Create a presentation
with PowerPoint

Skills for Learning

Skills for Learning IT booklet

Screenshots reprinted by permission of Microsoft Corporation.




Contents

INEFOAUCTION ... e e e e e e e e e e e e e e e e 2
0 SRR 2
TO OPEN POWEIPOINT ... e e e e e e e e e e e e e eeeeeeennees 2
WOrking With SHAES .......ueeeeeeieeeee e 3
1. Create NEW SHIES... ... 3
2. Delete @ SIAE ......uuiiieiiieieeeeeee e —————— 3
3. Change the order of your SlidesS ... 4
4. Save Your PreSeNtatioNn ........ ... i 5
5. Change the slide 1ayout...........coooi i 6
6. Add tEXE 10 @ SHIAE....eeeeeeieieeeeie e 6
7. Change bullet points on @ Slide ... 7
8. Change fONT ... 7
9. Add footer text and numbers to your Slides.............oiiiiiiiiii 8
10. Insert a picture iNt0 @ SHAE ........eeeeee e 9
11. Add a border style to your PiCture ..........ooooiiiiiiiiiiee e 10
12. Insert a table iNt0 @ SIAE ........eeeiiiiii e 10
13. Insert a SmartArt graphic into your presentation..............ccccceeeeiiiiiins 11
14. Insert a chart into your presentation..............coooiiiiiiiiiiiie e 11
15. Apply a background design to your presentation .............ccccceeeeeeiiiiiiiieiiiinnnes 13
16. Apply a slide transition to your presentation ..............cccceeiiiiiiiiiiiiis 13
17. Apply animation effects to your slide.............ooooiiiiiiis 14
18. Use Slide Show to run your presentation..............cccccuviiiiiiiiieiiiis 14
19. Print presentation handouts ... 15
Further design elements .............uui i 16
20. Layering ODJECES .....ueeiiiiiiieeeeecee e 16
21, Grouping ODJECES .....eeeiiieiiiieeee e 17
22. Add background COIOUN ..........cooiiiiiiiii e 18
23. INSEITWOIRAAIT ...ttt 19
24. Apply shadow effects to Objects ..o 20
25. Apply 3D effects 10 ODJECES........cooiiiiiii e 21
Further information ... 22



Introduction

After working through the manual, you will be able to create effective and
professional PowerPoint presentations for your academic assignments.

Aims

e Create, delete and re-order
slides

e Use Slide Show to view your
presentation

e Apply transition effects to slides

e Use different layouts for slides

To open PowerPoint

e Click on the Start button.
e Type PowerPoint.
e Click on PowerPoint.

Add images to your slides
Apply animation effects to slides

Print presentation handouts

Find additional information
about PowerPoint and IT

O @
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Documents (1+)
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Working with slides

When you work on slides you use the Slides tab

. g . File Home Insert Design
on the left hand side of the screen, shown in Fig
1. This includes creating and deleting slides, s 36 Cut = [ Lay
changing the slide order or activating the slide - E@ Copy ~ N— ] Res
: t
you want to edit. avs .~ Format Painter S“::/. & Sec
Clipboard r Slides
1
2
Fig 1
1. Create new slides
1. Right click in the space under the first slide in the 1
Slides tab.
2. A drop-down menu will appear, shown in Fig 2.
3. Click on New Slide.
Note — If you need to create a slide between two
existing slides, right click in the space between B Paste Options:
them and then click on New Slide. i
Fig 2 e
2. Delete a slide
2
1. Right click directly on the slide you want to R s
delete in the Slides tab. o I CUL
2. A drop-down menu will appear, shown in Fig 3. E? Copy .
3. Click on Delete Slide. D e N
= 2 L LA
2] New Slide

Fig 3

5] Duplicate Slide




3. Change the order of your slides

1. Click on the slide you want to move, in the ( Bolitics! parties in the 217 Cantury
Slides tab. Keep your mouse pressed.

2. Drag the slide up or down the Slides tab until it
appears in the order you want.
In Fig 4, the slide with the chart is being
moved up in the Slides tab.

In Fig 5, it is now before the slide with the text. .

Note: PowerPoint automatically Fig 4
renumbers the slides for you.

