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Getting Started with PowerPoint Level 1
2007

What is PowerPoint?

PowerPoint is a software program used to create
slides for presentations. You can create slides by
combining text, graphs, organisation charts, WordArt
& ClipArt and templates. A presentation file contains
one or more slides that can be displayed on the
screen. Alternatively, slides can be printed and
distributed as handouts. /

Task 1

How to create slide using a Layout

To start PowerPoint
1. Click on Start/Programs
2. Select PowerPoint

3. On the screen you will see this slide,

Click to add title

Click to add subtitle

Click to add notes

4. you are now going to insert the following text.

In the space for the title type: WELCOME
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In the space for the subtitle type: TO HILLSIDE'S SPORTS AND
LEISURE CENTRE

@

Presentation1 - Microsoft PowerPaint Drawing Tools
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Your slide should look like this

WELCOME
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TO HILLSIDE SPORTS AND LEISURE !
CENTRE )

SR S

7. Now you are now going to insert another [2"] slide. To do this click
on, New Slide [from the ribbon). Choose Title and Content layout)
Type/[the text shown in slide. (To created new bullet point, press the
Enter key after you have typed the fifst item).
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@ H92-06 )¢ Presentationl - Microsoft Powerpoint ]
e,

| Home | Inset  Design  Animations  SiideShew  Review  View
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Your slide should lo like this
GET FIT

STAY HEALTHY

* Swimming pools

* Gymnasiums

* IndoorSports

* Restaurants
* Meetingrooms

8. Insert a new slide [3™] using Text & ClipArt. To do this click on New
Slide [on ribbgn), select Two content
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SWIMMING

Olympic size pool * Click to add text
* Water Slide
¢ Training Pool

Swimming lesson

9. In the space for the title, type: IMMING. This is your bulleted

list:
e Olympic size pool
e Water slide
e Training Pool
e Swimming lessons

Double-click to add the Clip Art. NB: If you do not have this clip art
use any suitable clipart

Type the words, swimming here, and
ciick on Go

Click on this clip (image) and insert it
into your slide
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SWIMMING

Olympic size pool
Water Slide
Training Pool

Swimming lesson

(.

This is what your slide should look like

11. Insert a new slide [4"], choose Clip Two Content from the layout ,
and type the following text:

In the space for the Title, type:
Palm Beach Restaurant

In the space for the bulleted list, type:
e Relax in tropical surroundings
e Drinks
e Snacks
e Lunch and dinner
e Children's play area

12. Double-click to add 1 image from the ClipArt gallery. These images

should be relevant to the slide presentation [i.e., a holiday or beach
theme].
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13. The 5" slide you are going to create will be a Chart. Again click on
New Slide then choose Title and Content. In the space the title,
type: Number of visitors.
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Insert Chart
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14. Replace with the following text in the spreadsheet that opens:

(Cla )| H2-0-00)7 Chart in Microsoft Office PowerPoint - Microsoft Excel

el —
| Home | Insert Page Layout Farfulas Data Review View
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1 2007 2009

2 [swimming 6000 6400 7000

3 indoor sports 11500 12000 11850

4 |Childrens activiti 2000 3000 3500

5

6

7

3 To resize chart data range, drag lower right corner of range.

a

This is what you will get on the screen -

-

To resize chart data range, drag lower right corner of range.

Number of Visitors
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2007 2008 2009
. Swimming 6000 6400 7000]
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Children's A 2000 3000 3500
.'/;E

@ Suimming  Indoor Activtes | Cridren’s
Actites

15. Make sure to save your presentation with the filename: Welcome.
To do this select Office button/Save As, and then you can close
spreadsheet window
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Task 2

PowerPoint enables the user to view slides in different views. You will see
these options on the View Tab on the ribbon - click on them to see what
they do

Normal view

Slide show
(O 9-3 - WELCOME2007 - Microsoft PowerPoint
o
- Home Insert esign Animations Slide Show Review View
= = 5| \ [ “| Ruler © < Color | Ar
HEEE =2 B E R = e
== Gridlines &= Grayscale " e
Mormal| Slide Motes Slide Slide Handout Motes Zoom Fit to ~ Mew —
Sorter Page Show | Master Master Master Message Bar Window || mml Pure Black and White || window 53 M

Slide sorter view

Working with drawing tools
You can use PowerPoint’s drawing tools to draw a variety of objects and
shapes such as lines, rectangle and AutoShapes.

Go back into Welcome (if you previously closed it)

1.  Add a6 new slide and select Blank in office Theme

PN - = WELCC
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—/ Home Insert Design Animations Slide Show Revi
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[ Slides |_Qutl ER
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=5 Title Slide Title aryﬂent Section Header
. HEE H
=
R
Comparisan Title Only

Blank Content with Picture with
Caption Caption
=1 Punlirata Calartad Slidac
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2.  Click on Insert tab on ribbon and click on Shapes in Ilustration
group.

e
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Stars and Banners

T L
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4. Move the mouse pointer to where you want to begin drawing the
shape. The mouse pointer changes to a crosshair +

5. Drag the crosshair until the shape is the desired shape and size

6. Release the mouse button. The shape is completed and is
automatically selected

7.  Now go back to the Shape, select Block Arrows and click on the
picture of the Left Arrow. Draw this object, keeping it to the

same size as the Right Arrow.

