Y ou can resize the box by grabbing a handle and moving it.

WordArt

Y ou can also create "fancy" text by using the WordArt function. When you select the WordArt button
4l , you will be presented with a palette of WordArt style options. Select the WordArt style you want.
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After you make the selection, an Edit WordArt Text box will popup. Y ou can change the font, size, or
make it bold or italic. Then enter your text and click [OK]. Your WordArt will be displayed on your
drawing.

NOTE: Y ou can change the size or location of the WordArt by repositioning or selecting a handle and
resizing.

Fill and Line Color

Y ou can change the color of your lines, rectangles or ovals. To change the color of arectangle or oval

you will need to select the Fill Color - pulldown button. Y ou will then be presented with the Fill
Color palette (shown below).

http://oregonstate.edu/instruction/ed596/draw/draw.htm (4 of 6)10/16/09 5:23 PM



Drawing With Office97

Fill Colar

Mo Fill

]
I I
EEEEEEEN
EEEEEEEN
EDCOENDOENEN
EOOECONNEC
DOOO00Omc

More Fill Colors, ..
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Select the color or effect you want for your object.

Line color can be changed in the same way. Only you will need to select the Line Color ol -

button. Y ou will then be presented with the Line Color palette (shown below).

pulldown

Line Calar

Mo Line |
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More Line Colors, ..

Patterned Lines...

Select the color you want for your line.

Font Color

A L
Y ou can also change the color of your font (i.e. graphic text). Select the Font Color ™= pulldown
button. Y ou will then be presented with the Font Color palette (shown below).
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Select the color you want for your text.

Line Style, Dash Style, and Arrow Style

Y ou can change the style for lines and arrows by using the = #= & buttons. Each of these will
popup a control/options box. Change the style to your desired configuration.

Shadow

Y ou can add a shadow to entities by selecting the L4 button. When you select this button you will be
presented with a popup shadow style options palette. Choose the shadow effect you want to add to your
rectangle, oval, or autoshape.
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Technology for Teachers
PowerPoint Tutorial - Slide Control Buttons

Additional function buttons are located at the bottom-left of the screen. These include:

Slide View | Outline View | Slide Sorter | Notes View | Slide Show

Slide View - Displays the selected dlide in the PowerPoint editor.

Outline View - Displays all slidesin outline (text only) format.

Slide Sorter - Displays al dides and provides the opportunity to sort, re-arrange, copy, or delete slides.
Notes View - Displays a notes page. The dlide is shown on top and atext box is provided for
presentation or handout notes.

Slide Show - Begins the full-screen slide show with the current selected dlide.

Adding Slides, Changing Layout, and Applying Templates

The buttons are located on a "floating menu" when you start a new slide show. These buttons allow you
to create a new dlide, change your slide layout, and select atemplate (design) for your slides.

Common Tazks B3 |
Mew Slide, .

Slide Lavout, .,

apply Design. ..
Tips

« When you want a new dlide in the same series of dlides, select the [New Slide...] button.

. When you want to set or change the layout properties of your slides, select the [Slide Layout]
button.

. When you insert atemplate, the template will always be applied to all slides. Y ou may change
your template at any time, but once you have applied atemplate you will always have atemplate.
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Technology for Teachers

Power Point Tutorial - Apply Design

PowerPoint comes equipped with a number of designs or background "templates.” Designs assist you
with creating your presentations. When you select the design you will find that this presents the user
with more than just a background. In fact, the design will control many different features of the slides.
Thisincludes the background image, text size, text location, text color, and more.

Apply Design

When you pick Apply Design, you will be presented with awindow of design options:

Apply Digtsgn

boski: [0 Presectation Desigrs =] ﬂﬂm|@| =L B fa)
= | Anphers

;I_lﬂl_rsh

= ] Contemporary Portrak
2l | Contemporany

&l | Cisds Tie

-i'J_]F-:rﬁ

Eofrecs

& | high voltage

o | Fwadow

& | Notebook
;I_l:"mr'.'-trl-ctr.-l'.r\-'l-.

Fird files that match these search criteria:
Fie pame: | 7| Teut o property: |

=] Mo |
Filas of byps: lF‘rcﬂrﬂ:-ﬂ:m Templabes d L=t meedified, |a-r'.-' Eirme j Meyy Search |

17 i) Found.

