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What is PowerPoint?

e PowerPoint is a closed source commercial
presentation program developed by Microsoft.
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The Content We Will Cover

e Open a Presentation e Header and Footer

e Open a New e Hyperlinks
Presentation e Tables

e Save a Slide Show e Charts
e Create a New Slide e Slide Themes

e Add Slides e Slide Transitions

e Insert Pictures e Rearrange Slides

e Insert Clip Art e Preview Presentations
e Format Pictures e View Outline

e Format Fonts e Print Handouts
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PowerPoint Ribbon

Introducing PowerPoint 2007 - Microd

Desian Animation Hide Show

e During this presentation, we will refer to the
PowerPoint “"Ribbon” in terms of navigating
the program.

e The Ribbon is the strip of buttons across the
top of the main window.

e Users can access anything the program has to
offer through the Ribbon.
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Create a New Presentation

\¥ - ” S
o S e I eCt FI I e t h e n Home Insert Design Transitions
A\ " : 3 |
N eW i save Available Templates and Th
Rl save As

e Shortcut: Hold the T & Home
Control button, then o e
press "N’ for "New"” e

Blank presentation

Recent Blank Recent
presentation templates

Office.com Templates

Print o
Save & Send ==
<l

Agendas Award

Help certificates

:] Options

B4 Exit = ‘ 2

—T il
Greeting Invitations

cards
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Open an Existing Presentation

PowerPointm Edit View Insert Format Tools Slic

o SeIeCt “F”e” then 06 Project Gallery... 03P
\\ O p en " ] (& || New Presentation N e (i

New Open Save ks -
' Open Recent P | TFransit
— = Open from Document Connection...
e Shortcut: Hold the = s

Control button, then ‘
press 'O’ for "Open” - N i
Save as Web Page...

Web Page Preview

Page Setup...
Print... 8P

Send To B
Properties...
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Saving a Presentation

e Select “File” then
“Save As”

e Shortcut: Press f12
to Save the file with
a hew name
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Edit View Insert Format Tools Slic

Project Gallery... 3P

New Presentation #EN |7 Lu_j
Open... #80 Es Table
Open Recent P | Transit
Open from Document Connection... E
Close #’W

Save 38S

Save as Pictures...
Save as Movie... M
Save as Web Page...

Web Page Preview

Page Setup...
Print... #P
| Send To B

Properties...

HiBBs #-

Health Informatics Building Blocks



Add a Slide

e GO to the "Home”
ribbon and select
the “"New Slide”
button

e Select the Slide
Pane and press
“Enter”
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Learning the Basics of
Microsoft PowerPoint
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Insert Pictures from Files

e Go to the “Insert”
ribbon then select
“Picture”

e Locate the image
file from the folder

to where it is saved.

e Select “Insert” from
the dialog box.
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File name:

v {AII Pictures (*.emf;*.wmf;*,jpg;” ']

Tools ~ { Open Ivl l Cancel 1
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m Home

Insert Design

j 7

Corrections Color 55
v [ Reset Picture ~

Slides

1]

Outline

Learning the Basics of
Microsoft PowerPoint

4 LEARNING MODULE FOR AMIA

+ Add Slides

« Insert Pictures

« Insert Clip Art

« Format Pictures
« Format Fonts

» Header and Footer

WBts 4

Index

+ Open a Presentation « Hyperlinks
+ Save a SlideShow
« Creat= a New Slide

« Tables

« Charts

« Slide Themes

« Slide Transitions

« Rearrange Slides

+ Preview Presentations
= View Outline

« Print Handouts
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_PowerpointSlides.pptx
Transitions
P
A4, Compress Pictures
B3 Change Picture
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Insert Clip Art

e Go to the “Insert” ribbon then select “Clip Art”

e Enter search terms in Clip Art search pane on
the right and select image.

Animations

Slide Show

icrosoft PowerPoint

Review View

Picture

Format

- = ] o 8 == -

Click to add title
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3 Copyto Collection...

Click to add notes

G=Slall x|
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7 Picture Border ~ Lk Bring Forward ~ |2 Align ~ [l
Z Pictu r~ Gl Bring Forw, I= Alig ot 31 Height: 182

<) Picture Effects ~ | [ Send Backward ~ ﬁ Group ~

,, Crop = width: 1.99" -
¥ 5 Picture Layout - +a¢ Width: [199

"‘ujg Selection Pane S Rotate v

“ | Clip Art v X |
Search for:
| rabbit @
Results should be:
All media file types B

V| Indude Office.com content

|

Insert
53 Copy
X Delete from Clip Organizer

~

Edit Keywords...

Preview/Properties

“un 4
A B
&

| &) Find more at Office.com
@ Hints for finding images
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Format Pictures

e To resize the image, click on the picture to
surround the image with a blue box.

e Drag the corner dot away from the center to
make it larger and toward the center to make
it smaller
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Click to add title | =

V| Incude Office.com c
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Format Fonts

* Gotothe Home™ | g

ribbon then make A 5B BEA S
changes to the font e B
S|Ze and Style Of the y ” o,

Learning the Basics of

. owerpointSIides.ppbmmﬁ PowerPoinT:‘
sitions Animations de Show \

Insert Design Transit ons Slide Show Revie
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B
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Microsoft PowerPoint

text. e
e This Home tab also

allows you to e

change all aspects | e
of the font size and :
style. e
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Insert a Header and Footer

e Go to “Insert” then “"Header and Footer”

e This dialog box allows you to add a date and
time on the slide.

