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Software Orientation:

PowerPoint’s New tab in the Backstage View allows
you to create a new presentation from a template. You
can choose templates from Office.com or browse
templates stored on your own hard drive.
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Creating a new blank presentation:

When you start PowerPoint, its Start screen appears.
If you click Blank Presentation at that point, or press
the Escape key, a new blank presentation appears,
containing a single slide.

The fastest and most simple way to create a new
presentation is to start with a blank presentation. You
can add text to the presentation and then format the
slides later.



Startup

o START PowerPoint.
PowerPoint’s Start
screen appears

e Click Blank
Presentation, or

press Esc. A new blank
presentation appears
in Normal View.

eate a Blank Presenta

PowerPoint

Recent

E]I Blue Yonder Introduction.pptx

Foithe Wernpen's SioyDrive » MOAC_P...

En New Toys.ppix
Foithe Wempen's SkyDrive » MOAC P...

Toys.pptx

Wempen's Sy Drive » MOAC_P...

New Wine Listpptx

Faithe Wernpen's SkyDrive » MOAC_P...

Wine List ppix

Faithe Wernpen's SkyDrive » MOAC_P...

Final Job Fair.pptx

Faithe Wempen's SkyDrive » MOAC P...

Job Fair 2Zpptx

Faithe Wempen's SkyDiive » MOAC.P...

Final Agenda.pptx

Faithe Wempen's SkyDiive » MOAC_P...

Agenda.pptx

Faithe Wempen's SkyDrive » MOAC_P...

Messenger Pitc

Faithe Wemnpen's SkyDiive » MOAC P...

Pitch.pptx

Faithe Wempen's SkyDiive » MOAC P...

(m# Open Other Presentations

Ion at

?7 - 0O X

Search for online templates a O Faithe Wempen g
faithe@wempen.com

Suggested scarchess  Business  Calendars  Charts and Diograms Switch account |
Education  Medical Nature  Photo Albums

FEATURED ~ CUSTOM

Blank Presentation

Take a
tour

Welcome to PowerPoint

Organic

Organic
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eate a Blank Presentation
(PowerPoint Already Open)

e Click the File tab.

Backstage view opens. Ko =] st e o .

e Click New. The New G o | g =l
tab of Backstage view —
opens.

e Click Blank
Presentation. A new, : Click to add title
blank presentation .. B
appears in Normal

view (right).




~Advantages tW

presentation to start a slide show:

PPT creates a blank presentation every time the
program starts, so you always have immediate access
to the first slide of a new presentation just by
pressing ESC at startup.

Because the presentation is not formatted (no
backgrounds, colors or pictures) you can focus on
writing your text.
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Changing a slide’s layout

Most slides have a layout.

PowerPoint has a variety of built-in layouts that you
can use at any time.,

Layouts are shown in the Layout gallery as thumbnails
or small pictures showing each available layout.

A gallery is a collection of thumbnail images

You can change the layout at any time to arrange text
or objects on the slide the way you want.
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" Choose a Different Layout

- Click the Home tab
to make it active, if
necessary, and then
click Layout. A drop-
down menu (called a
gallery) appears,
displaying PowerPoint's
default layouts (right).
The title of the gallery
is Office Theme,
indicating that all these

@ d Dy~ = Presentationl - Powerl|
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW
AL ‘ [ JLayout~
1 _
ffice Tl
Pt Nisw Office Theme
Side~ll r———— SRR
Clippoard Gl =~ [ fe~eeeemecned B e )P0 Paragraph
Title Slide Title and t Section Head
Tw tent mpari Titl
Blank tent with ture with
_apti Capti
Click

layouts come from the default theme (named Office).



| Add Text to a Blank Slide

- If a blank slide has one or more text placeholders, you
can easily add text to the slide just point, click and

type.
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Save a New Presentation

Saving a presentation for the first time:

When you save for the first time, PPT displays the Save

As dialog box so you can give the presentation a name
before saving it. a =

(& A <« Lesson 02 » Solution v & Search Solution yel

The Quick Access e S

4 Downloads A Mame : Date modified

; Favorites

Toolbar, also provides T
an option to save your

ppt. f=

Notice the file extension i

File name: .lit'l.anagers“l‘»f-'l eEt-ind"

For PPT 2013 is .pptx B A T

Authors: Faithe Wempen Tags: Add atag

= Hide Folders Tools =~ " Save ] Cancel
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Choose a Different File Format

» PowerPoint can save a presentation in several different file formats.

e Use the pull down options under “Save as type” to locate how you want

the ppt. to save.

