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Using PowerPoint 2003

I. 
Overview

A. Use PowerPoint to create a presentation – digital slide show that you will present to an audience, using a computer and a projector. 

B. PowerPoint slide shows are composed of slides. In “Slide Show” mode, PowerPoint slides take up the whole screen, with none of the regular Windows menus, title bars, borders or scroll bars showing. You proceed from one slide to the next using mouse clicks, the <Enter> key and/or the <Page Down> key to go forward, and the <Page Up> key to go backwards.

C. You prepare a slide show in “Normal View” by inserting slides, choosing a layout for each slide, entering and editing content (text, pictures, audio, video), and, if you want, animating the content. If you use the menu item Insert > New Slide, that slide goes behind the one showing on the screen at the time. There is a “Slide Sorter View” where you can move slides around within the slide show.

D. These three views (Slide Show, Normal and Slide Sorter) can be chosen using the icons at the bottom left of the PowerPoint window. Since you see only your slides in Slide Show View, you cannot use the buttons to leave Slide Show View; use the <Escape> key instead. 

E. In this brief introduction, you will create a slide show on the six types of computers, containing:

1. Title slide using text color

2. Content slide using text animation

3. Picture slide using Clip Art and animation

II. 
Title Slide

A. Start PowerPoint 2003. PowerPoint opens showing a blank title slide with spaces for a title and subtitle.
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B. Click on the words “Click to add title” (those words disappear) and type a title. The dotted box turns into a thick-bordered box while you are typing. (None of these boxes will show in the edited slide or the slide show.) The title used here is “My Presentation.”
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C. Drag over the title, click on the Text Color tool bar button (see picture below) and select a color (here, red).
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D. Click on “Click to add subtitle” (those words disappear) and type a subtitle (here, the name of the presenter and the date of the presentation).
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III. Content slide – title with bulleted list

A. OK, we are done with the title slide; time to add a content slide. Choose the menu item Insert > New Slide (highlighted below).
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B. The new slide goes behind the slide on the screen, which is still our title slide. The default layout is a slide title at the top, with bullet points. You could choose another layout on the “task Panel” on the right slide of the screen, but title with bulleted list is the most common type of PowerPoint slide, and the one we want here. Later we will choose another layout.
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C. Click on the words “Click to add title” (these words disappear, as usual) and type a title(“Types of computers”). Then click on “Click to add text” and type in the six types of computers (Mobile device, Personal computer, etc.), tapping <Enter> after each one to start a new line with a new bullet.
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D. Now we will animate the six types, so that the text “flies” on to the page from the left (many other types of animation are available). To animate a section, click on it to select it (here, click anywhere on the list of the six types of computers – a thick dark border should appear) and choose the menu item Slide Show > Custom Animation…
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E. In the animation Task Pane that appears on the right side of the screen, click on the down-pointing arrowhead just to the right of “Add Effect,” then on “Entrance” (onto the slide) and then on “Fly In,” as shown below.
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F. The default Fly In is from the bottom up the screen, but here we want to fly in from the left. Change to fly in from the left by clicking on the down-pointing arrowhead to the right of “Direction” in the Task Pane, and choose “From Left.”
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G. By default, the different lines fly in one after the other, but here we want to click on a button to trigger each fly in, so that the speaker can say a few words about each type of computer. You can change this by clicking on the down-pointing double-arrow at the bottom of the option box and choosing to start “On Mouse Click.”

H. Now we will add a footer to each slide, with the date, the title of the presentation, and the slide number. It is customary to print out the slides and distribute them to the audience as a packet, and the slide numbers keep the audience on the same slide as the speaker. The title and date make the packet more useful after the presentation. Choose the menu item View > Header and Footer…

[image: image11.png]oft PowerP: [Presentation1]

Edt [yiew | Insert Format  Tools  Slige Show
Show Slides And Record Timings b

Normal

|
slide Sorter
Slide Show Fs

3

Notes Page

Master »

Color/Grayscale »

Task Pane Crrl+F1

Toolbars 3

Ruler e

Grid and Guides. ..

l ] Header and Footer...





I. Fill out the Header and Footer dialog as shown below (much of this is already filled out shen the dialog first appears), then click “Apply to All.” It is customary not to show the footer on the title slide (check that box), to keep the title slide uncluttered.
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J. Here is the footer applied to the slide.
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IV. 
Graphic slide using built-in Clip Art

A. Now we will put a graphic on a new slide. To get a new slide, as you did above, choose the menu item Insert > New Slide… The new slide becomes slide 3, behind slide 2, the current slide. The footer is automatically applied.
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B. Choose the slide layout Title Only and type the title “Moving Picture.
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C. Now choose the menu item Insert > Picture > Clip Art. Clip art is a large collection of built-in graphics. (Alternately, if you had a digital picture from a camera or scanner in a graphic file that you wanted to use, you would choose “From File…”)
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D. Type “computer” into the search to find a selection of graphics appropriate for the topic of this presentation, then click on “Go” to start the search.
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E. From the results of the search, click on the graphic of your choice to insert it onto the slide, as shown below.
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F. Drag on the corner of the graphic to resize it. Here, we will make the graphic larger. (Dragging on a side would distort the graphic, which can also produce interesting effects, but that is not what we want here.)
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G. Now we will animate the picture by having it follow a trajectory of our choosing. To animate, again choose the menu item Slide Show > Custom Animation…, then choose aaa “Motion Path” animation and ask to see “More Motion Paths…” (there are many to choose form).
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H. Here, from the “Add Motion Path” dialog, we choose “Curvy Left.” The graphic will follow the path shown.
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V. 
Run the slide show

A. OK, now we are done and ready to see it in action. Go to the first slide (use either the scroll bar or the <Page Up> button) and click on the “Slide Show” button at the bottom left of the PowerPoint screen.
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B. Advance to the next slide using (a) a mouse click, (b) the <Enter> key or (c) <Page Down>. You can go backwards on the slide show using <Page Up>.

C. It will only take one click to advance from the title slide to Slide 2. Because of the way we set up the animation on Slide 2, it first appears with only the title, and on each successive click, another line (another type of computer) flies in from the left. The figure below shows “Mainframe” in the process of flying in, after the fourth mouse click following the first appearance of this slide. Notice that the slide takes up the entire screen, and there is not title bar, menu bar, scroll bar or any other normal Windows feature. The slide show is the entire focus here.
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D. Following the last of the six types, on the next click Slide 3 will appear with the graphic on it. On the following click, the graphic will follow its “Curvy Left” trajectory, and that will be the end of this presentation.

THE END
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