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Lessonl:Introduction

PowerPoint 2013 is a presentation software that allows you to create dynamic slide presentations. Slide
shows can include animation, narration, images, videos and much more.

Opening PowerPoint 2013

When you open PowerPoint 2013 for the first time, the Start Screen will appear. From here, you'll be
able to create a new presentation, choose a template, or access your recently edited presentations.

1.

2.

From the Start Screen, locate and select Blank Presentation.

A new presentation will appear.

? - 0O X
. : T . Javier Flores
Search for online templatesa 0O @-\
OWe r O I n javier.flores838@gmail.com %
Suggested searches:  Business Switch account e

Calendars  Charts and Diagrams
Recent Education Medical  Nature

Photo albums

You haven't opened any presentations recently. To
browse for a presentation, start by chicking on Open -

Other Presentations.
Takea (2

tour

@@ Open Other Presentations b

Blank Presentation Weicome to PowerPoint

BANDED

Working with the PowerPoint Environment

Creating a blank presentation

If you've previously used PowerPoint 2010 or 2007, PowerPoint 2013 will feel very familiar. It
continues to use features like the Ribbon and the Quick Access Toolbar, where you will find
commands to perform common tasks in PowerPoint, as well as Backstage view.

The Ribbon
PowerPoint 2013 uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains

multiple tabs, each with several groups of commands. You will use these tabs to perform the
most common tasks in PowerPoint.
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Exploring the Ribbon

You'll need to move between tabs to perform common tasks in PowerPoint. Knowing where to find the
right command will make PowerPoint easier to use.
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The Home tab gives you access to the most commonly used commands, including
copy & paste, formatting, and the New Slide command. The Home tab is selected

by default whenever you open PowerPoint.
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The Insert tab allows you to insert pictures, charts, tables, shapes, videos, and
more, which can help you communicate information visually and add style to your

presentation.
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You can apply themes from the Design tab. A theme is a predefined combination of
colors, fonts, and effects that can quickly change the look and feel of your entire slide
show. Different themes also include different slide layouts.
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You can apply slide transitions from the Transitions tab. Transitions are the
movements you see between slides when presenting your slide show.
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The Animations tab allows you to animate text and objects such as clip art, shapes,
and pictures. Animations can be used to draw attention to specific content or make
the slide easier to read.
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When you're ready to present your slide show, the Slide Show tab gives you tools to | 40
make your presentation smooth and professional, including the option to rehearse

timings and record narration.
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You can use the Review tab to access PowerPoint's powerful editing features,
including spell check and comments. These features make it easy to review and

collaborate on presentations.
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The View tab allows you to switch between several different views for your
presentation, including Outline View, Slide Sorter, Slide Master, and more. These

views can help you prepare and organize your slide show.
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Contextual tabs will appear on the Ribbon when working with certain items, like
tables, shapes, pictures. These tabs contain special command groups that can help

you format these items as needed.

To Minimize and Maximize the Ribbon:

The Ribbon is designed to respond to your current task, but you can choose to minimize the Ribbon if you
find that it takes up too much screen space.
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1. Click the Ribbon Display Options arrow in the upper-right
corner of the Ribbon.

? - 0 X

------- Auto-hide Ribbon
* Hide the Ribbon. Click at the top
of the application to show it. Select the desired minimizing option from the dropdown
"' @m=— Show Tabs menu:
Show Ribbon tabs only. Click a

e g Sy » Auto-hide Ribbon: Auto-hide displays PowerPoint

in full-screen mode and completely hides the Ribbon.
S Show Tabs and Commands To show the Ribbon, click the Expand Ribbon

| Show Ribbon tabs and command at the top of screen.
commands all the time.

» Show Tabs: This option hides all command groups
Ribbon display options when not in use, but tabs will remain visible. To show
the Ribbon, simply click a tab.

. Show Tabs and Commands: This option maximizes the Ribbon. All of the tabs and

commands will be visible. This option is selected by default when you open PowerPoint for the first
time.

The Quick Access Toolbar
Located just above the Ribbon, the Quick Access Toolbar lets you access common commands no
matter which tab is selected. By default, it includes the Save, Undo, Repeat and Start
Presentation commands. You can add other commands depending on your preference.
To Add Commands to the Quick Access Toolbar:

1. Click the drop-down arrow to the right of the Quick Access Toolbar.

2. Select the command you wish to add from the drop-down menu. To choose from more

commands, select More Commands.

3. The command will be added to the Quick Access Toolbar.
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The command added to the Quick Access Toolbar

PowerPoint includes several tools to help organize and arrange content on your slides, including the Ruler,

Guides, and Gridlines. These tools make it easier to align objects on your slides. Simply click the checkboxes
in the Show group on the View tab to show and hide these tools.
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Lesson 2:Creating and Opening Presentations

PowerPoint files are called presentations. Whenever you start a new project in PowerPoint, you'll need to
create a new presentation, which can either be blank or from a template. You'll also need to know how

to open an existing presentation.

