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Basic Microsoft PowerPoint

(Demonstrated using Windows XP)

Your First Slides

Adapted from Taskstream Word Tutorial (2003) < http://www.taskstream.com >

Revised and updated 4/05 by Dr. Bruce Ostertag

What Can PowerPoint Do For Teachers?

Microsoft PowerPoint is an application for creating presentations. The basic unit of the

PowerPoint presentation is called a “slide.” You can make an oral presentation using
the slides to reinforce your ideas. PowerPoint presentations can also be used when you
need to run through lots of ideas several times.

What's In This Tutorial?

This tutorial will guide you through:

You will learn to open the Microsoft PowerPoint program.
You will learn how to customize your Toolbar.

You will learn to design a slide and add text.

You will learn how to view your slides in different ways.

LN~

Requirements

Hard or electronic copies of PowerPoint (or equivalent) documents must be
submitted for partial credit to meet the multimedia presentation technology
standards set by California for educators demonstrating the usage of:

Minimum of six slides in a lesson

Varying fonts

Varying font sizes

Options including Boldface, Italics, Color.
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l. Getting Started

Open Microsoft PowerPoint from the icon on your desktop or from Start — All
Programs — Microsoft PowerPoint. You should see a screen like below:

[€] Microsoft PowerPoint - [Presentation1] E]@
File Edit View Insert Format Tools Slide Show Window Help Acrobat > X
D & @ v~ [{ll ]? TmesMewRoman ~ 18 + B 7 U % = A A - [FDesign FNewslide ?
= 0 X i New Presentation v X
1 S/Ide pane Open a presentation
x technology _nirvana.ppt
web_accessibility_presentation[
technology _nirvana.ppt
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, technology _nirvana.ppt
tli : E; More presentations... Task
outline (‘1 c . 1- : : ask pane
1C 8] : N
pane > “lick to add title ‘ ew

: [ [ Blank Presentation |

notes
pane \
ick to add notes

ER=20
Draw ~ Autoshapes~ N [ O 4l
Slide 1 of 1 Default Design
? V\ \
views design style DRAWING TOOLBA\R
slide number
O
. " *| For the purpose of this tutorial, you will select Blank
L & - [Hreson Jwewside 7| Presentation under New in the New Presentation section
4 * slide Layout v x| of the screen.
Apply slide layout:
Text Layouts ~! | Microsoft PowerPoint will now display the Slide Layout
— pane in place of the New Presentation section, as seen to
—— the left.
This pane shows many layout options!
i For now, select the entirely blank slide layout, which is
Content Layouts " the first entry under Content Layouts. Click on the layout
image to apply it to the current slide.
1 2
(LR
D '-‘ ) o2
el ‘ el || v
“ ¥ Show when inserting new slides
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Il. Setting the Toolbar

Look at the Toolbar at the top of your page, just below the Menu. It may look somewhat
like the below. (A few additions have been added by the instructor on this sample.)

File Edit View Insert Format Tools Slide Show ‘Window Help Acrobat v X
=2 GiJ @ S’ @. ﬁ';v @3 ) v H‘_]l EE @ AA Wl 39% . E;J @ I:i 8 .
Avrial ~-18 - B I U & E = A A~ [ Design ZINew Slide [ Layout & 2

Also, please note that the Drawing toolbar may open at the bottom of the screen, as
shown in the first image of this workshop.

How to customize your own Toolbar will be shown immediately below. It is possible
that several of the tools you will want to work with do not appear on your Toolbar. Itis
recommended that you add some viewing features [you’ll only have to do this once] to
make PowerPoint more convenient for your usage.

View | Insert Format Tools Slide Show Window Help

z Mormal ) v i O
slide Sorter g = A
Go to View on your Menu. Scroll down to Slide Show FS
you see Toolbars. When that appears, Notes Page
you’ll have a list of viewing options appear. Master ,
Check the minimal options of Standard, -
Formatting, and Drawing. Task Pane is B ColorfGrayscale >
also selected here, as you can see at the Task Pane
left-hand side qf the screen above. See the | Toolbars n | p——
sample to the right:
Ruler Formatting
Grid and Guides... Control Toolbox
D Header and Footer... Drawing
Qutlining
Zoom... Picture

Reviewing
Since the Draw toolbar opened on the Revisions Pane

bottom of the PowerPoin}‘ screen, it is. . Tables and Borders
recommended you move it to the location in

g [ v | Taskp
your document where you find it most Click to add notes askrane
comfortable. You can put it on the top of o . Visual Basic
the screen, to the side, or beneath it. koshapes» w1 O web
Please see the following samples. Slide 1 of 1 Swordart
PDFMaker 5.0
Snaglt
Customize...
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Sid File  Edit
D E e
Times New Roman
Insert Format Tools Slide Show Window Help Acrobat ==

SR Y B o-c- @O % Kt
= A &v [ Design " ZINew

a MBI

DLaw' AutoShapes ¥ ™. “a

[ O[] » / sadeysoiiy E

2

%
o

(Remember that the instructor has customized his Toolbar with cy@=T |
some additional features. This can be done by highlighting ‘
Customize and following the directions to add features.)