Y ou can preview the "template" of choice by clicking ONCE on the name of the design. For example,
the design shown above is "fireball". When you click on the name of the design, an example of the
template/design will be displayed in the right-hand window.

If you would like to apply the design to ALL slides, then click [Apply]. SPECIAL NOTE: once you
apply adesign, you will always have a design on your slides. Y ou can change the design (template), but
you will always have atemplate. Y ou can also turn the background graphics off by using the following
operations:

Select [Format]
Select [Background]
Click on[ ] omit background graphicsfrom master (shown below)
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B ackground |
—Background Fill apply to al |
Title of Slide Apply I

. Bullet texk e

Some presentation designers like to select a design/template when they begin a series of presentation
dlides. Others like to add their design after building the initial slides. But it isimportant to note that
when you add a design/template after you have built the slides, the text, location of text, and color of

text will probably change.
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Technology for Teachers

PowerPoint Tutorial - Page Setup

|Ei|e Edit View Insert Format Tools Slide
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e, Ckrl+r
EM... Chrl4+0
lose

b, O
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H Save
Save As., .,
Save as HTML. ..
Pack and Ga...

Chrl4-5

Page Setup. ..

& Print. ..

Ckrl+-P

Send To

Properties

1 VWINDOWSIDESK TOP Facpres 1
2. ADESKTOP presentation-ode

3 IWINDOWS\DESK TOR june499

4 \My DocumentsiPRESENT Alouspres

Exit

Tips

Y ou can control the page setup paramaters of your PowerPoint
presentation by selecting [File] ... [Page Setup]. The page window
(shown below) will be displayed.

Page Setup K Ed

Slides sized for:

boIn-screen Show
Wiidth:
|1III E Inches
Height:

IFE Inches

Fumber slides fram:

=

— Qrienkation

K

—5lides

E { Porkrait

% Landscape

—Mokes, handouts & outline —

% Portrait
" Landscape

Zancel

. PowerPoint can be used to create cover pages for reports, etc. by setting the Page Orientation to Portrait.
« or maybe you want your slides to be vertical (Portrait).
. and, thisiswhere you set PowerPoint for the specific type of presentation that you are creating (e.g. On

Screen, Letter Paper, A4 Paper, 35mm Slides, Overheads, etc.).
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Technology for Teachers
PowerPoint Tutorial - Background and Color Scheme

Slide Background

Format Tools  Slide Show v

A Fonk...
Bl EL
alignment r
LiTHE SEEGIE

GHianae Casen,
i After you have sdlected a Template, you can control the "background" for

that template by selecting [Format] ... [Background]. The slide background
S Slide Lavout. .. window (shown below) will be displayed.

Replace Fonts. ..

Slide Colar Scheme. ..

Background...
apply Design...

aolarsand Lines Background Kl Ed
% LBzt —Background Fill apply b al
Title of Slide Apply
. Bullet text |
Presview

Background Colors

You can easily set or change the bacground color by clicking on the pulldown color menu (shown
below). Y ou can also set the background for a"fill pattern.”
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Background |7 |
—Background Fill Apply kol
®  Titls of Slids fpply
. Bullet texk Cancel
[ - |

= :| | Automatic |

BRIl Imiet 1 1 Qi

More Colors, ..
Fill Effects...

Tips

« You can apply the background to [Apply to All] slides or,
. Select the [Apply] button to apply the background to just the current slide.

Slide Color Scheme

Format Tools  Slide Show W

A Fonk...
EllEt
alignment 3
LT ST Y ou can also control the "color scheme” for that template by selecting
CaiENEE SESE [Format] ... [Slide Color Scheme]. The dlide color scheme window (shown
Replace Fonts. .. below) will be displayed.

op Slide Layout. ..

Slide Color Scheme. ..

Background...
apply Design...

W [ = e [

P biect,
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Color 5¢cheme

~ Color schemes

Apply Eo Al I
Title Title szl

= Bullet = Bullet = Bullet

D|:. D':!]_ Apply

Zancel

Bl

Fresien

. et TS
Tip for new T3
users

Use a light background
for overheads and a
dark background For
Delete Scheme an-screen presentations
- and 35mm slides.

