petting Started wit,

Qower'Poinr Xo

Level 1

. {




Getting Started with PowerPoint XP Level 1

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. Select blank presentation
Click to add title then click on OK

Click to add subtitle

‘Ch[k 0 add notes 2 showat s
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>
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slide 1 of 1 DeFault Design
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Getting Started with PowerPoint XP Level 1

You are going to choose the Title slide layout

rosoft PowerPoint - [Presentationa]

Fle  Edit Yiew Insert Format Tools  Slids Show  Window  Help
DS H &GRS < |l # s - P il -8 -
Outline * Slides X A2 A0 B B 2 D e 2 B

1

Content Layouts

|

: Click to add title

: Click to add subtitle

Text and Content Layouts

Click o acd nates =
[ show when inserting new slides
=T | 1] -]
Copr [ ] agoshapes- L W OB HE S L-A-SEE0E .
Slide 1 of 1 Default Design

ifhistort||| ) @ 151 (] || [Elsert trems - Mcrosoft Ou. .| lponerpont | B evelt_pp-guide - icroso... [[EMicrosoft PowerBoint ... VEQRIE 1006

7. On the screen you will see a slide, you are now going to insert the
following text.

In the space for the title type: WELCOME

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

[ElMicrosoft PowerPoint - [Presentationd] _=x|

&) Bl Edt Vew Insert Format Tooks SlideShow  Window  Help Type a question for help

DS H & Dt o- || esw - 7 N = | A=A - Hoeson Tiewsi - - -
S O S e SR RithE S GE THet Sy (R 2 e e Your slide should look like this

Apply slide layout:

Text Layouts

Content Layouts

[ ]

WELCOME

: TO HILLSIDE'S SPORT AND
@ LEISURE

: CENTRE

Text and Content Layouts

Click to add notes [# shaw when inserting new sides

L 1)

=Rl |
oo [B] Agoshepes - . W DOE A HE - L-A-=SF=EBA .

Slide 1 of 1 Default Design =% 0
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Getting Started with PowerPoint XP Level 1

8. Now you are now going to insert another [2"] slide. To do this click
on, Insert/New Slide [from the menu). Choose the Bulleted List
(from the AutoLayouts)\_Type the following text. (Te’create a new
bullet point, press the Entexkey after you have typed the first item).

/outine ) siides \ X | 1

WELCOME

TO HILLSIDE’S SPORT AND
LEISURE

CENTRE

(Click to add notes = | =
[5] auoshapes- N N\OOCE M RE &-L-A-=S=E8@.
Side 10f 1 Default Design @
istort||| 7] @ 51 [T || [sent tems - irosoft 0u..| _Spomerpont | EYevelt_pp-gude - Mcross... | [E]Microsoft Powerpoint .. VE@U w00

Your slide should lo like this

=laix]

Eil Edt View Insert Format Tools  Slide Show fineloy Type a question for help =3¢

SH &S BRaS o O e -z - Bz uEEEEEAE A Fouon Twewsie ?
[outive ) sides \ X [ 1 w1 Frgez e 10112 2 22  # siide Layout - %

1

.= H GETFT
= | °}| STAYHEALTHY

« Swimming pools
+ Gymnasium

: « Indoor sports

| + Restaurants

+ Meeting rooms|

Click to add notes =
[=ES=] L3 =
oraw [Ty ] Auoshapes . 1O E =S=cem.
Side 20f 2 @@
hstart||| ) @ (51 (D) || [lsent tems - irosoft ou...| dpowerpaint | Bevelt_pp-guide - icroso. . |[[EMicrosoft Powerpaint .. VEGEU 1012
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Getting Started with PowerPoint XP

Level 1

9. Inserta new slide [3™] using Text & ClipArt. To do this click on
Insert/New Slide [from the menu), scroll down to Other layouts
select the Text & Clip Art from the AutoLayouts.