Fig 5

Keyboard shortcuts for creating and deleting slides

When you open PowerPoint it gives you a single title slide to start
with. A really quick way of creating several slides is to click under that
first slide. Hit the enter key on the keyboard, shown in Fig 6. Each
time you hit the key, a new slide is created.

Fig 6
You can use to backspace key to delete a slide. Click on the 9

slide you wish to delete and hit the backspace key, shown in
Fig 7.

Fig7



4. Save your presentation

It is good practice to save your presentation every fifteen minutes or so to avoid
losing your work if the power cuts out or the computer fails. If you are saving to a
memory stick (USB drive) you should still save a backup copy to your personal drive
on the student network (P: drive). You then have a backup copy to work on. To avoid
confusion about which location has the most recently worked on file, save as a new
file with the date or date and time as part of the file name.

Click on the File tab, shown in Fig 8.
Click on Save As, shown in Fig 9.

This will open the Save As menu, shown in Fig 9. =% Cut
Click on Browse. Fig 8 s B E Copy

howDnp -~

HOME ]

This opens the Save As window, shown in Fig 10.
5. Click on This PC and select where you
want to save the file.

6. Type the name in the File Name box. Save As
7. Click on Save.
(L) Recent
/

Note: If the folder you want to save in
is listed on the right, under Recent or
OneDirive, you can click on the folder

=) OneDrive

[T Thispc

Save as Adobe

to go directly to that location. See Fig FOF +
9. Print

Add a Place

g9

m Save As
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Organize v
. F
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5. Change the slide layout

PowerPoint automatically makes
the first slide a title slide as

presentations normally have a ainter  jide~ [ |
slide introducing the topic and E ! A
presenter. The second slide has a Title Slide Title and Content  Section Header
different layout, designed for
content. You can choose from a m || B | |
variety of layouts to control how i §

Insert Design Transitions Animations Slide Show Review

New

iin the 21* Century

you ShOW |mages’ text’ Charts and Two Content Comparison Title Only
other information in your
presentations.
1. Click on the slide to activate ek o e
it. - o
2. Click on Layout, located on the Home tab, shown in Fig 11. Fig 11

3.

This will open a drop-down menu of slide layout options.
Click on the layout you want to apply to the slide.

6. Add text to a slide

PowerPoint has place holders (boxes) to show you where to add text and other

content.

1. Click on the slide in the Slides tab to activate it.

2. Click on the placeholder (box). A title slide placeholder is shown in Fig 12.

3. Type in your text.
To edit the text, click on it inside the placeholder and amend.
Note: The placeholder will contain different messages depending on what
slide it is. For the title slide it will say ‘Click to add title/subtitle’. For other
layouts it will say ‘Click to add title’ at the top and ‘Click to add text’ in the
body of the slide. For content like charts or pictures, it will have icons, shown
in Fig 13.

Click to add title
Click to add subtitle
Fig 12 Fig 13



7. Change bullet points on a slide

PowerPoint automatically gives you the round bullet point styles for your slides. You
can change this to a different style.

1. Click on a slide in the Slides tab to activate it.

2. Click on the ‘Click to add text’ placeholder, shown Click to add title
in Fig 14.
Clicking here activates the Bullets menu. S e

3. Click on the arrow next to the Bullet Point icon in
the paragraph section of the Home tab, shown in
Fig 15.

4. This will open the drop down Bullet library. Fig 14

5. Roll your mouse over the different bullet styles to get a preview of
them in your slide.

6. Click on the bullet style you want. R "
. . "
o

fa None

coo

—
h A A,

-

Fig 15

8. Change font

Working with fonts is the same in Word and PowerPoint. The Font group on the
Home tab allows you to change the font type and size and make it bold, underlined
or italic, shown in Fig 16. If you highlight a word or sentence, a similar menu pops up
just above the highlighted text, shown bottom right of Fig 16.
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9. Add footer text and numbers to your slides

1. Click on the Insert tab, shown in Fig 17.

2. Click on Header & Footer.

3. This will open the Header and Footer dialogue box, shown in Fig 18.
4. Click the Slide number checkbox.

5. Click the Footer checkbox.

6. In the Footer window, type in your name.

7. Click the Don’t show on title slide checkbox.

8. Click on Apply to All.

Design Transitions Animations Slide Show Review View Help Acrobat Q Tell me what you want to do
Did o B OD QD I e =
ctures Online Screenshot Photo  Shapes Icons 3D SmartArt Chart & My Add-ins ~ Zoom Comment