e Saving as 97- = —— ol
2003 Wi” ”dummy T « Lesson 02 » Solution v ¢ Search Solution o
" Organize v New folder = v (7]
The ppt° down G Micmsuf‘tpowerpcﬁ Name Date modified Type
4. By default, PowerPoint 2013 | ...
. . Bl Desktop
saves presentations in a type of & Downlosds
=1l Recent places
XML format, which is not e
compatible with versions of B e
. . i Libraries
PowerPoint prior to 2007 § Documents v < >
File name: = Managers Meeting.ppt v

Save as type: PowerPoint 97-2003 Presentation (*.ppt) -

Authors:  Faithe Wempen Tags: Add atag

~ Hide Folders Tools | Save

Cancel

File type has changed

11



“Set the Sa

- PPT has settings that control the default file location and more. If
you find yourself frequently changing the file location or type
when you save, it might be worth your time to change the

\/

ve Options

settings in PPT to specify the defaults.

- Click the File tab and then click Options. The PowerPoint Options
dialog box opens. Click the Save category in the left panel of the
dialog box. The Save Options appear in the right panel. Click on
the Save Files In This Format drop-down list and examine the
available file types (below). Do not change the current setting

(PowerPoint Presentation).

PowerPoint Options

H Customize how documents are saved.

Save Save presentations

PowerPoint Presentation

Language Save files in this format:
Advanced Save AutcRecover information eve
o PowerPoint Macro-Enabled Presentation
| PowerPoint Presentation 97-2003
Strict Open XML Presentation

Custornize Ribkon ¥ Keep the last autosaved versi
AutoRecover file location:
[[] Don't show the Backstage when op;p_ge_r)()vgc'qmep.t_Prg_siznyqtqu -

[] Show additional places for saving, even if sign-in may be required.

Trust Center [ ] Saveto Computer by default

Default local file location: C:\Users\Fzithe\Decurments\

t\PowerPoint\

12
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Save options

You can set an interval at which PPT AutoSaves your
work. AutoSaving helps PPT recover any work that
would otherwise be lost if your PC shuts off or crashes
while there are unsaved changes to a presentation.

The default interval is 10 minutes but can be changed
in the Backstage View.

13



Embed Fonts When Saving

When you create a presentation, you can choose any of the fonts
installed on that computer. When you present the presentation on
another computer that does not have the same font installed that you
used, ppt substitues a different font which may or may not be acceptable

to you.
To ensure the correct font is always available you can embed the fonts in
the presentation file.
The major disadvantage to this is that the file becomes larger.
* File tab, and then click Save As.
* In the Save As dialog box, click Tools. A menu opens.

» Click Save Options. The PowerPoint Options dialog box opens. Mark the
Embed fonts in the file check box. This check box is located under the
Preserve fidelity when sharing this presentation heading.

5. Click OK.
6. Continue saving normally.

14



When you mark the Embed fonts in the file check box,
2 options become available:

e Embed only the characters used in the presentation -
best for reducing file size

 Embed all characters - best for editing by other people.
Choose this option if the file size is not important.

15



~Create a Presentation from a

Template

Templates give you a jump start in creating complete
presentations.

Each template has one or more themes.

You can create your own templates or download new ones
from Office.com

You can change a presentation’s theme from the Design
Tab. You do not have to create a new presentation based
on a template just to get a new look.

Click the Custom (or Personal) heading beneath the
Suggested Searches line on the New tab of Backstage view,
and then browse to locate the template you want to use
from your own template collection.

16



~ Create a Presentation from a

Template

* |t is important to choose a template that is
appropriate for your audience and your message.

* Don’t have elements that will distract the audience
from getting your message

17
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“Adding, deleting and organizing
slides

[t is easy to add, delete and reorder the slides in a
presentation to suit your unique needs.

You can add as many new slides as you want to a
presentation.

Control + M = allows you to add a new slide

Home tab, slides group, new slide pull down options
also allow you to add a new slide. On the New Slide
button drop-

down arrow, a gallery opens, showing thumbnail
images of the slide layouts that are available for the
template

18



““Duplicate Non-Con
Slides

- If you want several similar slides in a presentation, you may be
able to save some time by duplicating some of the slides and
then modifying the copies.

IJUOUS

Click the Slide Sorter button on
the View tab to switch to Slide
Sorter view. The

presentation’s slides appear
together in a single pane.

