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PowerPoint 2016 Basics for Windows Training Objective

To learn the tools and features to get started using PowerPoint more efficiently and
effectively.

What you can expect to learn from this class:

How to access and use PowerPoint’s Help Index

How to navigate PowerPoint 2016’s new features

How to Open, Save, Close, and Print a new or existing PowerPoint presentation
How to access PowerPoint’s Templates

How to use the Master Slide to modify defaults

How to work with text in PowerPoint (color, font, size)

How to customize Bullets

How to add Clip Art

How to add pictures and other multimedia objects to a PowerPoint presentation
How to change Backgrounds in PowerPoint

How to create a Chart in PowerPoint

How to use Animation to apply special effects

How to Transition between slides

How to output PowerPoint presentations to print and to PDF.

Who should take this class?

Any person with a basic knowledge of computers and is interested in learning how to use
Microsoft PowerPoint 2016 to create great presentations.

PowerPoint Tips and Shortcuts:

Control-Z to Undo.

Control-S to perform frequent Quick Saves.
Home/End keys to get to a beginning/end of a line.
Control-C to Copy.

Control-X to Cut.

Control-V to Paste.

Control-B to Bold.

Control-I to Italicize.

Control-A to Select All.
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Getting Started-The Look of Office 2016

Before we begin looking at the functions we need to introduce the interface to
PowerPoint 2016.

Where are the menus?
In place of the familiar menus and toolbars, PowerPoint 2016 presents a simplified
interface with the Office Button, Quick Access Toolbar, and the Ribbon. Commands
and functions are organized into groups for

ease of navigation. &= SO S

File Insert Draw Design Transitions

Quick Access

File Tab and Quick Access Toolbar Toolbar
The File Tab provides access to the old File
menu commands as well as PowerPoint File Tab

Options. The Quick Access Toolbar also
provides access to common commands via an icon toolbar.
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(L) Recent This Week
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The Ribbon contains most of the functions that used to be found as menu or toolbar
items. The Ribbon is composed of Tabs containing Groups where functions are
organized to provide a visual palette of choices and an ease of use.
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R AR Presentation1 - PowerPoint Turkhan Ismayilzada m =
Insert Draw Design Transitons Animations Slide Show Review View Q) Tell me what you want to do ‘!:jr Share [
o Cut [E=] Layout ~ A Text Direction ‘[| NNOOO [] Shape Fill 0 Find
3 tD Copy Y £ Reset ; Align Text AL Lo - A U o Shape Outline - 25 Replace ~
aste ew e AV aly E _ —Arrange Quic - . .
. Format Painter | gjide~ [ Section B [ US ae i Convert to SmartArt I % RIANEER A dh v Styles Sl iz % Sl
Clipboard ~ Slides Font Paragraph Drawing Editing ~

Slideshow from current slide

The 3 buttons in the bottom right
corner of the document window
allow you to change the way you
view your presentation. Also in
this area is the Zoom tool to
allow you to en|arge the view of Normal Slide Sorter Zoom Slider

the document for a closer look.

NOTE: you can also choose these options from the View tab in the Ribbon.

EQ) Q - =

Home Insert Draw Design Transitions  Animations Slide Show  Review

EE EENCEIENEE] & Q ——

Gridlines = Grg
ormal Outline Slide Notes Reading || Slide Handout Notes Guid Notes Zoom Fit to
View Sorter Page View JMaster Master Master uides Window mm Bla
Presentation Views Master Views Show P Zoom Colqg
e Normal View contains three panes: the outline pane, the slide pane, and the

notes pane.

e Slide Sorter View displays miniature versions of a slide for changing the order,
transition and timing of your slide show.

e Notes Page View shows slide with note section below.

e Reading View shows the presentation as a slide show that fits in the window
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Online Help

Use the Microsoft Office PowerPoints Help for quick answers to PowerPoint
2016 questions. Click on the Help button in the upper right corner of the Ribbon

and type in a question.

Saving

g

Save versus Save As: use Save to save a previously saved document; use Save As to
save a new document or to save another copy of the document under a different name or

format.

1. Select Save As from the File Tab.

2. When the Save As dialog box
appears, type in a name for the
file in the File Name text box.

3. Choose a destination for the file
to be saved.

4. If you need to change the format
of a document for someone who
isn’t using PowerPoint 2016,
(select PowerPoint 97-2003 to
save in a previous version of
PowerPoint).

5. Click Save to save the file.

4 18 » This PC » Documents v O Search Documents o
Organize New folder (7]

-~ HGN ~  Name

o8t
. Professional Res|

~ Wills & Trusts

[ Microsoft PowerPc

Custom Office Templates
My CamStudio Temp Files
My Games

OneNote Notebooks
Outlock Files

#& OneDrive

= This PC
v o<

File name: | Presentation1

4/5/2016 1:37 AM

Ty

File]
File|
File
File
File|

Save as type: |PuwerPoml 97-2003 Presentation

Authors: Turkhan lsmayilzada

A Hide Folders Tools ¥ Cancel
Save: Click once on the Disk icon (or Control- =
S) in the Quick Access Toolbar to perform a m E E b
quick save.
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The Open File Dialog

Quickly open any previous documents used by
selecting them from the Recent Documents
pane when you click on File Tab menu. Or
choose Open from the File Tab to locate a
document to open.

e
== GoUSF 2014 Public SK
5. | Destop

Tip: Change the Recent Documents setting from PowerPoint Options in the File Tab.
Select Advanced, and in the Display
section, increase or decrease the number
in Show this number of Recent
Documents up to 50 documents.