To Create a New Presentation:

@ ® = 1. Select the File tab to go to Backstage view.
m HOME  INSERT ) )
= = 2. Select New on the left side of the window,
E = . then click Blank Presentation or choose a theme.
Paste New
- Slide~ CJSection~
Clipboard Slides
Clicking the File tab

To Open an Existing Presentation:

1. Select the File tab to go to Backstage view.

2. Select Open.
3. Select Computer and then click Browse. Alternatively, you can also choose
SkyDrive to open files stored on your SkyDrive.

To Pin a Presentation:

If you frequently work with the same presentation, you can pin it to
Backstage view for easy access.

1. Select the File tab to go to Backstage view.

2. Click Open. Your Recent Presentations will appear.
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3. Hover the mouse over the presentation you wish to pin. A pushpin icon will
appear next to the presentation.

Recent Presentations
- Regional Sales Report
My Documents » AdWaorks

New Employee Orientation s
My Documents » AdWorks l}

- Company Workflow
My Documents » AdWaorks

Pinning a presentation

Lesson 3: Saving and Sharing

" Whenever you
create a new presentation in PowerPoint, you'll need to know how to save in order to access and edit it later. As
in previous versions of PowerPoint, you can save files to your computer. If you prefer, you can also save files to
the cloud using SkyDrive. You can even export and share presentations directly from PowerPoint.

Save and Save As

PowerPoint offers two ways to save a file: Save and Save As. These options work in similar ways,
with a few important differences:

+ Save: When you create or edit a presentation, you'll use the Save command to save your changes.
You'll use this command most of the time. When you save a file, you'll only need to choose a file
name and location the first time. After that, you can just click the Save command to save it with
the same name and location.
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+ Save As: You'll use this command to create a copy of a presentation while keeping the original.
When you use Save As, you'll need to choose a different name and/or location for the copied
version.

To Save a Presentation:

It's important to save your presentation whenever you start a new project or make changes to an
existing one. Saving early and often can prevent your work from being lost. You'll also need to pay close
attention to where you save the presentation so it will be easy to find later.

Locate and select the Save command on the Quick Access Toolbar.
. If you're saving the file for the first time, the Save As pane will appear in Backstage view.

3. You'll then need to choose where to save the file and give it a file name. To save the
presentation to your computer, select Computer and then click Browse. Alternatively, you can
click SkyDrive to save the file to your SkyDrive.

4. The Save As dialog box will appear. Select the location where you wish to save the
presentation.

5. Enter a file name for the presentation and click Save.

AutoRecover
PowerPoint automatically saves your presentations to a temporary folder while you are working on
them. If you forget to save your changes, or if PowerPoint crashes, you can restore the file using
AutoRecover.
To Use AutoRecover:

1. Open PowerPoint 2013. If auto-saved versions of a file are found, the Document Recovery pane will

appear.
2. Click to open an available file. The presentation will be recovered.
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Document Recovery

PowerPoint has recovered the following
files. Save the ones you wish to keep.

Exporting Presentations

By default, PowerPoint presentations are saved in the

SEa g e .pptx file type. However, there may be times when you
@*, Regional Sales Report.pp... need to use another file type, such as a PDF or
Version created from the I... PowerPoint 97-2003 presentation. It's easy to export
FRREESRERES your presentation from PowerPoint in a variety of file
types:

[@*| Regional Sales Report.pptx ..
Version created last time t...

7/11/2013 1:02 PM *  PDFFile: Saves the presentation as a PDF document instead

of a PowerPoint file.

*  Video: Saves the presentation as a video.

+  Package for CD: Saves the presentation in a folder along with
the Microsoft PowerPoint Viewer, a special slide show player that
anyone can download.

. Handouts: Prints a handout version of your slides. O
Other File Type: Saves in other file types, including PNG and PowerPoint 97-2003

Lesson4:Slide Basics

PowerPoint presentations are made up of a series of slides. Slides contain the information you will present
to your audience. This might include text, pictures, charts, and more. Before you start creating
presentations, you'll need to know the basics of working with slides and slide layouts.

Understanding Slides and Slide Layouts

When you insert a new slide, it will usually have placeholders. Placeholders can contain different
types of content, including text, images, and more. Some placeholders have placeholder text,
which you can replace with your own text. Others have thumbnail icons that allow you to insert
pictures, charts, videos and more.
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A slide with empty placeholders

your content.

Two Content Title Only
Blank Content with Picture with
Caption Capticon

=] Duplicate Selected Slides
Fé] Slides from Qutline...

=] Reuse Slides...

Different slide layouts

To Insert a New Slide:

Othice Thenie Slides have several different layouts for
........................... placeholders, depending on the kind of
information you want to include.
Whenever you create a new slide, you'll
need to choose a slide layout that fits

Whenever you start a new presentation, it will contain one slide with the Title Slide layout. You

can insert as many slides as you need from a variety of different layouts.
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1. From the Home tab, click the bottom half of the New Slide

FILE HOME INSERT [ command.

