PowerPoint 2003
Beginning Techniques

Part 1: Creating a Series of Slides

Getting Started R
1. Start PowerPoint SO
From the Start menu click on Michosof Eei Xl
Coljnect to Microsoft Office
> Programs T s
> MinOSOft Ofﬁce Pnzfoer;:::atuy update this lisk
> Microsoft PowerPoint PowerPoint 2003 ;thheweb
B . B Seatch for:
2. Note theGetting Started task pane on the right side of your scree | 8
Click on theCreate a new presentationink. Example: "Pint more than ane copy”
3. From theNew Presentationtask pane sele&@ank presentation OPS: 5 b, oot
The initial slide that displays in the centerlud screen is a title slic AdVPRTip_ima.pt
Click in theClick to add title area and type iRowerPoint Basics. ZE;;’i;”:i‘;jg?\;zft“brawIppt
In theClick to add subtitle area typeyour name, title and email 5 More. .
address.

] Create a new presentation...

4. TheSlide Layout pane is available on the right-side. Scroll
through the pane noting the various options fafeslayout.

Slide Layout 3

° TeXt LayOUtS ﬁply 1jideﬁ\mul::

Content Layouts Text Layouts
Text and Content Layouts
Other Layouts

| »

—_—

5. To add a new slide

Apply to Selected Slides  its

a. UndefText Layouts, select the bulleted list layout. =y
Click on the pull down list and seldeaisert New Slide P ncert tew side 1=
b. Click in theClick to add title area at the top of the slide
and typéNhat is Power Point? s e ™ BB
c. Click in theClick to add text areato create a bulleted list wa—

What Is PowerPoint?

» Presentation software that usestext (Press the Enter key) [ Frecertaton sovare hatuses text
* Graphics (Press the Enter key) [ Yo

* Video (Press the Enter key)

« Sound

6. Add a new bulleted list slide. (US#ide Layout OR
Insert > New SlideORCtrl+M ORNew Slidefrom icon menu)

7. From the left task pane sel€atitline and enter you next slide using the outline view.
This slide will be a bulleted list with sub-points.
a. Title:Why use PowerPoint? (Press the Enter key)
b. Bulleted point: press Tab kéjo communicate
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Outline % Slides X

1 PowerPoint Basics
Jeanne Le Bar
(=1 [=] 182, e A= ¥]
801-5385-6744

H What Is PowerPoint?

(Press the Enter key)

c. Subpoint: press Tab keyffectively (Press the Enter key.) O TR RS
d. Second subpoing&ppropriately (Press the Enter key.) + Graphics
e. To return to a bulleted point hold down 8tsft key and i
press th&ab key or use th®ecrease Indenicon 5[] Why Use PowerPaint?
f. Bulleted pointTo enhance the presentation 'Tfégerggvﬁfaw
+ Appropriately
8. Create a new slide. From thesert menu selediew Slide " To erhance the presentation

Or pres<CTRL-M (a short cut for creating a new slide.)
Use the Slides or Outline view — your choice.

a. Title:  Text

b. Bulleted points: BT Microsoft PowerPoint - [Presentation2]
The GOOd (Pl’eSS the Enter key) lﬁ File Edit  Yiew | Insert | Format  Tools Sl
The Bad (Press the Enter key) 0 & 5 | <[ Newslde  cuf
The Ugly (Do NOT Press Enter.) e Record [ W]t M| Siels Humber

9. Saveyour presentation. You should save often to prelass of work.
a. From thd=ile menu selecBave Name your presentation and save to the Desktop.
b. If you brought a disk, put it into the A: driaad save to that location.

10. Create three more slides.

11. Practice manipulating the outline slides anitebed points by using TAB and
SHIFT-TAB. Practice selecting items and draggimgn to different locations in the
outline.