Templates

Templates are pre-formatted documents that save you time getting started on typical
types of documents.

Accessing a PowerPoint Template:

1. Select New from the File Tab.

2. In the center section you can then select templates from the local Available
Templates and Themes or search to download a template from the online
Office.com Templates.
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Presentation1 - PowerPoint Turkhan Ismayilzada 2 = O X
Open 4 > .
Search for online templates and themes p
Save Suggested searches: Presentations Business Industry Education Labels Charts Personal
Save As 5

Print
Takea (3 | oum

Share

tour
|2 o ol e,
Export
Blank Presentation Welcome to Power... Gallery Parcel
Publish
Close
W00D TYPE volable Berlin

et . - r
Optit

Rl Wood Type lon Boardroom Quotable Berlin
Feedback

Create your own templates to use for presentations:

1. Select New from the File Tab. 3 Save As x
2. Right-click Blank Presentation |« - 4 =« Pocw. > CustomOffice emplates v U Search Custor Offce Termplates 2
from Available Templates and Organize *  New folder E- @
Themes and then click Create. 2t " Name . Date modified W
3. Make the changes you would to e No e motch your s
have in your template and then @ icosoft ot
select Save from the File Tab. @ onerve
4. In the Save dialog box, select R

PowerPoint Template from the @ Network

Save as type dropdown menu. _ ce g
The location should default to SWTZ::;Z f:j:;::f:mplm .
the templates fOIder- CIiCk Save Authors:  Turkhan Ismayilzada Tags: Add atag

to finish.
# Hide Folders Tools ¥ Cancel
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The Undo/Redo Tools

Click on the Undo tool in the Quick Access toolbar or use
Control-Z to reverse the last change. Use the Redo tool to
reverse the last Undo. Click on the black-down arrow to

view a list of history actions.

Adding/Deleting Slides

&l

41

To add a new slide, click onto the Home tab click on the New Slide tool and use the slide
layout thumbnails to select the layout for your new slide. To change a layout, select the
slide you want to change, click on the Layout tool and select the layout thumbnail that

will be replacing the current layout.

lj El Layout ~

1 Reset
New
Slide - Section -

Office Theme

Title Slide Title and Content  Section Header
Two Content Comparison Title Only
Blank Content with Picture with
Caption Caption

qj Duplicate Selected Slides
[ slides from Outline...
(=] Reuse Slides...

Delete a slide by right clicking on a
selected the slide in the left column, and
selecting Delete Slide from the menu

pressing the Delete key on the keyboard.

New
Slide ~

[ |Layout ~
Office Theme

Title Slide

Title and Content Section Header

Two Content Comparison Title Only
[T
Blank Content with Picture with
Caption Caption
3 5 4 3 2

2—|”

Cut

Lopy

ok o &

-

A

Paste Options:

New Slide

Click to add title

* Click to add text

Duplicate Slide
Delete Slide

Add Section

olful # o i

Layout

& 0% [l

B

Publish Slides

Reset Slide

} Format Background...

Hide Slide
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Customizing PowerPoint 2016

PowerPoint Options allow you to customize how PowerPoint 2016 functions and looks.
Access Options from the File Tab to make changes to your Display, Files Locations,

Saving, etc.

e Save Tab: to secure an
automatic save of any open
document, make sure that
Save AutoRecover
information every [...]
minutes has an x in the
checkbox and
a time is selected in the time
box. You can also change the

Proofing

| Save I

g Customize how documents are saved.

default drive and

directory for saving PowerPoint documents and AutoRecover documents.

e Advanced Tab: here you can set
the way PowerPoint handles
functions such as copying and
pasting. There are also settings to
customize what is displayed in the
PowerPoint window.

Advanced

Cut, copy, and paste

Pen

Image Size and Quality |@) Presentationd

High fidelity ~

Center for Instruction and Technology
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e Quick Access Toolbar Tab: This
option allows you to add functions
to the Quick Access Toolbar.
Usually this option defaults to ok R oo
Popular Commands but selecting
All Commands will make all of
the PowerPoint commands S
available to add the toolbar. Select 5
the command you want and then
click Add to place it on the Quick
Access Toolbar.

IGJST

b o b e

e Customize Ribbon Tab: Here
you can make changes to the
Ribbon, including adding
custom groups to the Ribbon,
adding custom tabs to the ;
ribbon and changing the order X o
of the tabs in the ribbon.

Main Tabs
B

Customize Ribbon

* 2 HE*
RIKKKKRRRE

R

1
=
¥ 3
3

B @
Z I RKRRKEK
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Tools in the Ribbon

New in PowerPoint 2016, the tools that were in the menus and toolbars are now found in
the Ribbon. In this tutorial, we will show all of the tabs and note the groups and tools
but we will highlight the basic tools needed for creating and editing a document.