To Customize your Toolbar, go back to
the Menu and select View. Scroll down to

View | Insert Format Tools Slide Show Window Help

Toolbars and then highlight Customize. Normal B S (1 Y|
Slide Sorter — -~
3 = = = A

Slide Show Fs |

MNotes Page

Master >
B ColorjGrayscale » arning Disabili
Vs Pans Antitude Tec¢

l Toolbars 4 I Standard
Ruler Formatting

Grid and Guides... Control Toolbox
[: Header and Footer... Drawing
Qutlining
Zoom... Picture
‘ Reviewing

Revisions Pane

Tables and Borders
Task Pane

Yisual Basic

Web

Wordart

Click to add notes
dtoshapes~ . w [ ] O
Slide 1 of 1

PDFMaker 5.0
Snaqglt

{ } | Customize... |
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A screen will appear looking like this. You have three selections you can make

(Toolbars, Commands, Options).

Custoinize

You can then choose

Commands and then one of
the options under Categories.

Toolbars ~ Commands I Options I
To add a command to a toolbar: select a category and drag the
command out of this dialog box to a toolbar.
Cateqories: Commands:
e S e il
[ mew
= Open...
Tools 5ol
Slide Show Close
Table O save L,
Window and Help
Drawing LI

In this sample, Format was chosen. You
can then select which command you wish
to add to your Toolbar. Highlighting the
desired tool in the right-hand side of this
screen can do this. In this case, Decrease
Font Size was highlighted. Note that under
Description you are given... well, a
description of the tool you have selected.
Now, just drag this highlighted command to
where you want to locate it on your
Toolbar.

This customized Toolbar will save you
time looking for editing features under the
Menu function.

Toolbars ~ Commands I Options ]

To add a command to a toolbar: select a category and drag the
command out of this dialog box to a toolbar.

o

Categories: Commands:
Ezi || A Increase Font Size :l
VIS N ecrease Font Size
s D Font 5
Insert = -
+= Increase Paragraph Spacing 1
Tools — = )
= P h
Slide Show += Decrease Paragraph Spacing
Table [=] slide Layout... Ll
Window and Help
Drawing L]

Selected command:

| Description | |

Decrease Font Size

Decreases the font size of the selected text to the

next smaller size in the Font Size box.

Close
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lll. Inserting Text

In order to add text to a PowerPoint slide, you have to first create what is called a “text
box” for the text to reside in.

To create a text box, you need to go to the Drawing toolbar at the bottom of your screen.

Draw ~ AutoShapes v ™\ Z 4[ . & - A b é = B E W L v

Slide 1 of 1 TextBox Default Design

Once you are at the tool bar, click once on the Text Box icon Tnsert | Format  Tooks  Side
=) New Slide Ctrl+M

Alternatively, you can create a Text Box from the pull down
menus at the top of your screen. Just choose Text Box from the
Insert menu.

Duplicate Slide
Slide Number
Date and Time...
After you have chosen the Text Box icon, your cursor changes

shape to l over the Slide Pane. Place your cursor
where you would like the text to be and click it — it 1

L4 Comment

Slides from Files...

turns to a cross. Hold the mouse button down while 5 ﬁ ke froem Sukjoe.
“‘drawing” a small box. It will have shaded borders, éf é | Bt ’
and the blinking cursor is inside the box. e ¥ Diagram...
Text Box
I Movies and Sounds »
i chart...
In the text box, type in the following title: Global Warming. The M Tabk...

result should look like this: Obiect...

K SREEY g

5!_; ._X:I @ v:,' K) v Hl_]l D
= A v [ Desigr

- B I U 8 [E

([
Il

Global Warming

Below the title that you have just typed in, create a new text box, on the left side of the
slide.

Within this textbox, type: Greenhouse Effect.
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Y S BBY o-o - @OHAQ laE Esee - B

4 —

+- B I U 8 == A A A~ [ Desian ZINew Slide

Global Warming

Greenhoq.se Effect

Then click anywhere on the screen and the shaded borders will disappear.

Now, repeat the above steps and type: Gradual rise in the temperature of the Earth’s
atmosphere.

Create another textbox and type: Gases, such as Carbon Dioxide collect in the
atmosphere.

