Optics Department Computer Application/First Stage

Lecture 3

Microsoft Power Point 2016

Getting Started with Slides
Placeholders

1. Open a new, blank PowerPoint presentation if one is not already open.

2. Note the slide on the right side of the work area.

3. Note the areas on the slide that are enclosed by dotted borders. These are
called placeholders.

4. Placeholders are essentially suggestions on how to layout your slide. They can
contain many different items, including text, pictures, and charts.

Click to add title

Slide Layouts

Placeholders are arranged in different layouts that can be applied to existing slides,
or chosen when you insert a new slide. A slide layout arranges your content using
different types of placeholders, depending on what kind of information you might
want to include in your presentation.
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Customizing Slide Layouts

Take a look at the slides to get an idea of the scope of the presentation.
Select a Slide .
In the Slides group on the Home tab, click on the Layout button.
Note that the selected layout is named Title and Content.
Change the layout by clicking on the Section Header option.
Note how the location of the text boxes on a Slide has changed.
Select Slide 2.
a. Let’s delete one of the placeholders on this slide.
b. Position your mouse on the left dotted border of the “Click to add text”
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c. placeholder so it changes to a move cursor (see image).
d. Click the border to select it.
e. Press Backspace or Delete on your keyboard
8. Let’s add a text box to the slide:
a. Click on the Insert tab on the Ribbon and then, in the Text group, click
the Text Box button. Your cursor will turn (see image).

}

b. Click, hold and drag your mouse to draw a text box.
c. If you don’t enter any text, the text box will disappear when you click
outside of it. Click outside the text box.

Copy and Paste a slide

1. Select Slide 3.

2. In the Clipboard group on the Home Ribbon click the Copy button.

3. Click in the space between Slide 6 and Slide 7 on the Slide Navigation Pane.
Note the orange horizontal line that appears.

4. Click paste
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Organizing Slides into Sections

You can organize your slides into sections to make your presentation easier to
navigate. Sections can be collapsed or expanded in the left pane and named for easy
reference. In this example, we will add two sections: one for dogs that are available
for adoption, and another for cats and other pets.

Let’s create a section that includes the slides on Adoptable Dogs.

1. Select Slide 3 as this is the slide that we want for the beginning of the section.

2. On the Home tab, in the Slides group, click the Section command.

3. Choose Add Section from the drop-down menu. An Untitled Section appears
in the left pane.
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4 Untitled Section «

4. To rename the section, right-click on the section and click Rename Section.
5. Enter “Adoptable Dogs” in the dialogue box, then click the Rename button.
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6. Point to the triangle shape to the Adoptable Dogs section name. Note that the
ScreenTip says Collapse Section.

wdoptablc Dogs
2

=
ollapse Section ‘

C

Display a ruler

Rulers are vital tools in PowerPoint if you want your content to line up properly. By
default, rulers are turned off when you first open PowerPoint. So, let's turn them on.

Home Insert Design Transitions Animations Slide Show

=N = 25 [J F -?] =
MNormal | Outline  Slide MNotes  Reading Slide Handout Notes [ Gridlines  Notes
View Sorter Page View Master Master Master
[ ] Guides
Presentation Views Master Views Show

With rulers displayed you can adjust slide items freehand and more easily take
advantage of PowerPoint's grid- and guide-based features.
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Theme Elements (Example)

1-

2-

Click on the Design tab on the Ribbon and note there is a theme that is
currently active. The currently active theme has a gray border around it.
Point to the theme and note the name of the theme — Office Theme.

Applying a Theme

1.
2.
3.

Click on the Design tab.

Locate the Themes group. Each small image represents a theme.

Hover over a theme to see a live preview of it in the presentation. The name
of the theme will appear as you hover over its image.

Click the “more” button to access more themes.

Transitions Animations
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Inserting Pictures

1- Select the Insert tab, then click the Pictures command in the Images group.

Insert Design Transitions Animations Slide Show Review
S ELIE o B O D W as

Nm Table  Pictures inine Screenshot Photo | Shapes SmartArt Chart ﬂM}rAdd-ins .
Slide - - Pictures - Alburm - -

Slides Tables Images llustrations Add-ins

2- A dialog box will appear. Locate and select the desired image file, then click

Insert.

