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Word, Excel and Power Point

Microsoft Office is a productivity suite which integrates office tools for personal
and professional use. It includes a wide range of basic and advanced features that
can help you to perform any task in a fast, efficient and productive way. The
Microsoft Office suite is an essential collection of desktop applications that
includes Word for documents, Excel for spreadsheets, and PowerPoint for
presentations Apart from this it integrates some other utilities such as Outlook,
Access, Publisher and OneNote. With Microsoft Office, you can create
impressive projects, from multi-media presentations to multi-page biographies.

Word

Word 2010 is a word processing application in the Microsoft 2010 Office suite that
lets you easily create professional-looking documents using various themes, visual
designs, formatting tools, and sharing features.

[ e T

Creating and Opening e N— Blank document
Documents = o A g
s N — Ty \ B
Word files are | ‘—Wg !
called documents. When you start a |
new project in Word, you'll need | ..... Mjg -
to create a new document, which | « T T
can either be blank or from a | 22 = =R, =]
template. You'll also need to know rotns s B ot B
how toopen an  existing o (B (3
document. 5 | e

To create a new blank document:

1. Click the File tab. o — =
2. Select New. Orgmie = il —
3. Select Blank g; aaaaa B NDAM, e A
document under Available Do || oo -
Templates. It will be T ] B (]
highlighted by default. s
4. Click Create. A new blank e e
document appears in the Word e O e P
window. _ FE—_— ‘
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To open an existing document:
[IClick the File tab. This takes you to the

Backstage view. |1
[ Select Open. The Open dialog box ‘\
[] Select your document, And then click

open.

Working with text

If you're new to Microsoft Word, you'll need to learn the basics of working
with text so you can type, reorganize, and edit text. You'll need to know how
to insert, delete, and move text,as well as how tofind and
replace specific words or phrases.
To insert text:
1. Move your mouse to the location where you want text to appear in the
document.
2. Click the mouse. The insertion point appears
3. Type the text you want to appear.
To delete text:
1. Place the insertion point next to the text you want to delete.
2. Press the Backspace key on your keyboard to delete text to
the left of the insertion point.
3. Press the Delete key on your keyboard to delete text to the right of
the insertion point.

To select text: @ 9 - G | TT—
1. Place the insertion point next to the text Home | meeee | Boe N
you want to select. P % camnooan (i1 <A &

2. Click the mouse. While holding it down, drag
your mouse over the text to select it. ... o

3. Release the mouse button. You have selected P
the text. A highlighted box will appear over : r
the selected text. ] ——

To copy and paste text:
1. Select the text you want to copy. (W] 9 - O[T ——
2. Clle the COpy command on the Home tab. Home Insert Page Layout

Paste ~§ B J U - abe x, x°

Copy the selection and put it on

You can also right-click your document and o [y .
select Copy IS celibrigody) 11 v AT A
3. Place your insertion point where you want 7% 4 B 7 U - ae x x
your text to appear. Clipboard Font
4. Click Paste command on your Home tab. Cut (130
The text Wﬂl appear. Cut the selection and put it on the
To cut and paste text: H Clipboard.
= []

1. Select the text you want to copy.
2. Click the Cut command on the Home tab. You can also right-click
the document and select Cut.

Place your insertion point where you want the text to appear.

Click the Paste command on the Home tab. The text will appear.

B w
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Finding and replacing text

When you're working with longer documents, it can be difficult and time
consuming to locate a specific word or phrase. Word can automatically search
your document using the Find feature, and it even allows you to change words
or phrases using Replace.

To find text: N
1. From the Home tab, click N
. . . AaBbC AaBbCel AaBbCcD | a J;plaie
the Find command. The navigation pane THendng1 Hendng? Theaang3 || o |
. . 7| Styles~ | W Select~
will appear on the left side of the screen. syes s
2. Type the text you want to find in the field at = 4 rmaann
the top of the navigation pane. et e

_

3. If the text is found in the document, it will be
highlighted in yellow, and a preview will

Find =

appear in the navigation pane. AaBbC AaBbCcl AaBbCD | ’% iReplace

4. If the text appears more than once, you can ~ fednot fiesing? Triesdng3 - hange
click the arrows on the navigation pane to Styes 5 Editing
step through the results. You can also click i & ATt Replace (i)
the resultpreviews on the navigation pane Replace tert n the document.
to jump to the location of a result in your (Fod s ' [ )
document.

