Creating Presentations Using Microsoft PowerPoint

Prerequisite skills:  The user should be familiar with terms such as toolbar, menu bar, icons, click, select or highlight, and slide-bar.
From Windows 98  menu select  Start/Programs/PowerPoint. After getting past “tip-of-the-day”, begin your creation by selecting blank presentation.  You will automatically be presented with numerous layout options for a new slide. 

Selecting a slide layout: Put the mouse pointer over the first layout and click.  This will “select” the layout and tell you what type it is. Examine each of the different layouts by pointing and clicking on each layout.  ( Use the down arrow on the slide bar to examine the remaining options and then the up arrow to return to the first portion of the display.) Return to the first set of layouts and select the title slide layout and click on OK.  

Toolbars:  Be sure that the toolbars for Standard, Formatting, and Drawing are selected.  

Adding a title and subtitle with color!  Click on the “...add title” section of the slide.  Next click outside the title section, notice what happens.  Again click on “...add title” and from the drawing toolbar, locate the icon containing an  “A” accompanied by a red underscore and drop-down arrow.  This icon allows one to change the color of text before typing or change the color of any selected text after it has been typed.  Click on this text-color icon and then after seeing the eight colors, click on “other colors” and select some color in the red-family.  OK. Now type the following  title:  Computers Are Fun!  Click on the subtitle section and then on the italic icon and type the subtitle:  Come join the adventure.  Is it the text the same red color?   Select the subtitle text by positioning the mouse pointer on the first character of the subtitle, hold down the left mouse button and drag until all sub-title text is highlighted.  Return to the font-color icon and  select a different text color.   

Changing text size:   Now select the main title again and highlight the text.  Click on the large “A” icon several times.  Notice what happens.  Click on the small “A” icon.  Notice what happens.  Make the title a suitable size and then click outside the title section.   Your first title slide is now completed.  

Adding Animation Effects:  Select the icon with the yellow-star and examine the options available. This provides an animation toolbar.  .   Select the title of your slide and try the “zoom” effect. Click apply. Try several other effects.   

Add a slide: From the standard toolbar, click on the new slide option (looks like a piece of white paper with a star on upper left corner) or go to the menu bar and select insert new slide.  Select the bulleted list layout, ok.  Type the following title:  Hints:   follow this by the following:

· Colorful text

· Unusual animations

· Wacky clipart

Use the backspace key to delete unwanted bullet marks or bullets.

(Choose any  text color and size)

Adding ClipArt to a slide: Select a new slide and select the text/clipart layout.  Double-click on the clipart section and select a category.  From the category, select a graphic.  Type a title (make-up something) and some text about the graphic.   Now create another slide  with a different clipart…add an effect to the clipart and a different animation effect to the text.   

Increasing the size of clipart:  Return to the slide with the clipart. (Use  double arrow-like buttons near lower right corner to go to different slides in the slide show).  Click on the clipart, you should see small dark boxes around its edges.  Use the mouse over these boxes and experiment with changing the size of the graphic...make it  small and then very large.  If the graphic covers the text then use Right-mouse click ORDER/ -Send to back -to put the graphic behind the text.  

Using the picture toolbar:  With your graphic selected, explore the following options on the picture toolbar.  

· Image control---try a watermark

· Contrast

· Brightness

· Recolor

· Crop part of the picture

· Reset  to return to original 

Transitioning  Slides:   An important part of a slide show is creating transitions.  Transitions affect how a slide is presented.   Go to the first slide.  Under SLIDE SHOW on the Main Menu,  select Transition.  Under “EFFECT” point to the down arrow and select the checkerboard option.  For speed select slow.  OK.   Assign a different transition to each  slide by bringing up each slide and repeating the above process using other options  or   use the apply to all option to use the same transition on each slide.  

Playing the slide show:   Play the slide show by using the vertical scroll bar to bring up the first slide and then clicking on the “screen on a stand” looking icon from the icon bar at the bottom of the slide screen.  Click the mouse to move through the slide show. 
SAVING the Slide Show: Select FILE, SAVE AS and then  in the correct folder, type Show1   click OK..  This will save the show on the disk in the A:   drive. 

Adding Special Features to a Slide Show.

Open a previously saved slide show or create a new slide show and select a layout for the slide. Select a layout that has room for a graphic such as Title Only or  Blank.   

Wizards:  You may wish to explore the many styles available for new slide shows under  FILE/NEW  and Presentation Designs.  

