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Essential Skills for Slide Show Presentations:

Microsoft PowerPoint 2016

e The manual is designed to assist learners with the skills needed to
understand and use PowerPoint 2016.

e This manual is designed to be an independent, self-guided
handbook but can also be instructed as a course in a group
setting.

e Learners should follow the book in the order it is written and
complete each activity before continuing to the next lesson.

e Learners should be provided with a USB (memory stick) for use
while working on this course.

e Learners are expected to have a good working knowledge of the
mouse and keyboard before beginning this course. Learners may
refer to the Essential Skills for Word Processing: Microsoft Word
2016 manual if they need a refresher in the mouse and keyboard
functions.

e Learners should complete the checklist at the end of this guide.

e Participants completing this course will have gained the
knowledge to complete milestones for competencies Al.2, B1.2,
B2.2, D3, E.2
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Introduction to Microsoft PowerPoint 2016

PowerPoint is a wonderful computer program that helps to build
presentations in the format of a slide show. These slide shows can be
used for personal use, business presentations, create a work portfolio,
sales presentations, and resumes. You can also use the program to
build a digital scrapbook. The program offers many creative options.
The user can build a presentation of any size.

e Build a digital scrapbook
e Make a presentation

e C(Create a digital slide show
e Add pictures

e Add art

e Add fonts

e Add sounds

e Add colours

e Add online pictures

e Insert shapes

e Use Smart Art

e (Create tables

e Create a portfolio for work

Give any presentation a personal touch!

PowerPoint is a great tool to learn. The program can be used for
employment or entertainment. We hope you enjoy the lessons and
activities provided.
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Viewing a PowerPoint 2016 Presentation

1. To view an example of a PowerPoint presentation, open your
browser (Google Chrome or Internet Explorer) and search
‘PowerPoint presentation painting schoolwires’ using Google.ca

presentation painting schoolwires L Q

All Images Videos News Shopping More Settings Tools

About 13,100 results (0.42 seconds)

PP PowerPoint Presentation - Painting
wires henry k12.ga.us/cms/ib08/G 249/ /Intro.%20to%20Painting ppt -

Painting. A BRIE TING. BEGINNINGS. Cave Paintings: Outlines of everyday made

from the Earth. Egyptian Artists: New colors invented (greens & blues) on Papyrus. Medieval times:

lluminated manuscripts were developed on parchment & vellum. Brushes were made of natural hair.

Tempera Paint was ...

2. Click on the Blue link and look at an example of a pre-made
PowerPoint presentation. Choose the search result with A BRIEF
HISTORY PAINTING in the description.

3. If you have trouble opening this program, ask your instructor for
help. Note: It may download the bottom left corner of your
screen. Click there to make sure it opens when downloaded.

L i L L T L] o
background confusio
1950°s. Qur brain intg

Schoolwires Heg
https:fwww. middlet
Step-by-step PowerH
downlnaded file hox

Intro. to Painting (2).ppt A P
0.6/4.9 MB, 21 secs left

4. When the presentation opens, click through the tabs on the

ribbon to see options. *You may have to click on Enable Editing to
explore the presentation.
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nsitions Animations Slicle Show Review View Help O Search

in contain viruses, Unless you need to edit, it's safer to stay in Protected View, Enable Editing

This presentation was made to inform people about art. The person
who made it chose this to be her/his topic.

5. When you have looked through the presentation, click File Tab.

Animations Slide Show Review View

04 Cg Jw== =i 6. Click on the Slide Show Tab and select From

Reh aa;se Record Slide

|
Timings  Show - Show Media Controls

Beginning. Click your mouse on the screen to

ER look through the presentation. This is an example of a
F—K"f PowerPoint presentation. This may be viewed on a
rarm
Beginning Cul computer or on a screen or wall with the help of a

projector that ‘plugs in’ to a laptop.

7. When you are done, click on File and click on Close.
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Opening PowerPoint 2016

1. Click the Window icon in the bottom left corner.

Find the ‘P’ (MS PowerPoint) and click on it.

E] Office Apps

MS Office MS OneDrive

o™ T N?:

MS Outlook MS Teams MS OneNote

X

MS Excel MS PowerPoint

The PowerPoint icon will open the program.

2. PowerPoint will open into this screen.

PowerPoint Good morning

Blank Presentation Welcome to PowerP... Bring your presentati... Geometric color block

o] b

3. Click on Blank Presentation to open a o — e

presentation.

Blank Presentation

4. You will see this screen. Here, you can begin

creating your presentation.
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PowerPoint makes a presentation by adding slides.

= = [ Layout - maNOoO[ | 0o S Find
Pfr;tl \le L_ﬁ\ i Reset AT LG _LD 2. Repla
Ev. € W LBUSE @1 ‘-.\I ,\- { } ﬁ - Arravnge = b Selec

Slide~ Slides [ Section -
Clipboard Slides Font Paragraph Drawing Editi

1

<

- TEXT BOXES

Click to add title  /

Click to add subtitle /

*Tip: To move between slides, click on the smaller view on the left-
hand side. To move slides, click on the slide in the side view and
drag the slide up or down. To delete a slide right click on the slide

and choose Delete.