Your slide should now resemble the image below.

ot Format Tools Slide Show Window Help  Acrobat
v B - i O A ‘4 O S0% .
~- B I U 8 E A & A ~ [HDesian ZINew sl

Global YWarming

Greenhouse Gradual rise in the Gases, such as

Effect temperature of the Carbon Dioxide,
Earth's atmosphere  collect in the
atmosphere

Now you are ready to edit the text.
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IV. Editing text

Editing text in a textbox on a PowerPoint slide is very similar to editing text in a word
rocessing document.
i ) B 7 U & E ==

Experiment with editing the title Global
Warming.

In_ order to edit text on a PowgrPoint 9/////////////////////i'////////////////////g)
slide, the text box should be visible. Z .

4 Global WWarminglee
Click once on the text and the text box 6/ ///////////////////O’////////////////////6

should reappear. Then click and hold the
left mouse button and drag the cursor over the text, so that it is now highlighted.

SN

Once the text is highlighted you can now change the font, style, size or color, using the
formatting bar located on the top of the page.

File Edit View Insert Format Tools Slide Show Window Help Acrobat
D LY fBRC ©- Wi OB &

A -
Arial v- B 7 U % = A A ii &' 52

(4

4 —

([
Il

8

9

10

12 :L

ig UNHSIIND,
/

15 AGlobal Warmingjé

%;- ﬂ C/S/////////////////////O’////////////////////g

V. Manipulating a Text Box
Resizing the Text Box

Click once on the text. The text selection box will appear, and you will see small circles
around your image.

These circles are called
handles.

Place your mouse cursor Global Warming
on any of the handles and

the cursor

S h ou I d now s /7' 9////////////////////////i///////////////////////
have arrow-like ’{f\\(

Z
pointers on % Greenhouse Effect A%>handles

each end. A A A A
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If you now drag your cursor toward the text selection box, the box becomes smaller. If
you drag the cursor away from the text box, the text box becomes larger. Also notice that
the selection box style i

changes when you are
working with it (see the two
images on this page). When
the text selection box has
the dotted (rather than
striped, as above) box, you
may move the box by using
the arrow keys on your . ]
keyboard, ormoveas = || @ TTTTTTTTTTTTTTTTToToToToToTmmmmosmmosmmomsmommmmes ‘_+_
directed below.

Greenhous:ej
Effect

Moving the Text Box

I If you roll the mouse button on the selection box
between any of the handles, your cursor should
Greenhouse Effect now have 4 arrow-like pointers.

Click once on the selection box and drag the
. , arrow-cursor to any area of the slide and the text
B EeEane e L L e L YuRERETEE ' box should move.
Try this now!
V. Saving your Work

File | Edit View Insert Format Tools

0 O new... Chrl4+n
anid = Open... Chrl+0
5  Jose To save your work, click on the File menu on the
Save Ctri+s main toolbar at the top of your screen, and select the
T ~. | Save As option from the dropdown menu.
48 Save as Web Page... V\\’
& Search.. The Save As dialog box will now open, displaying a

Pack and Go... variety of locations of where you can save your file.

‘Web Page Preview

Page Setup...

Print Preview

M o)

Print... Ctrl+P
Send To »
Properties

14...\Learning Disabilities. ppt

2 \...\technology_nirvana.ppt
34...\web_accessibility_presentat...

4 \...\technology_nirvana.ppt

Exit
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Choose Desktop, by either selecting it from the items on the left-hand side of the Save

As dialog box or from the Save in [ 3]
pyll-down menu at the top of the ™~ psuen [ veseop E @ > 5 B - Tools~
d|alog bOX. _I iMy Computer
\eg %My Network Places
In the File name field, located on History g;:f:t“;f
. Ui
the bottom of the Save As dialog PO =T
box, name your file. —IFowerPaint
My Documents | [-)social security
. )stuff
In the image to the left, the @ C)Wordsruce
PowerPoint presentation file has tochnology_rirvanappt
Deskkop k web_accessnblllty _presentation[1].ppt
been named global
. t - Desktop
warming.ppt. * [_‘
ALWAYS save your files using Favorites
underscores instead of spaces g}g
AND ending with .ppt so people itk [gebalwarming.pe =l [ see |
using older Windows-operating Places  Save asiype [presentation (*.ppt) [ concel |

computers can read your files.

To complete the saving process, click on the Save button.

Congratulations, you have just created and saved your first PowerPoint slide!

VIl. Viewing Your Work

There are several ways to view your work. The Views toolbar, on the lower left-hand
side of the PowerPoint window, gives you three options in this order:

Normal View, Slide Sorter View, and Slide Show. The View menu CEREY
gives the same three options, plus Notes Page.