12. Save your work.

13. Review your work.

View a Presentation Icons(from left to right)

Normal View — the working view \
Slide Sorter View— view entire presentation with thumbnai [E == 'LET 4 I
Slide Show from current slide— to view slides filling screen | e

Spell Check Your Work

The dictionary in PowerPoint does not include mahthe scientific and technical terms
used in the health sciences. There is a free mexpedl checker available online at
http://www.medical-spell-checker.com/



Part 2: Apply a Design Template to the Slide Preseation

1. Start inNormal View. From the right
task pane, click on the pull down menu
and selecSlide Design

2. Scroll through thé\pply a design
template examples and select one.

3. To apply the design to you PowerPoint
presentation click on the sample design.
The design template determines the
background color, font sizes, styles and
colors and any other creative elements.

4. If you decide that you don't like that
design template, select another by
clicking on it.

5. The design template can be altered using
the Slide Master. From théew menu
select Master > Slide Master. Changes
made in theSlide Master will apply to
all slides, unless individual slides have
already been altered.

6. You can select font type, style, size and
color; you can change the background
color and fill effect; you can change
bullets and sub-bullets.

a. Format > Font

b. Format > Background

c. Format > Bullets and
numbering

Note: You can mix and match slide
templates within the same presentation.

FL_IISIide Layout
Getting Started
Help

Search Results
Clip Art

Research
Clipboard

Mew Presentation

Shared Workspace

Document Updates

Slide Lavout

| Slide Design

Slide Design - Color Schemes
Slide Design - Animation Schemes

Custom Animation

Slide Transition

Slide Design b

@ EHA
i=l] Design Templates

Laak Color Schemes
% Animation Schemes

Apply a design template:

Used in This Presentation
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Part 3: Refining Your Slides

1. Format text in Slide View

int - [PowerPoint Basics.ppt] Font 21
Insert | Format | Tools  Slide Show  Win s Font style: SiE
i Binld Tralic |32
- Iﬁ| A Font... ‘ R Reqular - Cancel |
— . B Trebuchet M Eald 36
:= Bullets and Mumbering... H Tunga - Thalic 40 4 | Freview |
_ T TypoUpright BT 44
alignment 4 T Yerdana ﬂ 48 ;I
. . —Effects Colar:
Line Spacing...
" Underline r Superscript I 'I
Change Case. .. v shadow Offset: |o 3: %
Replace Fanks... I Emboss I Subscript ™ Default For new ohjects
This is & TrueTvpe Font.
This same Font will be used on both your printer and your screen,

~0o0oTp

Select the slide titled@ext. Practice changing the size, font, and color eftéxt.
From theFormat menu seledEont and explore those features.

Increase the font size by clicking on the Increaset Size icon a few times.
Change font color by clicking on the Font Colornand choosing a new color.
To change the line spacing for the bulleted paetsctFormat > Line Spacing
To change bullet style seldebrmat > Bullets and Numbering > Customize

2. Add Clip Art to your slide while in Slides

From thelnsert menu, seledPicture, then ] Clip Art

Clip Art .... OR you can use th@lip Art
icon from theDraw Toolbar OR use the
right task pane pull down menu and sele:
Clip Art.

In theSearch for: text box type

in the “art” you might want and click on
the Go button. Explore the options.

From theSearch inpull down menu select
collection: my, office or web collection
From theResults should bepull down
menu select media file type: clip art,
photographs, movies or sounds

Click on the clip art item you wish to

add to your slide.

Practice moving and resizing the Clip Art
Click once on the item to select it, then
drag the “handles” (boxes at corners
and sides) to resize the object.

X
@ = G
Search For:
birds s |9/
Search in:
|F'-II collections o |/
Results should be:

o
|Selected media file bvpes / v|

@ h
o .
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Add an external photograph or picture to your slide

Minimize PowerPoint. (Click on the little dash larttin the upper right corner.)
Open the Web browser (Internet Explorer or Mozilla)

Surf the net to find a picture you like. (For exdeqind slide on thé&NOVEL
Web site: http://library.med.utah.edu/NOVEL/ or use
http://images.google.com

Once you locate a picture you like, move the auoser the image and hold
down the right mouse button until the pop-up meppears.