5. When you close the navigation pane, the Pt pees o
highlighting will disappear. [ —— -

To replace text: ||
1. From the Home tab, click == | (o (e | (i) [ v |

the Replace command. -
2. The Find and Replace dialog box will appear.
3. Type the text you want to find in the Find what field. Type the text
you want to replace it with in the Replace with field.
4. Click Find Next and then replace to replace text. You can also
click Replace All to replace all instances within the document.

Formatting Text

To create and design effective documents, you need to know how to format
text. In addition to making your document more appealing, formatted
text can draw the reader's attention to specific parts of the document and help
communicate your message.
Formatted text can emphasize important information and help organize your
document. In Word, you have several options for adjusting the font of your
text, including size, colour, and inserting special symbols. You can also
adjust the alignment of the text to change how it is displayed on the page.
To change the font size:
1. Select the text you want to modify.
2. Click the drop-down arrow next to the Font Size box on the Home tab.
A drop-down menu appears.
3. Select the desired font size from the menu. Alternatively, you can type the
value you want and then press Enter on your keyboard. You can also use
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the Grow Font and Shrink

Font commands to change the size.

To change the font:

1. Select the text you want to modify.
2. Click the drop-down arrow next to

the Font box on the Home tab.

The Font drop-down menu appears.

3. Move the mouse pointer over the

various fonts. A live preview of the font

will appear in the document.

4. Select the font you want to use. The

font will change in the document.

To change the font colour:

1. Select the text you want to modify.

2. Click the Font Color drop-down

arrow on the Home tab. The Font

Color menu appears.
3. Move the mouse pointer over the

Home Insert Page Layout References

Calibri (Body) ~ 11 ~| A A7) Aa~ @ 2

B 7 U ~abe x, x° . A
= —
Font
24
%
:  WebDen
36
PR
72
[ TR . - J .
ert Page Layout References Mailings Review View
thic= 36 = A" o7 | Aa- | B, i - 1T oy EE 4] T
- abe x, X' w-AM[E=E=Es = &
Font W Automatic
[ I Theme Colors I
e H EEEEER !
o I BT

Standard Colors | Red, Accent 2, Darker 25%

various font colors. A live preview of the color will appear in the

document.

4. Select the font color you want to use.

The font color will change in the
document.

Your color choices aren't limited to the
appears.
Select More Colors at the bottom of the (5
list to access the Colors dialog box. Choose

the color you want, and then click OK.

drop-down menu that

To highlight text:

1.

From the Home tab, click the Text

[ J |
we %3 More Colors... usl“
o
ayout References Mailings Revie
A AT | Aav | L, = - 5= - i

< | A-[FHA- [FE=

‘r'ellow - - -

Mo Color

Highlight Color drop-down arrow. The Highlight Color menu

appears.
Select the desired highlight color.

click the Text Highlight
Color command.

To use the bold, italic, and underline
commands:

1. Select the text you want to modify.
2. Click the Bold, Italic,

Select the text you want to modify. It will then be highlighted.
To switch back to the normal cursor,

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

Organization
The business is owne d by me, Jane Doe

The owner will have full authority over all decisions made

and train a manager and assistant manager that will be re
manager will report directly to the owner, and the assistan

or Underline command in the Font group on the Home tab.
To change text case:

1. Select the text you want to modify.

2. Click the Change Case command in the Font group on the Home

tab.

3. Select the desired case option from the list.
To change text alignment:

1. Select the text you want to modify.

To teach is to learn twice



2. Selec‘t one Of the four alignment Feferences Mailings Feview Wiew
options from the Paragraph group on = aa- | & :=-i=-=- == 2l T
the Home tab. - A - ‘EE% t=- | S - -
o Align Text Left: Aligns all selected —— =

text to the left margin ] 2 e Lo (Cri F
. 1gn te (o] e leTt.
© g.e?ter: fA]lgntShtei(tf?n egu,alht ﬁ Home Insert Page Layout References Mailings
istance from the left and rig =
margins B 3‘ Verdana v 10 v A" A
o Align Text Right: Aligns all Past u'j B I U-akx x

selected text to the right margin ,
Clipboard & Font

o Justify: Aligns text equally on
both sides and lines up equally to
the right and left margins; used
by many newspapers and
magazines

t L' ' I Bold (Ctrl+B)

Make the selected text bold,

How to save documents

As the popularity of the Internet continues to gro
- necessity. WebDen provides people with the abilit
environment. Coffee, entertainment, and the Inte

When you create a new document in Word, you'll need to know how to save it in
order to access and edit it later. Word allows you to save your documents in several

ways.

