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Introduction
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Types of Toolbars
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Formatting toolbar
The Formatting toolbar, located beneath the Standard toolbar bar, or possible to the side of it, has buttons for

various formatting operations like changing text size or style, changing alignment, formatting bullets, and
animation.
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Selecting a Slide Design

: Slide Design *

You can select a slide design of

=l Design Templates

the slide(s) in your presentation.  Coorschenes
Click the Format menu and click B
Slide Design. e

You see will see the Slide

Design window on the left. |

The current slide design is white.

Scroll left bar to view all the slide
designs available.

Right click on the slide design
you prefer to select on which
slides you want to apply design
to.




Add Text

*Click the Click to add title

box on the slide.

The cursor will be
blinking Iin the middle of

the text box. Click to add title
*Type: The Life Cycle of a Click to add subitle
Frog

*Repeat the first 2 steps
above on the add a

subtitle box.
eType:Your Name



Format Text on a Slide

You can change how text looks on a
slide.

Move the cursor behind the last letter of
the title.

Click the mouse button.

Click and drag the cursor across the title.

Let go of the mouse button.
The text will be selected.

Click the Font pull-down menu on the
Formatting toolbar and click on the new
font.

Click the Size pull-down menu on the
Formatting toolbar and click 60.
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Saving Your PowerPoint

Save As
Save in: u'] My Dacuments
A dMﬂ; Music

Lﬁ ﬁrﬂ\; Pictures

My Recent

Documents
-
Deskbop

My Dacuments
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|

3

My Computer

l& File name: — The Life Cycle of a Frog|
My hekwark

Places | 2ave 35 IYPE! Presentation

dd

TET

¥ Cancel

v Save

1. Click the File menu and
click Save As.

2. You will see the Save As
window.

3. The File name field shows
the title of the presentation.

4. Click the Save button.

5. The Presentation is saved.

***|F you want to post your PowerPoint in
your webpage you must save as type:
PowerPoint Show



Add a Slide

You can add a new slide to a presentation.
Click the INSERT menu and click new slide.

e =

5] fle Edt Wew [nsert Format Tooks  SigeShow Window Help  Adobe FOF
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You will see a new slide with the same layout
as the previous slide. Click to add fitle

Add about 5 slides.




* You can change the
slide layout to remove T
the text fields. =
* You will see the Slide “ = |[=]=
Layout task pane on BT
the right.
* Click the blank slide = = Il.c.
layout in the Content -
Layouts area. =l 2l | s SN

Terxtk and Combent Layoults




____Change Background Color____

 You can change the
background of the slides Background Fil [ ooy oA ]
in your presentation. et st =
 Click the Format menu Dt-jv
and click Background. T o oo mptics e master

* You see will see the — —
Background window. Beckground i oy oA

¥ Title of Slide  aoly |
= Bullet text

* The current color is white. = Ll o=

e Click the pull-down menu g |
and click More colors il ECCLEET

| More Colors. ..

I Fill EfFfects. ..




Search For:

Search in:

Al collections
Results should be:
&l media File tvpes
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How to add Clip Art

You can add clip art to
a slide.

Click the insert menu,
click picture, and click
clip art.

You will see the clip art
task pane.

Click the Search for

fle
Ty

d.

ne frog.

Click the go button.



2 Clip Ark -
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Search For:
frog =
Search in:
all colleckions -
Resulks should be:
all mmedia File bwpes St
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(2] organize clips. ..
E}J. Zlip arkt an OfFfice Cnline
iﬁl Tip= For Finding clip=s

* Click and drag the scroll bar in the task
pane to find the picture you want to use.

Click the frog image you want to use.

mﬁ.ﬁb
u%sc.ﬁ‘
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» The clip art will be added to the slide.

*You will see the frog clip art in the middle
of the slide.



Move Clip Art

*You can move the
clip art.

Click and drag the
frog to the top of the
slide.

Let go of the mouse
button.

*The clip art will be
moved.

Resize Clip Art

*You can change the
size of clip art.

Move the cursor over
of the corner handles
on the clip art.

Drag away from the
center of the clip art
to make it larger.

Let go of the mouse
button.

*The clip art will be
the new size.



Move Between Slides

S outline Y slides . X

 You can move between slides ===
as you are working. e
e Click slide 1 on the slides tab. =
* You will see slide 1.
""" 5




Add a Slide Transition

: Slide Transition - o

You can add transitions between the

Apply to selected slides:

slides in a presentation. —

Blinds Vertical

Box In

Click the Slide Show menu and click

Checkerboard Across
Checkerboard Down

Slide Transition. Credbome?

Comb Vertical

You will see the Slide Transition task

pane. oo

Scroll through the list of transitions and =~ =™

click the transition you want to use. e i
You will see a preview of the transition - f“ %
on the slide.  ron mase ok

Automatically after

Click the Apply to All Slide button.\ —

This will add the transition to every [opl to aa sicis |
- |EI Slide Show

slide in the presentation. TR—




Run a Slide Show

You can view the

presentation as a slide show.

Click the Slide Show menu
and click View Show.

You will see the first slide.

Click the mouse button to
move to slide 2

Click again to move on.

Press the ESC key on the
keyboard to exit the slide
show.

Click the File menu and click
Save.

***|F you want to post your
PowerPoint in your webpage
you must save as type:
PowerPoint Show

& Microsoft PowerPaint - [How:to Create Your, Own PowerPaint Presentation]
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Add a Hyperlink

You can add hyperlink to link to Web page.

Gq to the Slide Show menu, choose Action Buttons, and
select the Information button.

Slide Show | Window  Help

&l View Show F5 IE A4 i il 93% - | @ E
Set Up Show...
| Action Buttons 2 | """"""
=% Animation Schemes... % _ .
Move the Cursor Over 531- Custom Animation... Ctm Rl mat||:|r1|
CrOSShaIr. i Shde Transition... d a H

Click and drag to draw the button on the slide.

4',



Custom Animation

You can animate the entry of objects on a
slide.

Click slide 3 In the Slides tab.

Go to the Slide Show menu and choose
Custom Animation. s shou| Wodow e

.g:.} Slide Transition...

You will see the Custom Anlmatlon task
pane on the right.




Congratulations!!!!

You have completed a
PowerPoint Presentation.
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