Home tab

Presentation - PowerPoint Turkhan Ismayilzada

Insert Draw Design Transitions Animations Slide Show Review View Tell me what you want to do

== X Cut [F=]Layout ~ Text Direction BN \Ooo- U Shape Fill P Find
Pas@ S Copy - Yo 5 Reset Align Text ATLLd G- Arraane o Shape Outline - | 33 Replace ~
- ¥ Format Painter  gjije - = Section~ Convertto Smartart~ |4 N\ { } e 7L o .. &IShapeEffects I3 Select -

Style
Clipboard & Slides Font Paragraph Drawing Editing A~

The Home tab contains the groups for the Clipboard, Slides, Font, Paragraph,
Drawing and Editing tools.

e Clipboard: The Clipboard contains the familiar Cut, Copy and Paste functions
as well as the Format Painter.

o Cut/Copy and Paste
Use the Cut/Copy and Paste capability to move and copy

text and graphics from one document or program to another. o

= Select text to cut/copy.

= To cut/copy in PowerPoint 2016, click on the |__L|
Home tab in the Ribbon and select Cut or Copy
in the Clipboard group, OR press Control-X to Paste
Cut or Control-C to Copy. -

= To paste in PowerPoint 2016, position the cursor .
in the desired position and select Paste in the Clipboard T

Clipboard group, OR press Control-V to Paste

o Format Painter

With the Format Painter you can easily copy formatting that ¥

includes bold, italics, a font, point-size, etc..
NOTE: this tool copies formatting, not text.

=

Select the formatted text that you want to copy.

2. Click once on the Format Painter tool to copy the formatting to one
selection; double click on the tool to copy it to many.

Click and drag across the text you want to format.

4. Repeat as needed, otherwise click once on the Format Painter tool to
close.

w
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| —| [E=]Layout ~

““|Reset
New

Slide -~ [ Section ~
Slides

eSlides: To add a new slide click
New Slide and use the slide layout
thumbnails to select your desired
slide layout. To select a layout, click
once on a thumbnail. You can

change the layout of a selected slide by clicking on
Layout and making the change. Reset allows you to
bring the slide layout and formatting back to its default

layout.

e Font: Character formats include bold,
italics, underlining, font and point sizes.
Click on either the Font or Size pulldown
arrow to make a change. Make changes to
a character’s format by selecting the text

~ | [E=]Layout ~

@ Reset
New
Slide~ CSection~

Office Theme

Title Slide

Title and Content

Section Header

Two Content

Comparison

Title Only

Blank

Content with
Caption

L\i| Duplicate Selected Slides

FG Slides from Outline...

=] Reuse Slides...

Picture with
Caption

Calibri Light (Headi - 60

Font

A A A
B 7 USaeA-Aa- ¥.A-.

and then applying a format from the Font

group.

Font dialog box link
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For additional tools regarding

Font ? X
font formatting or spacing, click | ... _
R . B Font ! Character Spacing
on the link in the lower right , ,
Latin text font: Font style: Size:
corner of the Font group to +Heading | [Regular =
bring up the Font Dialog Box. Alltext
Font color Qv Underline style | {none) ~ | Underline color -
Effects
D Strikethrough D Small Caps
[] pouble Strikethrough [Jan Caps
[] Superscript Offset: 0% =[] Equalize Character Height
D Subscript
Cancel

Use Control-Space Bar to return formatted text to the document’s default character
style.

e Paragraph: Here you will find the tools
for formatting paragraphs such as
alignment and columns, indentation,
bulleted or numbered lists, ,
text direction, alignment and SmartAurt.

Paragraph

Modify a paragraph’s format by

Paragraph ?

selecting the paragraph(s), then . -

selecting a choice in the Paragraph dndents ends

group. To access additional Paragraph General

tools, click on the link in the lower right Alignment. Centered

corner of the Paragraph group to Indentation

access the Paragraph Dialog Box. Belorstext (0" [ Speciak  [(none) v ey -
Spacing
Before: opt 5 Line Spacing: Multiple| ~| At |09 -
After: opt =
i Gt
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e Drawing: This group contains
tools regarding the creation of
objects for your slide. Objects
include lines, shapes and text

EINNOOO []
AL L0
2o s

Arrange Quick Q

‘_|‘ 2 shape Fill ~
s L Shape Outline ~
& Shape Effects ~

e > Styles~
boxes. Here too you will find the e
tools to manipulate the
arrangement and the styles (themes) of the slide objects. As in other groups, you
can bring up the Format Picture options by clicking on the link in the lower right
corner of the group to view the side palette to format fill, border, and effects of
any selected drawn object.
Format Shape -~ % || Format Shape ~ X || Format Shape vox
Shape Options  Text Options Shape Options  Text Options Shape Options  Text Options
CRON - RN - O O =
I Fill > Shadow I Size
[ Line [> Reflection I> Position
I Glow I Text Box
I> Soft Edges I Alt Text
I> 3-D Format
> 3-D Rotation
Another feature in PowerPoint 2016 is Live {7 Edit Shape - . 2 Shape Fill -
Preview where styles (or themes) can be = Text Box ﬂ - [Z Shape Outline -

previewed on the selected object or text by
placing the cursor over the proposed style.
For example, in the Shape Styles gallery,
there are a selection of preformatted styles for
the objects and text selected. Placing the
cursor over each style or theme will preview
on the selected object before actually making
a selection.

Merge Shapes

pes

- QShape Effects ~

Shape Styles ra
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If you would like to create a J— :
custom style or theme for a N apoo DD | & Shape Fill-
particular slide object(s), you AL LG Ouick LZ Shape Outline -
can do so through the individual | % 7\ € 3 #= TTTEE (BRH O shape Effects -
shape tools for fill, outlines, and Drawing =
effects.