Tips

« You can control the color scheme (Shadows, Background, Text & Lines, Title Text, Fills, and
Accent) for your slides from this window.

. Click on the Custom tag if you want to control each of the scheme elementsindividually.

« Oncein the Custom menu double click on the colored element "box" and a palette will be
displayed. Click on the new color for that scheme element.

« You can apply the color schemeto all slides[Apply to All] or you can [Apply] the schemeto just
the current slide.
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Technology for Teachers
PowerPoint Tutorial - Transitions and Animations

Slide Show  Window  Help Transitions

E Wie Shiow

Rehearse Timings
Record Marration. ..
Set Up Show. ..

Y ou can create special effects on PowerPoint On-Screen Presentations. Y ou do this by selecting
[Slide Show] and [Slide Transition...]

« You can set the transition effect by clicking on the Effect Pull-Down and select any of the

Yiew On Two Screens. .. available effects.
. Set the Speed of the transition (Slow, Medium, or Fast).

—H Ackion Butkans L4 S - ) .
Ty ict . . Set whether the transition is Manual (Mouse Click) or Automatic after a specified number of
Ackion Setkings. ..
seconds.
Preset Animation F

:é% Zustom Animaktior. .. . = [
Shde Transzition K

Animation Preview
Slide Transition. .. —Effect Apphy o Al
Hide Slide Apply
Cuskarm Shaws., ..
Cancel
£ Slew £ pedium % East
—advance [~ Sound
¥ on mouse click I[ND Sound] j
I™ Automatically after ™ | Loop it nest seind
I seconds

Tips

. You can also view the transition you selected. The picture in the lower-right will go through the transition you selected. If
you want to see it again, click on the picture.

. You can add atransition sound by clicking on the Sound pulldown menu and selecting one of the options.

. You can apply the transition to al slides [Apply to All] or you can [Apply] the transition to just the current slide.

Slide Show  Window Help Preset Animation
ET view show
Rehearse Timings Preset animation provides a number of "quick pick" animation effects. Y ou will

need to first select the image or entity that you wish to animate. Then just pick
the Preset Animation effect you wish to use.

Fecord Marration, ..
Set Up Show, ..
Wiew On Two Screens, .,

—”_:L| Action Bukbons J
TPy Action Settings...

Freset Animation |T Qff

fﬁ Custom Animation. ..
B e bl Pl — = QrIVE-In
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fﬁ Custom Animation. ..

Animation Preview

slide Transition, ..

Hide: Slide
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Drive-In
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Camera
Flash Orce
Fly From Top
‘\Wipe Right

Dissolve

Appear

!?ic_lghnw Window Help
Ed view Show
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Set Up Show,

Yieww On Two Screens. .,

—‘E Ackion Buttons k
it Action Settings...
Presel Animation ]

@ Zustom Aniration, ..

Anirnation Presview

Slide Transition, .,

Hide Slide

Cuskom Shows, .,

Custom Animation

Custom animation provides an extensive number
of animation variations.

Custom Animation
Aunination grder

Ty
T
ek s Db o de A

Trning | Effects | Chart Effiects | Play Settings |

Shider obiescts wathoalt anamation Start animation
(% pon’t animate
Toxt 2
Obgect 3 T dpimate
s |
£ _E

. Theimage above shows the [Timings] tag selected. When Timings is selected, you will see the various slide elements
labeled in the lower-left frame (e.g. Title 1, Text 2, Object 3).
. To animate the element (text, image, etc.) click ONCE on the element name. When it is highlighted, click on the [Effects]

tab

. Thefollowing Effects window will now be displayed:

Custom Animaticon

Tinieg  Effects | Chart Effects | play Settings |

Enkry ankmation and sound Iréroduce text

Posove | Jad at crce =

Jtvo Sourd] = Figowedty 1= Z]
level paragraphs

Bfter aramation -

[Bont B =

. After selecting an Effect from the pulldown menu...
. You can select sounds, control the text color intensity and other effects after the animation process takes place. Thisis
useful for creating the effect commonly called "progressive disclosure” (previous line of text is dimmed when next line of

text is the focus point.

