Back to Basics: Multimedia
Level 1 Microsoft Office PowerPoint 2003

Opening a Blank Presentation

1. Click START

2. Click PROGRAMS

3. Click MICROSOFT OFFICE

4. Click Microsoft Office PowerPoint
2003

*You can close the Getting Started window
by clicking the Close button.
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Click to add title

Click to add subtitle

Click to add notes
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Add Text to a Slide

1. Click in the text box
2. Type text

*To move a text box
-Move mouse over text box border
-Drag to new location

Click to add title

Click to add subtitle

OR

1. Click INSERT

2. Click TEXT BOX

3. Click on slide where you wish to type
4. Type text
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Change Color of Text /
e el AL

1. Highlight text you wish to change
2. Click the black arrow next to the font ECDRRERRAT RN,
color tool ke

3. Choose More Colors
4. Click on color of choice

OR Font L
Fonk: Fonk skyle: Size: _OK
1. Highlight text ish to ch Arial Regular 44
. 1gnlig €X1l you wish to change i e
1 I Arial || |Regular 44 (A -—ance
2. Click FORMAT T Arial Black | |Bald 43
T Arial Marrow || Thalic g4
3 . ChOOSG FONT T Arial Rourded MT Bold Biold Ikalic gg il
4. Click drop down arrow next to Color r Baskervill Old Fare e -
Effects Color:
3. Ch.oose Color [Cundetline [ supegscript __:V_'
6. Click OK [ shadaw Offsst: 0 (3] %
[ JEmboss [Jsubscript [ Default for new objscts
*Can also make other text formatting _ _ Thisis a TrueType fort.
t. from hel"e This same Fonk will be used on bath wour printer and vour screen,
options .

Format Text

: Arial - 18 -|Bfgs|

1. Can choose Font Type, Size, Bold,
Italicize, Underline, Shadow, and
Alignment from toolbar.

Change the Background Aackaround
1. Click FORMAT e
2. Click BACKGROUND < Title of slide
3. Click drop down arrow for choices + Bullef ket
4. Choose More Colors D m
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Fill Effects Background Fill Effects
< .Gradient Texture | Pattern | Picture A
Choose:
. Color 1:
1. Gradient & orciin i "
2. TeXture G?IWD Lo tolor 2 o
P t T ™
3. Pattern or Sire ||
4. PlCtuI‘e Transparency
From:
To:
Shading styles Wariants
() Yertical
© piaganal up _ | Sample:
() Diagonal down |
O From corner -
) From title L | ——
Change the Size and Orientation of Slides Page Setup
. Slides sized For: Crignkation
1. Click FILE Dr-screen Show v - Slides
2' Cth PAGE SETUP wiidth: 3 Partrait ‘E]
10 3] Inches (%) Landscape
Heidht: . Maokes, handouts & outline
?.Sb _,,I-.dlncfhes @ Portrait
Humber slides From:
= () Landscape
1.

Insert | Format Tools Slic:Ie_Show Window  Help

Insert Graphics From File Sl HewsSide M @ | @) [ jpdl
Duplicate Slide B R T
1. Click INSERT Sl N!mb_er
2. Click PICTURE D"'te a“d Lt
3. Choose FROM FILE 4 Comm‘ent
4. Browse to find your saved graphic e
5 ’ Cth INSERT Slides from Outline. .. B a C k to

Pickure Clip Art..,
g:ﬂ'i Diagrarn. .., Erom file... |
| Text Box From LQSanner ar Camera...

Movies and Sounds Mew Fhoto Albur...

| Chart... AutaShapes
Table... whordart, .,
Chject...

Organization Chart
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Insert Picture Online 'LQ Organize clips. .

D}J Clip artqn Office Online

1. Click INSERT & T IE n

R Il Tips for finding clips
2. Click PICTURE
3. Choose CLIPART .
4. Choose Clip art on Office Online _ _‘10f'f|ce Online
5. Type SearCh Word in bOX Home = Products = HelpandHowto = Downloads | Clip Art
6. Click SEARCH button -
7. Find the image you want B Ce e F—
8. Choose the Click to Copy this Item | _—

9. Go to your PowerPoint ¢

10. Click EDIT ovd
11. Click PASTE ‘b
0 Q &

Standard Toolbar
Toolbars R W= NN N W A RSN

1. Click VIEW
2. Click TOOLBARS

Drawing Toolbar (bottom of window)

Drawv.l futoshapes N N (1O & 4 & lﬁ] | S A
*There are many toolbars to choose from.
These are some of the most commonly used. Formatting Toolbar

! Arial -1 ~-| B I U SIE

*Formatting Bar- Choose Font, Size, Bold,
Italicize, Underline, Shadow, and Alignment

Views
= | Insert  Format  Tools

1. Click VIEW Formal
2. Choose Normal to view single slide | Siide Sorter
3. Choose Slide Sorter to view all slides i -
4. Choose Slide Show to view show 85y Siide Show B

-Change slide order by dragging | ;'3_1] Maotes Page r;\?

\

5. Choose Notes to view page with notes
-Can write extra information to guide a
presentation
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Insert a New Slide

1. Click INSERT
2. Click NEW SLIDE

*Move between slides using the
Slides preview bar on the left side
of the screen.

Insert LF__grmat Tools Sl

] Mew Slide Chpl
Pk ]

A5 Text Box
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Choose Lavout

1. Click on the layout of choice in Slide
Layout bar on right side of window.

*Can choose a blank slide from here.

Slide Layout v x

Apply slide layout:

Text Layouts

__n [g Il

Title and 2-Column Te:

Content Layouts

H &
b £
H & |||E8ES
b ¢ L L
Printing Slides
. Print what: Handouts
L. Cth FILE Handouts Slides per page: |6 |w Ll
2. Click PRINT - -:f"‘* A BE
. (%) Hori { i
3. Choose what to prmt: o Crder:  (#)Horizonkal () Yertical CGE
. Motes Pages
-Slides Quitling View [ scale tafit paper
-Handouts . Frame slides
*Choose how many slides per page
-Notes Pages

-Outline View

View Slideshow

1. Click SLIDESHOW
2. Click VIEW SHOW

*Click mouse to advance slides.

Slide Shiow | Window  Help
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