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Opening and Viewing Presentations

FIRST STEPS WITH PRESENTATIONS

Opening PowerPoint

e Click on the Start button (bottom-left of your screen). From the popup menu
displayed click on All Programs. Click on a submenu option called Microsoft
Office. Finally click on Microsoft Office PowerPoint 2007.

All Programs B

14 start @ PowerPaint

NOTE: The location of the PowerPoint option may vary slightly from one computer to
another, but with a little searching around you should be able to find it!

Clicking on the PowerPoint option will load the PowerPoint program from your hard
disk into your computer memory (RAM— Random Access Memory).

Your screen will look something like this.

SAMPLE
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Clipboard = Slides_ Il Fant n Paragraph ol Drawing <l Editing |

Click to add title

R oy o e

[ Click to add notes

‘Slide 1o0f1 | “Office Theme™ | English (US) |

Opening a presentation

e To open afile, click on the Office Button (top-left of your screen) and then select
the Open command.

TIP: A shortcut to open a file is Ctrl+O.

You will see the Open dialog box displayed. Nomally it will display the contents of a
folder called My Documents.
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Loak in: (5} My Dacuments
5 My Recent 15 Cyherlink
Dacuments | =) imstantCDDYD
[} Deskiop My Data Sources
| My eBocks
=y My =) My Music
|"J Docurnents d ¥ X
e .ﬂ My Pictures
[y . "
_J e I My Practice Files
N IL5) My PSP Files
“l PI:cei war LMy Received Files
)My Skype Conkert

e You need to navigate to the folder containing your sample workbook files.

e Selecta file called Computer Parts. Open this file. Your screen should now look
like this.

Click ta add notes

Tilel 909  “Woguse | Enghuh 5] THE

Navigating between slides

o« “Tomove to the nextslide press the Page Down key. Press the Page Up keyito
displaythe previous slide.

lfyou prefer using the'mouse click on the Next Slide or Previous'Slide controls
located at the bottom of the vertical scroll bar.
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Click Up

or Down

e T

e To display a particular slide, use the scroll bars to display the slide thumbnails
(displayed down the left side of the screen) and then click on the thumbnail.

e Experiment with displaying different slides.
e Before continuing, return to the first slide.

Using the Zoom tool

e The Zoom controls are displayed at the bottom-right of your screen. You can use
the horizontal slider control to setthe zoom level. The larger the zoom level the
greater the slide will be magnified on your screen.

e |If you click on the Zoom percentage figure (70%in the illustration), you will see the
Zoom dialog box. This allows you to select a range of preset options, or to set an
exact zoom percentage.

L 04 J [ Cancel
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Changing PowerPoint views
e There are aset of view buttons in the Status bar at the bottom of your screen.

EEE

(=
e NORMAL VIEW:

The first view icon is called the Normal view. This is the view you normally work in.
You see the slide thumbnails displayed to the left and the selected slide displayed to
the right.

og
e Slide Sorter view: =9
Click on this icon and the screen will change as illustrated. This view allows you to

easily rearrange the order of slides within a presentation.

Experiment with rearranging the order of the slides. To do this, select a slide in
Slide Sorter view. Press the mouse button down and while keeping it depressed
down move the mouse pointer to a gap between two otherslides. When you release
the mouse button the slides will have changed position within the presentation.
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e Slide Show View: E
Select the firstslide within the presentation and then click on this icon. The slide will
be displayed as a slide show and fill the whole screen. Click on the mouse button to
advance through the slide show. To stop the slide show at any point, press the Esc
key.

Cheltenham Courseware

The Parts of a Computer

e Before continuing, make sure that you are displaying the presentation in Normal
view.

Using Help
e To displaythe Help windows click on the Microsoft Office PowerPoint Help button
at the top-right of the screen.

TIP: To display the Help windows you can press the F1 keyboard shortcut.

This will display the PowerPoint Help window.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



PowerPoint 2007 Foundation - Page 12

€ PowerPoint Help g
e ROMN AME R g
:v M Search -

ﬁ Mot connected. To see additional and updated content from Office Online .
dick here.

CE my

PowerPoint | B
Help and How-to
Browse PowerPoint Help
What's new Getting help
Activating PowerPoint Customizing =
File management Creating a presentation
Format slides or presentations Wirking with graphics and charts
Using terplites sl mastine Deliver, di_sh'ibute, or publish a |
presentation =%
Creating support materials Enhance visual impact
Arimation Effects Add multimedia
Import content from other Import content from other
applications PowerPoint versions
PV S— Review and add comments to a
presentation
Saving and printing Collaboration
sl
=

ey

£ || 111l >

entation, use the Ctrl+S keyboard

select the Save command.
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Closing a presentation
e To close the presentation click on the Microsoft Office button (top-left of your
screen) and then click on the Close command.

@-wau
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Closing PowerPoint
e To close the PowerPoint program, click on the Close icon (top-right) of your screen.

- O X

@

Opening multiple presentations
e Restart PowerPoint.

e You can open more than one PowerPoint presentation at a time. Press Ctrl+O and
open a presentation (it does not matter which one). Then open asecond and then a
third presentation.

Switching between multiple presentations

e The different presentations will each be represented by a button in the Windows
Taskbar across the bottom of your screen. Clicking on a button displays the
presentation represented by that button.

¢ If you have many open presentations, you may see a single button, as illustrated
below. Clicking on the button will display a list of open presentations and you can
click on the one you wish to switch to.