T — L " 2.  Choose the desired slide layout from the menu that appears.
’ (=] Layout

D - |= . 3.  The new slide will appear. Click any placeholder and begin typing to
B | Reset add text. You can also click an icon to add other types of content, like a

Paste .
¥ picture or a chart.
. ' Sllde'hﬂ Section ¥

Clipboard Slides
1 6 5 4 3 2 1 0 1 2 3 4 5 &
2 N ooy
Click to add title
tD add tE;i:.’.’.’.’.’:.’:.’:.’.’.':.'.'.'.'.'.'.':::;::;;.'.':.'.'::::::.'.'.'.'.'.'.'.'.TI::.'.'.'.'.'.'.'.'.':.'.T::;.'.'.'.'.':.'.'.'.'::.'.’.'.'.'.'.'.’.'.'.'.'.'.’.':.’.'.'.’.'.'.'
o
= Clicka
placeholder
H or an icon /'

The new slide
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4. To change the layout of an existing slide, click the Layout command and then choose the desired
layout

Franny

Female 30 lbs.

Whippet 5 years old

Likes: Long walks on the beach
Dislikes: Drama

w

D e >'ide Navigation
pane

The Slide Navigation pane
Organizing Slides

PowerPoint presentations can contain as many slides as you need. The Slide Navigation pane

makes it easy to organize your slides. From there, you can duplicate, rearrange, and delete
slides in your presentation.

Working with Slides

<+ Duplicate Slides: If you want to copy and paste a slide very quickly, you can
duplicate it. To duplicate slides, select the slide you wish to duplicate,
rightclick the mouse and then choose Duplicate Slide from the menu that
appears. You can also duplicate multiple slides at once by selecting them first.

+* Move Slides: It's easy to change the order of your slides. Just click, hold and
drag the desired slide in the Slide
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—

=
L

d
i)

Paste Options:
adda ey C =
= =4

=2, \gh A
New Slide
Duplicate Slide
Delete Slide

Add Section

Publish Slides
Layout
Reset Slide

Format Background...

Hide Slide

Navigation pane to the desired position.

Duplicating slides

-~

Sheo\"eg Animp Fescuie

*,

L/

< Delete Slides: If you want to remove a slide from

your presentation, you can delete it. Simply select the Moving a slide

slide you wish to delete, then press the Delete or Backspace key on your keyboard.

To Copy and Paste

Slides:

If you want to create several slides with the same layout, you may find it easier to
copy and paste a slide you've already created rather than starting with an empty

slide.

Select the slide you wish to copy in the Slide Navigation pane, then click the Copy
command on the Home tab.

In the Slide Navigation pane, click just below a slide (or between two slides) to
choose a paste location.

-=,
""" S-S A horizontal insertion point will appear.
~ 3. Click the Paste command on the Home tab.
Kis ~ 4, The slide will appear in the selected location.

Choosing 2 paste location
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Customizing Slides
To Change the Slide Size:

By default, all slides in PowerPoint 2013 use a 16 by 9, or widescreen, aspect ratio.
You might know widescreen TVs also use the 16 by 9 aspect ratio. Widescreen
slides will work best with widescreen monitors and projectors. However, if you
need your presentation to fit a standard (4 by 3) screen, it's easy to change the
slide size to fit.

O To change the slide size, select the Design tab and then click the Slide Size command.
Choose the desired slide size from the menu that appears or click Custom Slide Size... for

more options.

DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Javier Flores ~

[ ] &h
oo = e T ETT T - Slide Format

Size v Background

2
o

1emes Variants —
’ ‘ Standard (4:3)

&

| |  Widescreen (16:9)

Custom Slide Size...

Choosing a slide size

To Format the Slide Background:

By default, all slides in your presentation use a white background. It's easy to change the
background style for some or all of your slides. Backgrounds can have a solid, gradient, pattern,
or picture fill.

1. Select the Design tab and then click the Format Background command.

2. The Format Background pane will appear on the right. Select the desired fill options. In our
example, we'll use a Solid fill with a light gold color.
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DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

: .:: :E-E I I ”:‘ /éﬁ
BT 1 mms = CEET T = Slide Format

Size v Background
1emes Variants Customize

&7

Clicking the Format Background command

Format Background R
> 3. The background style of the selected
slide will update.
4 FILL 4. If desired, you can click Apply to All
& Solid fill to apply the same background style to all slides
Gradient fill in your presentation.
Picture or texture fill
Pattern fill To Apply a Theme:

Hide background graphics
A theme is a predefined combination of colors,
fonts, and effects that can quickly change the
look and feel of your entire slide show.
Different themes also use different slide
layouts, which can change the arrangement of
your existing placeholders. We'll talk more

Color 5 -

Transpareng Automatic

Theme Colors

Gold, Accent 4, Lighter EO'?i l l

EEEEEEE about themes later in our Applying Themes
Standard Colors |eSSOH.

= = EEEEN

% More Colors... 1. Select the Design tab on the Ribbon and then

X Eyedropper

click the More drop-down arrow to see all of
the available themes. 2. Select the desired
theme

3. The theme will be applied to your entire presentation.

Choosing the background fill options

Customizing Slide Layouts

Sometimes, you may find that a slide layout doesn't exactly fit your needs. For example, a layout
might have too many placeholders, or too few. You might also want to change how the
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placeholders are arranged on the slide. Fortunately, PowerPoint makes it easy to adjust slide
layouts as needed.

