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When you have completed these notes you will be able to:
Open and close the PowerPoint application
Prepare a PowerPoint presentation

Add slides, delete and hide slides

Select appropriate slide layouts and enter text, bullets and pictures
Insert SmartArt and Tables

Create hyperlinks in slides

Add transition and timing to slides

Use animation and sound in slides

Save and Run a PowerPoint presentation

Produce audience handouts and add speaker notes

= =4 -8 -8 _a_-9_9_9._2_--2.

As a student, or in work, you may be asked to create a presentation on a certain subject.
You can use a computer to help you do this. Oneiagfbn used for this iMicrosoft
PowerPoint, which is part of theMicrosoft Office suite of applications. The following
notes will describe how to work witRowerPoint and will introduce some of the most
useful features of th®owerPoint application.

When/if things go wrong

Remember that when/if an error occurs try theltaving to rectify the situation. K&k on
the Undo icon 7 from the Quick Access toolbar.

Using Help

If there is a command or feature Excelyou would like to use but do not know howse

the help facility within the software. This provides instructions on using all features of the
software. To usélelp simply click on tha@ell me what you want to do entry field, Figure

1, in the middle of the ribbon. Some lpebptions will be provided, athoose theGet Help
option from the menu to type a phrase to search by in the search box.

Tell me what you want to dHelp text entry field

Presentation2 - PowerPoint H - q

ions  SlideShow  Review  View  Adddns  WebCenterContent @ change Brown, Margaret (ICT Skills) & Share

ome s
o ¥ Cut = ElLayout~ [ &5 Print £ Find
ot ER Copy - oy DRt 4 0 Replace -
aste ew

~ ¥ Format Painter | gjige~ [ Section - g [% Select -

Clipboard F] Slides Font Paragraph Editing
1
@ GetHelp on "change’
‘ \ SO smart Lookup on "change”
Suggestions menu with Get Help option

Figure 1: Tell me what you want to dHelp text entry field

m Note: This icon denotes important information — read it carefully.

!-! Tasks: This icon denotes a task which should be carried out to help you practice
the skills.
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Preparing a Presentation

Before making a presentation you should plan what you want to say and how you want to
say it.

1. Consider the auénce; the level of the presentation must be appropriate. If in the
audience there are likely to be people from different backgrounds, with varying
experience and knowledge, it is advisable to direct the presentation towards those
with the least knowledgeMore advanced issues can be addressed briefly towards
the end of the presentation.

2. Plan the length of your presentation. For many presentations a target timel6f 5
minutes is appropriate.

3. Gather the material for the body of the presentation.

4. Once the mgerial has been gathered the order and form of the presentation must
be considered. The basic format is:

Title — The first slide of the presentation should introduce the title/subject of the
presentation and the speaker.

Introduction - The introduction shald inform the audience of the objective of the
presentation and the topics it will cover.

Body - The material should be presented in a logical sequence. A limited number of main
points and related sub points should be introduced (generaH$ 3nain poirtis each with
a normal maximum of 5 sub points).

Conclusion - The conclusion summarises the main issues and highlights the main thoughts
you wish to leave with your audience.

4 Glasgow School for Business and Society



PowerPoint 2016

Starting PowerPoint and Creating a Presentation

The following notes will guideoy through the creation, saving and running of a
PowerPoint presentation. Work should baved regularlas you build the presentation.

PowerPoint is opened from thestart menu (displayed on the taskbar at the bottom left
of the screen). After clicking th&tart button, selectAll Programs, Microsoft Office and
Microsoft PowerPoint 2016. This should open and displaglifferent PowerPoint
templates to choose fromFigure 2. Choose theBlank Template option, to open a
presentation Figure 3.

PowerPoint e el

Recent

i | _wce | WOODTYPE
L ]

- r ; ) -
DIVIDEND

f SAVON I

“.‘ ’.'ﬁ’.'ﬁ".'ﬁg

@ Open Other Presentations

T DROPLET IIIIM“
_ O
B T s VU

Figure 2: PowerPoint template screen

Slide titleTell me what you want
l to do Helpfunction

<+— Activeslide

Placeholders

Click to add title

Click to add subtitle

Slide navigation

A

W

Notes and
comments buttons

Figure 3: ThePowerPoinfTitle slide screen
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This first slide is the Title slide for the presentation. You can drtdrby pointing and
clicking in the placeholders provided for entering the Title and the Subtitle. Click in the
first placeholder area (e.g. the title box) and enter the required text. Then, click in the
next placeholder area (e.g. the subtitle box) aedter text. Normally in the subtitle
placeholder the name of the author/presenter is given.

!-! Task 1

Start PowerPoint, openinga new Presentation When the first, (Title) slide appeat
click in the title area and enter:

IT Help and Support at GCU
Enter your name and course as the subtitle

Note: Default font sizesypes are the most appropriate. However, font sizge

can be changed to suit the text being entered using the same techniqued\isrosoft
Word. It is better to leave the formatting as it is set by default and if required change
after the desired Slide Theme has been applied.