« Select the slide and then hold
down the Control Button to
select a nonadjacent slide. Click
copy on the Home tab and the
two slides are sent to the
Clipboard. Right click and then
select paste.

from Microsoft

Clipart used with permission

Zoom level of 90%

19



. o //
-Duplicate Non-Contiguous

Slides

Contiguous means “together,” so non-contiguous
slides are not adjacent to one another in the
presentation.

To select non-contiguous slides hold down Ctrl as
you click each one you want. To select contiguous
slides, you can use the Shift key.

Click the first slide in the group, and then hold down
the Shift key as you click the last slide in the group.
All the intervening slides are selected also.

You can also select slides from the Slides pane in
Normal or Outline view.

20



~~Rearrange th\e\SW

Presentation

It is important to organize your slides so they best
support your message.

In ppt. it is a simple drag and drop procedure.

In Slide Sorter view, the slides appear together in a
single window. Click a slide and drag it to a new
location.

A line shows you where the slide will be placed when
you drop It.

You can also use the Outline pane to drag and drop a
slide to a new location.

21



Presentation using Normal and

Outline View

[ CITCUIMSIances

7 Our business partners
» Will be treated with honesty and respect
« Will be given all the information they need
= Will be handled impartially

» Will have access to the resources they need to
be effective

¥

Drag the slide icon up or
down to move the slide

Drag a thumbnail upor __|
down to move the slide

9 Our community
=Will share in the benefits of our success
*Will have our assistance in times of crisis
*Will enjoy our support of educational, charitable,
and environmental endeavors

10 |

10
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Delete a slide

PPT makes deleting a slide very simple. You can right-
click on the slide you want to delete and then select

delete.

Remember: the QAT provides you with the option to
undo any of your changes or you can use Control + Z

23



Start-a Pre

“Word QOutline

* The Outline View allows you to create a well-structured hierarchical outline consisting
of multiple heading levels. You can open such outlines in PPT where each of the major
headings becomes a slide title and each of the minor headings becomes a bullet of

body text.

* In the File type list, click All Outlines. The file listing in the dialog box changes to show
outlines (including Word documents). The file location is the same; the only thing that’s
changed is the filter that determines which file types are displayed.

. Favorites
Bl Desktop
& Downloads
| Recent places
Books
& SkyDrive

Bl Desktop
3 Libraries
< Documents
o Music
= Pictures

@ | Acrobat Xl serial number.txt
€| Ad Benefits.docx

|[¥IE Computer Use Policy.docx
@ | Contactsbdt
& Editorial Services.doox
| Other Resources.docx

v <

File name: | Computer Use Policy.docx

3l Open [ x|
T « MOAC Student_Data_.. » Lesson02 » v ¢ Search Lesson02 o
Organize + MNew folder =~ I @
[# Microsoft PowerPc S [0 Name Type
@. Solution M File folder

Text Document
M Microsoft Word D..

Microsoft Word D...

>
v| |All Qutlines (".bet;.rtf:".doc* . w vt

Cancel

4

Tools Open Iv

| Change the file type
to All Outlines
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[f you create an Outline in Word, you can import it into
PPT and generate slides from it.

Before you can create slides from a Word outline, the
outline must be formatted correctly.

Paragraphs formatted with Word’s Heading 1 style become
slide titles.

Paragraphs formatted with Word’s subheading styles such
as Heading 2 or Heading 3 are converted into bulleted lists.

Any Word document may be opened in PowerPoint and
converted to a presentation, but docs that are not
structured as outlines may require a lot of cleanup in PPT
after importing.

25



Promote and Demote Content

After importing data from a Word outline, you may find the
outline levels are not set as you would like them for some text.

You can promote a paragraph to make it a higher level in the
outline or demote it to make it a lower level.

Select the bullet on the slide you want to demote and press Tab. It
will be demoted to a lower outline level. You can also right-click the
paragraph and select promote or demote.

Ownership

+ Computers:
+ Desktops, laptops and handheld systems
* Network servers and hardware

= Software;

* Dperating systems, network operating systems, applications and e-mail
programs

* Data, including e-mail messages

26
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lide from a
Presentation

« On the Home tab of R N e i R
the ribbon, click the |
New Slide button
drop-down arrow.
At the bottom of the
gallery that appears,
click Re use Slides.
The Reuse Slides task
pane opens on the
right side of the RS conmn — T | e
PowerPoint window (above).

27
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‘Import Text into PowerPoint

PowerPoint readily accepts text from almost any Window
application.

One way to import text is to use the clipboard.

You can use the paste options icon after pasting text or use paste
special.