SelectSave Image As.. from the pop-up menu. Remember whyoe save it!
Return to PowerPoint. (Click on the Microsoft PoReint button in the
TaskBar.)

Go to the slide where you wish to add the picture.

From thelnsert menu, seled®icture, thenFrom File.....

Find the image you saved from the Web and dould& oh it.

Resize the image as necessary.

Add a line drawing using the PowerPoint graphics tols.

a. Click on theAutoShapesmenu from the A& Lines r
Draw Toolbar at the bottom of the window. o] Connectors v
B. ChooseStars and Banners then pick a shape. H?  Basic Shapes v
Use the mouse to drag the shape to the size yeu ik | < sk arvows N
C. Fill the shape with a different color. D Elowchart ,
1. Click on the shape to select it. £ StasandBamers >
2. Click on theFill Color menu in the @ ;a"m X
Drawing Toolbar. - ;tl it X
. . . = CCion Buctons
3. Click on the Fill Color of your choice =
ﬁ More Aukoshapes. ..
futoShapes = | ™, ™ [] (D
Part 4: Adding Graphs to Your Presentation
1. From theSlide Layout pane select théitle and Chart layout.
2. Change the labels (East, West,Qtr, 2 Qtr, etc) to Other Layouts
labels matching your data. —_— | =——
3. Enter the values to match your data. D)2 EE /
4. To change the chart style @hart > Chart Type I
5. ExploreChart > Chart Options g iz
P P i il nﬂﬂJH/
& Microsoft PowerPoint - [PowerPoint Basics.ppt] — #
EZ] File Edit Yiew Insert Format  Tools  Data | Chart | Window  Help % EE{I %
0E-H 02| & (3 7% ,I: Chart Type... hrial
Z & PoreE . b - DT Chart Options. .. ll /
A B =l -H %
! | 1st Qtr Znd Qtr |3rd 3D Wiew... :J
1 _af|East 204 274 50 ZUF I
2 _all|West 30.6 38.6 3.6 31.6
3 afl|North 45.9 46.9 45 43.9 m Title and Chart
4 hd jhd|
| | o apply to Selected Slides  serting new slides
Datasheet -
Insert Mew Slide |




Part 5: Adding Dates and Numbers to Your Slides

1. From theView menu, seledtleader and Footer
2. Click on theSlide tab (if necessary)
3. Check the box labelddate and time selectUpdated automatically if desired
4. Check the box labeled Slide Number 0
5. Click Apply to All r"i
6. Review your slides to see that they are oo :'
now dated and numbered. ) e
[3anuary 31, 2001
T ot
Part 6: Printing Your Slides C— 3
°  From theFile menu, seled®rint. v i o |
°  From thePrint what: pull down menu selec wir e
o Slides —one slide per page s e |
0 Handouts -1, 2, 3, 6 or 9 slides per e sssmme e ﬂ?ﬁﬂ
page; slides can be order vertically ¢ g =0
horizontally
o Note Pages -one slide per page, witl ~ it T
additional notes you have made to = | To ] o |
yourself
o Outline View —the text of slides in outline format
Running Your Slide Show Side Show | window _tiely
To run your slide show, click on the 5 vewshow R
Slide Showmenu and seledtiew Show. £ Setupshow.,,
« Press any key or the mouse to advance your Reiote TG
slides Record Marration. ..
» Use the backspace key to view a previous slide I Crline Broadcast 4
* Use the right click button to bring up a menu Action Buttons v
that allows you to select the specific slide you - :
want to navigate to. SeleGo then 5} Animation Schemes. ..
Slide Navigatoror By Title 3 (ustom Animation. .
[z4 Slide Transition...
To View Your Slides and Note Pages in Slide Show  |rg e side
It is possible to view the notes while running your bam Shams:

slide show, if you have Windows 98 or higher, which
supports dual monitor (a hareware configuratiamjaddition, your software must also
support dual monitors. See http://www.rdpslides faptiaq/FAQ00231.htm



