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Introduction
Make a good impression

PowerPoint allows you to put together a high quality presentation that combines words, pictures, charts, tables and even audio and video material. When familiar with PowerPoint you will be able to communicate your ideas quickly and effectively to people. Using PowerPoint you will be able to create professional slides and handouts to accompany speeches and presentations you make – it will also enable you to use your computer as a presentational aid by combining it with a projector.

PowerPoint will not do a presentation for you. But it will provide you with tools that can transform a dry speech into a short, effective and informative multimedia presentation. By using PowerPoint you can integrate slides, handouts, visual elements, text, statistical data and all the other elements of your presentation in a common style.
Creating presentations is not just about learning technical skills it is also about thinking through the best way to get your message across. PowerPoint assists you in this by allowing you to combine material you have produced previously with new information in a standard format. This guide will show you how to use PowerPoint to create presentations. 

What do you need?

Before creating a PowerPoint presentation you need to consider what other materials you are drawing on and whether you have them to hand. The slides you show in your presentation should complement your speech. They are not simply decorative. If you are talking about reading ages you have the option to show people the figures or to create a graph from them. So the first part of a presentation is deciding what you want to say and researching the information you need.

When you sit down to create your presentation you should have a rough idea of what you want to say and in what order. You do not need to have drafted the presentation in full as PowerPoint helps you to organise material and visualise its impact, but you should have an idea of the overall structure and purpose of the presentation.
Finally before you start, think about how and where you are going to give the presentation. Who is it for? What type of room are you going to give it in? What facilities are available? An important consideration in all presentations is what format you will actually present it in? PowerPoint enables you to produce 35mm slides, transparencies for overhead projectors or computer based presentations. So you need to know which of these is available and it may be worth ruling out any format that you will not have a chance to rehearse.

Getting Started
Open PowerPoint by clicking on the START button, moving to the PROGRAM command and choosing MICROSOFT POWERPOINT from the sub menu.

Alternatively click on the icon on the desktop.

PowerPoint should now open and the screen below will appear.
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This displays the first slide of your PowerPoint presentation. Follow the instructions on the slide to add a title for your presentation and a sub title for your presentation.
To select a background       
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Click on DESIGN. This will open a selection of slides from a design template from which you can choose your background.
Select your design and the design will automatically apply to all the slides in your presentation.

To change the colour of your background without using a design template click on COLOUR SCHEMES and select your colour from the selection of slides that have opened on the right hand side of your screen.

To select a slide layout
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To choose the layout of your slide right click on the background of your slide and choose SLIDE LAYOUT . This will open a menu for you to choose your slide layout. Click on the slide your slide will change to the new format.
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To add a new slide
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To add a new slide to your presentation click on NEW SLIDE.  The slide layout menu will automatically open for you to choose your new slide layout.
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Follow the slide instructions to add your title and text.

To save your presentation
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Click on SAVE AS in the file menu on the tool bar and give your presentation a file name.
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Choose where to save your presentation by clicking on the drop down menu by the ‘my documents’ folder.

To open an existing presentation
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Click on FILE on the tool bar. From the drop down menu select OPEN 
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Find the presentation you wish to open by clicking on the scroll down menu in the ‘look in ‘ box.
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Click on OPEN

To change the font style, size and colour of your text.
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Highlight the text you wish to change and click on FORMAT on the tool bar. Click on FONT and a menu will open from which you can change the font, size and colour of your text.
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To add graphics to your presentation
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Add a new slide to your presentation. Select a slide layout that allows you to add a picture. Double click the icon on the slide to add a picture from clipart. Select the picture you wish to use and it will be inserted into your slide.

.

You can also add a picture by clicking on INSERT from the tool bar and selecting PICTURE from the drop down menu. You have the option to add a picture from clipart or from a file. 
If you wish to add a photograph from a digital camera you will need to select the option ‘add a picture from a file’ and select the file where you have saved your photograph. Your picture will then be added to your slide.


To add animation 
Select the slide you wish to animate. Click on SLIDE SHOW on the tool bar and click on CUSTOM ANIMATION from the drop down menu. This will open a custom animation menu on the right hand side of your slide. 


Select the text or graphic you wish to animate by clicking on the text or graphic. On the custom animation menu click ADD EFFECTS. This will open a menu from which you can choose an ENTRANCE for your text or graphic. This will open another menu for you to select the type of entrance e.g. FLY IN.

To view your presentation
Click on SLIDE SHOW from the tool bar. Click on VIEW SHOW from the drop down menu bar. The slide show will begin its presentation.




To add sound
Select the slide you wish to add sound. Click INSERT from the tool bar. Click MOVIES AND SOUND from the drop down menu. Click ADD SOUND FROM CLIP ORGANIZER to insert a sound from sounds preinstalled in clipart or SOUND FROM FILE for sounds that you have copied or recorded and saved onto the computer.


Select the sound you wish to add and a screen will appear asking you if you wish to allow the sound to play automatically in the slide show. Select YES. 



A speaker will be inserted into your presentation.

Right click on the speaker and select CUSTOM ANIMATION. This will open the custom animation menu. From the menu select the sound you have added and choose whether you wish the sound to play when you click the mouse or when the slide begins.



Click on EFFECT OPTIONS and this will open a menu for you to select how long you wish the sound to play.

To add video clips
Select the slide to which you wish to add your video clip. Click INSERT and from the drop down menu select MOVIES AND SOUND. Click on MOVIES FROM CLIP ORGANIZER or MOVIES FROM FILE and select your video clip. This will then be inserted into your slide.

To add slide transition
Click SLIDE SHOW. From the drop down menu select SLIDE TRANSITION. Choose the type of transition you want for your presentation. Select the speed at which you want the transition to take place and whether you want the transition to occur on the mouse click or to happen automatically in the presentation. Click APPLY TO ALL SLIDES for the transition to take effect.


To add a hyperlink

You can add links to other slides in your presentation, internet sites, file or other programs on that are on the hard drive on the computer.

Select the section of your slide to which you wish to add a hyperlink. If you are adding a hyperlink to an area of text you must highlight the section of text you want to activate the hyperlink. Right click the mouse and select HYPERLINK. A menu will appear. From the menu select the file you want your hyperlink to access.
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This hyperlink will take you to the internet website www.bbc.co.uk when you click on the hyperlink. The hyperlink will be underlined in blue.
To print your presentation
 Click on FILE on the tool bar. Select PRINT from the drop down menu. You have the option to print your presentation in black and white, as slides or handouts where you can select the number of slides you want to a page.

You can also change the font style, size and colour by clicking on the short cut icons on the tool bar.








Remember you can also change the font size, style and colour by clicking on the icons on the tool bar








You can also view the page you are working on in your presentation by clicking on the picture of a screen at the bottom left of your slide





Remember you can you the icons on the tool bar as a short cut instead of using the drop down menus








PAGE  
17
School Improvement Service                  Vale of Glamorgan