(B
AY POWERPOI!
IOURNEY

WMy screenshot

Wy Paveurite aninel
ﬂ ‘

- Betty

Crocker
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Basic Options in PowerPoint 2016

1. The PowerPoint Program has the same File Tab as Word.

1o G e

5. Ea;

Paste ED Mew Reuse
- ¥ Slide~ Slides

2. You can find the same basic options in PowerPoint as in Word.

GET HELP

OPEN A NEW, BLANK SLIDE SHOW

OPEN A SAVED SLIDE SHOW

SAVE
—SAVE TO A SPECIFIC PLACE

PRINT

CLOSE THE FILE

Account

Options
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Setting Up the Quick Access Toolbar

You can set up your Quick Access Toolbar in PowerPoint. This will create
shortcuts for file menu options.

To set up the toolbar, click on the down arrow shown in the image
below. It is located on the top left corner of your screen.

AutoSave (® Off)

File Home Insert Draw Desig Customize Quick Access Toolbar ;
Ifr' _“___I I_ Bl - ¥ Automatically Save
[ﬂ FI ayout - A
|:| (3 O\ £ Reset Mew
Paste Mew Reuse Open ”
R/ Slide~ Slides [J Section ~
¥ Save
[lipboard s Slides
Ernail
Cluick Print

Print Preview and Print

Spelling

Undo

Redo

Start From Beginning

Lo L5

Touch/Mouse Mode

More Commands...

Show Below the Ribbon

Check the options you wish to add by clicking on them, such as: Save,
New, Open, Quick Print, Undo and Redo.
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Saving to USB (Memory Stick/Removable Disk)

1. Put your memory stick into the USB port.

2. Click on EI: above the File Tab (Quick Access Toolbar).

Other locations

EIZI This PC

[~ Browse

Account

Feedback

@ Add a Place

3. Click on Browse.

4. Click Removable disk ™= on the left-hand side.

5. Click in the File name box.

6. Delete everything in the File
name box.

7. Give the file a name.

8. Click L—zeJ,

=
4 Downloads @l | 4
J Music WordQ canaca Curriculum
& Pictures Frame}dvork. Q
ntaricAdu
m‘«'ideos ItLiterac..
‘o OSDisk (C)
— TRLEGERSTEP (D) v 3 l . iy

File name: ‘ |

Save as type:  PowerPoint Presentation (*.ppix)

Authors:

~ Hide Folders

Williams, Angela

Tags: Add atag

Tools - Save

* You should save your slide show every few minutes.

Essential Skills for Slide Show Presentations

PowerPoint 2016

Page 12




Text Boxes in PowerPoint

1. Click in the top text box and type the word Presentation.

Presentation

Click to add subtitle

2. Click in the bottom text box and type your name.

Presentation

Cynthia Carroll-Wilkie

3. Click away from the text box after you have typed the information
that you want.

AW Design Transitions
4. You can change the look of your slide by ‘ A
a
clicking on the Design Tab. R [ ——

5. On the left-hand side, are the themes for your presentations.
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You will see this screen: Click on the

arrow to see

Shor eview

ome et [JEBEDN Tortions  Animotions  SiceShow  Review  Viw M ot O Tlmewhatyouwsnttoda
el ) ] O E e S
T | — | - - _ — — | — o

more Theme

options

6. If you hover the mouse over the design choices, you will see the
name for each type of design.

7. Please Close PowerPoint before starting the practice activity below.

Activity 1: Creating the First Slide

1. Open PowerPoint from your Desktop

2. Click into the top text box in your first slide and type ‘My
PowerPoint Journey.” This is a title slide.

3. Type into the bottom box and type your name

4. Click on the Design Tab

5. Choose the Banded Theme in Designs.
Click on the Banded Theme.

6. Save your work to your USB as ‘My
PowerPoint Journey’ if you need help saving follow
the instructions below.
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Saving a Presentation

1. Click on the File Tab.

2 .Click on Save As

[~ Browse

3. Click Browse.

4. Click on the USB (Removable Disk).

5. Click beside File name.

6. Type in the name of your
presentation.

7. Click Save.

. 3D Objects

~
Mame Date modified

[ Desktop {1) Facebook _files 145/
Documen ts Facebook files
; Downloads @ My PowerPoint Journey.pptx
D Music
[&=] Pictures
& videos
‘i OSDisk (C:)
— TRLEGERSTEP (D:) wlie
[ZIELEL RNy PowerPoint Journey pp

Save as type: | PowerPoint Presentation (*.pptx)

Authors: Williams, Angela Tegs: Add a tag

Hide Folders

Tools - Save

Essential Skills for Slide Show Presentations
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Adding a Slide

*Note: A new slide will always appear directly under the slide you were
last on. Click on the slide you want the next slide to go under to make
sure all the slides in this manual appear in the right order.

1.0pen ‘My PowerPoint Journey’ and click on the Home Tab.

