PowerPoint in the Classroom

PowerPoint Mac 2004
Create a Presentation %D
Open PowerPoint. If it is not in your Dock, go to Hard LLQ |
Drive/Applications/Microsoft Office. Double Click the orange P. L=

You will see the
Praject Sallery = Mew

_ Project Gallery.
Mew | Recent  Project | Learn  Customae
Crer - * [If necessary, click
Bark Documents 5= W | W ’
;'.'T!-Tlp?m 13 . - — the New tab at the
¥ Batiness Farms - - -
> ame Esersts | == e top of the screen,
Dy ] i
Lestiers-Ervelopes __.-' g 4 and Blank
# Marus & Casalogs _.'If |
hEwdeTiers FawerPail Fesernaion Wl Page wg D | Documents on the
F Flaaners I
¥ Presensaiion: EEI | left.
b Sudent-Teachers | . .
I Wriking Toolbes & | * Click PowerPoint
L Presentation
. * Click Open
Vigrd Reate b .
'F = Show LAl Jiffice Dotumanti _:_I

[ woen Other.. | " Cancel )

About Toolbars and Palettes
Microsoft Office applications may not have all the necessary toolbars and palettes

showing at any given time. It is important to make sure that all the necessary items

are available before work is started.
m Insert Format Teols Daa Window Help

*  Go to View/Toolbars and make

Normal el S« A 20 % n) e
v Page Layout T L] sure that the Standard and
Page Break Prewv .
Pe SRR Buceitodihimia Formatting Toolbars are selected.
Toelbax .
v Formatting Palette | Notice that there are many

Toolbars 9 v Standard | . . .
Toolbars available in PowerPoint.
v Formula Bar | Aucaing

, If these items are checked, they are

v Status Bar Borcer Drawing
| Chant already selected.

Oraein * Select Formatting Palette from the
View Menu. The Formatting Palette is context sensitive, which means that
it will change as different objects are selected in your document. For
example, if text is selected, it will give options for text only. If a graphic is
selected, it will give options for graphics only. The formatting palette will
be discussed later in greater detail.

Header and Footer...

P —
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The Normal View of the Presentation

‘@00 R + The new presentation opens up

10

Click to add title

in the Normal View. The
Normal View has 3 sections:
* The Outline section (left),
in which you will be able
to see your text.

Ciick o add sutitie * The Notes section

o

(bottom), in which you
can add any notes.
» The Slide section (center),

Cick to add notes - which previews the
current slide.
e E=5 == * Add a title and subtitle by
[EEI'E B s o Slide Lof 1

clicking in the appropriate

boxes. Change the font, style, size, color, etc. as you would in a word

processing application.

Insert a New Slide and Choose a Lavout

= RSN SN

New Slide New Slide

* Either click the New Slide button or go to the
Insert Menu and select New Slide. Notice that —

another slide appears in the Outline section of the
Normal View.

BEBEYEH =l
Slide Layout
* Click the Slide Layout button to choose a layout e e il
for the new slide. 3 Dont show s dlog boxagan. (“Cancel) 0K
* You will see the screen to the right.
—_— —— —— ——
= (=] [z (o]l |
Text & Chart Chart & Text Organization Chart * Choose TeXt and Cllp Art, then
= click apply.
= [@si1|
Text & CIiAn/ Clip Art & Text Title Only Blank
2
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* The slide below will appear. Click to add title

* Double click to add Clip Art.

» Click to add text

Note: Layouts can be edited at any point by —
clicking the Insert Layout button and «
choosing a new layout and clicking Apply. Double click to add
Just be careful not to remove important text clipart
boxes.

The Clip Gallery
The Clip Gallery will appear.
en0e Clip Callery : PowerPoint

Clip Gallery
Category %Sear{:hj Type ane ar mare words... [T] { Search }

Search Eesults h[lips 1-13 of 13 in Academic

Favorites -~
Lost & Found |
Academic '
Animals :

|

Buildings

Business
Communications
Emaotions
Entertainment
Food & Dining
Gestures

Government ] students geography librarian

Healthcare & Medicine -

" Categories... | Show:  All Pictures - :l _Properties... __| Preview

? ( Import... ) ( Online... ) ) Close 1 | Insert

You can either:
* Select a category from the left hand side and then insert a graphic from the
right hand side.
* Click Import (bottom left) and point to a graphic on the hard drive.
* Click Online and go to the Microsoft Office Clip Gallery to insert a web
graphic of your choice.
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Add a New Slide with A Different Layout

* Double click to add a picture. You will be
| Gilck to add thie _v asked to locate a picture on your hard drive.
+ Click to add text ., i
You can also go to Insert/Picture and choose from
o several options such as from Clip Art, WordArt, File
Dot:ble click to add
picture or elsewhere.