Pictures M Album ~ v Models ~ M
Images Illustrations Add-ins Links Comments
Fig 17
Header and Footer
Slide | Notes and Handouts
Include on slide Preview

[7] Date and time P
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Fixed
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Slide number

Foote
Footer text goes herg

Don't show on title slide

Fig 18
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Apply <| Apply to All i ” Cancel




10. Insert a picture into a slide

1. Click on the Insert tab. m

2. If you have a saved image, click on Pictures, shown in

Fig 19.
This will open the Insert Picture window, shown in Fig e
20. . i
3. Browse to where your picture is saved. Fig 19 res
4. Click on Insert.
[ Insert Picture ==
@Qv’ e Pt RS el Picties ~ [ 43 ][ Search Sample Pictures P
Organize v New folder =~ 0 @
T e “  Pictures library e g by Eikden:~

Workshops 2014-2015 Sample Pictures
w4 Libraries
| Documents
& Music
=/ Pictures

B videos

m

1% Computer
5_7 System (C:) ‘
5# lis (\ccl-datald\homeld) (H:) = Koalajpg Lighthouse.jpg >

File name: Koala,jpg v [All Pictures (*.emf;*.wmf;*jpg;’ v]

e+ Creet_1)
s

Fig 20

5. Toinsert an image from the web, click on Online Pictures, shown in Fig 19.
This will open the search window, shown in Fig 21.

6. Type your search term in the box. The results will be listed under the search
box.

7. Click on the picture you want.

8. Click on Insert.

nline Pictures © e

Onlin
N :
Powered by b Bing

[4 Creative Commons only

Fig
21




11. Add a border style to your picture

1. Click on the picture to activate it.
This opens the Picture Tools tab on the Ribbon, shown in Fig 22.
2. Click on the picture style you want to apply.

Political parties in the 21st Century.pptx Drawing Tools =~ Picture Tools

ions Slide Show Review View Help Acrobat Format W Q Tell me what you want to do

posw | oo g Qo) o | oo RA R 0

Picture Styles

¥
ki
ki
ki
ki

©

Fig 22

12. Insert a table into a slide

1. Click on the Insert tab. -il
H
2. Click on the Table icon. Ome @

A drop down grid will appear, shown in Fig 23. =22 B D
3. Roll the mouse across and down until you have the size of @ R Onl}:

table you require. 'c Pictur

The table will appear in your document as you roll the 453 Table

mouse. 0000
4. If you want to apply a design to the table, click on it to C

activate the Table Tools Design menu, shown in Fig 24. C 000
5. Click on the design you want for your table. 000
6. Click on the arrow shown in Fig 24 to get more options. rrrarrorr

Fig 23

® = Political parties in the 21st Century.pptx Table Tools

Transitions Animations Slide Show Review View Acrobat W Layou*.

Effects ~
Table Styles v

Fig 24
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13. Insert a SmartArt graphic into your presentation

-_—

SmartArt is an easy, professional way to present information visually.

. Click on the Insert tab.

Click on SmartArt.
This will open the SmartArt window, shown in Fig 25.

Scroll through the options and click on the SmartArt you want to use.
Click OK.

Choose a SmartArt Graphic @
2 Al List
8 e BE| e =@ — - —
2O TR

% Process = @) |T||T|

T3¢ Cycle -

&5 Hierarchy — &= _;,_ E

s = == B
Bd Relationship
==
A Pyramid e o Basi .
— asic Block List
] Picture E—J &J @907 o-s-0- GG Q- Use to show non-sequential or grouped
. 1 Seingove . g E1 ) blocks of information. Maximizes both
@ Office.com H -~ E horizontal and vertical display space for
S s shapes.
t_II | -1 @BE0 OO0
8 OO0 E=3 .
N