=lslx|
@] Ele Edt Vew Insert Fomat pe a tion for help  [» X0
DEH&bas o = A A | Hoeon Senside 2

Click to add title

3 B « Click to add text

: Double click to add
H clip art

(Click to add notes:
e ) =
o[l agostopes- N NOOB AR & -L-A-=S=5060.
Slde 30 3 Defauk Design u

ifstart||| () @ ) [ || [sent items - picrosoft ou...| ¥powerpont

10. In the space for the title, type: SWIMMING. 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.

Microsoft PowerPoint - [WELCOME]

@] Fle Edt Wew Insert Format Took SideShow Window  Hel Type a question for help o] X

D2 E & BRS - @0 HE

Type the words, swimming here, and
=s=  ciick on search

Click on this clip (image) and insert it

w
A
i

4

+ Clympic siz
+ Water Slide
« Training Po
- * Swimming |

|

i
i

1l intoyourshide

NB: If you do not have this clip art
use any suitable clipart

Click to add nates

E=TA |
o[l awoshopes N NOOE 4 RE G- L-A-=S=E0a.
slide 3 of 3 Default Design e:e]

Hstart|| 1] & G [ || [lsent tems -pirosoft ow...| (—upowerpont | Ejpowerpaint xp - Microsoft...|[[E]Microsaft Powerpoint ...
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Getting Started with PowerPoint XP Level 1

This is what your slide should look like

=l&x]

it fiew Insert Format  Tools  SideShow  Window Help Type a question for help [ X

B @< o - [l O] 8 e SF e s v |EEEEE|AE|A | Poese Tnewsics 7

BEINI IR AT AR N E R E-AONE RN AR RE SRR RS- SRR LSRR 4 % slide Layout v x

1

SWIMMING

3 H + Olympic size Pool
= || « Water Slide

* Training Pool

= + Swimming Lessons

‘Chck o acki notes
E=wil iz

oran - [l ] Autoshapes - . [ d-L-A-SEERM
slide 3 of 3 Default Design £}
Hstart|| 1] @ 5 [ || lsent tems -pirosoft ow...| (—upowerpoit | EJoowerpaint xp - Microsoft...|[[E]Micr VEGEY 1020

11. Insert a new slide [4™], choose Clip Art & Text, from the
AutolLayouts, 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].

13. The 5" slide you are going to create will be a Chart. Again click on
New Slide then choose other layouts and click on chart. In the
space the title, type: Number of visitors.

Created by: Marie-Laure Poyet 6



Getting Started with PowerPoint XP

[ElMicrosoft PowerPaint - [WELCOME] =18lx|

Fle Edit Wiew Insert Format Took  SideShow  tindow  Help Type a question for help @[
DEE &R o |0 @ o - 2w < - B ZU = | A=A - | oeon Ihewside 2
/Outhine / shides '\, X A2 A0 1 1B 11 A 2 D 2 4D 2 & # Slide Layout: v %

1

Click to add title

«+ Click to add text

Other Layouts

Level 1

Chart
layout

LB 11 B 1 11 1112 1 1 1Ak 1 Qe 1 1 e oo oy 111Gttt

=
—]
-
I\

= =
Click to add notes = '\_—meam Chart
= [ Show wien msertng new slides.

| L]
oraw - [J5 ] Asoshapes~ . w O [ 4 € Eo-Z-A-==2840.
Slide 4 of & Default Design g

istort]|| 7 @ ) [ || [sent tems - Microsot Ou.. | ‘dpowerpaint | Epowerpoint 15 - Hicrosoft...|[[FMicrosoft Fowerroint ... VAU 10z

14. Once you double-click on the chart, this image will appear.

rosoft PowerPoint - [WELCOME] =181 x|
Fle Edt Vew Isert Fomat Toos Datm  Chart Window Help Type a question for hefp v - B X

DEEelErs [ J=@=E s A
/ outine " slides bl (R O (R RE RN PUUT- SN FURY SUT PUUE SUTR IR, PR

i WELCOME - Datasheet

* A B E -+
WELONE 1st Ot 2nd Otr 3rd Otr |dth Otr
o (1 20.4] 274 0 20.4
< 306 38.6 34.6 316
|3 45.9 46.9 45 43.9
2 [ Bl e «
3 [ammme

a

5 || numser or vsmors

1st Qtr 2nd Qtr 3rd Qtr 4th Qtr

RN - TR RS SRR TR T SR SARE- SRS RNRY TRRE CE RE 2R R LR L SRRETL T SRR A U 1

Click to acd rotes =
E== | (]

Slide 5 of 5 Default Design g

start[| ] & 51 [T || [zt tems -Hicrosof..| parerpaint [ B loonerpoint xp -ier... |[@weLcomE VEGEW 1033
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Getting Started with PowerPoint XP