[ Layout -
e
New  Reuse 7 U ¢

= : B I U S
Slide~ Slides [ Section~ -

Banded

Title Slide Title and Content Section Header

Two Content Comparison Title Only

Content Picture with
Caption Caption

2. Click on the Slides Tool.

Blank

3. Click on New Slide (on the small, arrow facing down).

4. Once you choose New Slide a drop-down menu will open.

5. The new slide you choose will appear under the last clicked on

(viewed) slide in your presentation.
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Activity 2: Adding the Second Slide

1. Open ‘My PowerPoint Journey’ and click on the Home Tab.

'Iﬁj F‘ & Layout - -
Ql £ Reset 1 Click on the slide called Title and
Mew Reuse _ B I U S a5 FAY
Slide= Slides [ Section~ - -
Banded Content. This will be your second

slide.

Title Shde Title and Content Section Header

2. Type ‘My favorite animal’ in the top text box.

Your slide should look like this:

MY FAVOURITE ANIMAL

- Click to add text

3. Save and Close.
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Online Pictures

Some slides make it easier to include pictures in your presentation.

These slides are the Title and Content, Two Content, Comparison,
Content with Caption, and Picture with Caption Slides.

] Reset

ew
Slide - O Section -

I__/ [ElLayout -
N

Banded

43 Duplicate Selects
[ Slides from Qutline...
{3 Reuse Slides...

Online Pictures are a great tool to find pictures for a PowerPoint
presentation.

1. Open the Insert Tab and click on the Images Tools.

Insert Draw Design Transitions Al

E E @Dnline Pictures W

@i Fcreenshot -

pble Pictures Shapes lcons
- B Photo Album - -
bles Images I1us

2. Once the Images Tool is open click on the Online Pictures
icon.

3. A Search menu will open on your screen.
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4 BACK TO SITES

> Bing Image Search

0 search results for polar bear

Select one or more items. Cancel

4. Type in what picture you would like to search for and press
your Enter key.

5. The search will show you online pictures.

6. Click on the pictures you like to insert in into your
presentation.

Note: Sometimes, pictures that are put into title slides or
blank slides will need to be adjusted or moved. When
making your presentation, if you choose a slide that allows
you to use pictures, like the content and comparison slides,
inserting pictures will be easier.
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Moving the Inserted Picture

7. To move the picture on the slide you would place your
cursor inside the picture.

%

Clickto add title

Click to add subtitle

8. An arrow with 4 black points will appear inside the picture.

+)

9. While holding either the left or right button on the mouse
down, drag the picture to a new spot on the slide.

o @;{Q Clickto add title

10. When you have found the spot for your picture just let go.
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Resizing a Picture

1. To make a picture larger, click on one of the small circles or

— .

Clickto add title

squares around the picture.

Click to add subtitle

2. Click on the square or circle around the picture.

3. Hold down either button on the mouse and drag away from the
center of the picture.

4. The picture will expand and become larger.

5. Once you are happy with the size, lift your finger from the
mouse.
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6. To make a picture smaller, simply click on the round buttons

picture.

7. Pull the circles to the center

of the picture.

8. Let go of the mouse when

your picture is the right size.

Activity 2a: Adding a Picture to the Second Slide

1. Open ‘My PowerPoint Journey.’

2. Click on the online picture icon in the lower text box on the second

slide.

3. Search for your favorite animal and click the search icon (magnifying

glass) to see options.

Online Pictures

m Bing

koala bears

— g

Essential Skills for Slide Show Presentations
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@ Search Results
(@)

[ Bing~  koala bl

Szew Typew Color~ Layout~  Creative Commonsonly  Clear fiters

+ 4. Click the
picture

you want
and then
click insert.

@ These results are tagged with Creative Commons licenses. Review the ficenses to ensure you comply.

You are responsible for respecting others' rights, including copyright. Learn

5. Your slide should look like this:

MY FAVOURITE ANIMAL
@

Alt Text: A picture containing mammal, outdoor, koala
.
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Fonts

1. Place your cursor in the Text box or highlight the text you wish
to change.

2. Click on the Home Tab.

ESIGMN TRAMNSITIOMNS

Tw Cen MT Con ~ |50 -

B I U S abe &V -

3. Click on the Font tool.

4. Click on the arrow and choose a font by clicking on it.
5. Once the font is chosen the text will change.

6. To change the font colour, highlight the font. Click on the Font

F- A -
I

Colour icon on the Home Tab. Click on the chevron

(Downwards pointing arrow and choose a colour to change
your font).

Activity 2b: Changing Font in the Second Slide

Mm% FAVOUYRIGE ANIMAIL

1. Highlight the text in the top text box
second slide.

2. Turn the font to Ravie.

3. Change the font colour to red.

4. Save ‘My PowerPoint Journey’ to your USB.
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More About Built-In Themes

1.To explore themes, click on the small arrow on the right side of

the Themes Tool.

2. A drop-down menu will open. Select a theme of your choice.
For example, if you choose the Theme called Wood Type, then
your slide will look like the slide below.