¢ Close all presentations and close PowerPoint.
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Creating a Presentation

Creating a Presentation

Creating a new presentation
e Start PowerPoint. You will see ascreen as illustrated.

—_ Ll 0 preeeaes eyt rrruH Rower o - =Y
EEALET e kit

L RS R T et e »

S [ e o e
R - s E T TN ""l_'"""‘_'"*'_,'_"_".. 1

S il

o et ¢

Click to add title

Click to add subtitle

Chck to add rotes

WME1atT  Ofwr B Engenaril 't

e Most presentations start with a title page and this is what you are viewing on your
screen. Click within the area of the slide displaying the message 'Click to add title'.
You will see a title placeholder outlined, as illustrated below.

e You can now type in a title for your presentation. In this case type in the word
'‘Computers’, as illustrated.
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Computers

Click to add subtitle

¢ Next click within the area of the slide displaying the message 'Click to add a
subtitle'. You will see a subtitle placeholder outlined, as illustrated below.

Computers

L

e Type in your name as a subtitle, in the example illustrated the name David Murray
was entered.

SAMPLE

David Murray
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Inserting a new slide

¢ We have finished creating our title slide, next we need to insert a new slide so that
we can start creating the rest of the presentation. To do this, if necessary, click on
the Home tab, and you will see the New Slide button displayed in the Ribbon.

€ |:= H9-o~ =
Hame | Insert Desic
R o j Layout ~
j "'E Reset

Paste 2 I Mew ]
- Slide ~ « Delete |

' Slides

Clipboard s |

NOTE: There are two parts to this button. Try clicking on the upper part of this
button, i.e. the part that contains an icon picture that represents a new slide (we will
see the effect of clicking on the lower part of this button later).

]

Anew slide is displayed, as illustrated.

Dy e o

L T s

rrrrr

Click to add title

* Click to add text

left of your screen.
n

having two Title' slides in one presentatlon

¢ Click within the area of the slide displaying the instruction 'Click to add title'. Type
in the title for this slide, in this case type in the words 'System Unit".

e Click within the area of the slide displaying the instruction 'Click to add text'. Type
in the text for this slide, in this case type in the words:

The main PCbox which houses the various elements which go together to
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make up the PC.

Press the Enter keyto drop you down to the next line. Notice that a bullet pointis
automatically inserted for you. Type in the following information to make up the
second bullet point.

Contains items such as the computer memory, hard disk and DvVD drives.

Your slide will now look like this.

System Unit

* The main PC box which houses the various
elements which go together to make up the
PC.

* Contains items such as the computer memory,
hard disk and DVD drives.

This slide is now complete and you can insert your next slide. Create the following
slides within your presentation.

System or Mother board

= Contained within your system unit

* The CPU is normally housed on your system
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© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



PowerPoint 2007 Foundation - Page 19

Screen

« TV type screen on which you view your
programs. They are supplied in different sizes,
common sizes range from 15" to 21" screens.

* Poor quality or badly maintained monitors can
harm your eyesight.

Memory (RAM)

* RAM (Random Access Memory)

* |s where the operating system is loaded to
when you switch on your computer and also
where your applications are copied to when
you start an application, such as a word

processor or database program.

AMPLE
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Keyboard

« Allows you to type information into the
computer

Mouse

* Used to select drop down menus, to point and
click on items, to select items and to drag and
drop items from one place to another

processor, games etc) and your data.

* Hard disks are installed within the system unit
of your computer.
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Undo and Redo

e When creating or editing a PowerPoint presentation always remember that if you
make a mistake, in most cases you can click on the Undo icon and undo the
mistake. The Undo icon is displayed at the top-left of your screen.

e Try selecting a word within a slide and then pressing the Del keyto delete it. Then
click on the Undo icon to undo the deletion.

-

NOTE: You cannot undo a mistake after you have saved and closed a file.

TIP: As well as Undo there is a Repeat icon to repeat the last action for you.

Y

Saving a presentation

¢ You have created your first presentation. You now need to save this presentation to
your hard disk. To do this click on the Save icon towards the top-left of your screen.

r"‘;ﬁ |;'d M) =
wll f
e’ Home Insert Desig

= 55| Layout ~

——l =F | 3 Reset

Paste Mew

Slide = *- Delete

Clipboard = Slides

¢ You will see the Save As dialog box displayed, similarto theillustration below.
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| Samsung PC Studio
JSamsung PC Studio 3
LSymantes

Saveim | (L) My Documents ¥ @ @& Xom-
(M Recert | cyberlink {5 My Sharing Falders
Documents | | inekantCOOVD
() Daskeop | & My Data Sources
My eBocks
(1vs ] My d Iy Music
xc < ;f]l"'ly Picbures
I | Sy
v s
Hm’:"“ My Received Fles
—JMy Skype Conbent
—IMy Skype Pichres
_5My Videos
My weh Skes
INeroVision
IPinnacla Studio

File name:

Compubers. ppkx

5ave &5 LYPe! | powerpoink Presentation (.pptx)

Taal

navigate to the folder containing your sample

Click on the Down arrow to the right of the Save in section of the dialog boxand

files.

Notice that the file name suggested by PowerPointin the File name section of the

dialog boxis Computers. This name is taken from the title you typed into your first
slide. Click on the Save button to save the presentation to your disk.

