PowerPoint — Next Steps
Brighton District Library

Microsoft PowerPoint is Presentation application of the Microsoft Office suite. In this portion of
the class you will learn
- Creating a New Presentation from a Design Template

Creating a New Presentation using the AutoContent Wizard

Creating a New Presentation from a Template

Creating a New Blank Presentation

Applying a Background

Preset and Custom Animation

Slide Show Transitions

Set Slide Timing with Slide Show Rehear sal

Creating a New Presentation - Design Template
Blank dlide with adesign added

Mew Presentation v X

Open a presentation
Camingtoamericaz000, ppk
EF; Mare presentations. ..

After opening PowerPoint — use the Task Pane
to locate
From Design Template

Mew
[ Blank Presentation

From Design Template

If it is not open, choose VIEW>TASK PANE ] From AutaContent Wizard
Mew from existing presentation

?“3:] Choose presentation. ..

Mew from template

Rlierrink nnk

Apply a design template;

Used in This Presentation b
Check out the different Design Templates -
avallable Available For Use
Because thereis only one dlide available —the
Title dide — any design chosen will only effect Froe
that side e
When you add new dlide, those dlides will be
added in that Design g
Close the presentation with out saving it The Second X —NOT in the red box
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Creating a New Presentation - AutoContent Wizard
PowerPoint places suggested content in each dlide for you

From the Main Menu

Select FILE>NEW to display the New Presentation
Task Pane

In the New Presentation task pane, click
onthe FROM AUTOCONTENT

AutaCarmient Wizard

Tre BubeZonlent Wies d gets wou stared by
providing idees snd an crgargation for your
PFERENLALCH.

WIZARD link
#ﬂlhal?wafwtmmﬁEwwtom
e ey
In the displayed AUTOCONTENT ] e
. . PR | arkficaln
WIZARD dialog box, click on the NEXT T
button to proceed: R

On-Screen Presentation for Slide Show
Other options are
Web Presentation
Black and White Overheads
Color Overheads and
35mm Slides
click NEXT

What bype of output wil o LEeT
# Cn-acreen prewrkation
ek prawmrkaboe

™ Black and white ovortaads
1™ Color ptearh i

35 e

| Canced | sBeck || me s Firish

Name your Presentation Here
Insert a Footer which will display at the
bottom of each dlide
L ate date updated and dlide number will
also appear
Click NEXT and FINISH to view your

presentation

AricContam Wizard - [Genaric]

Preraad ati o ¢

Iodir o inclucde an each Sde
Fucher:

b Date b2t updated

F# Sl raymber

iy Carcel « Bk Finish

Close the presentation with out saving
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Creating a New Presentation - Templates
Pre-designed Presentation Templates that you can add your information too.

Select FILE>NEW to display the New

From the Main Menu Presentation Task Pane — if it is not aready
open
In the New Presentation Task Pane Select GENERAL TEMPLATES
[ Gerersl D2y Tenpddles | Pracenbation: |
. B - B e [
The Template Dialog Box appears s : e |l ?.Iiml
!-'_h;lmu }c-ll "'_r-dm-ad g
Bl et & ohoues HFieeuis
NOTE THE TABS AT THE TOP o owowm Qi
GENERAL —DESIGN TEMPLATESor MEr aa B
PRESENTATIONS ?fﬁ:";*,.. _f..."“' : el
Click on PRESENTATIONS R el
[ ] _com |
Click each one to see the template design fZiﬁ?.fo mﬁw = HED
{“:T:::w ::_hm;ﬂ: ookt e | P
Once you found one you like — Double click it | - Eoii ™ “***““
—or select it and click OK e, B
i Pt it : ko rakt e
All Formatting and coloring is done for you f%.‘-;‘;‘;'f.;...w - | ki
and the Presentation is ready for your i e g chems
information ; i
Lo ] oo
ISTHE SAME A PRESENTATION
The AUTOCONTENT WIZARD TEMPLATES

. ISTHE SAME ASTHE DESIGN
TheDESIGN TEMPLATE inthe TASK TEMPLATE IN THE TEMPLATE

PANE DIALOG BOX

Choose any template available Close without saving

Create a New Presentation — Blank Presentation

Select FILE>NEW to display the New

From the Main Menu Presentation Task Pane — if it is not already open

In the New Presentation Task Pane Select BLANK PRESENTATION

TYPE

A Title slide should appear MY PRESENTATION for your Title

BY (your name) for the subtitle
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Applying a Background