14. Replace with the following text:

Level 1

S=TES|
To widen the column click and drag here indow  Help Tyoe a
[between the columns] & % 7 - w -[B]z u /=== 3| Todelete
I R Y- - RN R NS PR R RS R R R PR R - R - SR P -] e contents
! - of this
| e : column, click
um"ﬁ“’f““ O_D = 0 D |
: N A B c o = here select
- | 2001 2002 2003 i
2 | ST e 1_ad|Swimmin 5000 5500 5700 Edit/Delete
el o |28 |Indoor spd 2200 2000
= B :‘ja
3 | SUMMING ;
d O Swimming
4 3 B Indoor sport
5 || MUMBER OF VEETORS If
R 2001 2002 2003
Click to add notes -]
== < Il =
Slide 5 of 5 Default Design G
15. Save your presentation with the filename: Welcome. To do this
select File/Save As [from the menu]
Select 3% Floppy,
Name the file, then
P e —rr ES =T click on Save
[E7Global
File name: | =
Save as bypet [Presentation | cancel
Created by: Marie-Laure Poyet 8




Getting Started with PowerPoint XP Level 1

Task 2

PowerPoint enables the user to view slides in different views. You will see
these options at the bottom left-hand side of your screen.

Slide view
Normal view
N Slide show
H = 1 =5
K -
Slide sorter view
| Outline 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.

Open the saved presentation called: Welcome

1. Click on Start/Programs/PowerPoint, then select ‘open an existing
presentation’, then click OK Add a new ‘blank slide’ - this will be the
6" slide.

2. From the drawing toolbar, select AutoShapes

3. Move the mouse pointer to where the word AutoShapes, and select
Block Arrows, click on the picture of the Right Arrow

32 Lines 3 | /
:ET Connectars > |:> <::| ﬁ &
@ Basic Shapes 3 {::f} Tt o L
% Block Arrows | Right Ammow o
T Flawchart 3 f
%zﬁtars and Banners @ g AUALEy .
= ¥ [SEHTDDDY
AutaShapes = ™ w [ D-:} ﬂ ﬁ g
Slide & of & DR
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Getting Started with PowerPoint XP Level 1

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 AutoShape, 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

9. Draw this object in the centre of the slide, and just below the
arrows.

These pointers
enable you to
resize the shape

Created by: Marie-Laure Poyet 10



Getting Started with PowerPoint XP

Adding text to objects or shapes

To add text to a shape:

1. Select the shape- right click mouse and click on Add Text

2. In the 1°" shape type: special rates for children

3. In the 2" shape type: group discounts

4. In the 3" shape type: LEA registered

Level 1

5. The 7" slide will be a Table, the title is: Pool timetable - Click on

the Table AutoLayout

] erPo
‘@] Fle Edt Wiew Inset Format Took  SideShow  Window Help

NEE & B o @0l eos - 7 A -8 - BYX U|E]lE=E ==
/outline ' Slides % P22 0 B U6 e e 2 D e 2 e NG e B A0 142

= | N Pool Timetable

=18

Type 3 question For helr [ X

S is A5 A - (Hpeson Onewslide 7

@ # Slide Layout v x

2 [Eiear
= &
: 7-9am 9-11.00 12.00-1.30 1.30-3.30 3.30-10Q0
s H m
= A B
== B
&
B Maonday to | Lane Schools General Schools Generals
4 Friday swirnming swimming swimming

General Swimming

Saturday | Lane

s swimning
Sunday Lane General Swimming
swimning
3
= &=

[T
o
e

FE— |

Click t add notes

=L |
“oran [Ty Autoshapes N % DO E 4l B &[> L-A-
Slide 7 of 7 Defaul: Design €71

[ 1) Tl

stan||| ] & G [ || Fsent woms - merosor..| powerpon: | Epowerpoint xp - ticr.. [[EjwercomE

6. Insert a Table [6 columns & 4 Rows]
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Getting Started with PowerPoint XP Level 1

7.  Type the following text into the table

[E Microsoft PowerPoint - [WELCOME] _18 x|
E@ File Edit wiew Insert Format Tools  Slide Show  Window  Help Type aquestion for help =

DEHE e - moE s - 2 e - -lB s uEE=E A -

rel2on el 0 9 G F a5 g3 2 LoD 23 g 5B 7 G910 L 120

[ Design 1w Slide

Pool Timetable

T-9am 9-11.00 12.00-1.30 130-330 3.30-10.00
pm

Monday to Lane Schools General Schools Generals
Friday swimming swimming swimming