If you leave your cursor over

MY POWERPOINT
JOURNEY

Angela Williams

a box in themes without
clicking it (let it hover) a
white box will appear telling
you the design name.

@

3. Click on the Design Tab.

Activity 2c: Changing the Theme of Your Presentation

1. Click on the Design Tab.

2. Change the theme to Facet.
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Iy Caveouyribe auimell

3. Click on the Home Tab.

4. Highlight the title in your

second slide.
5. Change the font colour of your title in Slide to black.

6. Save your Presentation.

Adding a Text Box in PowerPoint

1.Click on the Insert Tab to add a text box.

nt Text
Box & Folter =

ts Text

2. Go to the tab tool labelled Text.
3. Click the Text Box icon.

4. With a Slide open click your cursor onto the slide.

|* TEXT BOX —‘

5. Once the small arrow shows, you may begin to draw your box.

A small arrow will appear on the page.

Essential Skills for Slide Show Presentations PowerPoint 2016 Page 26



Activity 3: Adding a Third Slide

1. Click on the Home Tab and click on New Slide.

Office Theme
: |
Title Slide Title and Content  Section Header
Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

=] Duplicate Selected Slides

_I_ll Slides from Qutline...

121 Reuse Slides...

*Make sure you are on the
second slide, so your third slide
will go underneath in the third

spot.

2. Click on Blank slide under your Home Tab.

3. Click inside the third slide and select Text box (directions from the
previous page).

4. Click in the slide to insert the text box.

5. Save your presentation.
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Resizing a Text Box in PowerPoint

1. To make the text box larger or smaller select the small circles at

the corners of the box.

5 Click to add title :

. Pull (drag) the circle out to make it bigger.

Click to add title

~—

. Pull (drag) the circle in to make it smaller.

| Click toadd
k to add s%:tts title s

. The small arrow at the top of the Text Box rotates the text box.

™~
Coo

. You will see this arrow, click and rotate the box using the
mouse.
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~
-
\ A,
",
",
,

-
e

............................................... [ ClicK to adg]

cktoadd supile title” |

,
s,

.
S, -
, -
", A
S, -
\ -

6. Hold down the left button and move your mouse around to
rotate the box.

7. The Text Box can be turned either to the left or to the right by
clicking on the arrow and moving the ball back and forth.

8. Once you decide on the direction, drag the Cursor one way
and let go.

O
//'o

These arrows will show when the box turns.
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Activity 3a: Adjusting the text box in the Third Slide

1. Click on the text box that you have inserted into the third slide.
2. Adjust your text box using the instructions on the last two pages.
3. Make your text box larger and tilt it so it is on an angle.

4. When you have completed the box, click inside it.
5. Type the word Hobbies.
6. Under the word Hobbies, list two hobbies you enjoy.

7. Highlight the word Hobbies and change the font to Trebuchet size
40.

Hop,

'€,
Siy; ling
"Mimip,

8. Highlight your two hobbies and add bullet points. The bullets are
located on your home tab and look like this (diagram, next page):
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4 .
gz
il =
<« DOoO

9. Highlight the bullets points and choose a green font colour.

10. Save your presentation.

Selecting a Design Colour

Open your document ‘My PowerPoint Journey’ and select a design.

11. Click the Design Tab.

12. When the Design Tab opens, choose a colour shown in the

Variants tools. ...." - E - E

Wariants

OR —click on the arrow to select theme colours.

Change to Slide 3
15. Click on the dropdown

D] JEENE

....................

menu, select colours and b oo = :
|A] Eonts 3 ITI—I—I—I—I Custom 1
then click on the Red Violet | ... | r— e

variant.

16. Save ‘My PowerPoint Journey’ to your USB.
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Activity 3b: Inserting Pictures in Your Third Slide

1. Click on your third slide.

2. Go to your Insert Tab and Insert 2 online pictures, one for each
hobby you have listed. For example: if you listed yoga, then find a
picture of a yoga class.

3. Insert and move the pictures around the text
box. (see pages 20-21 if you need to review). SE—

4. Save your Presentation ‘My PowerPoint Journey’ | s« wwe- cior tou-
onto your USB.

(@ Search Results
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Some Information about Slide Types

+ = Layout -
\E‘ E‘t 7 Reset

Slide~ Slides [ Section~

Facet

Title Slide Title and Content Section Header

Two Content Cornparison Title Only

»

Blank Content with Picture with
Caption Caption

— I |

Title and Caption Quote with Mame Card

Caption

Cuote Name Card True or False

In PowerPoint, you can choose from pre-made slides or make your own

from blank slides. Some slides only have sections for headers, titles and

short information. These are used to introduce parts of your

presentation. Some slides can be used for comparisons or to show extra

content; others can be used to show a picture with a caption.

You have many options in PowerPoint similar to the options in MS

Word. You can add tables or pictures to your slides. You can also add

charts, links, videos and graphics.

:IIIII:‘

il

Insert Video

Hover the mouse over each icon for more
information.