Backgrounds can be applied to Slides, handouts and notes. Background options include colors,

gradients, textures, patterns and pictures

From the Main Menu
Sdlect FORMAT>BACKGROUND

Background EJE|

Background Fil Apply ta Al ‘

Apply
Cancel

' Title of Slide
+ Bullet text

Use the drop down arrow under the example

dide to select a color

More Colors opens a color palette for you to

choose the exact color you want

Fill Effects allows you to blend two colors
Choose a Textured background
Choose a Patterned background

Or

Insert a picture as a background

Y ou can apply this background to only one
slide or all

Backsround

Background Fil

Apply to Al |

Apply

D Cancel

Autamatic | sker
E EEE EN

Mare Colors, .,

< Title of Side
= Bullet text

—

Eill Effects...

Fill Effects

s
T D color

™ Tw colors

I~ Preat

Transpanency

Fooim: J
To: J

shading sodes

" Horlzontal

T Yprtical

™ Dingonalup
T Dimgonal dovn
™ Erom coenar
™ From bile

LI =
H

-
-
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Adding Animation - Pre-Set Animation Schemes

Preset Animation Schemes make it easy to animate your slide show. Animations are divided into
Subtle, Moderate, and exciting schemes, and generally apply animation to Titles, bulleted lists
and paragraphs..

Click on thedrop down arrow in the Task Choose

Pane Slide Design — Animation Scheme

4@ ' slide Design - X !

Design Templates
[z Calor Schemes
&} Animation Schemes J

%&t the Ani maﬂ on you want and |t will Apply to selected slides: J

Mo Animation e

automatically be applied to the current dide Subtle

Appear

To seeit in Slide Show view, click on Slide Appear and dim

Fade in all

ShOW Fade in one by one

Fade in and din

Faded wipe
Faded zoom

Brush on underline

i, L H

Custom Animation

The customer animation pane allows you to animate your side any way you want. Y ou can

animate titles, text, paragraphs, clip art or any other object on your dlide. The effects include
Entrance effects, Emphasis effects, Exit effects and Motion Paths.

== 4 * Custom Animation ||

Mew Presentation

Clipboard

Search
Inthe Task Pane click the down arrow el
Slie: Layout
an d Ch OO% C u g Om A n | m at | on Slide Design - Design Templates
Slide Design - Calar Schemes
Slide Design - Animation Schemes

Custom Animation

Slide Transition

4 % Custom Animation - x|

|;§§ Add Effect v| |x_-zg Remove

In order for custom animation to work you

Modify: Fade
must first select the object that you want B
. Medium -
to animate —
] e Title 1 My Pres... [+
Each object on the dide would be listed in ¢ Text 2By Lori Ber

the order in which they will be animated

Click dlide show to see your slide

4r| Re-Order El !

)
P Play | |EI slide show

Create more dlides for your presentation Format them any way you like
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Slide Transitions

When you navigate from one dide to the next in a dide show, you can add dide transition

effects.

From the Main Menu salect

SLIDE SHOW>SLIDE TRANSITION
Or from the Task Pane choose
SLIDE TRANSITION

aa ST TTaTSIOToTT

Apply to selected slides:

Modify transition
Speed: Medium hd
Sound: [Mo Sound] hd
[
Advance slide
¥ ©on mause click
[~ Automatically after

[ i

Click on a different didetransition

To seether effect

A different transition can be applied to
each dide

Or you can apply it to all dide

You can modify the Slide Transitions
for Speed and sound

Select the speed you want from the speed Drop

Down menu in the Modify transition area

To add Sound

Select the sound you want from the Sound drop

down menu in the Modify transition area

You can advance your didesusing the

mouse

Check the ON MOUSE CLICK box in the

Advance dide area

You can also advance your dide

automatically

Check the Automatically after box in the
Advance Slide area— use the up and down
arrowsto select the number of seconds before

the presentation advancesto the next dlide

Setting Slide Timings while Rehearsing

PowerPoint allows you run the dide show and click when you want the object to animate for the
dide to advance, therefore rehearsing the actual presentation. This allows you to customize the

timing.

From the Main Menu

Select SLIDE SHOW>REHEARSE TIMINGS

The presentation will start

You must click you mouse button for any

animation or transitions to happen

Once completed click theright arrow
on the Rehear sal Toolbar

Rehearsal v X

= I 00002 4 0000z

When you have finished rehearsing the

presentation

Power Point will give you the option to accept or

regect thetimings
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