TIP: Now that you have nhamed your presentation, in future clicking on the Save icon

will not ask you for a file name, but will autom
overwrite the contents of the version of the pr
disk.

atically use the existing file name and
esentation that you have saved on

Saving a presentation using a different name

a differentfile
o] optio ispl

4
¢ 7 Open

ke -
|E Save As | k|

Sometimes you may like to have different versions of a presentation saved on disk.

onthe Office B
the Save As on.
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TIP: If you look closely atthe Save As button, itis made up of two components. The
disk icon and the words Save As make up one part, while the right pointing arrow
makes up the other part. Be sure to click on the disk icon for now. This will display
the Save As dialog box. Within the FHle name section of the dialog box, enter a new
name such as My First Presentation. Click on the Save button to save the
presentation.

You now have two copies of the presentation saved to disk. The firstone is saved

as afile called Computers, while the second copyis saved as a file called My Frst
Presentation.

Close your presentation and close PowerPoint.

Manipulating Slides

Inserting slides with a particular slide layout

Start PowerPoint and open the presentation called Manipulating Slides.
Display the last slide within the presentation.

Click on the bottom part of the New Slide button (the part displaying the text New
Slide).

L-J.‘ 'H -0 *

— Home Insert Desic
= & 25| Layout ~
—] EE| g Reset

Paste Mew ]
- J || siide - % Delete
Chpboard T Slides

This will displaya drop down allowing you to selectthetype of slide layout that you
wish to'insert./Select the Twa Content option as illustrated.
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== l.l Manipul
| Home [ Insert  Design  Animations  SlideShow |

| . ;. 5] Layout | 'j__';ﬁh‘ ‘:E

=| Reset
Pa!.t: ;aDelete |-H ity o gt PR RS ﬁl'”E

" Mew
3\’ Slide =
Clipboard 1= Office Theme

h._nl

.......................

- Cewar ek et
sl o i
e
e e e

Title Slide Title and Content Section Header
i
_____ gy G | g e
e = =la || | Sfe | Sl |
Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

T
[ ——

Duplicate Selected Slides
Slides from Cutline...

_uf i [;:Ll

Reuse Slides...

e Your screen will now look like this:

@ - huanipudahag Shdes pete - Microsstt PowerPat -
_nn-|mnun_hwmmmmw Uu
W) (e
ww -

SSgel0Oril  OMiceTheme™ 35 Engih(US]
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¢ Click within the title area of the slide and insert the following title.

Laptop Computers

e Click within the left 'Add text' area and add the following text.
All the computer components are contained within a single unit.

e Click within the right 'Add text' area and add the following three lines of text.
Portable

Flexible
Normally more expensive than desktop computers

Modifying the slide layout
o Displaythe slide displaying information about the Keyboard.
e Within the Home tab, click on the Layout button.

&
5
G

I Home I Insert Design

[y (=) Erens)
S .

E Reset
Paste aw
| - J Slide ~ % Delete
_'Chpbua!d 'T- Slides '_

She d‘rop o\pt OMM
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A E_";E i Manipulating Slides.
toa

| Home I Insert Design Animations Slide Show Review Vi
[ =) 5 SR S = =
] S A= TE
) Ee Office Theme -
Paste New
| - || sidge-
Ciipboard [ ||

Y
S

Title Slide Title and Content

Twao Content Comparison Title Only

Blank Content with Picture with
Caption Caption

The layout will change as illustrated.

Keyboard

+ Allows you To type + Click to add text
information into the
computer

. ithi ight han aaI add more tL E

Many different types of keyboard are now available.

Changing the background color on the active slide
e Make sure that the slide relating to the keyboard is displayed.

e Click on the Design tab and then click on the Background Dialog Box Launcher
button.
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- 5 X
@
‘ n Colors - |
&'ﬂ Background Styles =
- @ Fonts = :
= [O]Eftects i - i |
L Click Here =

This will display the Format Background dialog box.

Format Background

[—

e | Fin

Picture {*) solid fill

) Gradient fill

) Picture or texture fil
[] Hide background graphics

Transparency: li

Click on the down arrow to the right of the Color section. This will display a drop

[ ]
down from which you can select a color. Select a light blue color.

Format Background

Fill
() solid fi

Standard Colors
HE AEEEER

More Colors...

e Click on the Close button.
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e As you can see from looking at the left of your screen, this color has only been
applied to the active slide.

e Scroll up and down through your presentation to confirm that only the slide relating
to the Keyboard has a light blue background.

Changing background color on all the slides within a
presentation

e Click on the Design tab and then click on the Background Dialog Box Launcher
button.

This will display the Format Background dialog box.
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Format Background

=

Fill

Picture (& solid fill

() Gradient fill

{3 Picture or texture fil

[] Hide background graphics

Transparency': ]7

e Click on the down arrow to the right of the Color section. This will display a drop
down from which you can select a color. This time select a light red color.

Format Backaround

SRS | Fil

Picture | | (&) solid fill

() Gradient fil

) Picture or texture fil

[] Hide background graphics

Color: Oy -

Irans‘.pal Automatic l§|
Theme Colors

e Click on the Close button to close the dialog box. As you can see from looking at the
left of your screen all the slides now have a light red background.
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= Lt o e S s e, i el
A - —

e Save your changes and close the presentation.

Themes

Applying a theme to a presentation

e Open a presentation called Designs.

e Click on the Design Tab.

e Click on the down arrow to the right of the Themes section.