Creating New Slides and Changing Layout

Before creating a new slide careful consideration should be givethaoinformation

which is to be included on the slide. To create the next slgte,to the New Slide
=]

command in the Slides group of theHome tab. TheNew Slide command provides

two options:

9 Click on the top half of the command for a new slidde dispayedwith alayout
that the computer chooses as probably the one that is needed

1 Click on the bottom half of the command for tiNew Slide Layout gallery to be
displayed. This gallery provides previews of different layout options. To use any of
the layoutsfor the new slidgust click on it.

You can also change the layout of an existing slide(s) usirigaybat command === in

the Slides group of theHome tab. Select the slide you wish to change and clickLiyeut
command, theLayout gallerywill be displgedwith previews of different layout options.
Choose the one you wish by clicking on it. The selected layout will now be applied to the
slide rearrangingnydata already there to fit.

Inserting Bullets on Slides

To enter bullet points on a sliddirstly choose an appropriate slide layofitom the
gallery as mentioned aboveOnce you have entered the first bullet point, press the
ENTER key8 and you are able to enter further bullet postIf lower level bullet points
are required (i.ea sublist of futher indented bullets), press thincrease List Level icon

= in the Home tab, Paragraph group or click on théfabkey F and a secondary level
bullet will appear against which text may be entered. If you want to return to the higher

level bulles click on he Decrease List Level icon = , or hold down theShift key & and
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Tabkey F simultaneously. To change the type of bullets displayed go tcHdree tab,
Paragraph group and click on the downward arrow next to theBullets commanc:=

A Gallery with most commoylused bullet styles will appear and you can choose from
those or click on theBullets and Numbering option from the bottom of the gallery to
open theBullets and Numbering dialogue box for a more comprehensive list of budlet
and numbeing options.

!-! Task 2

Create a new slide after the Title slidend choose an appropriate layout

Type in the title sectiorOverview of IT Help
Click in the content sectioand enter the following text:
9 IT Helpdesk
 Computer Stuff FAQ’s on the web
f The Campus Life Desk

!-! Task 3

Create another slide, choose an appropriate slide layout and enter the follo
details:

Ways to contact IT
Y Email
- Use your University email account for easy identification and response
9 Phone
1 My Service

Save the presentation.

Saving/Closing/Opening a Presentation

To savdhe presentation for the first timgclick on theFile tab and click onSave As from
the menu TheSave As dialogue box will appear. In University selgotir user workspace
(H: drive) or save to a USB pen agide the file a suitable name. Once the file has been

saved it can be rgaved by clicking on thgave iconlZl from the Quick Access Toolar
choosingsave from theFile tab.

The file can also be saved diifferent formats by clicking on th&ave as type option,
Figure 4 and choosing the type from the dregiown list that will be displayed

1 A PowerPoint Presentation. This form@owerPointPresentation *.pptX allows
you to save a compact file thaain save any new features usadd can be opened
and edited using Microsoft PowerPoint 2007 and 2@h@ 2016
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1 A PowerPoint Show.his format PowerPoint Show.ppsx)allows you to save the
file as a Slide Show that will automatically stém¢ slide show when yodouble

click on itsPoverPoint Show file icors

1 A PowerPoint 97 2003 presentationThis format allows you to save the file as a
PowerPoint 972003 Presentation " (ppt). This option allows you to save the
presentation in an older version of PowerPoint. This may be useftdufare
sharing the file and do not know which version of the application others have.
However if you save as this format you may not be allowed to use some of the
new features of PowerPoint as they are not compatible with the older versions.

[P] Save As =
\\;pu [S2 » Com... » tutor (Wenterprise.geal.ac ukigcustude.., » ~ [ %3 ] [ Search tutorté fienterprisage.. P |
Organize v New folder = @
& Pictures - Name ° Date modified Type Size
[EE videos
IcT 03/04/2009 0323 File falder
Yhtware
1% Computer
&, system (C1)
s Data (D3
G data (enterprisg
8 tutor4 fenterp
5 applications (G
e lnral Disk i 7 ¢
File nsme: | IT Help Presentation|pptx -
Save as type: | PowerPoint Presentation (*.pptx) 'Hr— save agype:
Authors: Information Services Tags: Add a tag drOp-dOWn list
~ Hide Folders Toals Cancel

Figure 4: SaveAsdialogue boxvith Save as typedrop-down list

To close your presentation click on thlse command 22 at the top right hand corner of
the application. If you have not saved your presentation recently you will be prompted t
do so.

!-! Task 4

Save your file as a PowerPoint Presentation (*.pptx) in the appropriate drive, giV
the namelT Help Presentation. Close the presentation.

To open a previously saved presentation, start PowerPoint fronstis¢ menu ™. When
PowerPoint opens a new blank presentation will be displayed. Click oFilgiab anda
menu willbe displayed Choosepen ' andthe Open dialogue box wilbpen. Navigate
to the presentation you wish to open and either double click on the name to open it or
single click on the name and click on tygen button at the bottom of the dialogue box.