You will probably want to switch to Outline view, to see just the

text that is available to copy and paste. T OS5 0 GL -
Paste Special dialog box gives you more options. B Hove  INseRT  pesiGN
< j —‘ DLB"'OUtY Trebuy
D — ] Reset
Paste New B 1
- o Slide~ CJSection~
Paste Options: lides
2 B @A
Paste Special...
« Store credit
= Special return
* Recall

28
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Import Text into PowerPoint

- You will need to verify that the Paste option button is selected.

- On the As list, click Formatted Text (RTF)

Paste Special
Source: Microsoft Word Document

As:
@ Ppaste HTML Format

https://d.docs live.net/a5b80fda8aef011f/MOAC Student_Data_Files/Lesson02/Other
Resources.docx

= Formatted Text (RTF)
O Pastelink |jnormatted Text

Microsoft Word Document Object
Picture (Enhanced Metafile)
Picture (Windows Metafile)

Pastes the contents of the Clipboard into your presentation as
|-|l-. formatted text (RTF).

|

[] Display as icon

| [ Cancel

29
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Presenting with a Purpose

Don't suffer “death by ppt” by following these simple
rules:

e Be brief

e Write concisely

e Focus on content

e Keep graphics relevant

e Be consistent

o Make sure slides are readable

e Practice, practice, practice

30



Add Notes in the Notes Pane

» A note is info you want to associate with a slide.

* Notes do not appear on the screen when you show
your presentation to an audience, but you can view

notes.

* Notes Pane

e Notes Page
View

FHS O 54 -
HOME INSERT DESIGN

i &= E [@ Online Pictures

Newe
Slide =
Slides

=\ Screenshot+
Table  Pictures oo
3 S Photo Album -

Tables mages

Cashier Training

Resolving Customer Problems.

TRANSITIONS

12 Shapes - ’
L)

) SmanAn =

Introduction

+ Turn custemer feedbock inte pesitive
acton

Cashier Training Final pptc - PowerPoint T E - &

ANIMATIONS SLIDE SHOW REVIEW VIEW

D ER 4

Faithe Wempen ~

TO Do

Appsfor Hyperhnk Achon  Comment  Tedt Header WordArt Equation Symbol  Video  Audio
11 Chart Office = Bow & Footer % =
llustrations Apps Links Comments Text Symools
-| 6 5 4 3 2 1 0 1 2 3 Y 5 6
Introduction
- Cashier and CSR must know how to:

+ Spacial tarms
- Common customer queztions
+ Customar problems

+ Nanager imvolumeat

« Customer tedhack

Special Terms

SUDE2OF 10 T2 ENGLISH (UNITED STATES)

« Answer customer questions
« Help customers resolve problems

I « Refer customers to an appropriate
manager or resource

» Turn customer feedback into positive
action

Emphasize the importance of building customer gocodwill as a cashier<<

“onle

ZNOIES WCoMmENs B aa

B 2 -———

Type note here
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Printing a Presentation:

PPT gives you many options for printing your slides.

You can also preview the presentation before printing
it to save you time, paper and toner.

You can also set print options and print a presentation
in both color and grayscale.

32



e Print Preview an ange
the Print Layout

* The print preview feature @

you print them. Print
* Print commands are -
Located in the Backstage =
View. Setng
o D e orcasisiion - Cashier Trainin g
The printer status area [ N e
Will let you know which B8 _

Printers are available
And allow you to select a

— Print preview

Printer.

33



- Under settings, you

Can select which slides

You would like to print.
Under slides it

Allows you

To change how

Many slides to

Print to a page

e Print Preview an
the Print Layout

ange

34
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Set Print Options

- PPT allows you to set a number of other attributes
before printing a presentation.

- The Custom Range drop down arrow, allows you to
set a certain range of slides to print.

- Print Hidden Slides might be an option that is dimmed
out if there are no hidden slides in the presentation.

- In some presentations there is a difference between
Grayscale and Pure Black and White modes.

35
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Set Print Options

- Collated drop down arrow to open a menu of collation
options. When you are printing multiple copies, you can
choose to have the copies collated or not.

- Click the Color drop down arrow to open a menu of color
options.

- Frame slides prints a fine black border around each slide

- Scale to fit paper tells PPT to scale the slides to fit a certain
size paper

- High quality prints high quality effects like shadows

- Print comments and Ink markups lets you print any
comment and handwritten notes that you've added. *This

option is not available if you don’t have any comments or
markups.



" Preview a Presentation on the
Screen

» Before you show your presentation to an audience, you should
preview it in Slide Show view.

* There are several ways to move through a presentation:
e Mouse click
e Enter
e Space bar

37
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