(=N o R . I Designs.ppix - Microsoft PowerPaint
T ———

Home Insert | Dresign | Animations Slide Show Review View Developer

Aa

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



PowerPoint 2007 Foundation - Page 31

e

isert | Design Animations Slide Show Review View Developer
All Themes ¥ I
This Presentation o E
Aa ‘ <
LU L L

Maodule
1 L]

. More Themes on Microsoft Office Online...

[ Browsefor Themes...

L_ﬁ Save Current Theme..,

Once you click on a design it will be applied to all your slides, as illustrated.

romut B S v pprks - Mirasolt PowerPaimt
&)

Home  dneedt | Dedige | Animatieny  SideShew B

2 _ =y
poew Uiew  Dersser “
b i i B oy w
. Backgrmun Stybes =
- - ECEEE -
" E w——ve Ren | | bi—ea | NS : ¥
Srm g,...“:,,.- R s = - L EC e Background Graphicy
Fage Seum Themess

Barkguund

The Parts of a Computer

suddenlyloo

luch morl

Experiment with applying other designs to your presentation slides.

Text Boxes (Placeholders)
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What are Text Boxes (Placeholders)?
Display the first slide within your presentation.
Select the text Cheltenham Courseware and replace it with your name.

Click once on your name and you will see the placeholder for your name, as
illustrated.

¢ David Murray

The Parts of a .Computer

T ———

e Click on the presentation title and you will see the title placeholder, as illustrated.

L
David Murray
®

‘The Parts o a Coi pute

8 O R VN

e These placeholders determine where the text will be displayed on the slide. You can
move or resize any placeholder within a presentation.
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Resizing a Text Box (Placeholder)

Click on the placeholder containing your name. Move the mouse pointer over the
‘handle’ in the middle of the top edge of the placeholder. Press the mouse button
and while keeping it pressed move the mouse pointer up the slide. When you
release the mouse button the placeholder will be resized so thatitis taller. Try
resizing this placeholderso that it is shorter.

Use the same technique on either side of the placeholder to make the placeholder
narrower or wider. In this case you will need to drag the handle on either vertical
side of the place holder.

Try moving the mouse pointer to one of the four placeholder corners and you will be
able to drag to resize the placeholder in two directions at the same time, allowing
you to make the placeholder narrower or wider and also taller or shorter.
Experiment with resizing the placeholder containing the title.

Before continuing resize both placeholders to their approximate original sizes.

Moving a Text Box (Placeholder)

Click on the placeholder containing your name. Move the mouse pointer over the
dotted line representing the placeholder (not over a handle). The shape of the
mouse pointer will change. Press the mouse button and while keeping the button
pressed move the mouse pointer up the screen. When you release the mouse
button the name placeholder will be displayed higher up on your slide.

e Parts of a Computer

Use the same technique to move the title placeholder down and to the left on your
slide.

Save your presentation and close PowerPoint
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Text editing and formatting

Selecting, copying moving, resizing and deleting text

Selecting text

Open a presentation called Manipulating text. Display the second slide displaying
information about the 'System Unit'

To select a word on the slide double click on that word. Try double clicking on the
word 'box'. You will then see this word highlighted indicating that it has been
selected.

7+ The main PChoxwhich 7

houses the various elements

which go together to make up
the PC.

To select a number of words within a paragraph, click before the first word that you
wish to select and hold the Shift key down. While keeping the Shift key pressed
click just after the last word that you wish to select. Release the Shift key and the
text will remain selected, as illustrated. Try this now.

The main PC box which
houses the various elements

which go together to make up
the PC.

To select an entire paragraph, triple click within that paragraph. Try triple/¢licking
within the second paragraph and you will s ee the following.

7. Tt rdain pC bowwHich W T

houses the various elements
which go together to make up
the PC.

Contains items such asthe
computer memory, hard disk
and DVD drives.

—_—————- ] —_—_——-. ——
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Moving text within a slide

Display the slide relating to the Screen.

Select the first bulleted paragraph. Press Ctrl+X to Cut the selected text to the
Clipboard.

Click atthe end of the last bulleted point and press the Enter key to insert a new
bullet point.

Press Ctrl+V to paste the contents of the Clipboard to the insertion point.

Moving text between slides within a presentation or between
presentations

Display the slide with the title 'Hard Disk".

Select the last two bulleted paragraphs. Press Ctrl+X to Cut the selected text to the
Clipboard. Displaythe next slide titled 'Internal Hard Disk".

Click after the bulleted paragraph and press the Enter key.
Press Ctrl+V to paste the contents of the Clipboard to the insertion point.

TIP: You can use the same method to move selected text to a slide within a different
presentation.

Copying text within a slide

Display the slide relating to the Memory.

Select the first bulleted paragraph. Press Ctrl+Cto Copy the selected text to the
Clipboard.

Click atthe end of the last bulleted point and press the Enter key to insert a new
bullet point.

Press Ctrl+V to paste the eentents of the;Clipbeardite,the insertion point.

Copying text between slides within a'presentation or
between presentations

Display the'slide with the title 'System ofMother board'.

Select the last two bulleted paragraphs. Press Ctrl+Cto Copy the selected text to
the Clipboard. Displaythe slide titled 'System Unit".

Click after the last bulleted paragraph and press the Enter key.
Press Ctrl+V to paste the contents of the Clipboard to the insertion point.