Adjusting Placeholders

) ) . To Select a
“, Shelbyfi i:fjed‘i:::?%a' Resmune T Placeholder: Hover

T T the mouse over the

: s B edge of the
placeholder and click

(you may need to click on the text in the placeholder first to see the border). A selected

placeholder will have a solid line instead of a dotted line.

Selecting a placeholder

* To Move a Placeholder: Select the placeholder, then click and drag it to the desired location.

* To Resize a Placeholder: Select the placeholder you want to resize. Sizing handles will appear.
Click and drag the sizing handles until the placeholder is the desired size. You can use the corner
sizing handles to change the placeholder's height and width at the same time.

Shelbyfield Animal Rescue

Featured Aaabtable Pets i

Resizing a placeholder

To Delete a Placeholder: Select the placeholder you wish to delete, then press the Delete or Backspace
key on your keyboard.

To Play the Presentation:

Once you've arranged your slides, you may want to play your

B H S ©® = presentation. This is how you will present your slide show to an

YN ouc | e | audience.

“ﬁ 36 | =| [ELayout- 1. Click the Start From Beginning command on the Quick Access
; ! Ey -~ ” *] Reset Toolbar to see your presentation.

aste ew : ; ;

. N Gige- BSectionv | 2 The presentation will appear in full-screen mode.
Clipboard & Slides
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3. You can advance to the next slide by clicking your mouse or pressing the Space Bar on your
keyboard. Alternatively, you can use the arrow keys on your keyboard to move forward or
backward through the presentation. 4. Press the Esc key to exit presentation mode.

< You can also press the F5 key at the top of your keyboard to start a presentation.

Lesson 5: Applving Themes

Theme Elements

Every PowerPoint theme, including the default Office theme, has its own theme elements. Those
elements are:

+ Theme Colors: There are ten theme colors, along with darker and lighter variations, available from
every Color menu.

+ Theme Fonts: There are two theme fonts available at the top of the Font menu under Theme
Fonts.

« Theme Effects: These affect the preset shape styles. You can find shape styles on the Format tab
whenever you select a shape or SmartArt graphic.

Why Use Themes?

If you're using a theme, you'll probably find that your presentation looks pretty good. All of the
colors will work well together, which means you won't have to spend as much time formatting
your presentation. But there's another great reason to use theme elements: when you switch to
a different theme, all of those elements will update to reflect the new theme. You can
drastically change the look of your presentation in a few clicks.
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Applying Themes

All themes included in PowerPoint are located in the Themes group on the Design tab. Themes can
be applied or changed at any time.

To Apply a Theme:

1. Select the Design tab on the Ribbon, then locate the Themes group. Each image represents a theme.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIL
A PSIEIEISIESS
Aa Aa Aa A Aa =
e e - S mER L= £ - O . - — — =1 =
Themes

Clicking the More drop-dowin arrow
2. Click the More drop-down arrow to see all of the available themes.

3. Select the desired theme.
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4. The theme will be applied to the entire presentation. To apply a different theme, simply select it
from the Design tab.

a2 B Aa Ad Aa =l Aa
Hadaiflka Sahalsofiware

Sahalsoftware waa shirkad IT a.h Ujeedada loo aas aasayna waa:

i 1. Inlagabarto Aqoon IT, BA iyo IWM lagu dhigayo qaab casri
? ah (Online). o
2. In aanu samayno barnaamijyada lagu isticmaalo kumbuyuutarka

- 1

=T

339
NAFI AAAD A

Iskuday in aad samayso Themes qurux badan co
noocan oo kale ah .

Kuna celceli si aad wax badan uga fahamto.
Waxaad ka heli kartaa Nashqad walba oo
daboolaysa dookha aad jeceshahay
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Lesson 6: Applying Transitions

If you've ever seen a PowerPoint presentation that had "special effects" between each slide, then you've seen
slide transitions. A transition can be as simple as fading to the next slide, or it can be a flashy, eyecatching
effect. PowerPoint makes it easy to apply transitions to some or all of your slides, giving your presentation a

polished, professional look.

About Transitions

There are three categories of unique transitions to choose from, all of which can be found on the

Transitions tab:

« Subtle: These are the most basic types of transitions. They use simple animations to move between

slides.
Subtle
| | = a4 @ = W
None Cut Fade Push Wipe Split Reveal Random Bars
o € @ DO

Shape Uncover Cover Flash

Subtle transitions

Exciting: These use more complex animations to transition between slides. While they're more
visually interesting than Subtle transitions, adding too many can make your presentation look
less professional. However, when used in moderation, they can add an nice touch between

important slides.

Page Curl Airplane

X

Origami

&

Exciting
- = b -
Fall Over Drape Curtains Wind
. e [ R

Dissolve

& m

Honeycomb Glitter Vortex Shred
Doors Box Comb Zoom

i)
Prestige

Checkerboa...

wn
2

- L
(Al

-

Random

ks
Fracture
REY
3

Blinds

¥

Clock

C

Gallery

Exciting transitions
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+ Dynamic Content: If you're transitioning between two slides that use similar slide layouts, dynamic
transitions will move only the placeholders, not the slides themselves. When used correctly,
dynamic transitions can help to unify your slides and add a further level of polish to your

presentation.

