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This is a quick guide to using MS PowerPoint.  At the end of this tutorial, you should be able to create a complete presentation in PowerPoint with the use of graphics, video, music, and animation.  You will also be able to insert (append) selected slides from presentations created by others.

Before you start, make sure that your computer contains the PowerPoint program by clicking Start /Program (at the bottom left corner of your desktop (screen)).
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If you can see Microsoft PowerPoint listed among all other programs, you can proceed to step 1.  If the Microsoft PowerPoint program is not listed, and you cannot find it anywhere on the computer, please contact your program facilitator for a copy of the program.

Step 1:

Click Start / Program / Microsoft PowerPoint on your desktop (bottom left corner of the screen) to activate the program.

Step 2:
Choose the option of creating a Blank presentation.  

You may experiment with the other options such as AutoContent Wizard and Template later.  Choose Open an existing presentation if you would like to modify an existing presentation. 

Select a layout for your presentation.  Select the picture with the description “Clip Art and Text”.  Now click OK.


Step 3:
Now you should see the following screen:


Use your mouse and click the area titled “Click to add title”.  The box should become blank and it is now ready for text input.  Type in the title “PowerPoint Lesson 1”.  Highlight (or block) the title by dragging the mouse over the title while holding onto the left button (The highlighted item will appear to have a black background).   Now select Format / Font from the main menu bar:
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Change the Font to Arial, the Font Style to Italics, and the Size to 48 by clicking the available selections.  Now select a different color for your text.  You can do so by clicking the inverted triangle (   ) in the Color box, and the choose a color from the selection, or select other colors by clicking More Colors:
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You can select a color from the palette given.  Clicking the Custom tab will allow you to choose from a spectrum of colors:
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Select a shade of red and click OK.  This will bring you back to the Font window with the selected color chosen as the text color.  Now click OK again, and your text should now be of Arial, Size 48 and italicized, and in the color red.  If you click Preview instead of OK before exiting the Font box, you’ll be able to see the effect of the change instantly.  If the font box is blocking your view, simply drag it away first. 

Step 4:

Double click the Clip Art area to select your picture.  You should see the following:
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If you click the category on the left, different sets of clip art will be displayed on the right, according to the category chosen.  Choose the picture displayed above and click Insert.

Now the picture should be displayed on the slide.  Move the cursor to the corner of the picture until you see a diagonal arrow  
(not a 4-way arrow
       )

Now click and hold onto the left mouse button and reduce the size of the picture into half in height.  Now let go of the mouse button.  Using this diagonal arrow will reduce the picture while keeping the width: height ratio.  If you use arrows like            or          , only the width or the height of the picture will be adjusted, and the width: height ratio will NOT be kept.  

Now move the cursor over the picture until the 4-way arrow appears.  When it does, click and hold onto the left mouse button and drag it until the bottom of the picture lines up with the bottom of the “Click to add text” box on the right.  The dotted lines indicate where (or how big) the resulted picture will be.
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Now go to Insert / Picture from the main menu, and select from file:
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Click the inverted triangle on the right of the Look in box and select your account or the Student Shared Folder.  Select a graphic file (i.e.mviking.gif), and click insert. Please note that the graphics you have decided to insert may not be the same as that shown in the diagram. 


[image: image9.wmf]
Resize the picture and move it to the beginning of the Title as shown below:
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Step 5:
Click the “Click to add text” box to add the following text in the font, Times New Roman, size 24, color blue:

TYPE: Don’t be afraid to try out the different features 

(now press enter twice to edit the next point)

TYPE: Remember, if you made a mistake, try the option UNDO from the main menu under EDIT

(now press enter once to edit the next point without a separator line)

TYPE: This is 

(now go to Format / Font, and click  the option Superscript)
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TYPE: superscript

(Now repeat the same procedure and deselect Superscript by clicking the option box again)

TYPE: , and this is

(Now repeat the same procedure and select Subscript.  Make sure that the Offset is 15%)

TYPE: Subscript

(Now repeat the same procedure and deselect Subscript by clicking the option box again)

TYPE: What do you think?

The resulting screen should look like this:
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Step 6:

Leave the text box focused (selected) and right click the mouse button, or go to the menu bar on top and select Slide Show / Custom Animation.
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This Custom Animation Box should appear:
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Click the Timing tab. Click Animate (on the bottom right of the box), and choose Automatically, 0 seconds after previous event. You should see the above screen
Now click the Effects tab.  Click the inverted triangle on the first box of the Entry and animated sound to bring out a list of possible animations.  Select Fly from Right.  Select By Letter in the introduce text section.  Now bring out the list for sounds in the Entry and animated sound section. Select a sound.
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To select a sound file stored in your account (P: drive) or on 3 1/2 diskette Select other sounds.... and this box should appear:
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Click the Timing tab again to select Title 1 (PowerPoint Lesson 1).  Click Animate, Automatically, 0 seconds after the previous event.  Change the effect to Blinds Horizontally, no sound, and Introduce Text All At Once. 