TIP: You can use the same method to copy selected text to a slide within a different
presentation.
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Deleting text
e Practice selecting a word, sentence or paragraph and deleting the selected text by
pressing the Del key.

e Save your changes and close the presentation.

Searching Your Presentation

Using Find
e Open a presentation called Fnd and Replace.
e Click the And button, located in the Editing group of the Home tab.

| Find |

a2 Refhace -

g Select =
Editing

TIP: Use the Ctrl+Fkeyboard shortcut to start the Find function.

e The Find dialog boxwill be displayed. Type the word computer into the Find what
box.

Find what:

| u:u:umputer|

locate and select the first instance of
the Fnd Ne e

¢ When you reach the end of the search PowerPoint will display the following dialog
box.
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Microsoft Office PowerPoint

- | ) PowerPoint has finished searching the presentation.

Click on the OK button.
Click on the Close button within the Find dialog box.

Using Replace

Click the Replace button, located in the Editing group of the Home tab.

&4 Find

|E‘a,|= Replace "

b Selek
Editing

TIP: Use the Ctrl+H keyboard shortcut to start the Replace function.

The Replace dialog boxwill be displayed. Type the word computer into the Fnd
what box.

Type the word PC into the Replace with box. The Replace dialog box should now

look like the illustration below.

Click on the And Next button. PowerPoint will locate and select the firstinstance of
the word computer in the presentation. To replace that instance of the word
computer with PC click on the Replace button. Repeat this process to replace all
occurrences of the word computer with PC.

When you reach the end of the search PowerPoint will display the following dialog
box.

Replace

Find what:
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Microsoft Office PowerPoint

L.l
\!:J PowerPoint has finished searching the presentation.

e Click on the OK button.
e Click on the Close button within the Replace dialog box.

e Save your changes and close the presentation.

Font Formatting

Font formatting options
e Open a presentation called Font formatting.
e Selectthe first paragraph of text within the 'System Unit' slide.

e Make sure thatthe Home tab is displayed and you will see the following icons
relating to basic text formatting.

Corbel (Body) - 132 ~ | A" a7 |2
B 7 U abe 8§ 2~ Aa-||A -

Font E

Changing the font type

¢ Selectthe firstparagraph oftext. Click on the down arrow to the right of the Font
section of the Ribbon. This willdisplaya drop down from which you can select the
required font/ Apply the Arial font, as illustrated:
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ra

Corbel PERSNEERNE

Theme Fonts -
T Corbel {Headings)

T Corbel {Body)
All Fonts

’:&' [ S

T hgency

T ALGERIAN

T Wik

B Andale Mono IPA

| T Arial

% Arial Black

B Arial Narrow

% Arial Rounded MT Bold
T Arial Unicode M3

T Baskerville Old Face

T Batada

% Bavhavs 93

T Bell M T

T Berlin 5ans FB

T Berlin $ans FB Demi

i Bernard MT (ondensed -

Changing font size
e Selectthe first paragraph. Click on the down arrow to the right of the Font Size

SExperﬁntwth ying diffe tfoP I E
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i |=l

10
11
41z =
14
16
15
20
22
24
26
28
36
45
72

Increasing or decreasing the font size

e Selectthe text within the slide title. Experiment with using the Increase Font Size
and the Decrease Font Size icons.

A oA

TIP: The shortcut to increase the font size of selected textis Ctrl+]
The shortcut to decrease the fontsize of selected textis Ctrl+[

Be sure that you use the square open and close brackets.

Bold, ltalic or’Underline formatting
e Selectthe title text'and experiment with applying bold, underling and italic formatting.

B I U

TIP: After selecting text clicking on one of these icons applies the effect, while
clicking on the icon a second time removes the effect.

TIP: You can use keyboard shortcuts to format text as bold, italic or underlined.
Bold Ctrl+B

ltalic Ctrl+l
Underlined Ctrl+U
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Strikethrough effects

e Selecta word and experiment with applying strikethrough formatting using the
Strikethrough icon.

abe

Shadow effects

e Selecta word within the last paragraph and experiment with applying Shadow
formatting. You may find this effectis easier to see when combined with Bold
formatting.

s

Character spacing

e Displaythe slide relating to the CPU.

e Selectthe first paragraph.

e Click on the Character Spacing icon. This will display a drop down from which you

select the required type of character spacing. Experiment with applying different
types of character spacing and observe the effects.

- Aa-|[A -

= Very Tight
Tight

v || Mormal

| Loose

VeryLoose

Mlare Spacing...
1

¢ Resetthe character spacing back to 'Nomal' before continuing.

Changing case
e Displaythe slide relating to the mouse.
e Selectthe title text on your slide.
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e Click on the Change Case icon. This will display a drop down from which you can
select how you wish to change the case of the selected text.

e Experiment with applying the different options available and observe the effect of
your changes.

Aav||A -|||=

Sentence case.

lowercase
UPPERCASE
LCapitalize Each Word
tOGGELE cASE

Font color
e Selectthe last paragraph of text within your slide.

e Click on the down arrow to the right of the Font Color icon. This will display a
range of colors that you can applyto the selected text.

Theme Colors

H EE O

Standard Colors
HE EEEERN

1) | More Colors...

o _Experiment with,applying different colors,to entire paragraphs,within your
presentation and also to individual words within a slide:

Clearing all textformatting

e Selecta paragraph oftext that you have previously formatted. €lickson the ClearsAll
Formatting icon and the formatting will be removed.