Part 7: Creating a Slide Show with Transitions andBuilds
(transitions = how you move from slide to slidbuilds = text animation or progressive disclosure)

TRANSITIONS

1. While in theSlide Sorterview, go toSlide Show >

Slide Transition —
1= =N
From theSlide Transition pane,
explore the various options
Note: you canModify transition Speedor add e&Sound
You can alsdvance slideon mouse click or automatically
after so many seconds.

Transitions can be applied to selected slides|@lides
To view a preview of the transition, click on tRAkay button
. While in theSlide Sorter, a small transition icon appears beneat

and to the left of each slide that indicates aditeon has been
applied.

A

To run the Slide Show

Slide Transition
@ [ =) | fat

Apply to selected slides:

Mo Transition

Blinds Horizantal
Blinds Yertical

B In

B Ouk
Checkerboard Across
Checkerboard Down
Comnb Horizontal
Comb Yertical

Cover Down =

Modify transition

= Loop until nesxt sound

Advance slide
V' on mouse click
[T aukomatically after

Apply to All Slides

|P Flay | |'E| Slide Show |

a. Click on the Slide Show icon or from the menu Isatect
Slide Show > View Show

Click on the left mouse button, space bar, entgy &te.

to advance one slide

Pres€E£SC key to exit the slide show

b.

BUILDS — Custom Animation

k\

X

Custom Animation 7
@ |2 G

|§{\‘,7 Add Effect v| |K.-53 Remove |

1. To apply a build to apecific slide R e W L ooes |
» Select slide and the text area or graphiCto b |# emphasis ~ » | 3% 2 ainds j
animated Al et 3 5 o B
* From theCustom Animation pane select ¥y MotionPaths b | S g checkerboard ||
Add Effect; then select one of four options: g P 5. Diamand —
= Entrance % & &y
= Emphasis g More Effets... [
- EXIt Custom Animation - x
= Motion Paths ©ENA

|;i§ Add Effect v| ‘xik Remove |

* Then select an effect

Maodify: Appear

» For our example, seleEntrance thenAppear st [Boraw |7
» Use the pull down menu for the animat~Z [ [

Spead

= SelectEffect Options

15 Text2:Presernt.. [

-

\.‘

Timing. ..

Remove

Start On Click

Skart With Previous
5 Start After Previous

Effect Options...

Show Advanced Timeline




» IntheAppear window, under th&ffect 2|

tab Enhancements include Effect | Timing | Text Animation |
o Sound(none or what kind) Enhancements
o After animation, whether you N :[”°S°”“d] i ol
Don’'t Dim or select color to dim to '

arimate text: — EESEREANGIG— _ |
o how you want theext to be appear Sl e

(all at once, by word or by letter)
« Take alook at th&iming tab
+ Take a look at th&ext Animation tab

ok I Cancel
Part 8: Using Color Schemes R .
@ e o
. . i=l] Design Templakes
Begln a new presentatlon 52} Color Schemes
i Animation Schemes
File > New > Blank Presentation Apply a color scheme:
'Ill'itle 'Ill'il:le =
Format > Slide Design | - Bl
ormat > Slide Desig Dl =l
From the Slide Design task pane sefector Schemes + oule + e

. The color scheme can be adjusted usindgiide Master.
Add a graphic, line or other designs to the slidéhe Master.

In addition, you can change font, font style, feizie, font color, e

. You can also seleétnimation Schemesfrom the Slide Design
task pane

The PowerPoint Tutorials and handouts are availabl®nline.
From the Library home pagétp:/library.med.utah.edy/follow the links
Educational Materials > Education Services > CHasdouts

January 18, 2006 — Jeanne Le Ber, jeannele@libutaddeu
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