8.  The next shape you are going to use will be the Stars & Banners,
select the 5-Point Star
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9. Draw this object in the centre of the slide, and just below the
arrows.

-112‘\‘11‘1-10-\‘9‘\‘E‘I-T‘I‘E‘\-5-\‘4‘1‘3‘\-2‘1‘1‘\-ﬂ-wl‘|-2‘\-3‘|-4‘\‘5-\‘6‘1-7‘1\‘3‘1-9‘\‘10-\‘11‘!-12‘\.

) ¢

Adding text to objects or shapes

To add text to a shape type in the shape as shown below

Special rate for children

LEA
Registered
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5. The 7 slide will be a Table, the title is: Pool timetable - Click on
New Slide- Blank layout then click on Insert - Table - Insert table -
6 columns and 4 rows Epd o o

Home Infert Design An

o) BF &8 ) X

Table Picture Clip Photo Shapes Sma
> At Album - T

Insert Table o

o
N O O [ [
N O O [ [
N O O [ [
N O O [ [
I I O [ [
I O O O [ [
I o o
3 Insert Table...

4 DrawTable

[ Excel Spreadsheet

6. Insert a Table [6 columns & 4 Rows]

7.  Type the following text into the table

7-9am
Mondayt Lane Schools  General Schools  General
o Friday SWimming sSWimming SWimming
Saturday Lane General swimming
SWimming
Sunday Lane General swimming
swWimming

8.  The 8™ and final slide you are going to create in this exercise, will

be an Organization Chart

Creating an Organization Chart: New Slide

1. Open the presentation where you want to add an organization chart
2. From the Home tab, in the Slides group, click the~on NEW SLIDE
» select Title and Content
The news slide appears.
3. In the center of the slide, from the content icons, click INSERT

SMARTART GRAPHlCEE?i
The Choose a SmartArt Graphic dialog box appears.
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4. From the Categories list, select Hierarchy

Hierarchy

Relationship
Matrix

Pyramid

£
o
adt
&

Choose a S nartArt Graphic

g
|

Use to show non-sequential or grouped
' blocks of information, Maximizes both
' harizontal and vertical display space for
] shapes,

B E
1= Iii Basic Block List
—
=
|
-

n rom
i

5. From the Gallery, select Organization Chart é—

6. Click OK
The SmartArt canvas and graphic appear.

7. The chart title is: Who's who - Hillside’s sports Centre

8. Double-click to add the organization chart

9. In the first name in the organization chart is:

Level 1

a. Leonard Burnley and his title is Centre Manager. There are 3

members of staff who have equal status. They are:

i. Lisa Blackburn /7 Assistant Manager
ii. Ashok Khan /Finance Officer

iii. Reg Smith/Personnel

t
4 L L shape Fill - e
: @ S L Grape outiine - || 83, R

Shapes Arrange Quick e
wPes A0 Q0 shape etecs + | Ly st

VE2 L 4D 8 1B 1T o G e G280k 12 1 B BT B8 1 AL 1420

like this

Who's Who

Doving — The slide should look

Hillside’s Sports Centre

Leonard Burnley|
Centre Manager

1 |
| I 1

Llsizlsai;kabnlim/ Ashok Khan Reg
/Finance Officer ISmith/Personnel
Manager

el B
— | Organization chart...
[ = d
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13. Click on View tab and Sorter View to view all the slides. Then save

@ H9-0 )= WELCOMEZ2007 - Microsoft PowerPoint -

Lea —_—
Home Insert Design Animations Slide Show Review | View |

. . [7] Ruler q . a Cnlm] 1 = anange an % .

[] Gridlines = Grayseale I 3 cascade E

Mormal | Slide | Notes Shde Slide Handout Motes Zoom Fitto New = Switch Macros

Sorter | Page Show | Master Master Master || | Message Bar Window |l Pure Black and White | window =5 Move Split | windows -
Presentation Views Show/Hide Zoom Color/Grayscale Window Macros
GETFIT §
S mEATHY SWIMMING F3im Baach Restaurant number of visitars
sa e =

+ oy s

WELCOME . T

= & ==yl -

Wha's Wha
Hillside’s Sparts Cantre

Task 3
Numbering the slides & adding a Footer

1. Open the presentation named WELCOME (if previously closed)
Number all the slides in the presentation, to do this ensure that
you are in Normal view, select Insert Header and Footer or Slide

number
Da) i H92-8 = WELCOMEZ2007 - Microsoft PowgrPoint
oAy
Home | Insert ‘ Design Animations Slide Show Review

3 | el B8

Table Picture Clip
= Art

Tables

BOPg @ =D 45 FAEQw &9

Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Mowe Sound
Album~ T Box & Footer i & Time MNumber i

Tlustrations Links Text Media Clips

Header and Footer

Slide | Mates and Handouts | b) Click
Include o side <«}—| hereto
A [] pate and time apply
a) Tick these Update automatically numbering
boxes [10/12/2009 | to all the
Language: Calendar type: slides
|English .5 | |Western |
FEEEte Preview
[wpzzoes | |
\‘ [#] Slide nurmber . '''''''''''''''''''''''
[V] Eoater ; || ©) Typeyour first&
Marie-Laure || L =] || last name here (in the
44— C (
[Cloon't shaw on title slide Footer)

Now save your work and View your slide show - View Tab and Slide show
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