To use the Save As command: S e e —
Save As allows you to choose a name and | o=~ e T =
location for your document. It's useful if o e R
you've first created a document or if you e [

want to save a different version of a
document while keeping the original.

1. Click the File tab.

2. Select Save As.
3. The Save As dialog box will appear.

Select the location where you want
to save the document.
4. Enter a name for the document, then click Save.
If you're using Windows 7, you'll usually want to save files to
your Documents library, while in other versions of Windows you'll
save them to the My Documents folder. For more information, check
out our lessons on Windows 7 and Windows XP.
To use the Save command:

1. Click the Save command on the Quick Access —?m-
toolbar. [

2. The document will be saved in its current Insert
location with the same file name.
3. Ifyou are saving for the first time and B "~ Calibri (Body) -
select Save, the Save As dialog box will appear. paste e
. =
Page layout and formatting Clipboard_rs
Video: Page Layout in Word 2010 Temes (317 Margin Orentation| Size  Cotumns
Word offers a variety of page s
layout and formatting options that affect how Bl =
content appears on the page. You can customize H Qﬂ tandscape
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the page orientation, paper size, and page margins depending on how

you want your document to appear.

To change page orientation:

1. Select the Page Layout tab.

2. Click the Orientation command in the Page Setup group.

3. Click either Portrait or Landscape to change the page orientation.

To change page size:

1. Select the Page Layout tab.

2. Click the Size command, and a drop-down menu will appear. The
current page size is highlighted.

3. Click the size option you want. The page size of the document
changes.

Checking spelling and grammar

To make your document appear professional, Frome e —p~

you'll want to make sure it is free from spelling Ji = ABC
and grammar errors. Word has several % ‘ EIE v
options for checking your spelling. You canrun a  “Erammar oo Thesaurus Wore
spelling and grammar check, or you can allow Proofing
Word to check your spelling automatically as || spetiing & Grammar 71 i
you type. Check the spelling and grammar of

. text in the document.
To run a spelling and grammar check: = -

1. Go to the Review tab.

2. Click on the Spelling & Grammar command.

3. The Spelling and Grammar dialog box will open. For each error in
your document, Word will try to offer one or more suggestions. You
can select a suggestion and click Change to correct the error.

4. If no suggestions are given, you can manually type the correct
spelling.

Using shapes

Word's large shape collection allows you to
organize and design the image you want. While
you may not need shapes in every document you
create, they can add visual appeal. To use shapes
effectively, you'll need to know how to insert a BT n s
shape and format it by changing its fill color, outline color, and shape
style, as well as add 3D effects.

1. Select a shape from the drop-down menu.

2. Click and drag the mouse until the shape is the desired size.

3. Release the mouse button.

~0o0 0 ¢ ~D§ ,
@I D & <03}

To resize a shape:
1. Click the shape to select it.
2. Click and drag one of the sizing handles on the corners
and sides of the shape until it is the desired size.
3. To rotate the shape, drag the green handle.
4. Some shapes also have one or more yellow handles that can be used

To teach is to learn twice
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to modify the shape. For example, wit
length of the points.

To change the order of shapes:

If one shape overlaps another, you may need to change
the ordering so the correct shape appears in front. You can
bring a shape to the front or send it to the back. If you have
you can useBring Forward or Send

multiple images,

h star shapes you can adjust the

p—_Pp
29
=7\

-7
\4
i

Y

Backward to fine tune the ordering. You can also move a shape in front

of or behind text.
1.
2.

Right-click the shape you want to move.
In the menu that appears, hover over Bring to Front or Send to

Back. Several ordering options will appear.

3. Select the desired ordering option. Th

themselves.

Text boxes

Text boxes are useful for helping to
organize your document. They are
basically treated the same as shapes,
so when youinsert a text box you
can formatit by changing itsfill
color, outline color, and shape
style, as well as create WordArt and
add 3D effects.