«  To Apply a Transition:
1. Select the desired slide from the Slide Navigation pane. This is the slide that will appear after the

transition.

2. Click the Transitions tab, then locate the Transition to This Slide group. By default, None
is applied to each slide.
3. Click the More drop-down arrow to display all transitions.

FILE

Preview

HOME INSERT DESIGN TRANSITIONS

] W

None Cut Fade

Push

Transition to This Slide

ANIMATIONS

Clicking the More drop-down arrow

4.  Click a transition to apply it to the selected slide. This will automatically preview the transition.

*»* You can use the Apply To All command in the Timing group to apply the same transition to all
slides in your presentation. Keep in mind that this will modify any other transitions you've applied.

DESIGN

TRANSITIONS ~ ANIMATIONS

Fade Push || Fffed
Options *

Transition to This Slide

SLIDE SHOW

REVIEW

*J!, Sound: .[NO Sound] d

® Duration:

3 Apply To Al

01.00

Timing

Applying the same transition to all slides
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To Preview a Transition:

You can preview the transition for a selected slide at any time, using either of
these two methods: 3

1. Click the Preview command on the Transitions tab.

2. Click the Play Animations command in the Slide Navigation pane -
HAN'S
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS
© | ] .- |
Prewew{k None Cut Fade Push Wipe
Preview

Clicking the Preview command
Modifying Transitions

To Modify the Transition Effect:
You can quickly customize the look of a transition by changing its direction.

1. Select the slide with the transition you wish to modify.

2. Click the Effect Options command and choose the desired option. These options will vary depending on
the selected transition.

DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

@ E | l:]l" <), Sound: |[No Sound]
= == ~ I ® Duration: |01.00 =2

4

Fade Push | Fffect
Options ~ I3 Apply To All
Transition to This Slide Timing
From Bottom

\l—i) From Left h

(—.’ From Right

—¥- FromTop

Modifying a transition effect
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3. The transition will be modified and a preview of the transition will appear.
++ Some transitions do not allow you to modify the direction
To Modify the Transition Duration:

1. Select the slide with the transition you wish to modify.

2. Inthe Duration field in the Timing group, enter the desired time for the transition. In this example,
we'll increase the time to 2 seconds, or 02.00, to make the transition slower.

"_') ":'_', Sound: |[No Sound] ~ | Advance Slide
: @ Duration: 02.00 :[} <] On Mouse Click
Effect —
Options ~ T3 Apply To All After: |00:00.00 _
Timing

Modifying the transition duration

To Add Sound:

1. Select the slide with the transition you wish to modify.
2. Click the Sound drop-down menu in the Timing group.
3. Click a sound to apply it to the selected slide, then preview the transition to hear the sound.

<), Sound: |[No Sound] ~ Advance Slide
@ Duratior [No Sound] = Click
@ Apply T [Stop Previous Sound] :00.00 >
Applause
Arrow
Bomb
Breeze
To Remove a Transition: Camera
Cash Register %
Chime

1. Select the slide with the transition you Click
wish to remove. Coin

Drum Roll

2. Choose None from the Transition to This Eiplosion
Slide group. The transition will be Hammer
removed.
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FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

== 4'1, Sound: |[No Sound] v
’_‘ h @ @ Duration: Auto =

None Cut Fade Push = _i‘i"\‘zif 3 Apply To Al
Options~ 3 Apply

Preview Transition to This Slide Timing

4

Removing a transition from a slide

+»+ To remove transitions from all slides, apply the None transition to a slide and then click the Apply
to All command.

Advancing Slides

Normally, in Slide Show View, you would advance to the next slide by clicking your mouse (or
pressing the Space Bar or arrow keys on your keyboard). The Advance Slides settings in the Timing
group allows the presentation to advance on its own and display each slide for a specific amount of
time. This feature is especially useful for unattended presentations, such as a trade show booth.

To Advance Slides Automatically:

1. Select the slide you wish to modify.

Locate the Timing group on the Transitions tab. Under Advance Slide, uncheck the box next to
On Mouse Click.

3. Inthe After field, enter the amount of time you want to display the slide. In this example, we will
advance the slide automatically after 1 minute and 15 seconds, or 01:15:00.

4. Select another slide and repeat the process until all the slides have the desired timing. You
can also click the Apply to All command to apply the same timing to all slides.

+«» If you need to advance to the next slide before an automatic transition, you can always
click the mouse or press the Space Bar to advance the slides as normal.

"L Sound: |[No Sound] ~ | Advance Slide

@® Duration: Auto g On Mouse Click

I3 Apply To All V| After: |01:15.00 %
Timing

Setting an automatic slide duration
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Lesson/:Managing Slides

As you add more slides to a presentation, it can be difficult to keep everything organized. Fortunately,
PowerPoint offers a variety of tools to help you organize and prepare your slide show.

About Slide Views

PowerPoint includes several different slide views, which are all useful for various tasks. The slide
view commands are located on the bottom-right of the PowerPoint window. There are four main

Slide views:

Reading Play Slide
View Show

= NOTES B COMMENTS E == B 89 -———+

The different slide view commands
Normal View: This is the default view where you create and edit slides. You can
also move slides in the Slide Navigation pane on the left.