Aal
2

e Save your changes and close the presentation.
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Paragraph Formatting

Text alignment
e Open a presentation called Paragraph formatting.
e Displaythe second slide. Click within the last paragraph within the slide.

e Experiment with clicking on the alignmenticons to align to the left, to the right and
centering the text. Also examine the effect of the clicking on the Justify button.

Columns

e Displaythe last slide within your presentation.

e Click within the text area and then click on the Columns icon. You will see a drop
down offering you various column formatting choices. Experiment with applying two
then three column formatting to your text.

L
— shapes £
5,:=|T x

One Column

Two Columns

Three Columns

£E | More Columns...

e _If you have time experiment with clicking on the More Columns option which
displays the Columns dialog box.

Numbers |1 &

FS

Spadng: | 0dm b
[ oK l [ Cancel ]

You can use this dialog boxto set the number of columns and the spacing between
the columns.
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Modifying bullet point formatting
e Selectthe three bulleted paragraphs within your lastslide.

e Click on the down arrow to the right of the Bullets icon to display a drop down list

of alternative bullet symbols. Experiment with applying different types of bullets to
the slide.

ErE-FEsE P B |
i

Mone — —

= Bullets and Mumbering...

Using numbering instead of bullet points
¢ Displaythe slide relating to the 'System or Mother board'.
e Selectthe three bulleted paragraphs within this slide.

e Click on the down arrow to the right of the Numbering icon to display a drop down

list of alternative numbering formats. Experiment with applying different types of
lide.

SAMPLE
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MNone

:=  Bullets and Numbering...

Changing the list level

Display the slide relating to the 'Memory'.
Click within the last paragraph within the slide.
Click on the Increase List Level icon.

Your slide will change to look like this.

Memory (RAN

“ RAM/(Random Access Memory)

* |s swhere the operating system is{loaded to when
| you switch onweurcomputer and'also where your
applications are copied to when you start an
application, such as a word processor or database

h program.

As you can see the last paragraph has been indented to the right and the textis
displayed using asmaller font. You can use the Decrease List Level icon to
reverse the effect.
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==

Line spacing
e Displaythe slide relating to the 'Screen’.

e Selectthe two bulleted paragraphs. Click on the Line Spacing icon. This will
display a drop down from which you can modify the line spacing. Experiment with
this applying these effects.

= T

|i| 1.0

1.5

2.0
25
3.0

Line Spacing Options... I

e Save your changes and close the presentation

Using Outline view
e Open a presentation called Outline view.
e Click on the Outline view tab.

'En1.'gqv D .;

Home Insert | Design Animatio

e The screen will now look something like this.
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_) H9-0 = Outfine view,ppix - Microsoft PowerPoint - =5 X
- )
Home Insert Design Animations Slide Show Reewi Developer
[=lx - Colorss || 4 T
o P 22 = Aa t ! rons. | oo sye
Page Slide - e Em—— -u-n- mrmEE i
Selie Orssntstion® S —l Eftacts » Hide Background Graphies
Page Setup Themes Background =
[_ e iJ
‘= The Parts of a Computer
Cheltenham Courseware
:[= System Unit

= The main PC box which houses the various elements
which go together to make up the PC

= Contains items such asthe computer memory, hand disk
and DVD drves.

1@ Systerm or Mother board
= Contamed within your system umit
= The CPU is normally housed on your system board 1 - r -
“Saiawraiat ado ey ke | The Parts of a Computel
or va cal 9 -
*[=] Screen Cheltenham Courseware
= TV type screen on which you view your programs. They
ar!:upphadmdﬂumdrs comman sizes range from
15 1o 217 sereens.
= Poor quality or badly mantained monitors can harm your
eyesight
= CPU
= Ome of the most Important componants within your
computer
Dctﬂmnuhuwl.tymlcunputlml] runand s
s® Memory (RAM)
oR.AM[Ra:ﬂnmAu:esl\.Emnq
= Is where the operating systerm is loaded to when you
switch on your computer and also where your
applications are copied to when you start an appli

such & awond processer of database program. Click to add notes
'= Keyboard
» Allowes you to type information into the computer
L u |
seciws e 5 apmun T e=—org]

The outline view, as the name implies lets you view your presentation as an outline.
You are not distracted by the formatting and layout and can concentrate on the

content and structure of the presentation.
You can add or delete text within the outline view. As an example look at the details

of the 'System Unit' slide in outline view.
Pe ftwng parE
ables plug into f

As you will see the slide displayed this new bulleted paragraph in the normal way.
The additional text is also displayed in the outline.

B System Unit

» The main PC box which houses the various elements
which g0 tagether to make up the PC.

text.

system unit’

TIP: When you are first creating a presentation consider creating the basic structure
using outline view, so that you can concentrate on content and structure of the
presentation. Formatting the presentation, as we have seen is easy and comes
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later. The mostimportant part of any good presentation is the content.

e Experiment with editing words, sentences and paragraphs within outline view.
e Save your changes and close the file.

PowerPoint Notes
e Open a presentation called Notes.

e If you look carefully at your screen you will see a section towards the bottom
displaying the message 'Click to add notes'

Notes View

Click to add notes

English [L.5.) |

You can use this area to add presenter notes to a presentation. These can be used
as memory aids and prompts by the presenter, but are not designed to be seen by
persons viewing the presentation. Add the following notes to the title page.