To insert a text box:

e Text | Quick Wordart Drop
er~ Box ~ | Parts Cap
—

e shapes will reorder

[ signature
5 Date
s Obje

Line 7T Equation —

& Time £2 symbol +

ot -

)

1. Select the Insert tab on the
Ribbon.
2. Click the Text Box command in

the Text group. A drop-down
menu will appear.
Select Draw Text Box.

Austin Sidebar

Trice.com

aaaaaaaaaaa
eeeeeeeeeeeee

W

Chck and drag on the document to create the text box.

MS Excel

Excel is an electronic spreadsheet that
enables you to create worksheets for data
entry, to make calculations and to manage a
database. Excel is also a useful tool when
preparing graphs detailing the results of
your calculations. With Excel, you can
perform many types of financial, statistical
or logical calculations. Excel is easy to use;
it has helpful tools that effectively and
quickly perform calculations that may have
seemed impossible.

» lauren » Desktop » Documents »
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Creating and opening
Workbooks

Excel files are called workbooks. Each workbook holds one or more
worksheets (also known as spread sheets).
To open an existing workbook:

1. Click the File tab. This takes you to the Backstage view.

2. Select Open. The Open dialog box appears.
3. Select your desired workbook and then click Open.
Introduction to cells and cell content

Cells are the basic building blocks of a worksheet. They can contain a variety of
content such as text, formatting attributes, formulas, and functions. To work
with cells, you'll need to know how to select them, insert content, and delete
cells and cell content.

The cell

Each rectangle in a worksheet is called a cell. A cell is the intersection of
arow and a column. . '
Each cell has a name, or a cell address based
on which column and rowit intersects.
The cell address of a selected cell appears in
the name box. Here, you can see that C5 is
selected.

You can also select multiple cells at the same

time. A group of cells is known as a cell range. Rather than a single cell address,

you will refer to a cell range using the cell addresses of the ﬁrst and last cells in

the cell range, separated by acolon. For [=I- ;

example, a cell range that included cells A1, A2,

A3, A4, and A5 would be written as A1:A5.

To select a cell:

1. Click a cellto select it. When a cell is

selected, you will notice  that
the borders of the cell appear

bold :! and the column
heading and row heading of the cell are
highlighted.

2. Release your mouse. The cell will stay
selected until you click another cell in the
worksheet.

To select multiple cells:
1. Click and drag your mouse until all of

the adjoining cells you want are
highlighted.

To teach is to learn twice
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2. Release your mouse. The cells will stay selected until you click another
cell in the worksheet.

Cell content
Each cell can contain its own text, formatting, comments, formulas, and
functions.
o Text
Cells can contain letters, numbers, and dates.
o Formatting attributes

Cells can contain formatting attributes that change the way letters, numbers,
and dates are displayed. For example, dates can be formatted as
MM/DD/YYYY or M/D/YYYY.
o« Comments

Cells can contain comments from multiple reviewers.

o Formulas and functions E-[:'I"'
Cells can contain formulas and 2@ =
functions that calculate cell values. < ) | Z et ST 48
F le. SUM ( 111 11 Delete Format ] e - Sort & Find &

or e).(amp e ce » ¢ce - - |[2@ear=]  Fiter~ select-
2...) is a formula that can add the celis W[ & clearan L
values in multiple cells. %5 Clear Formats | =
. M O Clear Contents R S -|1
To insert content: me— a— =
1. Click a cell to select it. Clear Hyperting C'e3F Contents (Dei)
2. Enter content into the selected = S s
cell using your keyboard. The The formatting and comments are
content appears in the cell and =

in the formula bar. You can
also enter or edit cell content from the formula bar.
To delete content within cells:
1. Select the cells containing
content you want to delete.

2. Click the Clear command on " (2 Yol x

the Ribbon. A dialog box will EoR et [yt +
appear. —r\ ﬂ’l u. Fill ~ ?? Ea
3. Select Clear Contents. I”‘f’t De'fte = IS iR
You can also use your | ceis | Editing
keyboard's Backspace key to delete
content from a single cell or
the Delete key to delete content

from multiple cells.