Saturday Lane General Swimming
swimming

Sunday Lane General Swimming
Swimming

R R RN R IR TN - R R TR CN R SN R RN R EARE RERY- SURT- FURY SURE-TURT-RU NS RURY- TURY-

ED@W'@hgtUshaDES' N OO E 4l 2 (8 H.FA-S =

Slide 7 of 7 Default Design
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Getting Started with PowerPoint XP Level 1

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

be an Organization Chart

[E Microsoft PowerPoint - [WELCOME] _18 x|
@ File Edit wiew Insert Format Tools  Slide Show  Window  Help Type aquestion for help =
DEHEE B@RY <-|ll0) s - ? il < == | A= A - | Hegon Dewside >

- SR [ - PR PR RN RN - RURE SRS PERF-RE RS R RS RRRE-RRET-ERRE RE LI - R SN Y- ERRT-RN I I SR -2 4@ % slide Layout X

| Apply slide layout:

-

Click to add title

Z Other Layouts

o E0|BE
Double click to add diagram or organization Lﬁ H”H”‘ ”H”‘%‘
chart e S

: >

lll® L
E== < W[ ¥ Show when inserting new slides
Dgaw'@ putoshapes = > w [ O B 4l £ [@ S-g-A-=S=28a.

Slide 8 of & Default Design (E5]

i start |J ] & 5 |J B sent Items-M\crost...l powerpoint | @ powerpoint xp - Micr... |WELEIJME [\3 11:06

9. The chart title is: Who's who - Hillside’s sports Centre
10. Double-click to add the organization chart
11.  In the first name in the organization chart is:
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

Created by: Marie-Laure Poyet 13



Getting Started with PowerPoint XP

Microsoft PowerPoint - [WELCOME]

‘@] Fle  Edt Slide Show — Wwindow Type a questio
= = = A R N BrUu[ElE==|=i A= A-|doem

rel2on el 0 9 G F a5 g3 2 LoD 23 g 5B 7 G910 L 120

Wiew Insert  Format  Tools Help

- 7 il - 18 -

Who's Who
Hillside’s Sport Centre

Leonard Burnley

Centre Manager
I

1
Ashok Khan

Finance Officer

|
| |

|
|

Lisa Blackburn
Assistant Manager

1
Reg Smith

Personnel

- - NN N N R - - S - S R AR LR

Level 1

The slide should look
like this

|AgtnShapes' Now O 4

=
‘o - [B]
Slide 8 of 8

- d-bA-==c£B@.
[EE 3

Default Design

IECEL:E

J Sent Items - M\crosuf...l apowerpolnt

| powerpolnt «p - Micr... |wELEDME

VEE® 110

13. Click on Slide Sorter View to view all the slides. Then save your

work.

icrosoft PowerPoint - [WELCOME]

=l2lx|

File Edt ‘%ew Insert Format Tools  Shide Show  Window

Type o question for help  [+|| %
Deden SRV | RRS o- o |[EfaH Mer - B, iE @ %|Buwes. |5 menston oo Suewsice .
SummG PALM BEACH RESTAURANT NuMBER OF ViSITORS
WELCOME pu
O HILE SR RT AND put
seme -
1 2 3 4 5
PactTimstat e Gy Lenre
LELERE CE==
e S
6 7 8
izl L]
Slide Sarter Default Design [E5%
Hstant[[| 14 @ & 3] sent Items - Mirosaf...| _powerpaint [ Epowerpoint s - vicr... [[EweLcaME Ve @Y
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Getting Started with PowerPoint

Task 3
Numbering the slides & adding a

XP Level 1

Footer

1. Open the presentation named WELCOME
2. Number all the slides in the presentation, to do this ensure that

you are in Normal or Slide

view, select View/Header and Footer

: : C—— L] b) Click
a) Tick this eader and Footer ? / here to
box Slide l Motes and Handauts | & anpl
Include on slide pp Zering
¥ Date and time num
" Update automatically M to all the
,—_| Cancel .
_cencel | slides
l

=l E

Presiew

\ = Fixed
sSlide number

W Fooker

r Don't:lmw\

c¢) Type your first & last name here (in the Footer)

3. Select Slide Sorter View, you will see that
each slide has been numbered and your

first & last name inserted in each slide.

4. Now save your work.
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15