Inserting Graphics into a Slide

When including pictures or grapsi in slides they can be addida placeholder on alide
that has an appropriate layout chosen to accommodate the graphic. The graphic can also
be added later t@n existingslidethat does not have aallocated space (placeholder) for it

To create a ew slide with a picture/graphicglick the bottom half of theNew Slide
command, and choose an appropriate slide layohichwill have a placeholder tallow
the automatic insertion of a picture/graphic (wherever you see itens shown irFigure
5). Within the slide, click on the icon representing the relevant type of picture/graphic
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required i.e., table, chart, Smart Art graphigture, or media clip. Each option will take
you to a dialogue box or pane with further instructgn

Figure 5: Insert Graphics icorfsom the Content placeholder

Note: You can identify what each icon represents by resting the mouse on it.

Moving and/or resizingpictures/graphics is carried out in the same way aMigrosoft
Word i.e. make sure the picture/graphic is selected, hold down the mouse button on the
picture and drag it to the required position or select and doaga handlen the corner of

the picture to resize as required.

Adding graphics to an existing slide

To add a graphic to aexisting slide select the slide by clicking on it from tiidesPane
on the left hand side of the screen, then from thsert tab choose the relevant type of
graphic/picture/table required.

!-! Task 5

Open the presentation. Go to the last slide and insert a new slide. Choose a
that will allow you to have a separate area for text on the left and graphics er
right. Enter the following:

Computer Stuff FAQ Topics

9 Printing
Y Email
1

Labs
- Including location and opening hours \\7\>

9 Saving your work («ﬂ\
- Including USB flash drive

9 Audio Visual Services

Y Eduroam

Go back to the Title slide and insert a picture beside yaime

Note: The 2016 version of MS offie® longer includes ClipArt. To insert pictures
use the Picture or Online Picture command. The Online Picture command takes you to

Bing to search for pictures by topic. These images have Creative Commons licences which

should be attributed if required.
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Inserting SmartArt Graphic

You can create simple diagrams within a PowerPoint slide (like relationship, matrix,
pyramid). To do this choose a suitable slide layout when creating your new slide by
clicking onthe bottom half of theNew Slide command on theHome tab, Slides group.

You will see the content placeholder with 6 icons in the middle of the slide area as in
Figure 5.

Click on thdnsert SmartArt Graphic iconZEE\, the Choose a SmartArt Graphic dialogue

box will open Figure 6. This dialogue box is split into three sections. The left section lists
the diagram category types. The middle section gives previews of diagram types and the
right section gives in depth information on whichever diagram is sale©nce you have
previewed the diagrams and chosen a suitable one, select it and cli@tbatton.

Middle Sectior—provides previews of the diagram

Left Sectiopisting the [ (cresse a smarta crapric Il Right Section-
categories of diagram N List > /glves more
available. =T Bl oo OO — - o detailed
| B e 'oN i i e — - — ( _
N oo proces | 8 @m — information on a
o = =5 B - selected
B Hiewrcny = = B J (S _
Eg Relationship - dlagram
gwn | B EER —
Jrame - Basic Block List
it Use to sh r groupe
& officecon ‘éii?!éﬁ!:l’ié i cpley soat for
shapes.

Figure 6: SmartArt Graphic dialogue box

!-! Task 6

Insert a new slide at the end ofehpresentation. Choose a layout that will allow y
to put a SmartArt Graphic on the slide. Type the following text in the ]
placeholder:

IT Help on Campus

Insert a Relationship SmartArt Graphic on the slide that will look like the one s
below.

—— = -

An outline of the diagram will appear with Text pane on the left side. ThémartArt
Tools - Design tab will also be showingigure 7.
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Presentation] - PowerPoint. Smart..  LinaPetrakieva [0

s SideShow  Review  View  WebCenterContent  Design  Format  Q Tellme

B X Eltayout- i c oA | = D O 22 Shape Fill £ Find
Calibri (Body) =18+ «| A A =- Y
O BR - 2] Reset : < O

o L# Shape Outline~ 2 Replace ~

Paste New M- pa ==== Shapes Arrange Quic
Side. 'Hsection= | B T U Saefl-pa- Ly =S === S ol Q@ Shapeffects~ | Iy Select~

Clipboard Slices Font [} Paragraph [} Drawing 5 Editing

Click to add title

Type your text here x

= [Text] [Text] [Text] [Text]
slidesof5 (2 English (United States) = Notes M Comment its B = # 7 - 1 + 63% (3

Figure 7: SmartArtTools- Design tab, SmartArt graphic and the Text pane

Note: If you cannot see the Text pane, clickA?rarrows at the lefthand side of the
SmartArt area.
Thereare two main ways to enter text

1 By clicking on th&martArt Graphic directly on ttefide and entering the text you wish.

1 By using the Text pane which has opened on the left hand side oSthartArt
Graphic You cartype the text which should appean the diagram Figure 7. It is
organised in bullets

Depending on the type of diagram used ymanadd more bullets and/or more levels. To
add more bullets at the same level just pregger8 on your keyboard. Tadd lower
level bullets pressTab F on your keyboard. Or if you want tocrease thebullet level
(move up the hierarchy) press and hold down sift ¢ key and press th&ab F key.