The current view being used is Normal (pre-made sample shown below).

[€] Microsoft PowerPoint - [technology._ nirvana. ppt] @@
File Edit Yiew Insert Format Tools Slide Show Window Help Acrobat > X
DEEemn RV 2R b O A fa M 100% - B,
TimesNewRoman ~ 24 ~ B 7 U & E = A A é ~ [A Design ZInew Slide [ Layout @ g
Outline  Slides X 2

30 _

Confused Yet?
- _— Confused Yet?
Workplace Tools!
Hypertexi LOGO!
ILSI Basic! =
Change the curriculurm! i S U v(')l’/' ) ] 1ce 7—()(_) ]ﬂ' [ o€
The Web! Emaill . Ll . R
Hyperfexﬂ LOGO!
31
Crispen’s 4 Forces Model .
Change the curriculum!
= Stolenfrom Lary Cuban's “3
motives for technology use in
school™ (with an extra force added by I
e The Web! A
- Workplace readiness Ell] all l
- Neo-progressivism =
~ Productivity 4
- You already know force number 4. 3

EER=
Dgaw' astoshapess \ W O E 422 @ &-L-A-==&8Ba@.

Slide 30 of 82 crisoen 10
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This View is the one preferred by your instructor. However, you should you the View
you find the most useful/comfortable. See some other options below.

Another Way tO see @ﬂ File Edit Yiew Insert Format Tools Slide Show Window Help Acrobat -
your PowerPointwork |[DEHE® SRY $BBI o WOHE Fui @ - DadM.
is by C”Cking the A"al_ : -we- (B U EEEEIS(A A A v Hpesion Thewside 1= 12 4 ¥ [CLayout &)
. . —-’utlme Slides X
Ou“lne Vlew Tab on 43 Student Tech Use in Adoption —~ Confused Yet?
the Ieft-ha nd S|de Of « If faculty in the adoption stage allow their students to use technology at all, the use is ) :
highly structured. ILs! Worioiace Tooks! Basic!
the screen. You can + “Go to this Web page, type the following exactly, and then write the answer on your Hmﬂm‘(:;kp ace foo
. worksheet” : LOGO!
Change the Sl|ze Of the « “Write a paper using Microsoft Word that meets these specific criteria, print it out, Change the ¢ bt
and hand it to me.” The \Nebl’ '
pa nes. S IOWIy move + The students absolutely HATE this. - Exaaill

you r mouse over the 50 Problems Faculty Face During Adoption

« Insecurity and lack of confidence

[eam |«

screen betWeen the » Adapting technology to existing learning objectives " [Click to add notes
Wh h + Lots of wasted time looking for “plug and teach” software
tWO pa nes. en t e + Control and discipline
H « Faculty still want strict control of technology usage at first
mouse icon Cha nges + Students given more responsibility as faculty gains expertise
tO thIS Symb0|, 51 Supporting “Adopters”
H +||+  Training, training, training (and support, support, support) to build confidence
CIICk you r Ieft + Introduce communities of practice (and make sure your CoPs are more than
buzzwords)
mouse bUtton « Frenuently remind the farnlty that: ha
and move the mouse 257 :
D;awv Autoshapes~ . w [] O 4[ 5:5 i &'ﬁ'&' == E: ] L -
to enlarge the outline Side 30.f 62 crispen ]
side.

Your view would now look similar to the sample above.

[El Microsoft PowerPoint - [technology._nirvana.ppt] @ An Oth e r O ptIO n WO U Id be th e

E] Fle Edt View Insert Format Tools SideShow Window Help  Acrobat - x . =
% [@ynotes... [53 Transiion [ Desion ' TINew Slide Sllde Sorter VIew @gg @
DeEea 8RY s BT o- mer - D@, This is a way to see how
e T I “| possible printed handouts

Eventualy, the faculty vill stop
n

may look for your students.
Ways to make hardcopies of
a PowerPoint presentation

49 50 51 52 . j ’
will be discussed in a more
. i~ ’ advanced lesson.
&l T
N = . :
The Slide Sorter View would
53 54 55 56

look similar to the left.

Natice the Evalution? Schaptation Tools

me
'

aﬁ'!* ST

The last viewing option would
be Slide Show View. | B
“| This is the view you *‘
would use to actually have a
preview of your slide show.
Transitions, animations, etc.
would be demonstrated on the
Shio St =J full computer monitor screen.

58 59

Evoluticnary Stage 4
dppropaation

Cunard and weare.

<

BEET |

Whew, that’s a lot of information! Now you have some of the rudiments of putting
together a PowerPoint presentation program.

[Thanks to Jane Tillis for her invaluable assistance in developing this tutorial.]
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