To delete cells: g
1- Select the CeHS you Want tO | lﬂ? Home Insert Page Layout Formulas Data Review

Delete Cells
Delete cells, rows, or columns from R S
the sheet or table,

=
1

View
delete. c-‘j i' Eritannic Bold e A A | = == @ S5 Wrap Text
2. Choose the Delete command ;p:;” e 'Fof G év_ ehie :;?MM
from the Ribbon. ' AL - ] mneﬁm.ﬂm
To copy and paste cell content: A | Augn textto the et
1. Select the cells you want to
COopy. 1 |Fitness Progress Chart

2. Click the Copy command. The Iz
border of the selected cells will change appearance.
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Formatting text

Many of the commands you will use to format text can be found in the Font,
Alignment, and Number groups on the Ribbon. Font commands let you change
the style, size, and color of text. You can also use them to add borders and fill
colors to cells. Alignment commands let you format how text is displayed
across cells both horizontally and vertically. Number commands let you change
how selected cells display numbers and dates.
To change horizontal text alignment:
1. Select the cells you want to modify.
2. Select one of the three horizontal Alignment co-mmands on the Home
tab.
o Align Text Left: Aligns text to the left of the cell
o Center: Aligns text to the center of the cell
o Align Text Right: Aligns textto  [ld59F
the I'lght of the cell 9 Home | Inset  Pagelayout  Formulas  Data  Review  View
To change vertical text alignment: B i rtamicsos -[1s - & &
bt } BIU- M- &-A-E==EE Buegeace
1. Select the cells you want to modify. Clpboard s Font : Algnmert
2. Select one of the three il 2 Jx | Fitness Top Atgn
vertical Alignment commands on , > L e e
the Home tab. Fitness Progress Chart
o Top Align: Aligns text to the top
of the cell 2
o Middle Align: Aligns text to the .
middle of the cell
o Bottom Align: Aligns text to the bottom of the cell.

Frr | SiWrap Text

| %
(]

Saving workbooks

Home

Insert Page Layout

When you create a new workbook in Excel, you'll need
to know how to save it to access and edit it later. Excel
allows you to save your documents in several ways.
Use the Save As command:
Save As allows you to choose a name and location for
your workbook. Use it if you are saving a workbook for
the first time or if you want to save a different version
of a workbook while keeping the original.

1. Click the File tab.

2. Select Save As.

3. The Save As dialog box will appear. Select the

location where you want to save the workbook.
4. Enter a name for the workbook, then click Save.

Informati
Save As
—

[= Open

,_j Close

Protect
Workbook +

Introduction to worksheets - G

Every Excel workbook contains at least one or more worksheets. If you are
working with a large amount of related data, you can use worksheets to help organize

To teach is to learn twice
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your data and make it easier to work with. When you open an Excel workbook, there
are three worksheets by default. The default names on the worksheet tabs
are Sheet1, Sheet2, and Sheet3. To organize your workbook and make it easier to
navigate, you can rename and even color code the worksheet tabs. Additionally, you
can insert, delete, move, and copy worksheets.

Simple formulas

Excel can be used to calculate numerical information. We can create e simple
formulas in Excel to add, subtract, multiply, and divide values in a workbook.
There are various ways to use cell references to make working with formulas
easier and more efficient.

A formula is an equation that performs a calculation. One of Excel's most

useful features is its ability to calculate

using a cell address to represent the value in | = = a

a cell. This is called using a cell reference. s Budgetf:: e 54,;_00 : :
Creating formulas with cell references 2 Budgetforjuly | $300.00
When a formula contains a cell address, it is = =ttt btA L
called a cell reference. Creating a formula | A . c S
with cell references is useful because you can || 1 sudgetforiune [ $a00.00]
update data in your worksheet without having || 2 Budgetforsuy | $300.00
to rewrite the values in the formula. 3_Total Budget EX
To create a formula using cell references: =

1. Select the cell where the answer will | SUMA z : v E C:anz =

appear (B3’ fOI' example)' 1 |Budget for June [54000-01
2. Type the equals sign (=). 2 [Budgetforluly | $300.00 |
3. Type the cell address that contains the 2 Total budget [=B1487] |

first number in the equation (B1, for
example).

4. Type the operator you need for your formula. For example, type
the addition sign (+).

5. Type the cell address that contains the second number in the equation
(B2, for example).

6. Press Enter. The formula will be B3 - £ | =B14B2
calculated, and the value will be A B E D
displayed in the cell. 1 Budgetforjune | $400.00

2 |Budget for luly S 300.00
. . 3 |Total Budget $ 700.00
Basic sorting 1

With more than 17 billion cells in a single worksheet, Excel 2010 gives you the ability
to work with an enormous amount of data. Arranging your data alphabetically,
from smallest to largest, or using other criteria can help you find the information
you're looking for more quickly.