@ Insert Picture X
« S » This PC » Pictures » Wellness Presentation v O ear eliness Presentation 0
Organize v New folder =« (N O

B Desktop o ’
% Documents l &’-"
& Downloads « '
B Movies m
D Music blood pressure fruit % gym weights
» Pictures
o LOcal Disk (C:) W
File name  fruit v | | All Pictures v

3- The picture will appear on the currently selected slide.

e Once you've inserted a picture, you may want to move it to a different location
on the slide or change its size. PowerPoint makes it easy to arrange pictures
in your presentation.

e YOU can access even more picture formatting options from the Format tab.
We'll talk more about these options in our lesson on Formatting Pictures.

Inserting screenshots

Screenshots are basically snapshots of your computer screen. You can take a
screenshot of almost any program, website, or open window. PowerPoint makes it
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easy to insert a screenshot of an entire window or a screen clipping of part of a
window in your presentation.

To insert screenshots of a window:

1- Select the Insert tab, then click the Screenshot command in the Images group.
2- The Available Windows from your desktop will appear. Select the window
you want to capture as a screenshot.
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New Table Pictures Online Screenshot Photo  Shapes

Slide ~ v Pictures v Album ~ v
Slides  Tables In  Available Windows I
AR -
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a4+ Screen Clipping

3- The screenshot will appear on the currently selected slide.

To insert a screen clipping:

1- Select the Insert tab, click the Screenshot command, then select Screen

Clipping.
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Table  Pictures Online Screenshot Photo

Shapes
Sllde v v Pictures v Album ~ v
Slides = Tables Im  Available Windows |
4 T

- ‘_.vge :_" p

5 w &4 Screen Qippinglk:
2- A view of other open windows will appear. Click and drag to select the area
you want to capture as a screen clipping.

93
SuperTracker: =
My foods. My fitness. My health.

® Get your personalized nutrition and physical activity plan
® Track your foods and physical activities to see how they stack up,
@ Gettips and support to help you make heaithier choices and plan ahead.

=
3- The screen clipping will appear on the currently selected slide.
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Web Tools for Tracking Your Health Goals

» Learn about free online tools that can help you
keep track of your goals.

Q'
‘ Q SuperTracker: "=
‘ = My foods. My fitness. My health
‘ @ ® Get your personatized nutrition and physical sclivity plan
| P ® Track your foods ang pivysical activities 10 see Bow they stack up.
{ L ® Get Bps and 1upport to help you make healthier choices and plan abeed

Transitions Tab

If you've ever seen a PowerPoint presentation that had special effects between each
slide, you've seen slide transitions. A transition can be as simple as fading to the next
slide or as flashy as an eye-catching effect. PowerPoint makes it easy to apply
transitions to some or all of your slides.

To apply a transition:

Select the desired slide from the Slide Navigation pane. This is the slide that will
appear after the transition.

Click the Transitions tab, then locate the Transition to This Slide group. By
default, None is applied to each slide.
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Click the More drop-down arrow to display all transitions

File Home Insert Design Transitions Animations Slide Show Review View

e B EF &9 &
None Cut Fade Push Wipe Split lf& effect

vUptions

Preview Transition to This Shide

Click a transition to apply it to the selected slide. This will automatically preview

the transition.
Subtle
] . N (4 | W

. = 4 & =
None Cut Fade Push b Wipe Split Reveal Random Bars
o € @ DO

Exciting
- =M M W N X = F

Fall Over Drape Curtzins Wind Prestige Fracture Crush Peel Off
= N 2 & S B
LI I i e Q
Page Curi Anrplane Ornigami Dissolve Checkerboa, Blinds Clock Ripple

E 2 K @ = &8 C O3

Honeycomb Glitter Vortex Shred Switch Flip Gallery Cube
0D 0 = X
Doors Box Comb Zoom Random

Dynamic Content
B & 0O O @D =
—_ - — L1 L 2=

Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through

You can use the Apply to All command in the Timing group to apply the same
transition to all slides in your presentation

Transitions Animations Slide Show Review View 2 Tell me...
E 4 Sound: [Mo Sound] -~
@ H @ - ? @ Duration: 01.00 :
Fade Push Wipe Split - ect
P ° Options ~ T3 Apply To Al
Transition to This Slide Timing
10
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To preview a transition:

You can preview the transition for a selected slide at any time using either of these
two methods:

e Click the Preview command on the Transitions tab.