*Move an image by placing the cursor over it and dragging. Size an image by
selecting one of the handles on its perimeter and dragging. Shift-drag a handle to
maintain proportions.

*You can also drag a graphic directly into the PowerPoint slide section from
anywhere on the hard drive as well as from the iPhoto Library.

*More information about importing graphics can be found at the end of this
handout, More with Graphics.

m] o .
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Add a Design or Background
Add a Design
* Go to Format/Design or click the Slide Design button on the Toolbar.
¥5 55 5,05 6
= _*._: —

e écpaagn ¥

Croose a Siide Design = * To see a design, click its name
le:  Design Templates T] once.
"L Gesigns 7  (Qsearch * To apply a design, choose
T Comem »| T Acwemy 0 Apply to All Slides or Apply to
L Designs » = s Code .
= Besth Current Slide.

T Hank P statios
= Eends

* Click Apply.

T Hor Horizen * To remove a design, click the
S sl Slide Design button, choose
ey | and apply a Blank Presentation.

The color scheme of the slides may be changed at any time. Go to Format/Slide
Color Scheme and click Custom to change the colors in a design. Go to
Format/Slide Background to add a background color. These changes can be
applied to one or all of the slides in a presentation.

Transitions (How your presentation moves from slide to slide.)

Go to Slideshow/Slide Transitions
[ Slide Transition ]

Effect
: Mo Transition ﬂ

Slow \ Pull down to select

Medium transition type.

Select sound effects
or choose No Sound.

Sound

— [Mo Sound] ﬂ T

Advance slide

You can apply the

# on mouse click transition to the entire
[ Automatically after seconds preseqtaﬂon orjustto
one slide.

( Cancel ) € Apply to All LY . Apply Y 3
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The Formatting Palette

'8 Formatting Palette If you are used to using the Formatting Palette,
v Add Objects then you are in luck. It will help streamline
=GIE your work when adding Layouts, Designs and
e . Transitions. In addition, there are some brand
N new items available from the Formatting
i s s s Palette.

s

To access the Formatting Palette, go to
F F F F View/Formatting Palette.
H ?’L ?]L Z| | am. H—F.EE._

PowerPoint’s Formatting Palette now includes
two new sections:

Graphics * Objects- Add slides, Symbols,
Insert... 58] o4 ™ * % AutoShapes, Lines, WordArt and
- SA e B Graphics.
v Font * Change Slides- Add or change Designs,
Name: Arial v Transitions and Layouts.

* If graphics are selected, then options to

change shadows, colors, weights and
B /7 U & | A A fills are easily accessible through this
palette.

Size: 24 ¥ Color: BA

‘;P{‘J:L {!’__..l Toggle Case:
¥ Change Slides
0| (= =2
T The Formatting Palette is context sensitive.
This means that it will change according to

) what is selected. So if text is selected, it
‘ u will look different than if an image is
selected. Click on an object to see what it

v can do!
Z 5 |-

Color scheme: = L L
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Views

Pull down the View Menu to see the presentation in different formats.

“Normal view is used when you are designing a presentation slide by slide. In Normal view,
you see the outline in the left pane, the slide in the upper right pane, and the notes in the lower

right pane. Normal view makes it easy to organize a presentation in outline format and to add
notes to each slide.

Outline view shows the content of your presentation. From Outline view, you can rearrange
text and add or delete content. Outline view is available only by clicking the Outline View icon
from the lower left corner of the PowerPoint 2001 screen.

Slide view shows you the content on each individual slide. With Slide view, you can add
graphics, movies, sounds, hyperlinks, and animation to slides. Slide view is available only by
clicking the Slide View icon from the lower left corner of the PowerPoint 2001 screen.

Slide Sorter view shows the entire set of slides on the screen, so that you can check the order
and consistency of the slides.

Slide Show view puts the presentation together as a slide show, so that you can view the
finished presentation complete with sound and animation”.!

**Buttons that navigate between views can be found on the bottom left of the
PowerPoint window. However, clicking the Slide Show button will take you to the
current slide, while selecting Slide Show from the View Menu will take you to the

first slide.
N = /=

|

Normal | Outline | Slide | Slide Sorter | Slide Show

! http://download.microsoft.com/download/f/e/3/fe3 1fcac-d85f-4bcd-adf2-
989dbb01907¢/Tutorial.PowerPoint.doc
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Printing your presentation
PowerPoint gives you several options for printing. Go to the File: Print. You will

see the following window:

Print

44— | Select nrinter here.