You can also use th Promote and eeDemote buttons ffom the Create Graphic group

on the SmartArt Tools - Design tab, Figure 7. You can use this tab to modify the layout of
SmartArt graphic you have chosen as well as change its colours, style and so on. You can
use theSmartArt Tools - Format tab, Figure 8, to modify some othe formatting of the
graphic—colour, effects etc.

H - 8 X

Presentation] - PowerPoint

Insert Design Transitions Animations Slide Show Review View Add-Ins WebCenter Content Brown, Margaret (ICT Skills) R Share

[3) Change Shape~ L2 Shape Fill~ A TextFill - 8

ile
o 4 Larger ‘ Abt‘ |Abt| Abc Abc ‘Abt ‘ ‘Ab( ‘ - LZ Shape Outline~ A A A ~| L Text Outline -

it — 5 A
in2-D o] Smaller | Q3 Shape Effects ~ A Text Effects~ | B Selecti

Shapes Shape Styles ~ WWordArt Styles

[Z Align~
18] Group~
“h Rotate =

T Height: 859 em =

e Width: 859 cm ©

Amange size & ~

Figure 8: SmartArt Tools Format tab
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!-! Task 7

Add the following information on the SmartArt graphic:

9 Phonesin labs
9 The Campus Life Desk
9 ICT and Academic Development Tutors

Remove the extra circle by clicking on it and deleting it.
Save the presentation.

Inserting Tables

Inserting a table is done in Eimilar way to that ofPictureor SmartArt.Choose a slide
layout which allows the insertion of a table. Click on thsert Table icon 1 from the
Content placeholder on the sligdeFigure 5. The Insert Table dialogue box will be
displayed. Select the number of columns and rows required and@Kckhe table wilbe
displayedon the slide ready for the insertion of data. Once you have inserted the table
contents you can resize the table by clicking on the sizing handles aroumditides of

the table and dragging until you have the size you wiskiou can also adjust the
column/row, size/width by dragging on the border of the ones you wish to change.

To add a table to an existing slide select the slide by clicking on it from lite S
navigationpane on the left hand side of the screélinen from thelnsert tab click on the
Table command in theTables group. The Insert Table menu gallery will be displayed. To
Insert a table yowcan either drag with the mouse until you have selectieel number of
rows and columns you would like in your table, or use Itisert Table option from the
bottom part of the menu to open thénsert Table dialogue box. When the dialogue box
appears, choose the number of rows and columns required for youe tabl

!-! Task 8

Insert a new slide at the end of your presentation with a layout that has [
placeholders side by side. Type in the Title placeholder the following text:

The Campus Life Desk

Insert the following information:

The Campus Life Desk is the Details
enquiry desk for student
information and advice and is In person |Level 1, George Moore Building

located on level 1 of George
Moore building. Contact details Email studentsupport@gcu.ac.uk
are included in the table opposite.

Make any adjustments rmessary. Save the presentation.
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Viewing Slides
The slides you have created can be viewed in different walpswerPoint.To view:

1 Slidesndividualy - click on the requiredslide fromthe Slidenavigationpane on the
left-hand side of the screen.

All of the slides- select theView tab, Presentation Views group andslide Sorter or select
the Slide Sorter icon &z from the View icons at the bottom right of the screehigure 9.

IEEERE S, [ %)

Figure 9: ViewiconsandZoom slider

&l

9 Slide Show sekct theSlide Show tab and choose eithefrom Beginning :«

rom
i

e OF from

2

o
Current Slide...:=.., Figure 10.

Presentationl - PowerPoint E - x

Review View Add-Ins. ‘WebCenter Content @ Tell me what you want to do... Brown, Margaret (ICT Skills) £ Share

B 5 B 85 B i (A O 2™ s s
= &7 3 &

" /| Use Timings
T From Present Custom Slide | SetUp  Hide Rehearse Record Slide
Beginning Current Slide  Online~  Show SlideShow Slide  Timings  Show~ / Show Media Controls

Start Slide Show Set Up Monitors -~

Figure 10: SlideShowtab

g

/| Use Presenter View

Or select theslide Show icon = from the View icons at the bottom right of the scree
Figure 9, to start from the current slide.

To move through the Slide Show, click the left mouse button or any key on the keyboard.
To go back to previous slides, click the right mouse button and a menbevdisplayed
Choog Previous, to take you back a set of bullets or a slide. You can also usagedJp

and Page Down keys or the arrow keys on the keyboard for navigation during a
presentation. To exit a presentation at any point pressisekey on your keyboard.

!-! Task 9

Run the IT Helpresentatioras a slide show.

Trymoving forward and going back during a presentation using the keyboard.