i ( ) Cancel
I : N il

14. Insert a chart into your presentation

You can create a chart directly in

DESIGN TRANSITIONS ANIMATIONS

PowerPoint. L] @ [_1 }"li @
i ures Online Screenshot Photo | Shapes SmartArt
1. Click on Insert. Pictures v Album ~ -
2. Click on Chart, shown in Fig 26. Fig 26
This will open the Insert Chart window, shown in Fig 27. 9
3. Click on the Chart you want.
4. Click on OK.
This opens the eSrCna [ =)
Chartin Al charts |
Microsoft 3 B
PowerPoint wees | (0 (A0 (AR A5 88 03 50
W|ndOW, shown il Column
in F|g 28. |2 Line Clustered Column
@® Pie
E Bar 1
M Area : B :
laf Stock iy
@ Surface
Fig 27 [
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\ LU dUU LILICE
i H ©- 2 ‘L‘] Chart in Microsoft PowerPoint X
| A ; D E F | 6 | H |1 N
1| Series1 Feb Mar ‘ ‘
2 fSales 0 UU0U 1000 |
3| Returns 0 6000 10000
4\|Category 3 0| O‘I 0,
= L
6 4
3 [+]
35000 [«I [»
30000
25000
20000
15000
10000
5000
0
Sales Returns CategD
Flg 28 M Series1 MFeb W Mar

5. Fill in the series (columns) and categories (rows), shown in Fig 28.
As you complete each field the chart will build in the slide, shown in Fig 28.
6. When you have finished adding your data, click the X icon to close the Chart
in Microsoft PowerPoint window.
Note: This will not delete the
chart.
7. Click on the Title box, shown >t Quarter Sales & Returns
in Fig 29. 35000
8. Highlight the text and delete. | ;,,00
9. Type in your chart title.
To apply a design to your

chart: 20000
10.Click on the Chart Tools tab 15000
at the top of the screen, —
shown in Fig 30.
11.Click on the design you want. | °° . . I
. 0

Note: Click the arrow shown
in Fig 30 for more Sales Reguwns
design options. Fig 29 WJan WFeb mMar

25000

CHART TOOLS

Fig 30
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Insert shortcuts

When you insert a new slide you can click on the
shortcut icons shown in Fig 31 to insert pictures, tables,
SmartArt and charts. However, if you want to add more
pictures or objects, the shortcut icons disappear and you
will need the Insert tab.

Copy and paste a chart from Excel Fig 31

The Introduction to Excel IT booklet demonstrates how to copy a chart from
Excel into Word or PowerPoint. You can find this on the Skills for Learning website,
under the IT section.

http://skillsforlearning.leedsbeckett.ac.uk/local/information technology/ks materials/k
s materials.shtml

15. Apply a background design to your presentation

Microsoft PowerPoint has ready-made designs for you to apply to your presentation.

1. Click on the Design tab.
2. This will display design themes similar to those shown in Fig 32.
3. Click on the design you want to apply.

Note: For more design options click on the arrow shown in Fig 32.

Transitions Animations Slide Show View Help Acrobat Design Format Q Tell me what you want to do
3 Aa & -
momme 4 | magmag | | =e=ees | (EECTEEEE | ESTTERRE | | sssess | | ossscs (R [Rem=== 3

Fig 32
16. Apply a slide transition to your presentation ?

1. Click on the Transitions tab.

This opens the transitions window, shown in Fig 33.

Click on the transition effect you want.

Click on Apply to All.

Note: For more transition options, click the arrow, shown in Fig 33.

ANIMATIONS ~ SLIDE SHOW
—= — — 4, Sound: |[No S
pp ), Sound:
g ’ 6" ‘6 -)‘ ‘ ‘ v 24 ".F' ) atig n:
ade Effect

Push Wipe Split Prestige

w N

3 Apply To All
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17. Apply animation effects to your slide
You can use an animation effect to make bullet points appear one by one.

Click to the left of the first bullet point.

Click on the Animation tab, shown in Fig 34.

Click on the animation effect you want

The bullet points will now show numbers, shown in Fig 35.
Test it out in Slide Show view.

SLIDE SHOW REVIEW VIEW

W% X = :
Fig 34 Float In Split Wipe Shape  Pulse @

howDnp -~

Origins versus mod
Same old, same olg
* Politics for the 21°t

Fig 35

18. Use Slide Show to run your presentation

1. Click on the Slide Show tab, shown in Fig 36.
2. Click on From Beginning.
Your PowerPoint presentation will now open in full screen view.
3. Click your left mouse button to move forward through the presentation.
4. When you have finished click to exit, as shown in Fig 37.