N

N

w
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+* Slide Sorter: In this view, you'll see a thumbnail version of each slide. You can drag and drop slides
to reorder them quickly.

KNOWING CCNA NETWORK

N

5

+* Reading View: This view fills the PowerPoint window with a preview of your presentation. It
includes easily accessible navigation buttons at the bottom-right.

+»* Play Slide Show: This is the view you'll use to present to an audience. This command will begin the
presentation from the current slide. You can also press F5 on your keyboard to start from the
beginning. A menu will appear when you hover the mouse in the bottom-left corner. These
commands allow you to navigate through the slides and access other features, such as the pen

and highlighter
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Slide Sections

If you have a lot of slides, you can organize them into sections to make your presentation easier
to navigate. Sections can be collapsed or expanded in the Slide Navigation pane and named for
easy reference.

To Create Slide Sections:

In our example, we will add two sections: one for dogs that are
available for adoption, and another for cats and other pets.

1.
2.

3.

Select the slide that you want to begin a section.

From the Home tab, click the Section command, then choose Add
Section from the drop-down menu.

An Untitled Section will appear in the Slide Navigation pane.

To rename the section, click the Section command and then choose
Rename Section from the drop-down menu.

4 Default Section
1
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5. Type the new section name in the dialog box, then click Rename.

4 Default Section 6. Repeat to add as many
1 sections as you need.
7. In the Slide Navigation
pane, click the arrow next to a
section name to collapse or
expand it.
8. To remove a section, click the
Pl e Section command and then click

R o Remove Section. You can also click
Remove All Sections to remove all
sections from your slides.

Section name:
Introduction

Rename Cancel

Lesson8: Shapes and WordArt

There are many features and commands you can use in PowerPoint to create visually appealing
slides. Two of these features are WordArt and shapes. WordArt allows you to create stylized
text with effects such as textures, shadows, outlines and more. You can also insert and modify a
variety of shapes such as rectangles, circles, lines, arrows, callouts and stars.

About WordArt

PowerPoint allows you to add effects to the text inside of a text box, which is known as
WordArt. For the most part, the types of effects you can add are the same as the ones you can add
to shapes and text boxes (shadow, bevel, etc.). However, with WordArt, you can also Transform
the text to give it a wavy, slanted, or inflated look.

To Apply a WordArt Style to Text:

A WordArt Style will automatically apply several effects to your text at once. You can then refine
the look of your text by adding or modifying text effects.

1. Select a text box, or select some text inside of the text box.
2. On the Format tab, click the More drop-down arrow in the WordArt Styles group.
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Shape Effects ~

Wil 1_

SLIDE SHOW REVIEW VIEW FORMAT
! Shape Fill ~ A, Text Fill ~ .1 Bring Forwarc
. Shape Outline - A /&A" A & Text Outline ~ 0 Send Backwai

2\ Text Effects ~

E, [; Selection Pan

™~ WordArt Styles LE] Arri
More
Add some artistic flair by choosing
between predefined text styles.

Clicking the More drop-down arrow
3. Adrop-down menu of WordArt Styles will appear. Select the style you want to use.

The text will appear in the selected style. If desired, you can change the font or font color from
the Home tab.

REVIEW VIEW FORMAT
.1 Bring Forv
A /@‘, A A A 0 Send Back
5 [; Selection |

> P

P® Clear WordArt

N\

-— e L

To Add or Modify Text Effects:

1. Select a text box, or select some text inside of the text box. The Format tab will appear.
2. On the Format tab, click the Text Effects command in the WordArt Styles group.

FORMAT

A Text Fill -
A

=) &Text Outline ~
WordArt Styles

REVIEW
.1 Bring Forward ~
O Send Backward ~
~ | /A Text Effects ~ EL\, Selection Pane

= Arrange
Text Effects

Turm your work into a work of art.
Add a visual effect such as shadow, 2|
glow or reflection to your text.

Clicking the Text Effects command
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3. Adrop-down menu will appear showing the different effect categories. Hover the mouse over an
effect category and select the desired effect from the menu that appears.

4. The effect will be applied to your text. If you want, you can combine several different effects.

[= I N VY B [ W} .

rar snape - — A snape rn L rexcrms

\
AL LD G| ETetBox ‘AbC‘ Abc | -] [Z Shape Outline - A A | A Text Outline -
g2\ 3 | "  — — |5 5

I& Augn~

270|283

Merge Shapes

&3 Shape Effects ~ A TextEffects~ 5y 7.48"
Insert Shapes Shape Styles m WordArt Styles n Arrange Size ~
/B\ Shadow
[+] a\ -
4 Default Section
4
s pOWERPONT
2013
cde
% tewig
e ™
bede  bcde

cae abcde abcde

abcde abcde abcde abede z

| Click to add notes abcde abcde abcde abede

= +7o% [T

In the WordArt Styles group, you can also use the Text Fill and Text Outline drop-down
boxes to modify the fill and outline color.