Changing the Order of Slides

If you would like the slides in an order different to that in which they were created, first
display the slides either iNormal or Slide Sorter view, then choose the slide to be
repositioned and drag it to its new positioRor example, if you would lik&8ide 3 to come
before Slide 2, drag it to betweeri®e 1 and Slide 2

!-! Task 10

Move Jide 3 (Ways to contact lJlto after $ide 4 (Computer Stuff FAQS).
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Inserting New Slides

To insert a new slide betweeagxistingslides simply clickon the slide which will be before
the new slideand thenclick onthe Home tab, Slides group and click on the down arrow
in the bottom half of theNew Slide command to select a suitable layout for your new slide.

!-! Task 11

Insert a new slide after Slide 2. Choose a suitable layout and create the follp
slide:

=

IT Helpdesk

You can use the web to: Opening hours

A Search the Computer Stuff A Weekdays - 8.30am to 9pm

webpages A Weekends - 9am to 6pm

A Search IT and Library Databases
A Find Free Computers

A Find information on using
Eduroam to connect to the
University WiFi

Save your presentation.

Deleting Slides

To delete an existing slide simply view the slideMdrmal or Slide Sorter view. Select the
slideand press théelete keyon the keyboard.

Hiding Slides

If using the same slides for different presentations you may not wish to show all of the
slides, PowerPoint allows you to hide some when running a presentation. To hide a slide,
select the slide ilNormal or Slide Sorter view, then choose theSlide Show tab, Set Up

group and click on thélide Slide command== . The slide will then be hidden and when
viewed inNormal view a "null" sign gappears over the slide number for example if slide 4

has been hiddeit will display likehis®. To ‘unhi de’ a sl ide, repeat

Adding Transition Effects to the Presentation

Transition is the way slides are displayed as they appear on screen. Transition effects can
be the same for all slides or different trsition effects can be added to different slides.

For example, you may want some slides to appear from thehkxfid side of the screen

and others from the righhand side.

You can apply transition effects either individually or to all slides. To appbredht
transition effects to individual slides select a slide from your presentation. Then from the
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Transitions tab, Transition to This Slide group, choose &lide Transitioreffect from the
Gallery(you can see them all if you click on themaicon = at the bottom right corner of
the Gallery),Figure 11. To seea preview of the transition effectlick onit, and the
preview will be shown. To apply the effect, click omapeating until all slides and effects
have been chosen.oTapply the same transitioaffect to all slides, click on th&pply to
All commanc=+*»e To remove a transition effect, choose tiN® Transition option
from the Gallery.

The speed of the effect can also be changed within Transitions tab using the
Transition Speed options Figure 11.

m Note: Some effects can be distracting and can divert attention from the
presentation. It may be appropriate to use a simple effect such as Wipe or Box, and only
use others for one slidéO NOT USEOD MANY EFFECTS!

Advance

Transition options - .
p Apply toAll command  Transition Sound  Speed options Slide options

IT Help Fin-=ntation.pptx - PowerPoint Linalletrakieva O

ations: Slide Show Review View WebCenter Content Q Tellmev.wat you want to di

Figure 11: Transitiongab

!-! Task 12

Try out some of the different effects by previewing on the slides in your presenta
Choose an appropriate transition effect for the presentation you are giving and &
it to all of the slides.

Timing the Slide Show

The delay between the appeararsefthe slides can be timed when setting transition
effects. You can choose to either start on the mouse click which is tlaeiltlsetting, or
after a specific time lapse. To do this, from thansitions tab, Timing group, use the
Advance Slide options to choose how you would like to time the transitions between
slides. If you want to set the same timing for all the slidesh\egdresentation click on the
Apply to All commanc # et

!-! Task 13

Change the time delay between the appearance of the first and the second slide
seconds. Leave the rest of the slides to appear on mouse click.

Run the Slide Show. If you are happy with it save it, amdtifyou can modify the
timing.

Using Sounds

You can also use sound to enhance your presentation. The use of sound throughout the
presentation is not recommended but it can be used for emphasis.
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Note: Not all computers havedequde sound capabilities and this should be
checked prior to the presentation.

To apply sound to a transition effect just click on the slide you want to apply the effect to
and from theTransitions tab, Timing group, click on the&ound drop-down menu.A list

with sound effectswill be displayed and/ou can choose the sound you wakfigure 12.

Click on the sound effect you wish and it will be apptdhis slide ClickApply To All if

you wish the same sound effect to be appliedatbthe slides in your presentation.

. ]
&y Sound: [Mo Sound] = | Adwance Slide
© Duratiof [Ma Sound]

=.ﬂ] Lpply Td [Stop Previous Sound]

E Appl

Crrum Roll

Ezplosion

Hammer

Laser

Push

Suction

Typewriter

Woltage

Whoosh

Wind

Cther Sound...
Loop Until Mext Sound

Figure 12: Sound menu on th&ransitions tab

!-! Task 14

Experiment with some of the sound effects available. Apply a sound effect to the|
Slide. Save the presentation. Preview the Slide Show with the new effects.