You can click the small icons on these slides
to add these options or you can insert them
yourself from the Insert Tab into a blank

slide.
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Adding a Table to a PowerPoint Presentation

You can use Tables to organize points in PowerPoint.

ﬂ Draw Design
1. Click Table under the Insert Tab. EH E ff':
TEEHE Pictures 1 Photo Alburn
. . Insert Table
2. You will see this screen: — OOO0000000
I
I
I
3 hlight the b h h E%%EE%%EEE
. Highlight the boxes to choose the
sh'is 0000000000
number of rows (across) and columns (up | LCCOCCCICCE]
. R E Insert Table...
and down) you wish to have in your 1 Dron Toble
table.
3x3 Table
The selection will turn orange. OO0
L0000
L1000
OO
CAC A0

4. Click on Layout and Design under Table

Tools to make changes to your table in

Table Tools

PowerPoint. To change the colours of your ayout

Design

table, click in the table and choose design. -] £ Shading - A, &
i Barders A -

- Cuick ™=

| &) Effects - Styles+ A\ -

5. To add or remove columns and rows click Wordart Styles

on Layout in your table tools.
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Activity 4: Slide Types
Adding the 4t slide

1. Add a Two Content Slide to ‘My PowerPoint Journey’ (make sure
that you are clicked on the third slide so it will insert under slide
three).

2. Choose 4 to 5 people in your class and ask each person what they
are learning in class right now.

Note: If you do not have enough people in your class or are
working on the course outside of a classroom, please discuss what
kind of table to make with your instructor.

3. Make a list of each person and each subject.

4. Click on the left-hand text box and pick the table icon from the
box.

5. Insert a table with 2 columns and 7 rows.

add title
S
Insert Table ? d é
text Mumber of columns: |2 = |to add text
Mumber of rows: I -
Cancel
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6. Click on the box on the right-hand side and add a picture of one of
the subjects listed in your table.

What People Are Learning

N Cr—

Jerod Math
Ahmed Work skills
Juana Word
Maddie Math
Me PowerPoint

7. Save your presentation.
8. Close your presentation.
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Activity 5: Adding Videos to the Fifth Slide 5

Open ‘My PowerPoint Journey’ from your USB.
Click on the Design Tab.

Change the Theme to Savon.

Change the Variant colour of the slides to Orange.
Click on the 4% slide.

Add a Content and Caption Slide.

A S A

Savon

Title Slide

EBlank Contenty Content with Caption —

Caption Caption

= Duelicate Selected Slides

You can add a video to this slide in your presentation by copying and
pasting the video link you want to use into PowerPoint.

1. Click on your web browser on your Task Bar at the bottom of your

screen.

2. Open your web browser. Go to YouTube.com

3. In the search bar for YouTube type in ‘PowerPoint tutorial’.
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BB The Baginner's Guide to Mic 4 X +
L C O ( 8 youtube.com/watch?v=XF34-WubqWU
= n YouTube - powerpoint tutorial

4. Choose a video and then copy the web address (link) for the
video. *Highlight the address and right click and then choose

copy.

5. Click on the PowerPoint icon on your m «

Task Bar to return to PowerPoint.

6. Click on the Insert Tab.

7. Click on the Video icon. You have a choice to use a link from an
online video or add a video that you have saved to your PC.

r==-1
I I
1 '

Video Al
= *  Recording

2 Online Video...
3 VideoonMyPC..

8. Right click and paste the web address for your YouTube video.
Click Insert.
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Online Video ? >

Enter the URL for the online video:
hitps:/fannwe youtube.comfwatchiv=XF34-Wusqwu |

Your use of online videos is subject to each provider's Terms of Use and Privacy Policy.
Learn mare

| Insert || Cancel |

9. Your video will be inserted into the presentation. Your 5% slide will
now look like this:

PowerPoint

tutonial

The Beginner's
Guide to Micro
PowerPoint

10. Type PowerPoint as the slide title and type tutorial in the
Add text area.
11. Save your presentation.
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Using Screenshots in PowerPoint

You can add a document from your computer to your PowerPoint
presentations. A quick way to do this is by taking a screenshot of it. You
can take a screenshot of anything that you are doing on your computer
while you are working on your presentation.

1. Open Microsoft Word.

MS Excel 2016 MS Word 2016

Pg Pg1 SMART

a Notebook 11

MS Outlook MS Skype for A
2016 Business 2016 —

2. In a Word Document, type your name in large font (Calibri 72).

3. Return to your PowerPoint presentation. Note: You can move
back and forth between programs by clicking the icon of the
program you want to use at the bottom of your screen.

Activity 6: Adding Screenshots to the Sixth Slide 6

1. Add a Title and Content Slide to your presentation.

2. In the long title box at the top type in Word Screenshot.
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3. Change the font to Ravie and the font colour to orange.