PowerPoint's large shape collection allows you to organize and design the image you
desire.

While you may not need shapes in every presentation you create, they can add visual appeal.

Page 31140



SAHALSOFTWARE

Mobile:0634496857/0615316299/0634497279/0634494483

Website:www.sahalsoftware.com / www.facebook.com/sahalsoftware
Youtube:sahalsoftware.com - E-mail: support@sahalsoftware.com

AJ $ <
e & K
Shapes SmartArt Chart Appsfor Hyperlit 3. Click, hold and drag in the desired location to add the
v Office ~ shape to the slide
Recently Used Shapes 7

N If desired, you can enter text in a shape. When the

ENNOCOALL Y ‘5 shape appears in your document, you can simply

% \ N4 ¥ begin typing. You can then use the formatting options
Lines on the Home tab to change the font, font size, or color

NS TL L L N m g ofthetext
Rectangles

oLhaoatbnOnon
Basic Shapes

HEOANOAOQOOO®
®Go0dOr Ly oa
O0®ALOVXREG (B
[J£X € 3 € 3

Block Arrows
@@G@@@%&P@é:ﬂ

@wﬁxéD»@@@ﬁ
Do R

To Insert a Shape:
1. Select the Insert tab and click the Shapes command in the lllustrations group. A drop-down menu

of shapes will appear.
2. Select the desired shape.

Modifying a Shape or Text Box

When you click on a shape or text box, handles will appear that let you manipulate the shape. There
are several types of handles:

¢+ Sizing Handles: Click, hold and drag the sizing handles until the shape or text box is the
desired size. You can use the corner sizing handles to change the height and width at the same
time.
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@

< Yellow Handles: Some shapes have one or more yellow handles that can be used to customize
the shape. For example, with arrow shapes, you can adjust the width of the line and arrow tip.

++ Rotation Handle: Click, hold and drag the rotation handle to rotate the shape.

To Change the Shape Style:

Choosing a Shape Style allows you to apply preset colors and effects to quickly change the appearance
of your shape or text box.

1. Select the shape or text box you want to change.
2. On the Format tab, click the More drop-down arrow in the Shape Styles group.
3. Adrop-down menu of styles will appear. Select the style you want to use.

To  [ace] [ase| [ase| |aee| [ase| [ase| [ae=| Change the Shape Fill Color:

|' ‘ Abc Abc 1. Select the shape or text box
you want to change.

Abc 2. Onthe Format tab, click the

Shape Fill drop-down arrow. The

Abc
Abc @ | Abc | [;] Shape Fill menu appears.

3.  Move the mouse over
G @90  thevarious colors. Select the
color you want to use. To view
more color options, select
More Fill Colors.

Abc

To Change the Shape Outline:

L= shape Outline - Select the shape or text box that you want to change.

Thiva Cotors 1. On the Format tab, click the Shape Outline drop-down

=] =l - - - e . . .
arrow. The Shape Outline menu will appear.
I ! I I 2. Select the color you want to use. If you want to make the
= . . . . . . outline transparent, select No Outline.

Standard Colors

B e B N B B
No Outline

;‘.v More Outline Colors...

- Evedropper

—— Weight »

Dashes »
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Lesson9:Animating Text and Objects

In PowerPoint, you can animate text and objects such as clip art, shapes, and pictures. Animation, or
movement, on the slide can be used to draw the audience’s attention to specific content or to make the

slide easier to read.

The Four Types of Animations

There are many different animation effects that you can choose from, and they are organized into four
types:

< Entrance: These control how the object enters the slide. For example, with the Bounce
animation, the object will "fall" onto the slide and then bounce several times.

Entrance
" ‘ l ‘, :.u? "r ’ r 2 %
Appear Fade Fly In Float In Split Wipe

Entrance effects

< Emphasis: These animations occur while the object is on the slide, often triggered by a mouse
click. For example, you can set an object to Spin when you click the mouse

Emphasis

Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate

Emphasis effects

< Exit: These control how the object exits the slide. For example, with the Fade animation, the
object will simply fade away.

Exit

. e

i

Disappear Fade Fly Out Float Out Split Wipe

Exit effects
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O Motion Paths: These are similar to Emphasis effects, except the object moves within the slide

I

Lines

< Ad

Arcs

Turns ShAaiy:; es

AN
.‘\'“

T
Custom Path

Motion Paths

1.
2.
3.

FILE HOME

INSERT

To Apply an Animation to an Object:
Select the object you want to animate.

TRANSITIONS

On the Animations tab, click the More drop-down arrow in the Animation group.
A drop-down menu of animation effects will appear. Select the desired effect.
DESIGN

ANIMATIONS SLIDE SHOW
* None
»
Preview \?%
) None
Preview
I Entrance
> W W 1l
Appear Fade Fly In Fleat In Split Wipe
Fly In
\ - () N "4 <
2 Yr >k = . b b
* Shape Wheel Random Bars Grow & Turn Zoom Swivel
4\{,
Bounce
3 =
& Emphasis
Pulse Color Pulse Teeter Spin Grov\z_-';Shrink Desaturate
Selecting an effect
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4. The effect will apply to the object. The object will have a small number next to it to show that it has an
animation. Also, in the Slide pane, a star symbol will appear next to the slide.