File Home Insert Design Transitions Animations

XD |
= & R

From Present Custom Slide SetUp  Hide Rehearse Record Slidi
F|g 36 Bkginning Current Slide Online~  Show~ Slide Show Slide  Timings  Show~

Start Slide Show Set Up

End of slide show, dick to exit.

Fig 37

14



Keyboard Shortcuts for Slide Show

You can also use the up and down or left and right arrow keys T
on your keyboard, shown in Fig 38, to move backwards and
forwards through your presentation.

Fig 38 |Rum 1]- |

To enter Slide Show view, press the F5 button, shown in Fig 39.
To return to Design view, press the Esc key.

19. Print presentation handouts

1. Click on the File button, shown in Fig 40.
2. Click on Print, shown in Fig 41.
3. The Print Settings page is now open. I
4. Click on the arrow next to Full Page Slides, shown in
Fig 41.
5. Click on 3 slides.
6. Click on Print. Fig 40
Print
é Copies: |1 bx
Print
Printer
@/ SafecomPullPrinter on print...
= Ready N
Printer Properties
Settings
!—: Print All Slides i
“7‘ Print entire presentation
Slides: Lo,
Full Page Slides
Secotnt D Printlzlide per page "
Options Print Layout
] El
q III ! &glides Notes Pages Outline
Flg 41 1 Slide 2 Slides
== B =+
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Further design elements

These are not essential for creating a presentation, but it's useful to know, especially

if you are considering designing your own slides or you want to create a poster with
PowerPoint.

20. Layering objects

You can layer objects, such as shapes and images, on top of each other on the
slide.

Position the objects together.

Click on the object you want to bring to the front of the layered objects.
Click on Format, shown in Fig 42.

Click on the arrow next to Bring Forward.

Click on Bring Forward or Bring to Front.

The object will now lie on top of the other one.

Note: You can also move things backward, shown in Fig 43.

a0~

Picture Tools Political parties in the 21st Century.pptx

W Q Tell me what you want to do
L# pi S

e — L# Picture Border p
; atndll | el - | G Picture Effects ~

Alt
5%, Picture Layout - Text

Picture Styles % Accessibili

=l L]

Bring Send
Forward ~ Backward -

.1 Bring Forward

k)

Bring to Fro

Fig 42
=
] LR
Bring Selection\ |
Forward ~|Backward » Pane Al
O Send Backward
~ Fig 43
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21. Grouping objects

When you have the layered objects in the layout you want, you can group them
together. This means that if you move them around the PowerPoint slide, they will
move as one object.

1. Click on the first object you want to group.

2. Click the Ctrl key on the keyboard and keep it pressed.
3. Click on the other objects
you want to group, one at a
time.

You should see the resizing
handles around all the
objects selected. Some of
them are circled in Fig 44.
Click on Format.

Click on Group, shown in
Fig 45. Q

0

o~

Fig 44

5w Bl
Bring Send Seled;:)n

Forward ~ Backward ~  Pane A Rotate ~

Arrange

Fig 45
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22. Add background colour

1. Click on the Design tab.
2. Click on Format Background, shown in Fig 46.

Transitions Animations Slide Show ~ Review  View Help  Acrobat 0O Tell me what you want to do

‘ 3 | S—| £ ... || . m . et | | | e |

Themes Variants

) ) . . ] Format Background ~ %
This will open the Format Background window, shown in Fig 47.

For solid colour backgrounds: %
4 Fill
e Click Solid Fill. Ors:Lifil
e Click the colour arrow, shown in Fig 47. ,ef”,
e Click on the colour you want. Patten il
e If you want this to apply to all slides, click Apply to All. SeememmIIS
Note: You can click on More Colours for more options. ~ <r ‘
Transparend Automatic
For mixed colour backgrounds: Fig 47 EEEEEEmE
e Click Gradient Fill. ,I|||||||
e Click on the Gradient stops, shown in Fig 48. e
e Click on the colour arrow, shown in Fig 48. & More Colors..
e Click on the colour you want. # Eyedropper
e Experiment with the type and direction of the gradients.