Slide1 of 9 | “Civic | 5

Remember to point out that these days many people use laptops, where all the
various parts of a computer are housed within a single box.

e Experiment with adding notes to some of the other slides within the presentation
(just make up some information).

e Save your changes and close the presentation.

n the Text Direction
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Horizontal

=
m
0y

>
[':E} Rotate all text 90°

ABC

Rotate all text 2707

B
Stacked
aCke

Uﬁ More Cptions..,

e Selectthe Rotate all text 90° option. Your slide will now look like this.

0O
o
=
o
=
~t
™
-
W

your presentation.
e Save your changes and close the file.

Text alignment within a Text Box (placeholder)

e Open a presentation called Text alignment. This presentation only contains one
slide for you to practice modifying the alignment of text within a Text Box

(placeholder).

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



PowerPoint 2007 Foundation - Page 50

Click within the body text and then click on the Align Text icon (Located within the
Paragraph group of the Home tab). This will display a drop list of options.
Experiment with applying the Top, Middle and Bottom options and observe the
effect.

Middle

Bottom

|_% More Options...

If you have time investigate the options available when you click on the More
Options command. This will display a dialog box allowing additional formatting of
the Text Box (placeholder).

Format Text Effects

Text Fil Text Box
Text Outline Text layout

Outline Style Vertical alignment: | Middle v |
Shadow Text direction: | Horizontal - |
3D Format Autofit

3D Rotation

) Do not Autofit

a—

Wrap text in shape

Columns. ..
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TIP: You can click on the question mark icon at the top-right of the dialog box to
display information about what each of these options does.

PIX

e Save your changes and close the presentation.

Text Autofit

e Open anew blank presentation.

¢ Click within either of the placeholders and type a few paragraphs of text. You will
see that as your text starts to fill the placeholder, by default, PowerPoint will reduce
the size of the font to keep your te xt within the boundary of the placeholder.

¢ Rightclick on your text and from the menu displayed select Format Text Effects.
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o Close the Format Text Effects dialog box by click on the Close button.

¢ Close your presentation withoutsaving your changes.
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Using the Format Painter

Open a presentation called Format painter.

Display the second slide. Select both bulleted paragraphs within this slide and apply
text formatting effects, such as changing the font type, color and size.

Once you have applied these text formatting modifications, select the text that you
have just formatted and then click on the Format Painter icon (contained within the
Clipboard group of the Home tab). The shape of the mouse pointer will change to
that of a paint brush.

0o d 9
— Home

=] &
=} 5 -

Paste Mi
v Sliy

Clipboard ™=

Display another slide within the presentation and then click at the end of a paragraph
and while keeping the mouse button depressed move the mouse pointer up to the
start of the paragraph. When you release the mouse button the text formatting
characteristics of the original paragraph will be applied to the current paragraph.

TIP: If you single click on the Format Painter icon, then the format painting effect of
dragging across a portion of text will only once work once.

If however you double click on the Format Painter icon, the effect will remain active
until you press the Esc key to turn the effect off. You can use this trick to apply the
formatting from one portion of text to many portions of text throughout the
presentation. Try experimenting with using this trick now.

Save your changes and close the presentation.
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Illustrations

Selecting, copying moving, resizing and deleting lllustrations

Selecting an illustration

e Open a presentation called Manipulating illustrations 1. Displaythe secondslide
which contains four illustrations. To select an illustration click on the illustration. For
example click on the Elephant and it will look like this. The eightsmall squares
around the selected border are called 'handles’ and as we will see, they can be used
to re-size the illustration.

e Click on each of the illustration, one by one, to practice selecting illustrations.

TIP: Sometimes you may need to selectmore than one illustration. Click on the
Elephant illustration to selectit. Press the Ctrl key (and keep it held down). Click
on the Monkey illustration and then click on the Bird illustration. Let go of the Ctrl
key. All three illustrations will remain selected, as illustrated. Try this now.

Moving an illustration

e Displaythe slide titled 'Picture’. Selectthe illustration. Move the mouse pointer
over the illustration and press the mouse button (and keep it pressed). Move the
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mouse pointer to a different position on your slide. When you release the mouse
button the illustration will have moved.

Copying an illustration

Select the illustration. Press down the Ctrl key, and keep it depressed. Move the
mouse pointer over the illustration and press the mouse button (and keep it
pressed). Move the mouse pointer to a different position on your slide. When you
release the mouse button and the Ctrl key the illustration will have been copied, as
illustrated.

Deleting an illustration

Select the illustration that you have just copied. Press the Del key and the selected
illustration will be deleted.

Resizing an illustration

Select the illustration. Move the mouse pointer to one of the four corner handles.
Press the mouse button and keep it depressed. Move diagonally outwards from the
centre of the illustration to make the illustration larger, or move towards the centre of
the illustration to make the illustration smaller. When you release the mouse button
the illustration will remain resized.

Stretching ansillustration

Seleetthe illustration.|. Move the mouse pointer to one of the four.handles/atthe
centre of each border. Press the mouse button and keep it depressed.

If you selected a handle on one of the vertical borders move the mouse left or right
to stretch the illustration.
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e If you selected a handle on one of the horizontal borders move the mouse up or
down to stretch the illustration.

TIP: If you accidentally stretch an illustration when you meant to justresize an
image, you can always click on the Undo icon to reverse the accident.

e We have been manipulating a picture illustration. Use the same techniques to
manipulate the illustrations in the rest of the presentation. These illustrations include
Clip Art, Shapes, SmartArt and a chart.

