PowerPoint 2003

	Getting Started
	

	Using the Task Pane
	Using a Design Template
1. File menu (  New. The New Presentation task pane will appear.

2. In the New section, click the Form design template shortcut.

3. In the Slide Design task pane, click the design template you want to apply.
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	Using the Content Wizard

1. File menu (  New. The New Presentation task pane will appear.

2. In the New section, click the Form design template shortcut.

3. Follow the instructions provided by the Wizard to set yup your presentation and click the Finish button when you are finished.



	(  Menu Bar – contains all tools for use with PowerPoint 2003.

(  Standard Toolbar – contains shortcuts for standard PowerPoint actions and tools.

· Formatting Toolbar – contains shortcuts for applying formatting features to your presentation.

(  Slides Tab – displays slides as thumbnails

(  Drawing Toolbar – contains shortcuts for inserting and formatting objects and graphics.

(  Task Pane – displays tasks according to the selected category

(   Slide Pane – displays the selected slide.

Note: To hide or display a toolbar; View menu ( Toolbar ( and select the toolbar from the resulting menu.
	Views
Using Different Views
PowerPoint has three main views: Normal view, Slide Sorter view, and Slide Show. Use the buttons in the lower left corner of the PowerPoint window to switch between views.


[image: image2] Normal View is the main editing view for designing a presentation.

· Outline/Slides Tabs- alternate between viewing your slides in outline form or as thumbnails. To hide the Outline and Slides tabs, use the Close button in the upper-right corner of the tabs. To display the Outline and Slides tabs, click the Normal View button in the lower-left corner of the PowerPoint window.
· Slide Pane – add text, picture, charts, drawing objects, text boxes, to the selected slide.

· View buttons – click to switch between Normal., Slide Sorter and Slide Show views

· Notes Pane - add notes to a slide by entering note text in the Notes pane.


[image: image3]Slide Sorter View displays your slides in thumbnail form. Use this view to rearrange, add, or delete slides. To preview transition and animations effects, click the star icon under each slide. look

[image: image4]Slide Show runs through your slide show using the full screen. Use this view to preview your presentation as it will appear when you present it to your audience. See how your graphics, timing, movies, etc. will look in the actual show.

	Using the Task Pane
The task pane replaces commonly-used dialog boxes. For example, when you select click the New button to create a presentation, the New Presentation pane will appear in the task pane. 

· To change the task category, click the down arrow
[image: image5] on the task pane and select a category from the resulting menu.
· To open or close the task pane; View menu ( Task Pane. To quickly close the task pane, click the Close button
[image: image6] in the upper-right corner of the task pane.
	

	Using Smart Tags

Smart Tags enable you to perform actions that you would normally need to open other features to do. For example, when you paste an item, the Past Options
[image: image7] smart tag button will appear. Click the smart tag button to select from a list of options. 
	


	Slides
Inserting a Slide
1. To insert a new slide, click the New Slide button. 
[image: image8].

In the Slide Layout task pane, select the desired layout.
	Adding Headers and Footers to Slides

1. View menu ( Header and Footer
2. On Slide tab, make desired selections.

3. Click the Apply or Apply to All button.
Note: To add headers and footers to notes and handouts, click the Notes and Handouts tab, make selections, and click the Apply to All button.

	Changing Slide Order
On the Slides or Outline tab in Normal view, click and drag the slide icon or thumbnail to rearrange slides. You can also click and drag slide thumbnails in Slide Sorter view.
	Text
Adding Text to a Slide
· To add text to a placeholder (a text box that appears by default according to the selected slide layout):
Click the placeholder and enter text in the box.
· To add text to a text box:

1. Click the Text Box 
[image: image9]button on the Drawing toolbar. 

2. Click and drag the mouse pointer to create the text box.

3. Enter text into the box.

4. Click outside the text box when you are finished.

· To add text to an AutoShape:

Click the shape and enter the text. The text becomes part of the shape and moves with it.

	Duplicating a Slide

On the Outline or Slides tab in Normal view or in Slide Sorter view, right click the slide you want to duplicate.

1. Click copy.

2. Right click where you want the new slide and click Paste.
	

	Deleting a Slide

1. On the Outline or Slides tab in Normal view or in Slide Sorter view, select the slide you want to delete.

2. Press the delete key.

Or

1. In Slide view, Edit menu ( Delete Slide. 
	

	
	Cut, Copy, and Paste Text
1. Select the text you want to cut or copy. 

2. Right-click and select Cut or Copy.

3. Right-click where you want to paste the text.

4. Click Paste.

	Using the Slide Master

· The Slide Master stores information about the slide template, such as font style, background design, and color schemes. A Slide Master is added to a presentation when you apply a design template. When you make changes to the Slide Master the changes are applied to all the slides of that template in the presentation.

To open the Slide Master, View ( Slide Master. Make changes to the fonts, bullets style, placeholder formatting, size, and position, etc.
	

	
	Text Formatting

Using the Office Clipboard
The Office Clipboard can collect objects from all Office Programs. You can copy up to 24 items to the Office Clipboard and paste hem directly into your presentation.

1. Place the mouse pointer where you want to paste the selection.

2. Using the Task Pane down arrow select Clipboard.

3. Click the item that you want to paste. The item will appear in the presentation.

Note: A Paste Options
[image: image10] smart tag button will appear after pasting text. Click the arrow on the button to select formatting options.