Sorting is a common task that allows you to change or customize the order of
your spread sheet data. Custom sorting takes it a step further, giving you the
ability to sort multiple levels..

Filtering data

Filters can be used to narrow down the data in your worksheet and hide parts of it
from view. While it may sound a little like grouping, filtering is different because it
allows you to qualify and display only the data that interests you. Filters can be
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applied in different ways to improve the performance of your worksheet. You can
filter text, dates, and numbers. You can even use more than one filter to further
narrow your results.

Charts

Achartis a tool you can use in Excel
to communicate data graphically. Charts
allow your audience to see the meaning
behind the numbers, and they make
showing comparisons and trends much
easier. Excel workbooks can contain a lot
of data, and this data can often be difficult to
interpret. Excel has various types of charts, so
you can choose one that most effectively
represents your data.

Types of charts

Types of Charts

MS PowerPoint

PowerPoint 2010 is presentation software that allows you to create dynamic slide
presentations that can include animation, narration, images, and videos. PowerPoint
uses slides to build a presentation. The slides contain the information you want to
communicate with your audience. This information can include text, pictures, charts,
video, and sound. You can add as many slides as you want to a presentation, and at
any time you can view or play back your presentation by selecting one of the slide
show play options :

Creating and opening presentations

PowerPoint files are called presentations.
When you start a new project in PowerPoint,
you'll need to create a new presentation.
To create a new blank presentation:

1. Click the File tab.

2. Select New.

3. Select Blank presentation under Available Templates and

Themes. It will be highlighted by default.

To teach is to learn twice



4. Click Create. A new blank presentation appears in the PowerPoint
window.

To open an existing presentation:
1. Click the File tab. This takes you

to Backstage view. P Click to add title
2. Select Open. The Open dialog box - Click to add text ~
appears. 'S b
3. Select your desired presentation, then
click Open. |
Slide basics ‘

Every PowerPoint presentation is composed of a series ofslides. Slides
contain placeholders, which are areas on the slide that are enclosed by dotted
borders. Place holders can contain many different items, including text, pictures,
and charts. Some placeholders have placeholder text, or text you can replace.
They also have thumbnail-sized icons that represent specific commands such
as Insert Picture, Insert Chart, and Insert ClipArt.

Slide layouts

Placeholders are arranged in different layouts
that can be applied to existing slides or chosen
when you insert a new slide. A slide layout
arranges your content using different types of
placeholders, depending on what information
you might want to include in your presentation.

Working with slides

Insert Design Transitions

5] Layout ~ =
) B Reset
Paste New B 7 U S a
-~ Sllde% =) Section ~ ==

Clipboard s Slides Fo
Slides | ©

To insert a new slide:

1. From the Home tab, click the bottom half
of the New Slide command to open the
menu of slide layout options.

2. Select the slide you want to insert.

3. A new slide will be added your
presentation.

To copy and paste a slide:

1. On the Slides tab in the left pane, select the slide you want to copy.

2. Click the Copy command on the Home tab. You can also right-click
your selection and choose Copy.

3. Inthe left pane, click just below a slide—or between two slides—to
choose the location where you want the copy to appear. A horizontal
insertion point will mark the location.

4. Click the Paste command on the Home tab. You can also right-click
and choose Paste. The copied slide will appear.

To duplicate a slide:

An alternative to copying and pasting, duplicating slides copies the selected

slide and—in one step—pastes it directly underneath. This feature does not allow

New Slide (Ctri+=M)

1 Add a slide to the presentation.

@ Press F1 for more help.
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you to choose the location of the copied slide, nor does it offer Paste Options for
advanced users, so it's more convenient for quickly inserting similar slides.
1. Select the slide you want to duplicate.
2. Click the New Slide command.
3. Choose Duplicate Selected Slides from the drop-down menu.
4. A copy of the selected slide appears underneath the original.
To delete a slide:
1. Select the slide you want to delete.
2. Press the Delete or Backspace key on your keyboard.
To move a slide:
1. Select the slide you want to move.
2. Click, hold, and drag your mouse to a new location. A horizontal insertion
point will mark the location.
3. Release the mouse button. The slide will appear in the new location.