File Home Insert Design Transitions
N 0 m =

Pre'.rieu|.r} Mone Cut Fade Push
Preview Transition to This Slide

e Click the Play Animations command in the Slide Navigation pane.

Play Animations
| M

To modify the transition effect:
You can quickly customize the look of a transition by changing its direction.

e Select the slide with the transition you want to modify.
e Click the Effect Options command and choose the desired option. These
options will vary depending on the selected transition.
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Transitions Animations Slide Show Review View Q Tell rme...
- 2 "ﬂ Sound: [Mo Sound] -
M (%) Duration: 0100 .
Fade Push Wipe Split - Hffect

Options - = Apply To All

Transition to This Slide Timing
From Bottom
T
From Left I}
]
From Right

—&—| From Top

To modify the transition duration:

e Select the slide with the transition you want to modify.

e In the Duration field in the Timing group, enter the desired time for the
transition. In this example, we'll decrease the time to half a second—or
00.50—to make the transition faster.

"E} Sound: [MNo Sound] | Advance Slide
[ — |
00.50

:_L.: Duration: ~] +| On Mouse Click
Effect

Options~ =3 Apply To Al L3 (] After: |00:0000 =

Timing
To advance slides automatically:

e Select the slide you want to modify.

e Locate the Timing group on the Transitions tab. Under Advance Slide,
uncheck the box next to On Mouse Click.

¢ In the After field, enter the amount of time you want to display the slide. In
this example, we will advance the slide automatically after 1 minute and 15
seconds, or 01:15:00.
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4, Sound: Camera = | Advance Slide
L/ : en - .
L =) Duration: 00.50 . On Mause Click
Effect =
Options = I3 Apply To Al /] Ater: |01:15.00/-S]\
Timing

o Select another slide and repeat the process until all slides have the desired
timing. You can also click the Apply to All command to apply the same timing
to all slides.

Animations Tab

In PowerPoint, you can animate text and objects such as clip art, shapes, and
pictures. Animation—or movement—on the slide can be used to draw the attention
to specific content or to make the slide easier to read.

To apply an animation to an object:

e Select the object you want to animate.
e On the Animations tab, click the More drop-down arrow in the Animation

group.
File Home Insert Design Transitions Animations Slide Show Review View
A *: : )1 111 w
Preview None Appear Fade Fly In Float In Split =
Preview Animation [’}

e A drop-down menu of animation effects will appear. Select the desired effect.

File Home Insert Design Transitions Animations Slide Show Review View
* None ~ ,r
)
Preview Effect
- 3 Options
lone
S
Entrance
1
- X X > L ¢
Appe Fade Fiyin [y Float In ol pe
s ~ =
X . g = - % Sic
Shape Wheel Rand row & Turr Zoorm
Bounce
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The effect will apply to the object. The object will have a small number next to it to
show that it has an animation.

IEWho'wos the
1 person to wo

Effect options

Some effects will have options you can change. For example, with the Fly in effect
you can control which direction the object comes from. These options can be
accessed from the Effect Options command in the Animation group.

Review View Format Q Tell me what yo
¢ * 2 Animation Pane
R v Trigger ~
Split Effect Add -

A z oo N g :
Optlons' Animation > *¥ Animation Painter

Direction inimation

¢ From Bottom
z From Bottom-Left

From Left
-> N
N From Top-Left

Srson 1_ ¢ From Top
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To remove an animation:

e Select the small number located next to the animated object.

™ Who was the first

1 person to walk on ’rhe
moon¢

e Press the Delete key. The animation will be deleted
To reorder the animations:

e Select the number of the effect you want to change.

™ Who was the first

‘I person to walk on ’rhe
moone

e From the Animations tab, click the Move Earlier or Move Later commands to
change the ordering.

* 3.‘1 Animation Pane Start  On Click * | Reorder Animation
) Trigger = () Duration: (0050 > & Move Earlier
Anirj:ad’gnn - i'—: Delay: 00.00 | = Move Later
Advanced Animation Timing
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To copy animations with the Animation Painter:

In some cases, you may want to apply the same effects to more than one object. You
can do this by copying the effects from one object to another using the Animation
Painter.

e Click the object that has the affects you want to copy.