4. Click on the bottom box and go to the Insert Tab.

Transitions Animations Slide Show Revi

@ @' 'Q_'j;? r|:| II Ml Store

Shapes lcons SmartArt Chart ﬂMyI

-

N\ Nustrations Ad
JURMNEY

Sy Soloo

5. Click on Screenshot.

6. Choose the screenshot Word of your Word document from the
drop-down menu.

7. Your name will appear in the bottom box.

Pord Scereenshcth

Angela
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Cropping Images in PowerPoint

*You can crop this image to only show your name.
1. Click on the screenshot, or picture.

Picture Tools

View Help Format Join-t-

lo- | ENNOoQ)- O
- | AL LG -

[y == = L & Arrd

2. Your Picture Tools Format Tab will appear.

3. You will see this tool bar.
4. Click on Crop to change your image.

Pord Scereenshot

Angela

5. Click on the corners or sides and
hold and drag in to crop the
screenshot. When you are done click
away from (off) the image to finish.
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Practice Activity 6a: Cropping Screenshots in the Sixth Slide

Click on the screenshot of your name.

Click on the Picture Tool Tab.

Select Crop.

Crop the image so that you can only see your name and a bit of

W e

the white page.
5. Save to your USB.

Transitions

1. To apply a transition, click on the Transitions Tab.

sign Transitions Animations Slide Show Review View Help 2 Search
N
=] = [ O .
Fade Push Wipe Split Reveal Cut Random Bars Shape =
Transition to This Slide

2. Select the Arrow pointing down.

3. A drop-down menu will open. This menu will let you choose
which transitions you which to use.

ome Insert Draw Design Transitions Animations Slide Show Review View Help £ Search
Subtle
[ [ =] = (O]
Mene Morph Fade Push Wipe split Reveal Cut RandomBars  Shape
E B
Uncover Cover Flash
Bxciting
- = L [
Fall Over Drap Curtains  Wind i Prestige Fracture Crush Peel Off Page Curl Airplane
"] 23] I
Origami Dissol Checkerboa... Blind: Clock Ripple H b Glitter Vortex Shred
(1] =
Switch Flip Gallery Cub D B Comb Zoom Randem
Dynamic Content
W = [« [ =g
Pan Fer heel C Rotate d Orbit Fly Through
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4. To see what the Transition looks like, click on the Preview

Button.
File Home Insert Draw Design Transitions
55 B | (s
Preview Uncover Cowver Flash Fall Ower
Preview

Changing Transition Speed

1. Click on the Transitions Tab.

2. Find the Transition Timing Tool and click on the Transition
Speed.

ect
ons+ | 43l Apply To All

Timing

| Tl Ak

3. Select the arrow beside Duration.

4. Each slide can be saved with a different speed time.
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Activity 8: Adding Transitions to Your Presentation

1. Click on the second slide in your presentation.

(-
MY POWERPOINT ’
JOURNEY
Poweip

2. Click on Transitions.

File Home Insert Draw Design Transitions Animations Slide Show Revig
1
B O =
Preview Mone Maorph Fade Push Wipe Split Reveal
Preview Transition to This Slide
L) '| JAURNET | . "

3. Choose the ‘Wipe’ transition, set the duration time for 1.75 and
click Preview.

'{]l}:I Sound: [Mo Sound] - | Advance Slide
@Duratiun: 01.75 : On Mouse Click
%Appl}r T All (] After: |00:00.00 |

Timing

4. Click on Slides 3 to 6 and choose a transition for each slide.

5. Set a duration of your choice for each slide.
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Playing the Slide Show

ns Slide Show Revie

1. To play the slide show, click the Slide Show
Tab.

2. Click on the Start Slide Show Tool. @ ]%

From Fro
Beginning Current

3. Click on the From Beginning Tool.

4. Once the From

Y _“a@ _“g0) _“g@ _°- Beginning Tool is

]
chosen, a screen
MY ljgt/JvREl\lTllfDYONT will open.

By Angela

This will show your PowerPoint presentation slide by slide.

5. To move from one slide to another click anywhere with your
mouse on the screen.

6. Click Space bar to move from one slide to the next. When

you are done with the slide show press the ESC key/button
to take you back to the PowerPoint screen.
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Animations

PowerPoint animations make your presentations more visually

interesting for your audience. Basic animations make items in your

slides move at different times.

1. To apply an animation, click on the Animations Tab.

File Home Insert Draw Design Transitions Animations Slide Show Review View Help Format jol
_ | K ¥ W Kyt = w - e
Preview None Appear Fade Fly In Float In Split Wipe Shape 5 Add
= Animation =
Preview Animation Advar

. Click or highlight a picture or text. The animations will apply
motion and speed effects to the item that you have clicked on.
. After you have chosen which part of your slide you want to

animate go to the Animation Tool Bar.

Home Insert Draw Design Transitions Animations Slide Show Review View Help Fg
K r W K" Iyt W W -
MNane Appear Fade Fly In Float In Split Wipe Shape =
Animation

. Click on the down arrow at the end to see

>

Effect
Options = 4

animations. -

. Click on Effect Options to control the directions your

animations will go in.