Adding Animation Effects to the Presentation

Animation effects are another way of enhancing a PowerPoint presentation by focusing

the audience and emphasising important points. Animation is the way that
text/graphics/charts on a slideappear and are viewed during the running of the
presentation. For example, when a bulleted list is used, it can be built up during the

display with different animabn effects.The choice of animation effect is very important

as some of the effects are not suitable for displaying all information typesxafople,

“filny does not work well with diagrams. Anir
introduce a new eea on the slide or to control the flow of information.

To apply animation effectselect a slide from th&lidenavigationpaneon the left hand
sideand click on an objedfplaceholder, PictureSmartArt graphic, etayithin the slide.
Then go to the Animations tab. The Animation effects will be displayedFigure 13.
Chocwse ananimationeffect from the gallery by clicking on. iTo display the entire gallery
click on themoreicon = in the bottom right hand corneof the Animations group. A list
of available types of effects will appear. Choose an appropriate type of effect
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Preview Animation effects Add Animation Animation Pane Reorder Animation

HS 0B =+ N i Poi ra s Lina Petrakieva B - u]

File Home  Inset  Design  Transitions View  WebCenter Content For nat Q Tell me what you want to do £, share

“ir -I* &M Animation Pane Reorder Animation
b & w 14 *

Preview None Appear Fade Fly In Float In split - Add
- Animation -

Figure 13: Animation tab displaying options

When youmove your mouse over arlick onan effect it will give you greview. If you do
not see one that is suitable try thore options at the bottom of the gallery list, there
are more effects for each categorylid® on for exampleMore Entrance Effects ... to see
the full list of Entranceeffects Figure 14. They are groupedby Basic, Subtle, Moderate
and Exciting categoriesRest the cursoon the one you want and you will see a preview.
Once you are happy with your choice cliik. The selected effect witle applied.

Change Entrance Effect =
Basic o
Sk Box Zk Checkerboard
Sk Cirde Sk Diamond
#: Dissolve In FFyIn |
Sk PeekIn Sk Plus 1

o | Sk Random Bars e spit
Sy strips T Wedge
Sk wheel Sk Wipe
Subtle M
X Expand ¥ Fade
# swivel # Zoom
Moderate
¥ Basic Zoom ¥ Center Revalve
¥ Float Down ¥ FloatUp i
Preview Effect

Figure 14: Change Entranciffectlist

!-! Task 15

Go to Slide 4 and click on the picture. Apply Animation usingetiteance, Appeal
effect.

Save the presentation.

Some effects have further options which become available wtien effect has been
chosen. To view further options for a particular effectick on the Effects Option
command,Animation group to display theavailable optionslIf for example you have a
Smart Art diagram in one of the slides you could chooseEffexts Option of applying
animation to tre diagramOne by One or All At Once.

.a Note: Too many effects are distracting and detract frdme presentation content.
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!-! Task 16

Experiment with diierent animation effects. Try some from the Subtle, Moderate 4
Exciting categories.

Look at the Effects Options for some of those chosen.

Applying Effects to more than one object

The Animation Painter *#nmatenpainter: command within theAdvanced Animation group in
the Animation tab will allow you to copy an animation effect from one object and apply it
to another. Todo thisclick on the objectthat has the effect already applieand the
Animation Painter command will become active. Click on the command @aah click on

the next object/placeholder you would like to apply that particular effect to.

You can apply the same effact multiple objects To do tlis, click on the object that has
an animation effectappliedand then double click on thAnimation Painter command.
Then dick on the other objects that you would like this effect appliedTo.stop copying
the animation effet click again on th@nimation Painter to switch it off or presshe Esc
key on the keyboard.

!-! Task 17

Choose suitable animation for the slide titles and apply it to all the titlésarslides
in your presentation using the Animation Painter. Add the same effect to your n
on the Title slide

Save the presentation.
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Removing Animation Effects

If you find you have added animation effects to a slide and then want to remove them
you can do this by clicking on th&nimation Pane #wmw=: command within the
Advanced Animation group. This pane will be displayed the right hand side of the
screen Figure 15.

ion Pane ¥ X
e — o ReOrder buttons to move up o
1% Youcanuset.. []] dOWn
2% Searchthe Co.. [0 [+
PR| start On Chick
s With revious o Animation Pane-selected
© Stan After Brevious animation dropdown menu

Effect Ophions...
Timing...
Hide Advanced Timeline

Remove

Seconds~ <[0] « 2]»

g - i + 75% B

Figure 15: Animationpane

The @mne will display any animation effects thaiu have added to the slides in numerical
order. If you wish to delete any of thesdfects, click on thedrop-down menu of that
particular effect and choosRemove. The effect will be removed.

!-! Task 18

Remove the animation effect from the picture.

Save the presentation.