Answer: Neil Armstrong

e From the Animations tab, click the Animation Painter command.

Animations Slide Show

T * %M Animation Pane
Trigger =

Effect Add

Fly In Float In Split = ; : :
! P M Options = Animation = % Animation Painter

ation P Advanced Animation

Click the object you want to copy the effects to. In our example, we'll click the
answer text on the next slide. Both objects now have the same effect.

An\swﬁer: Mercury

To preview animations:

Any animation affects you have applied will show up when you play the slide
show. However, you can also quickly preview the animations for the current slide
without viewing the slide show.

e Navigate to the slide you want to preview.
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e From the Animations tab, click the Preview command. The animations for the
current slide will play.

File Home Insert Design Transitions Animations
’Eé& % "‘f
Preview Swivel Bounce Pulse Color Pulse T
Preview Animation

Slide Show Tab

Once your slide show is complete, you'll need to learn how to present it to an
audience. PowerPoint offers several tools and features to help make your
presentation smooth, engaging, and professional.

To start a slide show:
There are several ways you can begin your presentation:

e Click the Start from Beginning command on the Quick Access Toolbar, or
press the F5 key at the top of your keyboard. The presentation will appear in
full-screen mode.

"'D Cut [ Layout -
Cop ¥] Reset
Paste . Mew y T

- Format Painter | gjige- O S2ction~

Clipboard P Slides

e Go to the Slide Show tab on the Ribbon to access even more options. From
here, you can start the presentation from the current slide (shift +f5)
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Home Insert Design Transitions Animations Slide Show
- v =] . — 7,
2 5 - ¢ h |v! Play Narrations
R Y BB WA o Jiee
From From Present Custom Slide SetUp Hide Rehearse Record Slide
Beginning Current Slide Online~  Show~ Slide Show Slide Timings Show~ ¥ Show Media Cont
Start Slide Show Set Up

To stop a slide show:

e You can exit presentation mode by pressing the Esc key on your keyboard.
Alternatively, you can click the Slide Show Options button in the bottom-left
and select End Show.

Last Viewed

3

Show Presenter View

Screen 4

me »

Arrow Options

Help

End Show h

e The presentation will also end after the last slide. You can click the mouse to
return to Normal view.
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End of slide show, dick to exit.

3

Custom slide show:

e Go to Slide Show > Custom Slide Show, and then select Custom Shows.

e |n the Custom Shows dialog box, select New.

e Note: To preview a custom show, click the name of the show in the Custom
Shows dialog box, and then click Show.

e Under Slides in presentation, choose the slides that you want to include in the
custom show, and then select Add.

e To change the order in which slides appear, under Slides in custom show,
select a slide, and then click one of the arrows to move the slide up or down
in the list.

e Type a name in the Slide show name box, and then click OK.
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_ HOME INSERT DESIGN. TRANSITIONS ANIMATIONS SUIDE SHOW REVIEW VIEW DEVELOPER
== b =1 = e o ' I x V' Play Narrations =
0 0 + Ba Ca QNP7 I (. & = Montor: Automatic
S & & Y 3 7 Use Timings
From From  Present CustomSéde  SetUp Hide Rehearse Record Siide 7 Use Presenter View
. - > . Show Media Controls
Beginning Curient Side  Online*  Show=  SideShow Shde  Timings  Show
setup Monttors
D s s 4 3 2 1 ° |
Define Custom Show 7 x
Shde show name: |Custom Show 1
Stides in presentation ~

Slides in custom show:
1. Sude 1 | |
] 2.)08 ExaMS INTOKYO

2 3. exacty s The Rule Says.
EE

[] 5. Section 2 Sales Report
A & Overtapping Column chant 3
Bl S 2 7. cotumn chart
80% [ & column chart
20% [ 9 sudes
Mnoern Y|

B FPPT pptn - Micioseft PowerFont Prexiew
e & ANDAATIONS SA0E SHOW RE
T P, T [t d y Vsl ¥) Plyy Navation
50 B B 34 Ly XD :
= & g o V] e Tmings
From Frofpn Peesert Custom Side  Sallp ide  Rehearse Record Shde | X
fegnning CurrengSide  Onlice = Show= SideShow fide  Timngs - Show= O Show Madia €
Sprt Side Show Custom Shawl Set Up
-
1 3 fiz Custom Sows.,
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