Insert Tab

The Insert tab contains the groups for the tools regarding the insertion of Tables,
lllustrations, Links, Header & Footer, Text boxes, Symbols and Media Clips. We
will take a look at some of the basic tools in this tutorial.

H ©- S & ¢ Presentation? - PowerPoint Turkhan Ismayilzada &8 = u]

File Home [UESM Draw Design Transitions Animations SlideShow Review View ) Tell me what you want to do 5 Share (3

|z 4 B 50 T ) e

New Table Pictures Online Screenshot Photo —Shapes SmartArt Chart gy gy Addeins - Z00m Comment Text Header WordArt Date & Slide Object Equation Video Audio Screen

O @ z] | » 1] ®see

Slide - - Pictures . Album - Box &Footer - Time Number = Recording
Slides | Tables Images llustrations Addin Link Comments Text Symbo Media ~

e Tables: To create a table, click on the Table tool in the Tables group. You can
select various ways to create a table. To create a quick table with more than one
cell, click on the Tables

T H S

button and drag downward
(i.e., 4x4 = four columns/four
rows) until you get the
desired table layout. Release maay
and enter text into the table. I —
Use the Tab key to move o
within a table. You can also
insert an Excel spreadsheet as H

a table.

Images: You can insert images from a variety of sources such
as pictures on your computer, clipart and from screenshots. @]
You can also create a presentation from a collection of images : - o e+

in the Photo Album tool Pictures Online Screenshot Photo

Pictures - Album -

Images
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Pictures
Insert scanned images, JPG, PNG and JPEG and etc. files from your computer
into a presentation.
TIP: use JPG or JPEG image files since they are a compressed file format and
will result in smaller PowerPoint files.
To insert a picture:
1. Click on the Picture tool in the Images group.
2. Search for a .JPG .PNG or .JPEG image from the Insert Picture window
and press the Insert button.

Photo Album ? x
Photo Album S
Here you can create a series of slides or an
entire presentation based on images you o
select from your computer. Clicking onthe |~
Photo Album tool brings up a dialog box S
to select images and format the series of '
slides to place in your presentation, sl
including frames and captions. = e

G | e

e lllustrations: You can insert an illustration from this group in the Q‘> }EI '} |
form of drawn shapes, charts or Smart Art. Shapes SmartArt Chart

-

INustrations

Smart Art is new in Office 2016 to add preformatted graphics to illustrate lists,
processes, hierarchies and simple org charts.

Choose a SmartArt Graphic

B Lst ==
#  Process ==
& Cyde =1
& Hierarchy =
B Relatio... =
& Matrix o
A Pyramid R
sl Picture E‘%
& Officec.. ‘ N Basic Block List
l:ﬂﬁ wiz ‘i:] c-e-0- G-6@- ¢ Use to show non-sequential or grouped blocks
lZJ. =] =1 - — = 1 11 of information. Maximizes both horizontal and

vertical display space for shapes.
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o After selecting the layout for the Smart Art,
you can then enter text, adjust the layout size
and format the layout like any other slide
object.

Shapes

Click on the Shapes tool to reveal the Shapes options. From
the palette click on a shape then click and drag the shape on a
slide to create the size of the shape.

Charts

L IE.

Shapes|SmartArt Chart | Hyperlink Action

Re%nlly Used Shapes
BEN\NOoOoA1LL2dG
Il

Lines

NRNTLLR BN &
Rectangles

I [ L | o o o )

Equation Shapes

=

=R o=
Flowchart
Oo<e
0 DL
QB¢

Stars and Banners

SRS FOFORCRCE IR

Callouts
OO oM@ Aid

-

Use a chart to graphically demonstrate comparisons, activity, and trends.
1. Toadd achart, click on the Chart tool and select a chart style.
2. The chart object will be inserted on the slide and Excel will open so that you
can edit the chart data and display criteria.

Insert Chart
(Al Charts |

© Recent
Templates
Column
Line
Pie
Bar
Area
XY (Scatter)

EEMe R E

LEFGEY G

Stack

urface
Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall
= Funnel

iy Combo

m B ([ ";- g @

Clustered Column

Chart Title
mSeierl mSeres? BSeres
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3. Close the Excel window to finish editing and to return to the PowerPoint

slide.

BH S e s CHARTTOOLS
E HOME  INSERT  DESIGN TRANSITIONS ~ ANIMATIONS si 1l =] Chartin Mi ft PowerPoint x Sig
Chart Ares JE~N A B C o E F G H 1 [& Atign~ |« -
% Format Seection - soe | [mee| [mee| [ L] Tseries1 lseries2 seriess ] n il
oo e e L e S s e e =
fon Insert Shapes 4 |category 3 3.5 18 3 e size ~
© °1 5 categorya a5 28 s| s ©
6
7
B Chart Title +
. >
5 hd
o Category 1 Category 2 Category 3 Category 4
4. You can always return to editing the chart
data and display criteria by clicking on Edit CrARTTOOLS
H H DESIGM FORMAT
Data in the Data group in the Chart Tools
Contextual Tab. - il B2 |
Switch Row/ Select] Edit efresh Change
Column Data ] Data~ J Data Chart Type
Drat. Type
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When you insert an object such as images, tables, Smart Art or charts, selecting that item
reveals another new feature of PowerPoint 2016, Contextual Tabs. These menus are

displayed when an inserted object is selected, p

roviding object specific tools, such as

bordering and shading, coloring, effects, and styles.