Managing slides and presentations

“n 4

As you add slides to your presentation, :
PowerPoint offers a variety of views and tools Sl

to help you organize and prepare your slide
show. \\ { ; |
IEEEEE IOV, )

About slide views

Play Slide

Normal
/i Show

§ Reading

v
%

I

[

It's important to be able to access the different slide views and use them for various
tasks. The slide view commands are located on the bottom-right of the
PowerPoint window in Normal view.
Normal view: This is the default view where you create and edit your slides. You
can also move slides in the Slides tab in the pane on the left.
Slide Sorter view: In this view, miniature slides are arranged on the screen. You
can drag and drop slides to easily reorder them and to see more slides at one time.
This is a good view to use to confirm that you have all the needed slides and that
none have been deleted.
Reading view: This view fills most of the computer screen with a preview of your
presentation. Unlike Slide Show view, it includes easily accessible buttons for
navigation, located at the bottom-right.
Slide Show view: This view completely fills the computer screen and is what the
audience will see when they view the presentation. Slide Show view has an additional
menu that appears when you hover over it, allowing you to navigate slides and access
other features you can use during a presentation.
To insert text:
Text can be inserted into both placeholders and boxes text. A placeholder is a kind of
text box, but it's unique because it is part of the slide layout and often contains
formatting specific to the slide (a larger font size for the title of your presentation, for
example). Inserting an extra textbox allows you to add to the slide layout so you can
include as much text as you want.
To resize a placeholder or text box:

1. Click the box you want to resize.
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2. Position your mouse over any one of the sizing handles that appear
on the corners and sides of the box. The cursor will become a pair
of arrows
3. Click, hold, and drag your mouse until the text box is the desired size.
4. Release the mouse button. The box will be resized.
Formatting text

You can help your text stand out on the slide by changing its formatting, including
font size, color, style and alignment as in Microsoft word

Applying a Theme

A theme isa predefined Insert Design Transitions Animations slide Show Review
combination of colors, fonts,and ——— ncmm .
effects that can be applied to your || Aa Aa - [A]Fonts -
presentation to give it a nleialalil || Kl = [O]estects -
consistent, professional look. . Themes

PowerPoint includes built-in themes that allow you to easily create professional-
looking presentations without spending a lot of time formatting. All of the themes
included in PowerPoint are located in the Themes group on the Design tab. Themes
can be applied or changed at any time.

To apply a theme:

Go to the Design tab.

Locate the Themes group. Each image represents a theme.

Click the drop-down arrow to access more themes.

Hover over a theme to see a preview of it in the presentation. The

name of the theme will appear as you hover over it.
5. Click a theme to apply it to the slides.

PN

Inserting Images

Adding images to your presentations
makes them more interesting and
engaging. Pictures, clip art, and IS
screenshots can be inserted into | 7 | | HE ol EE P
PowerPoint to help you effectively o
communicate your ideas to your
audience.
To insert an image from a file:
1. Select the Insert tab.
2. Click the Picture command in
the Images group. The Insert Picture .
dialog box appears.
3. Select the desired image file, then click Insert.
4. The picture will appear in your slide.
In a similar manner you can insert clip art and screen shots in your
presentation

Home Insert Design Transitior

Table Picture Clip Screenshot Photo Shapes

- Art - Album ~ >
Tabvl‘es | % Ir_"_l_ag_es _III

Slides

Insert Picture from File

Insert a picture from a file.

0 Press F1 for more help.
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Animating Text and Objects

In PowerPoint you can animate text and objects such as clip art, shapes, and
pictures. Animation—or movement—on the slide can be wused todraw the
audience's attentionto specific content or to make the slide easier to
read. PowerPoint offers a variety of animations you can use to enhance your
presentation. Animations can be used to make text or objects appearon a
slide, exit a slide, or emphasize the text or objects already on a slide. You can even
use motion paths to create a customized animation.
The four types of animations
There are many different animation affects you can choose from, and they are
organized into four types:
o Entrance: These control how the object enters the slide. For example, with
the Bounce animation, the object will drop onto the slide and then bounce
several times.
x
Appear
o Emphasis: These animations occur while the object is on the slide and are
often triggered by a mouse click. For example, you can set an object
to Spin when you click the mouse.