Essential Skills for Slide Show Presentations PowerPoint 2016 Page 47



1 &
6. You can decide if your animations will work ‘ _

[,3' Start: After Previous - Reor
automatically or if the next one will load after a (D Duration: [0050 |-
click. (®Delay: 0000 :

Timing

7. Click beside start to decide if the animation will begin after a click
or if it will load automatically after the previous animation (after
previous).

Activity 7: Adding the Seventh Slide : ;

1. Select a comparison slide from the Home Tab.
2. Type the Title ‘What | have Learned so Far’.

3. At the top of the first box on the left, type ‘PowerPoint’ where it
says click to add text.

4. In the box underneath, type four things that you have learned so
far about PowerPoint.

5. In the box on the right, type ‘Computers are amazing!” Where it
says click to add text.
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6. Underneath click on the Online

Pictures icon and add a picture of a

computer. (Your picture can be

different than the one shown in the

example).

What | Have Learned so Far

Computers are amazing

7. Save your presentation to your USB.

Practice Activity 7a: Adding Animations to the Seventh Slide

1. Click on the title in your seventh slide and click on the

Animations Tab.

File Home Insert Draw Design Transitions Animations Slide Show Review View Help Format jel
o R S D D G L S - v
F're';fiew MNone Appear Fade Fly In Float In Split Wipe Shape = _ 'j:\dtd' ;
Preview Animation Adva
2. Choose the Fly in Animation.
Fly In
Start: {On Click
3. Click on Duration and set your animation to 1.75. | @ puration: 0050
(5 Delay: 00.00

4. Click on the box on the left and select an animation type of
your choice. Set a duration of your choice.

Essential Skills for Slide Show Presentations

PowerPoint 2016

Page 49




5. Click on the box on the right and choose an animation of your

choice. Set a duration of your choice.

6. Click Preview to see your slide. Preview

1 I: :’:I

-

Spell Check and Thesaurus Review

File Home Insert Draw Design Transitions Animations Slide Show Review View Help Format
b I/T\I _/l‘ —"_ =
=N BOR: W i
Bpelling Thesaurus Check Smart | Translate Language MNew Show Compare
Accessibility | Lookup < Comment Comments -
Proofing Accessibility Insights Language Comments Compare

1. To use Spell Check or the Thesaurus click the Review Tab.
2. In the Proofing area you will find your tools.
3. To check spelling, click on Spelling.

. If the computer finds an error in spelling,

the menu below will open on the right.
From this menu you are given help to
correct the spelling.

meaning), use the Thesaurus,

. Highlight any word you want to look up.

. Click on the Review Tab

Spelling
tutokrial

lgnore Once lgnare All Add

tutarial

tutarials

Change Change All

. To replace your word with a synonym (a word with a similar
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8. Click on the Proofing Tool.

9. Click on the Thesaurus icon. Once the Thesaurus Tool is
chosen a menu will open.

10. From this menu you can choose another word to replace your

word.
Thesaurus ~ *
Word tutarial jo
Thesaurus Words . c:ass (n.)
class
lessan
SErminar
lecture
* For EXample: Shrub could be replaced by discussion group (Dictionary
Plant.

*Click on the first slide in “My PowerPoint Journey’ and do a spell check
on your Presentation.
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Changing Your View

Click on the View Tab to change the way you see the PowerPoint
screen. Try some of the different options to see how it changes your
page. Do not choose Reading View as it can be difficult to get the
Ribbon to change back to the Normal View.

File Home Insert Draw Design Transitions Animations Slide Show Review View Help jo.
== [=]=] = [ Ruler = M colar n
EEF - =0 =
ridlines s
Narmal Outline Slide MNotes Reading Shde Handout Motes ) MNotes Zoom  Fitto el New
View Sorter Page View Master Master Master L Guides Window :Blackand\“."hite Windo
Presentation Views IMaster Views Show ] Zoom Color/Grayscale
e 5

Shown: Outline View

D T——

MY POWERPOINT
JOURNEY

By Golda

12. You can also click on Colour/Grayscale options to change your
presentation from colour to grey or black.

Printing Your Slideshow

There are several ways to print your PowerPoint slide show.

PowerPoint gives you these four options:
e You can print each page of your slideshow as a full page
e You can print an outline of your slideshow showing 4, 6 or 9 slides
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e You can print handouts for your slideshow

e You can print out pages with your slideshow that have a place for
note taking

1. Click on the File Tab.

2. Select Print.

3. Choose how you wish your Slideshow to be
printed. See image below for options.

-

n Print All Slides 6— Choose how many slides you wish to
== Print entire presentation print
Slides: i
F Full Page Slides (_ Choose how many slides per page/
Print1 slide per page .
how you want your print outs to look.
Print One Sided .
s h If you want your slideshow to be
. —, Collated . )
B8535 153 123 double or single sided.
E Grayscale € What colour you want your slides to

be.
4. Choose number of copies.

5. Click Print.

Ig] Copiess |1 :—

Print
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Design Ideas

If you are online when using PowerPoint, the program might
automatically offer suggestions on how your slides should be designed.

These suggestions will be located on the right side of your presentation
when you first create a slide.