Atistic Effects

EHS B W s Presentation] - PowerPoint SMARTART TOOLS ?7 B - B %
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DEVELOPER ShowRoom DESIGN FORMAT Sign
+
tJAdd Shape - € Promot: Move Up i R . P
i g r[e e o o e IR
[=]Add Bullet Demote ¥ Move Do kS ‘; T 9. 0 060 _ oo 00 | s oo
- = o change o0 ‘@ o Reset Come
ledtPane 2 Righttoleft 2 Lajoust Change e Smart Art Tool
Create Graphic Layouts SmartArt Syles Reset P
s
T e
o o ;i
EHS S & - Presentation1 - PowerPoint TABLE TOOLS ?2 @ - A %
HOME  INSERT  DESIGN ~ TRANSITIONS  ANIMATIONS ~ SUDESHOW  REVIEW  VIEW  DEVELOPER  ShowRoom  DESIGN  LAVOUT Sign i
/| Header Row First Column — N As & - D/ m
Total Row Last Co === | Q"k A- |1pt— - o E
=== uic raw  Eraser
7| Banded Rows [] Banded © syles- B KPenColors  qapie
Table Style Options Table Styles \WordArt Styles Draw Borders ~
2 1 g 1 2 3 4 5 6 7 8 9 10
i - bl |
(N R S R
BHS OB &= Presentationl - PowerPoint PICTURE TOOLS FE - 0K
HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLDESHOW ~ REVIEW ~ VIEW  DEVELOPER  ShowRoom FORMAT Sign in
g - B -
[: ﬂ Corrections = [ B& ATy
. % Color~ 5] =
@

emove
Background

Adjust

1§

—_—

SUDE1OF1 [12  ENGLISH (UNITED STATES)

PRI~ [T

Picture Tools

In addition, many objects, whether it is a text, shape, picture, etc. will have a rotation
tool to free rotate the object on the slide. The Rotate function is the green knob

attached to the top of the object.
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e Links: Click on the Hyperlink tool to quickly add a hyperlink to text or a graphic
in your electronic document. First select the text or graphic to link from then click
on the Insert Hyperlink tool and type in or locate the document or Web page to

link to.
Insert Hyperlink ? X
Link to; Text to display: | < <Selection in Document > Sz
E(jsti”e or | Lookin: % Documents v |3 &R
- - - tEbe Custom Office Templates Bookmark.
Ti p PowerPoint wi “ o Bm_ %’IQZ';' My CamStudio Temp Files 8
automatically detect a Web Document Wyome
URL in your document if o, || e 2 osookils
Document -| Bathroom schedule
you type an http:// before = sudger
any Web address in your o | | D o o g schcile
document. address v
< |

e Text: You can add a text box to a slide by clicking on . —
the Text Box tool, then clicking and dragging the 0 4 B F o)
cursor (now shaped like a down arrow) over the area Text Header WordArt Date & Slide Object

you would like to insert the box. Box &Footer =  Time Number
Text

b~

\

Tips for using text:

e Be clear and concise

e Be big and bold

e Use bullet points to list main points
e Consider your audience and tone

Add text to a PowerPoint slide by clicking once in a Text Box, and begin typing new
text or over highlighted text. Click away from the text box when you have finished

typing.
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Move/Resize a Text Box:

Click anywhere in the text to reveal the text box borders. Click on the gray shaded

border of the text box to select the entire text box.

=

o Move a Text l
Box by clicking l Thisis a test T }
on the border and

]

+ . .
+ —

dragging the box :‘:
to a new

[m]

location.

o Resize a Text L
Box by clicking J Thisis a test
and dragging on
one of the ]
handles of a box

to resize it.

o Delete a Text Box by clicking on the box’s borders and pressing the Delete

key on your keyboard.

o Modifying Text: Double-click on a word to select it. Triple-click to select
an entire paragraph. To select everything on a slide: choose Select All from
the Editing group of the Home tab, or press Control-A.

Header & Footer i
Here you can also insert a Footer to have a slide
number, date or other text appear on a slide. You  Text

can also set up notes and handouts to have both Box

=

Header
& Footer

4 B & g

WordArt Date & Slide  Object
- Time MNumber

headers and footers. Headers appear in the top
margin; footers in the bottom margin.

1. Click on Header & Footer from
the Text group in the Insert tab.
Click on the first tab for Slides.

Header and Footer

Include on slide

Slide  Notes and Handouts

a. Here there are choices to 0 goesine

add to the Footer for a
single slides or all slides.
You can add the date, slide -
number and a text footer. [ Side umber
b. Click Apply to All to add

the footer to every slide or 7 oot e i

Apply to add the footer to

Text

apply Apply to Al Cancel
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the current slide.

Header and Footer

2. Now click on the tab for Notes Sl Mot and andout
and Handouts.
a. Here you can set up a
header and/or footer for -
your printable handouts or o
notes. Date and Time and
Header are set to appear in o e
the upper or header portion
of the document.
b. Page Number and Footer

[ gooter

are set to appear in the
lower or footer portion of the document. Here you can only apply
the settings to all of the pages.

WordArt

Use the WordArt tool to create interesting and fun text objects. Click on the
WordArt tool to select a style for your WordArt object. You can then edit the
object through the Drawing Tools Contextual Tab.