Printer: | Set Phaser to Stun

3

Presets:  Standard

. Microsoft PowerPoint ~ |.

Print What:| + Slides
Handouts (2 slides per page)

< &

Slide Show:  pandouts (3 slides per page)
Pull down for output:|  Handouts (4 slides per page) 3
PowerPoint TP Handouts (6 slides per page)
printing options. Handouts (9 slides per page)
Notes
QOutline A

[ Frame Slides

f"}\ Preview “ cangel * € Print )

These are your printing options.
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Applying Animations
Adding animations to slides creates interest. Animations can be applied to objects

such as graphics, tables and charts. They can “fly in”, “zoom in”, “spiral”, etc.

Preset Animations
* Click the desired text or object. Clicking an object will reveal ‘handles’
around its perimeter.

/9'////////////////////////////////////////////,Cl’/////////////////////////////////////////////;l
Handles

Z
Z
Z
Z
Z

Z
Title .
Z

L I Window e

View Show 66% wi|(2)»
Rehearse Timings
Record Narration...

Set Up Show...
Action Buttons >
Action Settings...

[Animations ——» [T,

AN

G s s s

* With your object selected, go to SlideShow/ Animations. Choose
a preset animation.

. . T ff
Custom Animation —
ide Slide y Out
Add a Custom Animation by selecting Custom Animations from the i D iOut
. Camera
Slide Show Menu. Fah e
¢ Select the slide to animate. e
. . . Drop Ir.|/0u!
¢ Select Custom Animation from the Slide Show Menu. Wie Right
lit Vertical Out
* Select the S __— . oo
lte_rrl tO . SC_‘M TG : Add Effect... Animation Effects : -
animate, click [} oo e
) 1. Title 1: "Other Tools for Kids with Vis. - Entrance- NI - Exit—}
Add Effect. -
* Choose eatiba
Entrance Connan rome e
> Change I'.on(S[er
Emphasis and 1 iy o
. Star D! _: Spin
Exit Effects as e 1 g
desired. Speed: Nery Fast (59 1 s O Color
. Brush On Underline
Effect Options... Color Blend
Description Color Wave
Checkerboard: On click, 0 s delay 1 complementary Cojor

Effect Options: Wedge

= Stop » Play

No sound, no repeat

Complementary Color 2
Contrasting Color 4
Darken

R e T Vet M) | i Show preview
fors, (Fd D Cance ok | (cancel ) 0K )
Alter anvrraticn: | Doat o iT)
After an effect is chosen, click Effect Options to add
sounds, timing and adjust Text Animation.
(Cancel ) 0K
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Add Links

Link to a Web Page
Select the text or graphic to be linked.

nsuctibvparin * Go to the Insert Menu and
Uric c3:[Ritm ) v geesgle-com = select Hyperlink (or use the
Bapiay. ooyt Formatting Palette). Make
(SereenTip... ) sure that the Web Page tab
[aweb Pae ] Dacarmetm | E-mad Adcven | is hlghhghted
: _ _ * Type the web address in the
@ [ e (aerch Wb Browser ) Link to field.
Croes g briemet sdcrept TUALY ol She WS page vow wars oo lick b Adjust the dlsplayed text, lf
Lo e Favaiftes or Helosy ba =k 19 & Web pige pau’ve witdled .
bedory or W (requamsy. desired.
r Asg e
& ( Locate... )

Link to a Document
:ﬂw:- i eyl el o If you wish to link to
another document, go to
Insert/Hyperlink and click
the Document Tab.
* Click the Select button it to select the desired document.

Cancel :. m

[nsert typerink Create and E-mail Link
= * Click the E-mail tab. Enter the E-
oo mail Address and the appropriate

I web Page P Dpgemants E-mad Adgvels | flel .
Ins&r Hyperink
] i !
a - - "‘—Si&"‘ Link oa:  |wmal addeeee her m

Y

Link oo

Biphay. Ao Dol

Crees che path oo 58 Ble you want 32 Brk ma, Click Fasorites 5o bnk Deaphdy. Ao Sl
L & P Tt yims view legusrtly, —_—
[ ScreenTip., )

Db Fage | Doneven | E-mad Adeeers |

I:_I.num... 3 '-ia Rivael Addretiad . {7 Lamch E-mail Apglication )

% Asgh

e AR 10 1k 10 3 BReCite Inaton Canrnoed mithin the ik,
e Eie rame of the anchor above o click Locete o fird i o

44

'Z: l:lnull-: ¥ Sabiegt:
e Type a Subject to be / S i e e B et e

2.0 of Wit 3l Helstaie Ravigalis 30 o Ller,
automatically entered into the
e-mail.
'Z: l:lnull-: m
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More About Layout

Text Boxes

Text Boxes allow you to place text in a box that can be moved anywhere on your
page. Each box of bulleted text in PowerPoint is actually a text box. Text boxes
can be created, moved, sized and formatted in various ways.