Rld 9~ _{BBS Powep intSlides.pptx - ‘Microsoft Powerpome T — —_—
m Home Insert Design Transitions Animations Slide Show
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Table Picture Clp Screenshot Phot Shapes SmartArt Chart Text WordArt Dt Slide Object Equatlon Video Audio
nd Art y Alb Box F t 4 & Time Number 4
Images lllustrations gt
Slides Outline X
-
1
Learning the Basics of
Microsoft PowerPoint
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e Copy and Paste the
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Insert a Hyperlink

Go to the “Insert”
ribbon then hover
over “Links” then

select “"Hyperlink”

Link from the
website into the
“Link"” box.
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Table Picture Clip Screenshot Photo @ Shapes SmartArt Chart | Hyperlink Action
% Art v -

Tables

Insert

Images

Design Transitions

| owerpointSlides.ppbtmlcrosoft PowerPoinf'-‘ Drawing |

Animations

Album ~
Hlustrations

™
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Slide Show Review

B ER 45
s = A4 5
Text Header WordArt Dat
Box & Footer > &Ti

Links

View Forma

Text

Slides Outline |

L

-
1| Insert Hyperlink

T 1

B o

Link to:

iC)
Existing File or
Web Page

&)

Place in This

Document
1
2
Create New
Document

‘ E-mail Address

Text to display: The name of your link

ScreenTip,.. ]

Look in: 1% Computer E] @ @ Q
& os (C) | Bookmark...
| ‘;!orl’:e"r't s Storage (D:)
& DVD RW Drive (E:)
Browsed
Pages
Recent
Files
Address: http: /fwww.google.com B
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Insert Tables

Go to the “Insert”
ribbon then select

“Table”

Move the mouse
over the table

illustration to select
the size of the table

you would like to
use.

Pl 9~ . _PowerpointSlides.pp
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Insert Charts

tSIdesppém soft PowerPoi t‘" D ,WL;.;! X -

“ ,’ Animations Slide Show  Re view  View = Format
.Qotothe Insert ez?ﬂQkJﬂjz@ﬁqganw@
ribbon then select i M b e e Bel St

the “Chart” button. L@—-JI

e Option to choose
from Area, Bar,
Line, Pie and

| 1o (22 Jgal 08 98 93] IR
T T ) A 44l
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several other Chart A I [l 2
Options. [ENIPSIEIZRIs i
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Add a Slide Theme from Gallery

e Go to the “Design” ribbon
e Select a design theme from the Theme toolbar.

™ R R _PowerpointSlides.pptx = Microsoft PowerPoin I;,»_ wing To ,L‘-’l E=aros]
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Slide Transitions

e Go to the “Transitions” ribbon
e Select desired Transition from toolbar

Animations

P | 0~ T TIEES. PowerpointSiides.pptx = Microsort Powerbomt T —
Slide Show Review View
#, Sound: [No Sound] »  Advance Slide

@] Home Insert Design Transitions

4 & 5 W @

Split Reveal Random Bars Shape

oo

® Duration: 0200 -  [¥] On Mouse Click

v 2 130 Apply To All | After: 00:00.00

Timing

on to This

) =
None CF Wipe
,,pi' eview |
Slides Outline |
9 Preview a Presentation

+» Go to the "Slide Show" ribbon

« Selectthe pointin the slideshowthatyou
would like to begin viewing,
© From baginning
© From current slice

+» The shortcut keyis F5
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Rearrange Slides

e To move a slide, click on the slide thumbnail
in the left column
o Drag and drop the slide at the desired location.

e To move consecutive slides at one time, click
and hold the Shift key as you select the slides

you want to move.
o Drag and drop the slides at the desired location.
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Preview a Presentation

e GO to the “Slide Show” ribbon

e Select the point in the slide show that you
would like to begin viewing.
o From beginning
o From current slide

e The shortcut key is F5
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View Slides vs. Outlines
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L] L]
. I ’] e d efa l I It VI eW I E ; m Home Insert Design Transitions Animations Slide Sk
HE|| B | > [ Ruter ()
- 5 = e I .U J - \
Gridlines
I e S Normal| Slide MNotes Reading Slide Handout Notes | _ Zoom
Sorter Page View Master Master Master | [ Guides \

e« The second option is 1

Outline view to " ety
show the slide show Rt —

* Save a Slide Show
® Create a New Slide

as outline notes ol len

® Insert Clip Art

® Format Pictures

* Format Fonts

* Header and Footer
» Hyperlinks

* Tables

® Charts

® Slide Themes

* Slide Transitions

* Rearrange Slides

* Preview Presentations
* View Outline

® Print Handouts

Slides Outline X

4 Open an Existing Presentation
® Go to the toolbar and select "File” then “Open”
® The keyboard shortcuts allow you to open a document
without using the mouse.
©OHold the Control button, then press'0’ for “"Open” ‘ (

5 Saving a New Slideshow

v
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Print Handouts

e Select “File” then
select “Print”

o A dialog box appears
that allows you to e ———

change the printer A=

and select the

number of copies to s
be printed. - S—

e You can also select
to print handouts of /
the slideshow.
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