Design Tab

Presentation2 - PowerPoint Turkhan Ismayilzada =

Slide Show  Review View Q) Tellm

ran Animatio T Q Share
Aa
-————— —— Sllde Fo mmat  Design
s

und  Idea:
Designer

The Design tab contains the groups for the tools regarding the formatting of the layout
and general look of the document. Here you can set the slide size (i.e. 4:3 versus 16:9),
add a preformatted theme or set a background color. Note that Themes and Background
Color employ Live Preview to see what the theme or color would look like on the slide
before applying it.

If you want to create a custom theme, you can set the Colors, Fonts, and Effects of the
fonts and accents, by using the individual tools next to the preformatted themes.

FILE HOME INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DEVELOPER ShowRoom

e ) | C T
- mmm=—— -————— = - =

Themes n Colors *

6 5 4 3 Eonts »

L IE‘ Effects 3

*

&j Background Styles
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You can also set a custom background in the Customize tool. Create a background of

Slide10f1 [ English (United States)

lide Show  Review

Test

Click to add subtitle

e . |

Turkhan Ismayilzada

= Notes | B

Format Background ~ %

)

4 Fill

Color v
Transparency | 0% -
Apply to All
B oE T -1 + 6% [0

slide | Format  Design
Size~ Background  Ideas

) p-- =

o Solid fill

Gradient fill
Picture or texture fill
Pattern fill

Hide background graphics

oy

Customize Designer ~

your own by selecting Format Background.

Here you can set up a background with a solid, gradient, picture/texture or pattern fill.

Format Background
O

4 HLL

@) Solid fill
Gradient fill
Picture or texture fill
Pattern fill

Hide background graphics

Color
Transparency | 0%
Apply to All Reset Background

- X

Format Background =2

O

<4 FLL
Solid fill
# Gradient fill
Picture or texture fill
Pattern fill

Hide background graphics

Preset gradients D hd
Type Linear =
Direction D hd
Angle 90* N

Gradient stops

[y 4] s

Apply to All Reset Background

Format Background s

e

4 FLL

Solid fill
Gradient fill

# Picture or texture fill
Pattern fill

Hide background graphics

Insert picture from

File... Onling...
Texture . -
Transparency | 0% .

| Tile picture as texture

Offset X 0pt

Apply to All Reset Background

Format Background il

O

4 FILL

Salid fill

® Gradient fill
Picture or texture fill
Pattern fill

Hide background graphics

Preset gradients D hd
Type Linear hd
Direction D hd
Angle L z

Gradient stops

=) [5] [

Apply to All Reset Background
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Animations Tab

@ H -0 (o Presentationl - PowerPoint 7?7 E - O %X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DEVELOFPER ShowRoom Sign in
.?LNAnimation Pane Reorder Animation
Preview
Preview Animation Advanced Animation Timing A

The Animations tab contains groups for the tools relating to adding custom animations to
slide objects within a slide.

e Adding animation: Choose to have text dissolve onto the screen, art objects fly
in from an angle, or sound build as a slide is presented.

1. On your slide you can add animations to text boxes, images, shapes or charts
(called Slide Objects). Click once on one of the Slide Objects (text or
images) to select it.

2. Inthe Animations tab click Add Animation to bring up a listing of common
effects to add.

B SlideShow Review  View Format  §J Tell me what you want to do
=™ Animation Pane Reorder Animati
A
s 2 > * *
Float | split Vipe ape Add
Animation -
Entrance
* W )14 )L g
Appear Fadh Fly In loat In Split
W w = "
Wipe Shape Whee andom Bars  Grow & Turn
Zoom Swivel Bounce
Emphasis
I e St Pulse Color Pulse eate Spin Grow/Shrink
Click to add subtitle l’ l'
Jesaturate darker Lighten ransparency bject
¢ r ¢ A A
pl L I Fill Color h Cc Font Color
B A

You can also access a complete listing of animations for Entrance,
Emphasis, or Exit effects by selecting More Entrance/Emphasis/Exit
Effects.
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3. Once you have
selected this option,
the appropriate
palette will appear
on the right side of
the slide.

Now you can single
click on any
animation and
preview the effect
on the selected
object. This window
also shows the full
range of effects that
are available. Click
OK to add the
effect.

Add Entrance Effect ? X

Basic

* Appear
* Box

“* Circle

| [ Dissolve In
% Peek In

% Random Bars
* Strips

* Wheel
Subtle

G

] >~ Expand

Click to add subtitle

| |9 Swivel

| | Moderate

| [ Basic Zoom
[ Compress

3 Y Float Up

i 3 Rise Up
W Stretch

% Blinds

* Checkerboard
% Diamond

b ¢ Fly In

* Plus

* Split

* Wedge

* Wipe

Y Fade
Y Zoom

Y Center Revolve
Y Float Down
Y Grow & Tumn
> Spinner

~

Cancel

3 EreviewET"fe::t

NOTE: You can only animate one slide at a time.
Once the animation has been applied, you can click on the Animation Pane tool to
customize the applied animation in terms of timing, triggers for the animation.