At the bottom of the menu, you can
access even more effects.

The number and the star indicate that an effect has been added

Effect Options

Some effects will have options that you can change. For example, with the Fly In effect, you can
control which direction the object comes from. These options can be accessed from the Effect Options

command in the Animation group.

U MIGHT

From Top

7

ANIMATIONS SLIDE SHOW REVIEW VIEW
4\ . 4 Animatic
» lk Trigger ~
Float In Effec Add 2
Options~ Animation ~ At
Direction nimati
m From Bottom
z From Bottom-Left
9 From Left
N From Top-Left

Viewing the options for the Fly In effect

To Remove an Animation

1. Select the small number located next to
the animated object.

2, Press the Delete key. The
animation

what pop Wi

deleted.

Selecting the number
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Working with Animations
To Add Multiple Animations to an Obiject:

If you select a new animation from the the menu in the Animation group, it will replace the
object's current animation. However, you'll sometimes want to place more than one animation
on an object, for example an Entrance and an Exit effect. To do this, you'll need to use the Add
Animation command, which will allow you to keep your current animations while adding new

ones.
1. Select an object.
2. Click the Animations tab.
3. In the Advanced Animation group, click the Add Animation

command to view the available animations.
4, Select the desired animation effect.

If the object has more than one effect, it will have a
different number for each effect. The numbers indicate the
order in which the effects will occur.

An object with two

animations

To Copy Animations with the Animation Painter:

In some cases, you may want to apply the same effects to more than one object. You can do that
by copying the effects from one object to another using the Animation Painter. In our example,
we want text to appear on our banner shape, so we've added a text box on top of the banner. We'd
like the text to appear using the same effects we used on the banner, so we'll use the Animation
Painter to copy the effects from the banner to the text box.

Click on the object that has the effects you want to copy. In our example, we'll click our banner shape.
From the Animations tab, click the Animation Painter command

Click the object that you want to copy the effects to. The effects are applied to the object. In our
example, the effects from the shape are applied to the text box.

- ————— e
| Shy guy Dick York starred as Darrin Stephens in

Bewitched from 1964-1969.
- - -

Clicking an object
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To Reorder the Animations:

1. Select the number of the effect that you want to change
2. From the Animations tab, click the Move Earlier or Move Later commands to change the ordering.

b Start: |On Click | Reorder Animation
© Duration: 100,50
® Delay:  |00.00

> a Move Earlier
©| ¥ Move Later
Timing A

Move Later

To Preview Animations:

GBS HOME  INSERT  DESIGN | Any animation effects that you have applied will

i show up when you play the slide show. However, you
'*;. * 2 S can also quickly preview the animations for the
- ‘ - - - - -
Provies St B o current slide without viewing the slide show.
Brosion 1. Navigate to the slide that you want to
_ — preview.From the Animations tab, click the Preview
Preview Animations command. The animations for the current slide will
Play the animations on this slide. play,

The Effect Options Dialog Box

From the Animation Pane, you can access the Effect Options dialog box, which contains more advanced
options that you can use to fine-tune your animations.

To Open the Effect Options Dialog Box:

1. From the Animation Pane, select an effect. A drop-down arrow will appear next to the effect.
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2. Click the drop-down arrow and select Effect Options.

3. The Effect Options dialog box will appear.
From here, you can add various enhancements

P Start: |On Click v | Reorder Animation to the effect:

® Duration: 10050 | & Move Earlier
- . o Sound: Adds a sound effect to the
¥ il animation.

Timing ~ | g After animation: Changes the color or

& _ , hides the object after the animation is over.
Animation Pane ¥ % g Animate text: If you are animating text, you

can choose to animate it all at once, one word
at a time, or one letter at a time.

¥ Move Later

A

» Play From allw

1% Banner O -
2 ¥ Banner ] fyin
3% Answertext: S...[] E] Effect | Timing | Text Animation
[ start On Click Settings
Start With Previous Direction: From Bottom v
(©  Start After Previous Smooth start: 0sec s
Effect Options... h Smooth end: 0 sec =
Timing... Bounce end: 0sec =
Hide Advanced Timeline
Enhancements
Bemave Sound: Drum Roll v
Selecting Effect Options After animation: | & il v
< Some effects have additional options Animate text: | By letter v
that you can change. These will vary [10 2] % delay between letters
depending on which effect you have
selected. I oK Cancel

To Change the Effect Timing: The Effect Options dialog box

1. From the Effect Options dialog box, select the Timing tab.
2. From here, you can add a delay before the effect starts, change the duration of the effect, and control

whether or not the effect repeats.
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Effect|  Timing | Text Animation| [Effet | Tming |Ted Animation
Start: [ Stat: |5 on iick

Delay: IO——T seconds Delay: m seconds
Duration: ‘O.S seconds (Very Fast) Eﬂ Duration: } wi E]!
Repeat: ’(none] E” Repeat: ](none) E]!
["] Rewind when done playing “TTRewnd when done playing

. : v
]Inggers v !Inggers v

OK I } Cancel

Changing the timing options

The End
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