Selecting a background for the show.   Select FORMAT from the menu bar; then select CUSTOM BACKGROUND.  Click on the drop down menu box arrow and pick a color for the background.  Explore other options such as “texture”  and pick one of these.   You can “apply” the background to ALL slides in the show or to just one slide.  Immediately select UNDO if you don’t like the background, otherwise it is difficult to remove.  (A graphic can also be enlarged to serve as a background for a slide—instructions will follow later.)

Changing the font type:   Below the icon bar at the top of the slide, locate the box containing Times New Roman  with a down arrow... This is the current font type.  Use the down arrow and change it to Comic Sans and type some text in the new format or highlight some previous text and then pick the Comic Sans or some other font.  Explore some other font types and sizes.  Italics and boldface have icons available.  

WordArt.  This is located on the tilted A symbol on the drawing toolbar.   Type a phrase or title for your slide.  Click on the down arrow next to the -Plain text box near top left corner.  Explore the options under this category.  Explore some other options available on the icon bar.  When satisfied with the results, close the small wordart textbox and click anywhere on the slide outside of the wordart box.  This should return you to the regular slide view.  From the slide-view (not WordArt view) you can change the color of the text by clicking the right mouse button.   To return to WordArt from this slide just click inside the wordart area. 

Transitioning Bullets:   Select a slide in which you have already added bullets. Use the animation toolbar to transition the bullets. 

Deleting a slide:  To delete a slide, bring the slide into view and go to EDIT and DELETE.

Drawing on a slide: Use the drawing toolbar (if it is not available check view/toolbars/ ).   Experiment with Autoshapes and other items in order to create some graphics.  Add some text to the slide.  

Rearranging slides:  To change the order of the slides click on the slide sorter on the task bar at the bottom of the Powerpoint screen, it looks like four boxes inside another box.  Just drag to interchange slides. 

Printing copies of slides:   Go to FILE  PRINT and select current slide, handouts (6 per page)  or all. 

Adding  sound, graphics from the WWW

To prepare for this activity you should  have three files available:  1. A bitmap image, 2.  A sound-clip, and 3.  A video clip.  

Importing a paintbrush graphic or other bitmap (bmp) image.  The clipart gallery is limited and many times you may wish to use other graphics available from a disk or network location.  Insert a disk containing a bitmap image such as a drawing from Paintbrush.   From the menu bar select INSERT and then PICTURE.  Enter the address of the graphic such as disk name, foldername, filename and then ok.  This should insert the graphic into the slide.  You can click on the graphic and move it around and increase/decrease its size.  With the right mouse button you can also recolor the colors.  Explore this option. 

Importing a graphic from the WWW.   From the slide select Insert/Picture and locate the name of the graphic file. Click ok when you have found the file.  You may increase or decrease the size as needed or edit it.

Inserting Sound on a slide:  From a slide go to INSERT/SOUND and select the file from the appropriate location.  Play the slide to see that it works.  (www.a1freesoundeffects.com)

*Inserting Video Clips on a slide: From the slide show layout select a slide that allows a media clip;  once the slide is ready, double click on the media clip icon and provide the path for the file you want to insert.  Play the slide to see that the video clip works.  

Downloading an image from the WEB using Netscape: 
From the Netscape application -- at LOCATION type  WWW.disney.com and press enter.  From the Disney page find a cute graphic and put the mouse anywhere on the graphic.  Click the right mouse button and  use the SAVE IMAGE AS option to save the graphic on your disk in drive A:.  Notice if the file is a GIF or JPEG or some other type of graphic.  The file should now be on your disk!  It must be saved on your disk in order to run on another computer when you do the presentation.

Inserting music from a CD 

1. Go to the sound icon in the lower right corner of your screen and double click.

2. Go to options/properties/recording/choose CD player/click ok

3. Make sure select is checked in the box.

4. Turn on CD player (start/programs/accessories/entertainment/cd player

5. Choose the tract you wish to record

6. Turn on recorder (start/programs/accessories/entertainment/sound recorder)

7. Click on play on CD player/click on red record button on sound recorder

8. Click on stop button

9. Click File/save as and save your file on a disk.

Recording a narration

1.
Go to the sound icon in the lower right corner of your screen and double click.

2.
Go to options/properties/recording/microphone/click ok

3.
make sure select is chosen under microphone

4.
Go to start/programs/accessories/entertainment/sound recorder.

5.
Click on record/say what you are going to say.

6.
Click on file, save as give it a name and save on a disk.