Creating, Moving and Sizing a Text Box

l' ‘w- k ;\]A '1;1 : .:_;j\;. E.n"."}"."
Mhmc

v Add Objects

e Go to View/Toolbars, Drawing. Click the Insert Text Box =
button on the Draw Toolbar. The cursor becomes a crossbar

that be dragged across the document to create a text box. e
Alternatively, use the Objects section of the Formatting

Palette or the Insert Menu. . oo

Weo ndia'nt! Aft
o Type a few lines in your box. Notice that the perimeter of WerdAA word

the text box is made up of small striped lines. This means that
the computer is allowing you to add and edit text. At this
point, hitting the delete key would delete text.

e Move the mouse along the perimeter of the box. Notice that the cursor
becomes a hand. Move the box by dragging its perimeter.

e Move the mouse over one of the white handles on the perimeter of the box.
Notice it becomes a rectangle with two small arrows. Drag the handle to size
your box.

e After clicking the perimeter, the stripes turn to dots indicating that the
computer is now treating the box as a graphic, allowing it to be moved and
sized. If you were to hit the delete key, the box would be deleted. If you wish to
continue editing text, click inside the box.

Craphics

"W Map Collections
"« Uinks Page ¢

« Dy e

« Click Jmagpes, thew Maps
= Eduplace

. !N o

~ = Pamry Casienada Collection o
b.m "!:!:5: vib Hlm': Qﬁ'l'u:ﬂn'!
Historical Maps 1
TS uh e i ') ~ | anhar
d 191t hml
» ILike o Leamn
Y ivn2t 1 - f

> 14 4]
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Guidelines For a Good PowerPoint Presentation

Don’t forget the 3 C’s of a PowerPoint Presentation:

« Communication ... Does the presentation effectively tell the audience your
message? Every component of the presentation should add to the
communication.

* Creativity ... Does the presentation appeal to the audience? Have the color
choices, graphics, and background design been wisely used?

* Consistency ... Does the presentation have a similar style from slide-to-
slide? Have the guidelines for text, graphics, transitions and special effects
been followed?

Text

1. No more than two fonts on a slide
2. At least 36 point font for titles

3. No more than 6 words in a line

4. No more than 6 lines on a slide

5. Use upper and lower case letters

Colors
1. One color for the background
2. No more than two contrasting colors for the text

Visuals
1. Images are to add to the presentations
2. A minimum of special effects

There are three ways to use the features of PowerPoint, use the one that is most
comfortable for you:
1. Pull down menus from the menu bar.
2. Place the cursor on the object you want to work on and press the control
button, the same menus from above will appear here.
3. Use the View menu to display the toolbars you want to use, i.e. Animation
or Common Task.
4. Use the Formatting Palette.

’Powerjooint guncfy / Myers/@agisﬁ :10/06
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Advanced Tlipg and Tricks

Add WordArt to your presentations:
€ Choose Insert from the menu bar. Highlight Picture then WordArt.

0 Select a style then click OK.

WordArt Gallery

Select a WordArt style:

Wordirt| wordA™® werear, Wordrl Woraarl | : YV
Werrililrd| | WordArt forane oy | W
WordArt | | iian | || WordArt idArt
wordaet | Wardhre| Worddt| | Wiy vusifir] oW

" Cancel ) € 0Kk )

€ Type your text to replace the sample text.

@ Select a Font, Size and style, then click OK.

o Alternatively, click a WordArt object on the
Add Objects section of the Formatting Palette.

Powerpoint guncfy / Myers/%agisﬁ :10/06

¥ Add Objects
SN

abc|

\Wo nd'At: wOrdN t

[N k

13



The WordArt Toolbar

Clicking on WordArt should reveal the Toolbar below. It can also be accessed by

going to the View Menu and going to Toolbars/WordArt.