« You can aso introduce text in various ways. For example using the "Introduce Text" settings you can animate text so that
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it appears al at once, by word, or by letter.
Tips

. Do not let animations dominate the content/information.
. Some animations are difficult to track with the eye when viewing a presentation. Always test your animations before your

final presentation.
. The speed of the machine you are working on will dictate the speed of the animation. If you are using a "fast" machine to
create the slides and setting the animations, and then use a slower machine for presentation...the animation effects may not

be what you had expected.
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Technology for Teachers
PowerPoint Tutorial - Inserting Clip Art, Pictures and
Other Media

| Insert Format Tools Slide Show  Window Help | Nserti ng Cli P Art

"3 New Slide...  Crrl+M PowerPoint and Office 97 come with a quite
Duplicate Slide extensive supply of clip art. You can freely use

thisclip art in your presentations in any way

Slide Mumber that you choose.
Date and Time. ..
gty . Select [Insert] from the pull-down menu.
ST e . Select [Picture...]

3 comment . Select [Clip Art...]
Slides From Eiles., ..
Slides From Cutline., ..

Picture
Texk Biox ’@ Erom File...
Movies and Sounds »
ﬂ et @ AutoShapes
art... =
DE' : awa Drganization Chart
ohject...
Wordart, ., . . . .
WL [omerlinony  Ghrlek Al worda The following Clip Art Gallery Window is now
%‘ Fram Scanner Di Spl ayed
[F@ Microsoft Word Table..,

http://oregonstate.edu/instruction/ed596/ppoint/insert.ntm (1 of 3)10/16/09 5:24 PM



ED596 - PowerPoint Tutoria

&l Microzoft Clip Gallery 3.0
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Shapes
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Scroll down fo view
micde chp art
E

Edit Categoiies.. |  Cip Propesties... Imgart Cips... | ﬂ|

Chip Aut Keywoeds:  Focus Irvestigation Diagriose £
o

« You may select any clip available. The clips are organized into thematic categories (e.g.
Academic, Animals, Buildings, etc.).
. After selecting the clip, you can insert it into your slide by clicking on [Insert].

Inserting a Picture

If you have adigital picture on disk and you want to insert it into your PowerPoint project, use the
following ssmple procedure.

. Select [Insert] from the pull-down menu.

. Select [Picture...]

. Select [From File...]

. Select your picture file from the folder.

« You may modify the size of your picture or the location. Modify the size by selecting the picture
and then grabbing a "handle/grip" and dragging it.

. Movethe picture (when grips are on) by clicking and hold the mouse button...then reposition the
picture.

Inserting Other Media

Y ou can aso insert Movies, Tables, Graphs, and Objects (sound files and other fun stuff) from the
[Insert] pull-down. If time permits, give them atry.
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Technology for Teachers
PowerPoint Tutorial - Printing Slides

When you are ready to make hardcopies of your presentation, you will need to select [Filg] ... [Print].
Y ou will be presented with the window shown below.

Print - Presentationl EE?

—Prinker
Mame: IHF‘ Laserlek II1 j Properties I
Skakus; Idle
Type: HF LaserJek I11
Wwhere: LPT1:
—Print range —_opies
sl Murnber of copies:

& iCurrent slide & SElEEGEn I E

£ Gistan Shevs I l‘ Vﬂ Vﬂ
" glides: I 1 : 1 =

Enter slide nurbers andfor slide ranges. For example, v Collate
[EcH s
Print what: ISIi.:Ies j I™ | Print hidden slides
¥ Black & white [ scale to fit paper
[T Pureblack 2white [~ Frame slides Ok I Cancel

Tips

. Unlessyou are using a color printer, select Black and White to save on toner.

. To print certain pages, select Slides and enter the beginning and ending page numbers.

. If you want to print handouts of your slides (with multiple slides per printed page), select your
options from the pullsown menu as shown bel ow.
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Print - Presentationl Kl E:

Primker —

Mame: ]HF‘ Laser ek 111

Skakus: Idle

Type: HP LaserJet II1

Where: LPT1:

ommenk:

Print range

f+ Al

™ Current slide el
(" Slides: J

Enter slide numbers andfaor slide ranges. For example,

1,3,5-12

Prink whak: |5Ii|:|es

B

IV Black & vy g m———";
[ Pure blac

Handouks {3 slides per page
Handouks (6 slides per page)
Moktes Pages
Ctling Wigw
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