-
F

split

x

Fly In

¢

Fade

o]
Float In

”~
Wipe

L

¥ A J.

Grnﬂw‘Shrin k Desaturate

Pulse Color Pulse Teeter Sﬁin

« Exit: These control how the object exits the slide. For example, with the Fade
animation, the object will simply fade away.

# _A Ll ke it

« Sk ® * ¥ YK
e +

Shape Wheel Random Bars  Shrink & Turn Zoom Swivel

o Motion Paths: These are similar to Emphasis effects, except the object
moves within the slide along a predetermined path, like a circle.

. *— et @
@ _ L
Lines Arcs Turns Shapes Loops Custom Path

To apply an animation to an object:

i
Home  Inset  Design  Transitions | Animations | SlideShow  Review  View Format

1. Select an object. k
2. Click the Animations tab.
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Appear
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Fade

Animation
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Add
Animation + ¥

Advanced Animati

3. Inthe Animation group, click the More drop-
down arrow to view the available animations.
Select the desired animation effect.

4.

......

The object will now have a small number next to it to ..

show that it has an animation. Also, in the Slide pane,
the slide will now have a star symbol next to it.
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Animations

More

Choose an animation to apply to
abjedts in the slide.
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Applying transitions

Transitions are motion effeCtS that E Home  Insert  Design | Transitions | Amimations  Slide Show  Review
when in Slide Show view add O = 5 I =
movement to your slides as you o~ " o o wee |-
advance from one slide to another. s Transition to This Side

There are many transitions to choose from, each one of which allows you to control
the speed and even add sound. A transition can be as simple as fading to the next
slide or as complex as a flashy, eye-catching effect. This means you can choose
transitions to fit the style of any presentation.
To apply a transition:
1. Select the slide you want to modify.
2. Click the Transitions tab.
3. Locate the Transition to This Slide group. By default, None is applied to
each slide.
4. Click the More drop —down arrow to display all of the transitions.
5. Click a transition to apply it to the selected slide. This will automatically
preview the transition as well.

Advancing slides

To advance slides automatically:

In Slide Show view, you would typically advance to

the next slide by clicking your mouse or pressing

Enter on your keyboard. Using the Advance

Slides settings in the Timing group, you can set

your presentation to advance on its own instead

and display each slide for a specific amount of time.

This is useful for unattended presentations, such as

at a tradeshow booth.

1. Select the slide you want to modify.

2. Locate the Timing group on the Transitions tab.

3. Under Advance Slide, uncheck the box next to On Mouse Click.

4. Inthe After field, enter the amount of time you want to display the
slide. In this example, we'll advance the slide automatically after 1
minute 30 seconds, or 01:30:00.

5. Select another slide, and repeat the process until all the desired slides
have the appropriate timing.

J_; Sound: [No Sound] +  Advance Slide
O Duration: 0020 % | [0] On Mouse Click

130l Apply To All After: |01:30.00 :[:}
Timing

Mave to the next slide aftera
certain number of seconds.

After ‘

Presentation tools and features

PowerPoint provides convenient tools and features you can use while you are
presenting your slide show. Features include changing your mouse pointer to a pen
or highlighter to draw attention to items in your slides. In addition, you can jump

around to slides in your presentation or access items from your computer desktop
if needed.
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Saving and printing presentations

When you create a new presentation in
PowerPoint, you'll need to know how to save it in
order to access and edit it later. PowerPoint allows
you to save your presentations in several ways.
Once you've created your document, you may
want toprintit to view and share your
work offline. It's easy to preview and print a

Insert Design Trans

Information

ﬁ Open
[ Close &=

document in Word using the Print pane.

To use the Save As command:
Save As allows you to choose a name and location for your presentation. It's
useful if you've first created a presentation or if you want to save a different version
of a presentation while keeping the original.

1. Click the File tab.
2. Select Save As.
3. The Save As dialog box will appear. Select the
location where you want to save the
presentation. o s S0
4. Enter a name for the presentation, then =] i—‘ Eout o
click Save. iacte | ey, AR
To use the Save command: Rl
1. Click the Save command on the Quick Access Stides  |OUtnE | x||
toolbar.
2. The presentation will be saved in its current location with the same file

name.
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