Timing the Animation Effects

When you choose an animatiaffect for an object(s) on your slide you can also choose
when you would like that object(s) to appearhis can be configured using tiTéming
section of theAnimations tab, Figure 16. You can choose to have an effect appear
click, with previous object orafter previous object. You can also choose an exact timing
using theDuration and Delay timing options. To do thiglick on the animatedbject and

the options within theTimings section will become active enabling you to ose the
timing option you wishlf you select after previous object you will be able to choose a
specific timedelay:.
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b Start On Click ~  Reorder Animation
& Duration:  00.50
B Delay: 00.00 T ¥ Move Later

Figure 16: Timing group othe Animations tab

Note: Timing can also be applied using the Animatiosuse.

Yau can also rerder animations using th®eorder Animation options in the Timing

group. To do this select the animation you wish to reorder and click onvidse Earlier

command § up arrow) orMove Later command ¢ down arrow) until it is in theosition

you wish.You can also use tinimation Pane and theRe-Order arrows at the bottom to
rearrange your animation effects.

!-! Task 19

On the Title slide change the subtitle to appear 5 seconds after the title.

Choose all other slide effects to appear with previous.

Preview the presntation. Reorder any effects that require it. Make any fil
adjustments. Save the presentation.

Animation Sound Effects

You can also add a sound to an animation effect usingAthienationpane. This can be
done once you have addeah animation effect to a slide. Then open the Animatiame
from the Animations tab, Advanced Animation group. The list of effects for a particular
slide will be displayed. Click on the downward arrowat the end of specific effect you
want to add soundo. A dropdown menu will appear. Choo%éfect Options ... from this
menu. A dialogue box witthe effect options will appearFigure 17. From the sound
drop-down menu choose the sound effect you want.

FlyIn -2 ==

Effect | Timing | Text Animation
Settings

Direction:

Smooth stark:

Smooth end: |_J 0 sec

Bounce end: |_J 0sec
Enhancements

Sound; [Mo Sound] |z|

After animation: | Don't Dim |z|

Animate text: Al at once

Figure 17: Effect Options dialogue box

Create Hyperlinks in a Presentation

PowerPointallows you to create hyperlinks in slides similar to the ones used in web
pages. These hyperlinks can then be used to start external programs, to play a video, to
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open a veb page or to open another slide from this, or even from a different
presentation.

If you wish to create a hyperlink to a web page in yprgsentation,select the slide that
you wish to create the hyperlink on. Select the text/graphic/picture on the shdéeyou
would like to use as the link and then from theert tab, Links group, selecHyperlink.
Alternatively right mouse click on the text/graphic/picture and from the did@wn
menu choose thélyperlink option. Thelnsert Hyperlink dialogue box wilbe displayedas
shown inFigure 18. If you have chosen text as your hyperlioliject, the text will be
displayed in theText to display field of the dialogue box. If you have chosen a
graphic/picture, this will be greyed out. fjlg theWeb Address of the location you wish to
link to in theAddress field of the dialogue box.

Insert Hyperlink @
Link to: Text to display: | webpage ScreenTip...
iC] Lookin: tutor04 3 Q=
Existing File or
Web Page 1IcT Bookmark...
Current 4
= Folder
8]
Place in This
Documen it Browsed
Pages
Create New Recent
Document Files
Address: http: fwww.gcu. ac.ukfstudent/computerstuff |z|
E-mail Address

Figure 18: Insert Hyperlinkdialogue box

!-! Task 20

Create a new slide at the end of the presentation. Type in the title the following:

Summary of IT Help

Then in the mainantent placeholder type the following information:
9 IT Helpdesk
Computer Stuff FAQ’s webpage
i The Campus Life Desk

Create a hyperlink on the wordvebpageto go to the following web address
http://www.qgcu.ac.uk/student/computerstuff

Preview the presentation and try to use the hyperlink you have created. Savs
presentation.

Selecting an Appropriate Slide Theme

PowerPoint allows you to use a specific Theme ([ga}ifor your presentation with pre
designed formats, backgrounds, fonts and colour schemes. Selecting different tiagines
change the appearance of all the slides in the presentaipdefault To choose a theme,
from the Design tab, Themes group choosea theme from the Gallery (you can see them
all if you click on thanore icon = at the bottom right corner of the Gallery). You can
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preview the theme by resting the cursor on it. To select a theme, click on it. Thagpphl
the theme to all slides.

HS- OB = IT Help Presentation.ppbx - PowerPaint Lina Petrakieva  FHI

File Home Insert Design Transitions Animations Slide Show Review View ‘WebCenter Content Q Tell me what you want to do

Yo | =EIE

Size ~ Ea:kground Ideas
Themes . ¥ajants | Customize Designer ~

Aa

Aa

Figure 19: The Design tab

Note: If you wish to apply a particular theme to one slide only right click on the
theme you have chosen. This will open a menu and you can Seppty to Selected
Slides.

!-! Task 21

Select an appropriate theme for your presentation, taking into accourg
information being supplied and the audience the presentation is aimed at.

Save the presentation.