Format color or fill colors P e Rotate
~| Edit Text...
'\i
Re—selec& 5 - e Wrap text
- (o7 M T— P
=
Text Shape
Same letter €————

heights /

Vertical Text ~ Alignment Character Spacing

Advanced Feature of WordArt

To make WordArt look super cool you can place a picture across the WordAurt.
The picture can come from anywhere!

€ After creating WordArt, make sure your WordArt is selected. Apply a

picture to the WordArt by first clicking the Format WordArt button to the

WordArt.
€ Sclect Fill Effects from the Fill color pop-up list. Click the Picture tab
across the top of the dialog box.
€ Click the Select Picture button and choose the picture you would like to
use.
€ Click the Insert button and click OK to see the picture applied to your
WordArt.

Add Arrows and Other Shapes
€ Using the Object section of the Formatting Palette, Draw Toolbar

(View/Toolbars/Drawing) or the Insert/Picture Menu, many useful shapes

can be found. Each one can be formatted individually.
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More with Graphics

Handles

* Drag a graphic
to move it.

* Size a graphic
by dragging its
handles.

* Shift-drag a
graphic to size it
proportionally.

Format picture: colors,

Free Rotate: rotate the
lines, size, position. \ picture to any angle.

“ B Format Picture... ;@
(et
Picture effects: bl Shadow: place a shadow
gallery of art effects ‘@ Picture Effects... |_I behind a picture.
| | i - [
mage control: automatic, ‘5 T & ‘G} 3 ontrast: increasae’
grayscale, black & white, gl Iﬂl t:.r? j} ‘1-.{} " decrease
watermark e - Brightness: increase/
Set transparent color — 4 SR ¥ | ﬂ e decrease
Color adjustment _Hil...ll' L L E-c.ratch removal
Red eve reduction _.___._,___..--r—""—-—'f_—.’
Cutout ———™ "'"" f
Marquﬂe tﬂ-c-Ls émz" '\_m

The Picture Toolbar can be accessed by going to the View Menu and selecting Picture from
the Toolbar section. Many of these options can also be found in the Formatting Palette.
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Using Images from the Web

Copy an Image

Using Explorer:

Sites like www.cooltext.com, and

www.flamingtext.com/ allow you to create graphics

* Locate the image you wish to use. with customized backgrounds and text. These can also
* Drag the image to your document. be used as web buttons and banners.
Using Safari:

* Position your mouse over the image you
wish to download. Hold down the control
key and then hold the mouse button down on the image.

You will get a menu that is similar to the one of the pictures below; each browser is slightly
different.

* Select Copy Image.

* Open Tlhe target document. Select Paste from the Edit menu.

| Internet Explorer Help...

) Be a good example; always cite
*  Open Link in New Window

your images!
Download Link to Disk
Copy Link to Clipboard
Add Link to Favorites Open Image in New Window
Open Image in New Tab '
Open Image in New Window Save Image to the Desktop
| Download Image to Disk Add Image to iPhoto Library
i Copylmage Copy Image Address
| Reload Image Copy Image

Download an Image

* Position your mouse over the image you wish to download.
o If youare using a Mac, Control-Click the image.
o If youare using a PC, Right-Click the image.

You will get a menu that is similar to the one of the above; each browser is slightly different.

* Select Download Image to Disk (Explorer), or Save Image to the Desktop (Safari).

* If youare using Explorer: point to where you wish to save your image. Rename your image if
desired, maintaining the three-digit extension (.jpg .gif, efc.). Click Save.

* If youare using Safari: the image will download to your desktop. You can rename it by
clicking the image (on the desktop) once, then hitting Return or Enter. Always keep the
three-digit extension (.jpg, .gif). Hit Return or Enter again when you are done naming the
file.

To locate copyright free and other images go to http://www.millburn.org/links/links.html and click
images.
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Looking for pictures? Try...

http://web.mac.com/bagish/links/links.html Click Links, then Images.

http://www.google.com
Google is a wonderful search engine for all your needs, but is especially has a great
database for all sorts of pictures. To use Google:

@ Key in the URL above

€@ Click on Images tab

@ Enter a keyword(s) for what you want

€@ Usually, Google will return multiple pages of pictures

http://memory.loc.gov/
The American Memory Page from the Library of Congress is a great
resource for historical photos.

http://www.si.edu/
Smithsonian Institute

http://dgl.microsoft.com
This is a great database for clipart.

http://www.archives.gov

US National Archives and Records Administration. This site has digital
images of our nations most historic documents as well as photographs from the
past century.

http://www.pics4learning.com A site with educational copyright-free pics.
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