Just click on any design
Design Ideas Example ) )
idea you like, and the

slide will change to this

suggestion.

o Unkroun Aumer’s ioensed unos

Scroll down to view all

ideas.

If Design Ideas does not show up to the right when you are on a slide,
you can click on the Design Tab and choose Design Ideas to view it.

Design Transitions Animations Slide Show Review View Help 2 Search ¥ Share 1 Comi

O &8 &
el - ~mmm C 2 B S

Size = Background Ideas

‘ Az KPR
Themes

Varian ts Customize Designer

Practice Activity 3c: Design Ideas (Slide #3)

1. Click on Slide #3 (Hobbies).
2. Click on the Design Tab and then the Design Ideas icon.

3. Choose a Design Idea for Slide #3.
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Final Review

1. Add a new Title and Content slide (Slide # 8). 8

2. In the Title Text Box write “Review”.

3. In the Sub-Title Text Box write a sentence on what you liked
best about this course and a sentence on what you would like

to learn next.

4. Highlight the paragraph and give it an animation.

5. Add another New Slide (Slide #9) Two Content Slide. /
6. In the Title Text Box type: My Favourite Foods.

7. In the box on the right side, add a table with two columns and
three rows. Write six foods that you like, one word for each box
in the table. Click above Table Styles in the Design Tab and
make the table green.

Table Styles

8. On the left side, insert a picture to go with one of the words in
your table.

9. Save the presentation and Close.
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Final Demonstration: Creating a Presentation with PowerPoint

1. Choose one subject that interests you from the list below:
1 A person who means a great deal to you.
] A societal or climate issue you wish to discuss (education,
gambling, animal welfare, the environment, etc.).
A hobby or event you enjoy.
An organization or business you wish to learn more about.
A country you would like to visit.
A story or poetry collection with photographs.
Use Design Ideas for at least one slide.

N N B O O

2. Make a slideshow of at least eight slides that informs the
audience about the subject you have chosen.

3. You must:
Include at least one title slide and one picture with caption slide.

e Include at least three paragraphs of text in the presentation.

e Include a design theme in your work.

e Use at least three different font types in your presentation.

¢ Include online images, animations, and transitions in your work.

e Share a video based on your subject and include a short summary
of the video (both the video and the summary on the same slide).

e Include a table or bulleted list in your presentation.

e When you have completed your work, print the completed
slideshow using the four-page horizontal slide format.
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e Prepare an oral presentation based on your slideshow for your
instructor and/or classmates or email the presentation to your
instructor if you are working outside the classroom/online from
home.

Checklist
Please check all that apply
While completing this course, I...
[ Located the information | needed from different sections of the
manual to complete tasks and demonstrations (A1.2)
[ Scanned the information in each lesson to find information | needed
to complete tasks and demonstrations (A1.2)
[ Used the index to find information | needed (A1.2)
] Read the titles on each page to find the information | needed (A1.2)
[ Understood the information from the reading (A1.2)
O Found ways to understand any words or terms that | did not know
before taking this course (A1.2)
[ Could follow the written instructions (E1, A1.2)
[ Explained any issues | was having to my instructor and asked for
assistance (B1.1, E2)
[ Could describe the assistance | needed using the correct
terminology (B1.1, E2)
[ Operated a mouse (D.1)
[ Opened and closed PowerPoint (D.2)
[ Saved my presentation to a USB (D.2)
1 Selected and deselected text (D.2)
1 Found where everything | needed to use was on the Ribbon (D.2)
1 Changed font colour and size (D.2)
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[ Created different types of slides (D.2)

[ Changed theme and colour of slides (D.2)

[ Used transitions and animations in my presentation (D.2)

[ Printed my presentation (D.2)

[ Used the Insert Tab to add WordArt, shapes, text boxes and pictures
in my presentation (D.2)

[ Used formatting tabs to change WordArt, shapes, text boxes and
pictures in my presentation (D.2)

1 Chose my own topic and did my own research for my final
demonstration (A1.2, B4)

] Completed the final demonstration in this course (B2.2, B4, D.3)

1 Made a final demonstration that contained a table or bulleted list
(D.2,B3.1 0rB3.2)

[ Prepared an oral presentation from my work (B1.2)

O Included three proper paragraphs of text in my final demonstration
(B2.2)

[ Used proper grammar and spelling in my final demonstration (B2.2)

1 Set goals for myself while participating in this task (E.2)

[ Understood what skills and knowledge were important for
completing this manual (E.2)

[ Set a schedule for myself (E.2)

[ Completed the course in the time frame that | set out for myself
(E.2)

1 Regularly worked on the course (E.2)
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Milestone Stop

Ask your instructor

about Milestone 17 or
Milestone 56

CONGRATULATIONS

Ex

You have completed this course!

Suggestion for further study

Type the following web address into your browser’s address bar to
learn some extra tips about using PowerPoint.

https://edu.gcfglobal.org/en/powerpoint-tips/simple-rules-for-better-
powerpoint-presentations/1/
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