BHS 00 ® -
HOME INSERT

*:'g:
Preview Nene

Preview

1
*

DESIGN TRANSITIONS ANIMATIONS
b o )1 e 114
Appear e Fly In FloatIn
Animation
[ 5 4 3 2

SUDE1OF1 [  ENGLISH (UNITED STATES)

Presentationl - PowerPoint

SLIDE SHOW REVIEW VIEW SISHERSISES
- * A Animation Pane
split 5| Effect Add
Options - Animation -
1) Advanced Animation
1 0 1 2 3 4

Test Presentation

(®) Delay:

5

Start: |On Click

00

@ Duration: 00.50

Timing

7 ® - 0 X
Signi
~| Reorder Animation
~
Animation Pane ~ %
b Play From
1 4 Titlel: Test Pr...[] -
Seconds+ 4 [0] 2 ]|»
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Transitions Tab

H 90 5 $- ¢ Presentation2 - PowerPoint Turkhan Ismayilzada 5 - g
File Home Insert Draw Design [REUSITSGCOM Animations  Slide Show Review View () Tell me what you want to do 5 Share [1
L | l‘}SOUnd: [No Sound] - Advance Slide
. 4 4 & il
O = |~ | _ L O (©)Duration: 0200 © [v] On Mouse Click
None Morph Cut Fade Push Wipe Split Reveal Random Bars Shape - |:' t 5 Apply To Al After [00:00.00 =
Preview Transition to This Slide Timing ~

In the Transition tab, you can set up effects for transitioning from one slide to the next.
The default transition doesn’t involve any special effects.

1. Select the slide from the thumbnails on the left.
2. Click on the selection to apply the effect on the current slide. The effect occurs
between the selected and previous slide.

BEHS OTa - Presentationd. - PowerPoint 7 ® - O x
HOME  INSERT ~ DESIGN | TRANSITIONS | ANIMATIONS  SLDESHOW  REVIEW  VIEW  DEVELOPER  ShowRoom Sign in
Q) — —= — — ), Sound: (Mo Sound] | Advance Slide
O] i)
B E [E ] :
. L‘ \_I @ \_II <2 _I ||I||| | © Duration:  [0340 | [¥] On Mouse Click
review | Wi i = ect
None Cut Fade Push Wipe split Reveal  Random Bars = oo B3 Aoy To Al atter 000000
Preview Transition to This Slide Timing ~
) 6 5 4 3 2 1 [ 1 2 3 4 5 6 -

B et Eenisen

Bl Test Presentation

3. You can then select Effect Options for the transition and slide advancement
settings in the tools to the right of the transitions. Click Apply to All to apply the
settings to all slides.

EHS O a - Presentationl - PowerPoint ?EH - O X
HOME IMSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DEVELGIRER owRoom Sign i
r.)'". = T B B T 4, Sound: [Mo Sound] - | Advance Slide
(O] 5 : v
m 4 & = m : -
, © \_I @ EI I_/ !l E @ Duration: (0340 &| ] On Mouse Click
review s W - ec
Nane Cut Fade Push Wipe Split Reveal Random Bars Options - EAPP‘}'TD all After: 00:0000 *
Preview Transition to This Slide g ~
5 5 4 3 3 1 0 I Smoothly From Right 4 5 6 .
1
*

T E Smoothly From Left
o Through Black From Right

Through Black From Left

EE Test Presentation
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Slideshow Tab

H -0 ®3- -

File

Presentation2 - PowerPoint Turkhan Ismayilzada )

Q Tell me what you want to do

Home Insert Draw Design Transitions Animations [ENISERYCVEM Review  View Format

- = = E
» & B B B 4L O
Present Custom Slide  SetUp  Hide Rehearse Record Slide

Slide Show Slide  Timings ~ Show ~
SetUp

v/| Play Narrations
Use Timings
| Show Media Controls

Eﬂ Monitor:  Automatic

From From
Beginning Current Slide Online ~
Start Slide Show

V| Use Presenter View
Show ~

Monitors ~

The Slideshow tab contains tools for setting up and viewing the slideshow presentation.
Here you can view the slide show from the beginning or from a current selected slide.

Review Tab

Presentation2 - PowerPoint

Turkhan Ismayilzada &= =

g & S T g Previous NG
% A Next =)
Spelling THsaurus | Smart  Translate Language  New  Delete Previous Next Show  Compare Accept Reject End  Linked

Reviewing Pane Royiew

Lookup
Insights

The Review tab contains tools to help proof your document like the spell check and
thesaurus tools.

Notes
OneNote A~

Comment Comments ~

Language Comments Compare

Spelling & Grammar

Automatic Spell Checking is enabled by default. With Automatic Spell Checking
enabled, misspelled words are underlined in red. To correct a misspelling, right click on
the misspelled word and choose from the available options.

Use Spelling & Grammar to scan an entire document, a particular word(s) (by selecting
it) and general grammatical errors. You can disable the grammar check in the Spelling &
Grammar dialog.

Start Spelling & Grammar by clicking on the tool in the Review tab.

Spelling dialog Options:

Option  Description
Change Replaces word with suggested word
Change All  Replaces the misspelled word anywhere in the document
Ignore once  Skips once
Ignore All  Skips word throughout the document
AutoCorrect  Adds the word to your AutoCorrect dictionary

Suggestions
Add to Dictionary
Options

Have PowerPoint suggest words close to the word

Adds word to PowerPoint’s supplementary dictionary
Choose Options to have PowerPoint take you to the
Spelling options tab for creating or modifying a dictionary.
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View Tab

The View tab contains the groups with tools for manipulating the viewing of a document.
We have already mentioned the Presentation Views group and the Zoom tool but there
are also tools to show/hide items like the slide ruler and gridlines. Here you will also find
the tools for creating a master slide, notes or handout.