Note: The preset gradients are an easy way to

v X
get a professional looking background. OEL ER R

O

Solid fill
Picture or texture fill
Pattern fill

Hide background graphics

Preset gradients

Type Linear v
Direction D v
Angle 90° :

Grgdient stops
=) 3] s
S (0]

Position | Theme Colors

Transpare

Fiq 48 rightnes
ig 35#.I||IIIIH

Standard Colors
| 1 | EEENE
@ More Colors...

/ Eyedropper
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23. Insert WordArt

1. Click on Insert.
2. Click on WordArt, shown in Fig 49.
3. Click on the WordArt style you require.
This will add a text box on the slide, shown in Fig 50.

Design Transitions Animations Slide Show Review View Help Acrobat £ Tell me what you want to do

P b & DY D B s B HEH| @F@ £

ldictures Online Screenshot Photo Shapes Icons 3D SmartArt Chart I My Add-ins ~ Zoom Comment Text Header {WordArtjDate & Slide Ob
Pictures v Album ~ v Models ~ o~y v Box & Footer\ ~ Time Number
Images Illustrations Add-ins Links Comments

Fig 49

Change the font style and size as required.
Make it bold or italic if required.

To move the WordArt object, click on it and keep the mouse pressed. Drag to
the new position.

B T
‘Your text here:

oo

)
A

19



24. Apply shadow effects to objects

You can add shadow P——
effeCtS tO |mages, @ £ Tell me what you want to do

[Z Picture Border ~ . [ [
shapes and text boxes. =) — :agigmsﬁ;v R | By O

Alt Bring Send

Se

Text Forward ~ Backward ~

i Picture Styles Breset 2ssibility Arrant
1. Click on the

»

5 No Shadow

¥

object to activate

—_

it- Reflection » ‘
For images, the “ Outer
Picture Tools tab N - -
will appear. SoftEdges *
For text boxes S S g
and shapes, the — ‘ N—
Drawing Tools prenin | uff el
tab will appear. e
2. Click on Format. E 53 3
3. Click on Picture
Effects (Shape =
Effects for text EZ 3
boxes and Perspective
shapes), shown R
in Fig 51. i = =
4. Click on Shadow. = =
5. Click on the _
shadow style you
require.
Fig 51
Format Picture
D Q=
To customise your shadow: # Shadow
Presets
e Click on Shadow Options. Color
e Experiment with the transparency, size, blur, Transparency |
angle and distance, shown in Fig 52. Size |
Blur I
Angle I
Distance I
I> Reflection
I Glow
I Soft Edges
> 3-D Format
> 3-D Rotation
I Artistic Effects
Fig 52

20

s O
4 4

A e e |4



25. Apply 3D effects to objects

. Click on the object to
activate it.

For images, the Picture
Tools tab will appear.
For text boxes and
shapes, the Drawing
Tools tab will appear.

. Click on Format.
. Click on Picture Effects

(Shape Effects for text
boxes and shapes),
shown in Fig 53.

. Click on 3-D Rotation,
shown in Fig 53.

. Click on the 3D style
you require.

To customise your 3D

effects:

e Clickon 3-D
Rotation Options.

e Experiment with the
different rotation and
options in 3-D
rotation and 3-D
format, shown in Fig
54.

Picture Styles

Fig 54

21

O Tell me what you want to do

— Z Picture Border - lﬁTl
= ] 2
E -—“ @ -‘ 2 - &) Picture Effects - =l @ L] Eb
5 Alt Selection

You can add 3D effects to images, shapes and text boxes.

— Text Pane
Preset 4
sssibility Arrange
Co
= shadow
—
Reflection  *
_
Glow

~
SoftEdges "

Bevel

»
~ No Rotation
=%l 3-D Rotation "

Fig 53

4 3-D Rotation

Presets ’:’ v

X Rotation 0 G

Y Rotation 0 . :ﬂl Ll,'

Z Rotation 0° . K‘D @7‘

Perspective

Keep text flat

Distance from ground 0 pt :

I Artistic Effects



Further information

Workshops on creating presentations with PowerPoint are provided throughout the
academic terms.

You can find the current workshop timetable on MyHub.

Video tutorials can be an effective way of developing IT skills. GCFLearnFree
provides a comprehensive range of tutorial topics covering PowerPoint, as well as
other Office and IT topics. Approximate timings are shown for each tutorial.

22


https://myhub.leedsbeckett.ac.uk/students/events
https://edu.gcfglobal.org/en/powerpoint/