	Formatting Slides

Use the task pane to make formatting changes to your slides. Click the down arrow 
[image: image11]on the task pane and select one of the following from the resulting menu:

1. Slide Layout – allows you to change the layout of the selected slide.

2. Slide Design – allows you to select from pre-designed slide templates.

3. Slide Design – Color Schemes – allows you to select color schemes for background, text and lines, shadows, fills, etc. (The color scheme is used by the design template in use.)
4. Slide Design – Animation Schemes – allows you to select an animation to apply select slides.
	1. 

	
	Applying Bold, Italics, or Underline

2. Select the text you want to apply the formatting to.
3. Click the Bold
[image: image12], Italic
[image: image13], or Underline 
[image: image14]button on the Formatting toolbar.


	Changing Text Formatting

1. Select the text you want to change for formatting for.

2. Do any of the following on the Formatting toolbar:

3. To change the font, click the arrow on the Font 
[image: image15]button and select a font from the resulting menu.

4. To change the font size, click the arrow on the Font Size
[image: image16] button and select a size from the resulting menu. You can also change the font size by clicking on the Increase Font Size button or the Decrease Font Size button on the Formatting toolbar.

5. To change the text color, click the arrow on the Font Color
[image: image17] button and select a color from the resulting color palette.

(To select a color that is not listed, select More Colors from the resulting menu and select a color from the 
6. Colors dialog box).
	Graphics
Using the Drawing Toolbar
Use the Drawing toolbar to insert drawing objects into your presentation. The Drawing toolbar is usually at the bottom of your screen.

These are the button on the Drawing toolbar.
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 SHAPE  \* MERGEFORMAT 
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 SHAPE  \* MERGEFORMAT 
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	Inserting Clip Art
1. Click the Insert Clip Art button o the Drawing toolbar.

2. Enter a keyword in the Search for box.

3. Click Go.

4. Click the desired clip to insert it.

	Using the Format Painter

Use the Format Painter to copy text formatting.

1. Select the text that has the formatting you want to copy.

2. Click the Format Painter button 
[image: image21]on the Standard toolbar.

3. Select the text you want to apply the formatting to.

(Note: To apply the format to several words, double-click the Format Painter. Turn the Format Painter off when you are finished.)

	

	
	Saving Scanned Picture or Picture from the Internet

1. Right-click the picture. 

2. Select Save Picture As. Be sure to notice where the picture is saved.
Note: Be sure to save pictures as JEPG whenever possible. This will help to keep the size of your presentation down.

	Aligning Text
1. Select the text you want to align.

2. Click the Align Left
[image: image22], Center
[image: image23], or Align Right 
[image: image24]button on the Formatting toolbar.
	

	
	Inserting a Picture from a File

1. Click the Insert Picture button on the Drawing toolbar.

2. Locate and select the picture that you want to insert.

3. Click the Insert button.

	Checking Spelling

PowerPoint automatically checks spelling as you type. When it identifies a spelling error, a red underline appears under the text. Right-click the underlined text to select from a lost of possible corrections. To check the spelling in the whole presentation, click the Spelling 
[image: image25]button on the Standard toolbar and select the option for each word that the spell check identifies.
	

	
	Inserting WordArt

1. Click the Insert WordArt button on the Drawing Toolbar.

2. Select the WordArt style and click the OK button.

3. Enter the text in the Edit WordArt Text dialog box.

4. Click the OK button whey you are finished.

Note: To edit WordArt, right-click the WordArt and select Format WordArt from the menu.

	Creating Bulleted and Numbered Lists

The best way to create bulleted or numbered lists is to use the slide layout for that purpose.
	

	
	


	Slide Shows
Adding Animation Effects.

Animation refers to the movement and sound accompanying text or slides as they are introduced. Using animation with you bulleted lists and slides can often add excitement to your presentation by displaying text at crucial moments and making smooth transitions between topics.
Change (replace) an effect

1. Put the presentation in Normal view.

2. Open the Animation Schemes task pane. 

3. With the task pane open, click the item (or items) on the slide that you want to add an effect to. Click [image: image26.png]


and select an effect from the menu. 

Apply a start setting (With Previous, After Previous, and so on)


1. Select the effect (or effects) in the task pane effects list. 

2. Do either of these: 

1. In the Start box in the task pane, click the type of start you want. 

2. Display the drop-down menu for the effect, and click the type of start you want. 
Setting Transitions 
Transitions perform an effect as you move from one slide to the next. It may be tempting to use a different transition each time you move to the next slide; however, be careful not to use too many effects as it may become distracting and appear unprofessional.

1. In Slide Sorter view, click Transition on the Slide Sorter toolbar.
2. Select the slide(s) to which you want to apply a transition.
3. Under Apply to selected slides, select your desired transition.
4. Under Modify transition, from the Speed and Sound pull-down lists, make the desired selections.
	Using the Slide Show Toolbar

The Slide Show 
[image: image27]toolbar provides access to ink annotation tools, pen and highlighter options as well as navigation and display options during a slide show. The Slide Show toolbar blends in with the background of each slide and fades away when not in use. To display the toolbar, move the mouse around on the slide and the toolbar will appear in the lower left corner of the slide.



	5. 
	Output
Printing 

If you click the Print button without making any other changes, PowerPoint by default will print one copy of each slide.

To print slides, Handouts, Notes Pages and Outlines 

1. On the File menu ( Print
2. Click the arrow in the Print what box and select what you want to print.
Note: For Handouts, select how many slides you want per page.


	Viewing a Slide Show

1. Open the presentation you want to view as a slide show. 

4. Click the Slide Show 
[image: image28]button in the lower left corner of the screen.

5. Use the Slide Show toolbar to navigate through the slides or right-click the screen to open the Slide Show menu.
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