H ©9-0  &- ~ Presentation2 - PowerPoint Turkhan Ismayilzada = =
File Home Insert Draw Design Transitions Animations Slide Show Review [RYEYM O Tell me what you want to do S Share [
| Ruler = Color =] Arrange All i
EIE B O E = B . B Qe == =
) ) ) ) Gridlines ) = Grayscale % Cascade 3
Normal Outline Slide Notes Reading Slide Handout Notes Guides Notes Zoom Fitto . New . Switch  Macros
View Sorter Page View Master Master Master Window i Black and White  window [<3 Move Split  Windows -
Presentation Views Master Views Show ~ Zoom Color/Grayscale Window Macros A

Slide Masters

Use the Slide Master feature in PowerPoint to help develop consistency in your
presentation by adding a new style/format to one slide then have it apply to all slides in
the presentation.

With the Slide Master feature, you can:
e Change the default typeface style and color for all slides in a presentation
e Add a company logo, name, department or date to a presentation
e Add headers, footers and notes to all slides in a presentation

To change to a Slide Master, click on the Slide Master button in the Presentation
Views group. Make desired changes then click on the Close Master View button to

EHS O0OF - Presentationl. - PowerPoint 2 B - O %
SUDEMASTER  HOME  INSERT  TRANSITIONS ~ ANIMATIONS ~ REVIEW  VIEW  DEVELOPER  ShowRoom Sign in

= = B Colors = &3] Background Styles - ]
F | FIALS
Slide Handout Motes T 5 Rename 1 - [A]Fonts~  [] Hide Background Graphics Ism ua
nsert Slide Inse nse 71 Footers emes ide ose
Master Master Master Master  Layout Placeholder - - [ effects - Size~  Master View

Edit Master Master Layout Edit Theme Background W Size Close A

Iaster Views .
- [ 5 4 3 2 H 1 0 1 2 3 4 5 6 -

Click to edit Master title style

Click to edit Master subtitle style

SIIDE MASTER  [[2  ENGLISH (UNITED STATES)

Center for Instruction and Technology 27 9/28/2016



PowerPoint 2016 Basics for Windows

tation] - PowerPoint

Notes Page: BHS OF & - e
HOME INSERT DESIGN TRANSITIONS ANIMATIONS

7] Ruler lc = B Arrange all
The Notes Page view allows you [@[? . B[i H. - Q . e B
to enter information regarding a e T =
slide for either distribution or
presenter notes. «

Test Presentation

B EEE B :

Mormal Outline Slide Motes Reading
View Sorter Page View

Prezeptation Views

NOTES1OF3 [ ENGLISH (UNITED STATES)

? H - O X

Signi

Printing a Slide Show

Select Print from the File Tab to choose from a variety of printing options.

Under Print All Slides, choose All Slides, Current Slide, or a specific range of Slides,
i.e., 2-6.

Under Full Page Slides, you can choose Handouts so that your audience and take a
printed copy of your presentation with them. Here you can choose how many slides per
page.

TIP: 3 slides per page provides a lined space alongside miniature versions of each slide
for note taking.

o) - s Presantation2 - PowerPoint Turkhon lsmayllzsds 7 0 x
HOME IMNSERT
_ Print
=l e
New =
Slide = Print
Clipboard Slides Printer
o S
Settings r
Test
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Save as a PDF

PowerPoint 2016 has built in PDF
support so you can save your
presentation as a PDF. Select
Export in the File Tab and select
Create PDF/XPS Document.
Click on the icon labeled Create
PDF/XPS to continue.

L

=

Export

Create PDF/XPS Document

Presentation 1 - PowerPoint ?

Create a PDF/XPS Document
Preserves layout, formatting, fonts, and images

Content can't be easily changed

Create a Video available on the web
_ -l
Package Presentation for CD C
reate
PDF/XPS

Create Handouts

Change F

ile Type

- 0 X

In the dialog box select the location to save your PDF and the quality level of the PDF
export. You can also click on the Options button to configure how your presentation
exports to PDF. Click OK to exit the Options window and then Publish to finish

exporting your PDF.

Bl - PowerPoint

st [ Frame slides

[ Publish as PDF or XPS
|+~ » This PC > Documents v U | Search Documents R
Organize ~ New folder B - @
4 Downloads  # ~ Name Date modified Typ
Google Drive
& hoegle Hnive Custom Office Templates 9/8/2016 4:11 PM File
-~ 18T My CamStudio Temp Files 7/3/2016 8:34 AM File
- PowerPoint 2016 My Games 9/2/2016 9:40 PM File|
_ Professional Res) OneNote Notebooks 8/24/2016 8:21 PM File
_ Wills & Trusts Outlock Files 4/5/2016 1:37 AM File|
= Budget 9/6/2016 11:58 AM Add
m Microsoft PowerPc |
@ OneDrive
S This PC
v < >
File name: ‘ Test “ ‘

Save as type: PDF

Open file after publishing

Optimize for: (@) Standard (publishing

online and printing)

(O Minimum size

Options... I

~ Hide Folders Tools ~

Publish

Cancel
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Custom show:

Selection
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Publish options
Publish what:
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[ Include comments and ink markup
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