Click the Timing tab and click Title 1 in the Animation Order box.  Click the up arrow to change the animation order of  Title 1 to 1 and the Text 2 to 2.  Now click Object 3 and assign it to animate automatically, 0 seconds after previous event, and to Crawl from left .  Assign the Picture Frame 4 (book) to animate automatically 0 seconds after the previous event.  Set the Entry Animation to Zoom In From Screen Center.  Set the animation order to

1. Title 1 (PowerPoint Lesson 1)

2. Object 3 (man with question mark)
3. Picture frame 4 (images.gif)
4. Text 2 (pointers to using PowerPoint)
Click Preview to quickly see the effect.  If everything look OK, click OK.

Step 7:

Go to the menu bar on the top of the screen, click Insert / New Slide.  
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Now, choose chart and press OK.
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Change the Title to “Growth in MS-PowerPoint Users”.  Change the font of this title to Times New Roman, size 40.  Change the color of the font to green by clicking [image: image19.png]


 in the bottom toolbar (clicking the inverted triangle will bring out a list of possible colors).  If you do not have this drawing toolbar, go to the menu bar on the top of the screen and select View / Toolbars.  Click Drawing to select the toolbar.
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the Drawing toolbar should now be seen on the screen.
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Step 8:
Double click the chart (click the left mouse button twice very quickly while the cursor is over the chart) to edit the chart. Make the following changes in the Data table by clicking the corresponding cell in the chart:

Column A ---- 1980

Column B ---- 1985

Column C ---- 1990

Column D ---- 1995

Column E ---- 1999

Delete the West and North rows by clicking the [image: image22.png]


, then click the right button on the mouse and select Delete.

Change the Label East to Users.  Adjust the values for the chart to

1980 ---- 3000

1985 ---- 5000

1990 ---- 13000

1995 ---- 20000

1999 ---- 40000
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Now close the datasheet by clicking the [image: image24.bmp] .  Right click the back of the chart (between the grid lines) and choose Format Walls:
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Choose a green color for both the border and the area.
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Select Fill Effects.... and choose one color and horizontal gradient as shown below:
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Click OK twice to get back to the PowerPoint (presentation) screen.

Right click one of the bars (data) and select Format Data Series.  Change the color to orange and the shape to cylindrical.  Your chart should now look like this:
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You can change the properties (ie. fonts, color, shape ...) through right click the object and select Format [object] Attribute.

Step 10:

Now, right click the chart and select Custom Animation.  Set it to animate (automatically) the chart only.  Click Chart Effects to customize  animation  of the chart.  Select Introduce chart elements by Elements in Category, and set Entry Animation and Sound to Box In and no sound.  Click OK to get back to the presentation.

Right click the chart and select Edit Chart Object.  Right click the border (the white area) to select datasheet.  (You can choose other options such as Format Chart Area to change the color or font of the chart)  Now, change the users in1999 from 40000 to 65000.  close the datasheet and see the effect of the change.

Step 11:
Insert a new slide (make sure that you have the chart or any other object deselected before clicking Insert on the menu bar).  This time, choose Title only.  Change the title to “Video Example” in blue, font Arial and size of 54. Center the video. Go to the menu bar and choose Insert / Movies and Sounds / Movie from Gallery.  Select the file “fistslam.avi” or another similar file.  Insert clip art.  

Use the find command in the Insert Picture box to look for a picture of a star (the actual picture that you have found may vary from that in the tutorial).  
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Select a picture and insert it into the presentation.  Adjust the size and position of the clip art (star) accordingly.  While the clip art is still highlighted, right click (or go to the menu bar and select Edit / Copy) the image and select copy.  Now click the right mouse button and select paste (or at the menu bar, select Edit / Paste).  Notice that a copy of the clip art is produced and highlighted.  Move the cursor over the image until you get the move cursor             , then click and hold onto the left mouse button to move it to a different position.

[image: image30.png][ Microsoft PowerPoint - [tutorial]
&1 gdt vew msert Fomet Took SideShow Window Help

L=18]x]
=lsix]

IEEFIEESE T T I - 1= =

(= AEN v\@

[[Fves e man Sz <mzus

| & < =

W

New side
Side Layout,
‘Apply Design

J[oww [T & | auoshapes- N NCIOE 41| 2-L-A -

T Sidea0r3 T Blank Presentaton pot





Now click (the left mouse button) and hightlight one of the stars.  Hold down onto the shift key and click the second  star.  This allow you to select more than one object at a time.  Go to the menu bar and select Edit / Copy , the Edit / Paste.  Notice that both stars are copied and the distance between the stars are maintained.  Move the two stars to the right of the video.  Be careful not to deselect the stars before moving them.
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Select all four stars by holding onto the Shift key and clicking the stars.  Now go to the menu bar and select Slide Show / Custom Animation.  Click the Timing tab.  Notice that all four stars (object 3, 4, 5 and 6) are highlight in blue.  Now select Animate automatically 0 seconds after the previous event.  Be sure that the animation order is Object 3, 4 , 5, 6 (so that the stars are animated in the order of top-left, bottom-left, top-right and bottom-right).  Now select all the stars again by holding onto the Shift key and click the top item in the animation order list, and then click the bottom item in the animation list without letting go of the Shift key.  Now click the Effects tab and choose Dissolve.

