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Suggestions for other presentations
Short answer questions
PowerPoint presentation
Tea and Coffee break (about 3.30 pm?)
Breakout into smaller groups

Don't be shy – your opinions and needs count

Introduction to PowerPoint
Presented by Anne Menzies
On 25 January 2019
To the U3A Computer Support Group
Hemel Hempstead

This will be a very basic presentation. There are any number of
guides on the internet and courses that last several hours.
Just search for “PowerPoint User Guides”.
Impossible to cover everything in the time available! I’d be
physically dead and you’d all be brain-dead.
A useful link might be, but there a many more:
https://www.slideshare.net/lauralhampton/beginners-guide-topowerpoint-15608077
And of course, there’s usually help via the program itself which takes you
to the appropriate webpage for your version.

Getting Started

Note: screens may vary
depending on your version.
This one is version 2011

When you start
PowerPoint, you’ll
usually be presented
with the Gallery (or a
blank presentation)
If you’re starting a
new task, select a
Theme
Otherwise go to the
Recent Presentations
and find the one you
want
If you are presented with a blank presentation, and you wish to edit an
existing one, either select it via “My Computer”/”Finder” and double-click
or in PowerPoint go to File > Open or Open recent

When you are presented with the first
slide, typically you’ll be invited to add
test in pre-existing “Text boxes”. Just
click where it says and the box will
clear ready for you to type.

To insert a new text box, on the
Home menu, select “Text Box” /
“Text”. Text boxes are blank.

Text Box Options
Second Slide

Double-click box to get more options. Colour Changed

Second Slide

Filled

Word Art

3-D Rotation Effect

Second Slide

Glow Effect

Second Slide

Line – Colour and weight changed

These are just a few of the modifications you can make to/in a text box, along
with all the standard formatting, e.g. size, font, underline, etc.

Adding a new slide
As with everything in Microsoft, there are various ways
to achieve the same result. This picture shows the
effect of right-clicking on the slide preceding the place
that you want another. The new slide will have the
same format as the one above it

Windows
2007

Alternately, select “New Slide” and click on the format
that you want

Mac 2011

Windows
2007

Mac 2011

Slide Options
This is probably the most used slide – “Title and Content”. Hovering over each of the
icons will give you a hint as shown below.
The other options are Table, Chart, Smart Art Graphic, Picture and Clip Art

Content Options -1
Insert Table. A blank table is displayed,
ready for you to add the details. Once
the table is created, A new ribbon of
table options is displayed, for example:

Clicking on the Insert Chart option, displays the following
ribbon.

Selecting a chart option
opens a linked spreadsheet,
filled with sample data, which
may be altered to what you
need, including copying and
pasting from an existing file.

Content Options - 2
SmartArt gives the following:

Selecting “Text
Cycle” (the
second top left)
displays the
diagram and
invites you to add
the steps as in
the very simple
sample below
right
There are any
number of
“Shapes”
available, e.g.

Selecting any of the options,
gives a further selection, e.g. for
“Cycle”:

Content Options - 3
Insert Picture from File takes you to “My Computer” / “Finder” to allow you
to select an image. You can drag the “handles” to re-size, but beware of
causing distortion. Images can also be simply “dragged” in.
The “Format Picture” ribbon is below.

Clip Art Browser directs you to Media. By default “Clip Art” is displayed, but
you may select any of the items on any of the tabs and drag them to the
slide.
For example, selecting an item from
“Audio” looks like this on the slide
allowing the music to be played:

Content Options - 4
And the final option, Insert Movie from File, again takes you to “My
Computer” / “Finder” to allow you to select a film. As with images there are
various options available.

Adding indicators
You may wish to point out a particular item on a slide, e.g. part of a
diagram. Using “Shape” from the Home menu can be useful.
The most useful for a standard
presentation are the Lines, Rectangles and
Basic Shapes
Once you’ve selected your
shape, double-click it to get
the shape styles menu

For the arrow, use Line to
change the weight, colour, etc.
Each shape can be resized
and moved or re-aligned using
the “Handles”

Adding indicators
Adding a Rectangle allows more options as you can add text and fill it with
different colours, etc.

Default
Use “Fill’ to change the colour
to “No Fill”
Use “Line’ to change the
outline as required
And to keep the
rectangle and the picture
together, select them
both and “Group” them
using the “Arrange”
menu. This allows them
to be moved about as
one

Slide Actions
These allow slide to be displayed from different directions.
Note the change of name from the old to the new version. In the old version,
Animations refers to the slide actions, in the new version it’s to object actions
and Transitions is for slides. Just a few of the possible actions:
PC PowerPoint 2007 Animations
Wipe Down
Wipe Left
Wipe Right
Wipe Up
Wedge
Uncover Down

Mac PowerPoint 2011 Transitions

Object Animations
You may find that a slide has too many object to take in all at once, so you
can display them independently using Animations.
Note: I don’t have the equivalent in PowerPoint 2007.
First create your object(s), e.g. Text box, image, etc. then display
the Animations ribbon / menu. As you can see from the image
below, there is a down arrow to allow you to see all the options at
once, instead of having to move using the right arrow.

You may select more than one
object for an animation and the
order of the animations is
displayed along with the object,
as in this example from an earlier
slide

Doing the Presentation
When you’re doing a presentation, you may want to talk about the content,
rather than adding it all to the slide. The easiest way to remind you what
you want to mention is to use the “Speaker Notes”. Typically, these can be
displayed on your screen without being shown to the audience, or if you
find it easier, you can print them out.
At the foot of the slide where you want to add notes, if you can’t see “Click
to add notes”, select “Notes page” from the “View” menu

To print out the notes,
in the Print dialogue,
select “Notes.

Doing the Presentation
When you do the presentation, you should be able to see the next and
current slide with their notes.

Finally, you may print handouts from the print dialogue with varying
numbers of slides to a page.
You may also save the presentation as a PDF, if, e.g. you want to add it
to a website or send it to someone.

What else
There are various options for your presentation.
For example, you could set it record as a Slide show including audio;
broadcast to remote viewers; set it up on a continuous loop

And Finally:
Beware not to make your presentation
too “busy”

