PowerPoint Basics Handout

The PowerPoint Window 
The Ribbon the Ribbon uses tabs to group commands and features in logical, task-oriented categories. In PowerPoint 2007 Home, Insert, Review, View, and Add-ins tabs, which are common to other Office programs (see PowerPoint quick reference handout)
Creating a PowerPoint Presentation 
· Open PowerPoint 
· A slide featuring a place for a title and subtitle appear you may begin your presentation with this slide or choose a different slide layout
Creating designs for your slides
The Design tab allows you to choose page setup, themes and background 
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Formatting Text
You can perform basic or advance text formatting from the Ribbon font type, size, font style, underline and font color.
Inserting clip art and pictures into the presentation
[image: ]
Animating slides involves adding movement and sometimes sound to text or to the slides in a presentation. Animation can help create a livelier and more interesting slide show. PowerPoint provides some preset animation or allows you to customize the animation to fit your needs.


Custom Animation 
Rather than having the entire contents of a slide appear all at once, with custom animation you have a great deal of fine control over the manner, sound, order, and timing of the appearance of each object on a slide. You can individually animate the various slide objects (The slide title, the bulleted points, tables charts and graphics). This allows you to direct your audience’s attention while adding interest to your presentation.  
[image: ]
Animation schemes and Custom Animation can be found on the Ribbon under the Animation Tab.

Printing Options
PowerPoint allows you choose the type of data from your presentation that you would  like to print out for instance you can choose to print just your notes pages to have with you at the podium or perhaps you would like to print out your outline to use as a handout.
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For Additional learning resources: 





	


Customguide Tutorials  http://www.hclib.org/training  (available on library stations  only)


"Slide:ology" by Nancy Duarte


GCF Free  Office Tutorials: http://www.gcflearnfree.org


Microsoft Office Online: http://office.microsoft.com
"Microsoft PowerPoint 2007 Step By Step" by Joyce Cox and Joan Preppernau
"Presentation Zen" by Garr Reynolds
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