Now assign the following animation to Media 2 (the video).  Make sure that the animation order of Media 2 is after that of all the stars, and that it is animated automatically, 0 seconds after the previous event.  Choose Stretch from right as the effect.  Since this is a video, you should also specify the play setting (play setting is for video and music clips).  Select Play using animation order, and While Playing: Pause slide show.   Go to more options... and select Rewind movie when done playing. 

Step 12:
Insert new slide and choose a blank presentation.  Select (from menu bar) Insert / Text Box.  Make sure that the text is centered by clicking [image: image32.bmp] on the toolbar (below the menu bar), or by selecting (from teh menu bar) Format /  Alignment / Center.
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Type in the following with the font Impact, size 96 and color purple:

The End

Now position the text box in the center of the screen.  Right click on the text box and select Order / Send to Back. Set the Custom Animation of the text to animate automatically 0 seconds after the previous event, and the effect being Wipe up, by letter.  Now copy the text box and paste it directly over the purple one.  Change the font color to red.  Right click on the red  text and select Order / Bring to front .  (Note: When you copy an item, the animation setting is copied as well)

Step 13:

Now go to the menu bar and select Slide Show / Slide Transition.  Choose Dissolve and slow as the effect and advance automatically after 2 seconds.  
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Now select other sounds in Sound and select song.wav from the 3.5 floppy drive.  (or from the directory where you saved the downloaded music clip along with this tutorial. Now select click to mark Loop Unitl Next Sound underneath.  Click Apply to All to apply the transition to all slides (This setting will apply when changing from one slide to another) .

Go to number 2 slide (out of four, as indicated at the bottom bar of the screen ---- the naviation bar) by clicking the page up button [image: image35.bmp] twice on the slide bar on the right hand side of the screen.  Now select Slide Show / Slide Transition again from the menu bar.  This time, select Box Out and no sound.  Click Apply (not Apply to All).  This will override the slide transition set for the show.  This new setting, however, will apply to this slide only. 

Step 14:

Now select File / Save As on the menu bar.  Save your presentation under your last name.  Notice that the extension of a PowerPoint presentation is ppt.

To view the show, click Slide Show / View Show on the menu bar.  If you would like to stop the slide show while it is in progress, simply press the Esc key on the top-left corner of your keyboard.

Remember: Just about any function that you can find in toolbars or shortcut menus (by right clicking the object) can be found under the menu bar.

Functions under the menu bar can be accessed by using hot keys.  Hot keys are often underlined.  For example, all the available function on the menu bar, such as File and Edit, are displayed such that the F and E are underlined, like this File Edit.  In these cases, the hot keys are Alt F and Alt E.  For example, if you press the F key while holding onto the Alt key (the one next to the spacebar on your keyboard), it would have the same effect as clicking File on the menu bar.  Under File on the menu bar, the function, Save, is followed by Ctrl + S.  This means that you can save a file directly simply by pressing the S key on your keyboard while holding onto the Ctrl Key.  

Lastly, if you are not sure of the function of a particular button on the screen, simply position your cursor over the button (without clicking the mouse), and wait about 2 seconds.  A small box will appear next to the button with the function of the button.  This will give you a clue as to what the button does.  If you are still not sure about the function of the button, save the file first (important), then try it to see its effect.  If it is not what you have in mind, just click undo [image: image36.png]


 , or select Edit / Undo from the menu bar.  If that does not reverse the action, close off the document without saving and reopen the latest version (the version that you have saved just before trying out the button) of the document.

Last Note:
If you ever need to insert a slide from a slide show other than the one that you’ve opened, go to the menu bar and select View / Slide Sorter to get an overall view of all the slides.  Now click the place where you want the new slide to be inserted, and select Insert / Slides from File, then type in the file name (including the full path) or click Browse to select your file (ppt).  Now click Display and all the slides from that file will be displayed, and select an individual slide and click Insert, or click Insert All to insert all the slides from that file.  Be ware that this Insert Box does not automatically close after you have inserted a slide (so don’t panic if you cannot see the slide that you have just inserted).  After closing the Insert Box, you will see the inserted slides.
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