Changing the Theme Colour, Fonts and Background Style

You can change the colour scheme on all slides or on a particular slide to emphasise a
point or the information being presented. To do this, click on tin@re command = in

the Variants group within theDesign tab. ChooseColors from the drop down menu,His

will display a gallery of theme colours. To preview the colours just position the cursor on
the colour. To change the theme colour click on the one you want. If you wish to apply a
particular theme colour to one slide only, sdl¢icat slide from the Slid@avigation @ne

on the left andthen right click on the colour theme you have chosen. This will open a
menu and you can sele@pply to Selected Slides.

From theDesign tab you can also change the background style of the &ljdelicking on
the Variants groupmore command = and choosin®ackground Styles @ szsaraund stves ~ from
the drop down menu, lsoose another style from the gallery which will be displayed.

You can also modify the fonts used in the theme and apply these changes to albslides
to a particular slide using th€onts [f"s~ options from the Variants group, more
command = and applying them in the same way.

!-! Task 22

Go to Slide 2 and choose a different background for that slide to emphasise it.

Numbering Slides

You can add numbers to the slides created. Go toltlsert tab, Text group and click on
the Slide Number - command TheHeader and Footer dialogue box will be displayed
with the Slide tab showing by default. Check tiStide number option and theDon’t show
on the title slide option, Figure 20. Then click on thapply to All button.
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Header and Footer @
Slide | Notes and Handouts

Include on slide Apply to Al
[ pate and time
(@ Update automatically
English (U.K.) Western

Fixed
20/09/2011

[¥] slide number
Dﬁooter '

Figure 20: Header and Footer Slidetab dialogue box

!-! Task 23

PlaceSlide numbers on your presentation without showing the slide number on
Title slide. Preview and save your presentation.

Producing Speaker Notes and Handouts

Notes can be added when creating slides by entering the required text iNdtes box at

the bottom of the screen below the slide itselh& notes will not be visible when running

the slide show. However, speaker notes can be printed which include a smaller version of
the slide as well as the notes added. These can be used to remember key points during a
presentation.

To view the Notes pandick on the Notes comand at the bottom of the slideFigure 21.

Note: The notes will only be available as printouts with the printed slides

WAYSTO CONTACT IT

+ Email
« Use your University email account for easy identification and response

* Phone

* My Service

Notes command

Figure 21: Notes command
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!-! Task 24

Add speaker notes to the first slide providing information on your Programme n
and duration.

Printing Handouts and Speaker Notes

To access the print settings, click on #ike tab and click on th@rint option. You will see
a Print Preview of the slides in the presentatiorOptionsto modify some of the settings
will be displayedFigure 22.

Print
=

= Copies: 1 - I Full Page Slides -
Print Print 1 slide per page
Print Layout
Printer 0 ] |
@ GCU-Menc on STUDPRINT2 Full Page Slides Notes Pages Outline
-’:” Read M Handouts
Settings 1 Slide 2 Slides 3 Slides
Print All Slides J
E - s o
Print entire presentation 4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal
Slides: J
Full Page Slides - 4 Slides Vertical 6 Slides Vertical 9 Slides Vertical
Print 1 slide per page Frame Slides
J Print on Both Sides - Scale to Fit Paper
Flip pages on long edge High Quality
. Collated
1= = P v
E Grayscale o

et Heder 2 00ter 46— Header and footer options

Figure 22: Print optionsand Print Layout options

To print the speaker notes click @he Full Page Slides drop down arrowa dropdown
menu with options will be displayeéligure 22. You can then choodé¥otes Pages.

!-! Task 25

Choose to print Speaker Notes from the Print Layout and see the Print Prg
displayed.

.u Note: Do not print unnecessarily.

You can add data to the different sections of thantout of your presentation, for
example, you could add your name as a header. To do this, click ddithideader and
Footer link at the bottom of thePrint menu. TheHeader and Footer dialogue X, Figure

23 will openwith the Notes and Handouts tab displayed. ldader andFooter datacan be
inserted as appropriateCheck the box beside the option you wish and insert the data.
Once you have added the information click twe Apply to All button to finish.
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Figure 23: Header and Footer Notes and Handouts tab dialogue box

!-! Task 26

Add the Presentatio title as a header to your presentation.

When printing handouts (more than one slide on a page) sometimes it is bettdratage
the orientation of the page you are ipting to use the space better (for example if
printing 4 slides per page handout3)o do this, choose one of the Handout options from
the Full Page Slides drop-down menu. When this is chosen th@rientation option will
become visible. Choose eithRertrait or Landscape from the drop-down menu.

If you are using a scheme with a dark background in your presentation it will use up a lot
of ink/toner if you print in colour. You can choose to print greyscale or black and white to
save on ink/toner. To do thislick on theGrayscale option from the Print options A
drop-down menu will appear to the side and from there you can choose if you want to
print in colour, greyscale or just black and white.

!-! Task 27

Choose to print handouts and check on the Print Preview displayed how the diff
settings will affect the printout.

Save your presentation and close PowerPoint.
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