Copying illustrations between presentations

e _Select an illustration withinyour presentation and press Ctrl+C to copy the selected
ilfustration to the Clipboard.

e . Open a presentation called Manipulating illustrations 2.
o Display.the second slide.

e Press Cirl+V 1o paste the illustration that you copied to the Clipboard into this Slide.
You.have now copiedithe illustration from one presentation to another:

e You maywantto reposition and resize the illustration within this slide.

Moving illustrations between presentations

e Displaythe contents of the presentation called
Manipulating illustrations 1.
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e Selectan illustration within your presentation and press Ctrl+X to cut the selected
illustration to the Clipboard.

e Switch to the presentation called Manipulating illustrations 2.
e Displaythe second slide.
e Press Ctrl+V to paste the illustration that you cut to the Clipboard into this Slide.

You may want to reposition and resize the illustration within this slide. You have
now moved the illustration from one presentation to another.

e Save your changes and close the files.

Inserting lllustrations

Inserting lllustrations within PowerPoint

e If you click on the Insert tab you will see an Illustrations group, which allows you to
insert different types of illustration, as shown below.

Home Insert Design Animations .

| E= E '
| Bp] Iy ) =) il.il
Picture Clip Photo Shapes SmartArt Chart
At Album - i

MHustrations

Inserting pictures
e Open a presentation called lllustrations.
o .Display the first slide.

e Click on the Picture icon (contained within the lllustrations group of the Insert tab).
This will displaythe Insert Picture dialog box.

o Youwill probably find that by defaultthe Insert Picture dialog boxis displaying the
contents of a folder called My Pictures.

Insert Picture

Look in: 2} My Pictures

5, My Recent

e Use the controls within the Look in of the dialog to view picture files within the folder
containing your sample files.

e Selecta file called computer desk. Click on the Insert button to insert this picture
into your slide.
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¢ You mayfind that the picture needs to be moved.

e To move a picture, or any other type of illustration, first click on the illustration to
selectit. Then press the mouse button, and while keeping the mouse button
pressed move the mouse pointer on the screen to drag the illustration to the desired
location, as illustrated below.

The Parts ofia Computer

Cheltenham Courseware

ratI to select E

Inserting Clip Art
e Displaythe slide relating to information about the Keyboard.

e Click on the Clip Art icon (contained within the Illustrations group of the Insert
tab). This will displaythe Clip Art side panel to the right of your slide.
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Clip Art v X
Search for:

| | Lse |
Search in:

|.0.II colleckions b |

Results should be:

|53Iected media file byvpes W |

e Inthe Search for section type in the word 'Keyboard'. Click on the Go button and
after a short delay you will see keyboard related clip art displayed in the side panel.

Clip Art * X
Search For:

|keybu:uaru:| | [ Go ]
Search in:

|P.II callections b |

Results should be:

|Selected media file types w |
e i
=

-

P

O\Mplt to find the LnE

an item you wish to insert into the slide, then it will be inserted, as illustrated.
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Keyboard

Allows you to type information into the
computer

e You maywantto re-size the clip art. To do this click on the clip art within the slide
and then click on one of the corner handles that are displayed.

e Press the mouse button and while keeping it pressed, move the mouse away for the
centre of the clip art. The clip art will get bigger. When you release the mouse
button, the clip art will remain resized. To make the clip art smaller, select the clip
art and drag towards the centre of the clip art. Your clip art will then look something

like this.

Allorws you o type Information into the
COMmpuiar

While

on yo

Inserting Shapes

e Displaythe slide relating to the mouse.
¢ Click on the Shapes icon (contained within the lllustrations group of the Insert tab).
This will display a drop down from which you can select the required shape.
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¢ Inthis case selectthe 7-Point star from the Star and Banners section of the drop
down.

L R VR
Stars and Banners

Y 02|03 ) 3 45
E A

ter has changed. Move t
ss the mouse bu a
. across the w
release the mouse button you will see the shape displayed on your screen, as
illustrated.

mouse
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Mouse

Uead o selact drop down menus, (o point
and click on items, to select items and to
drag and drop items from one place to

another

Inserting text into a shape

e Select the shape and click on the shape using the rightmouse button. From the
popup menu displayed select the Edit Text command.

Bring b Fpont
Used to select drop Aotk '
and click on items, 10 sl

drag and drop items fe Sawe a1 Picture.

Codl mt Qolad Tha
another o "

Tage arut Prislinn

Fgrmal Thape...

point Inow WthnIe shape.
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Your shape will now look like this:

Inserting perfect circles or perfect squares

e Displaythe slide relating to the CPU.

¢ Insertan Oval shape (located within the Basic Shapes section of the Shapes drop
down).

Basic Shapes
BEoOAMITLOCTOODO ®®
®IEIFIL&7E'}OB@
[ (@ PHED & D™
RN

e As you drag across the screen you will find that this shape is oval, not necessarily
circular, and you may produce shapes as below.

e The same trick applies to creating a perfect square shape rather than a rectangle.
You can use the Rectangles section of the Shapes drop down to experiment with

this.
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Rectangles
(4] (&) [& ) () [ (] (] (]

e Save your changes and close the presentation.

SAMPLE
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at
the beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see
our web site at:

http:/MWwww .cheltenhamcourseware.com

A courseware licence allows you to make unlimited copies for use at your training
centre.
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