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MS PowerPoint 2010:

New Slides

Lesson Notes
Author: Pamela Schmidt

ne Insert Design

Use the New Slide tool on the Home

ribbon. If the arrow at the bottom of
the button is used, the layout can be
chosen at the time of creation.

= Layout +
‘3 Reset

[ New |
Slide ~ h—-l Delete

Anir |_§l Layout ~
Office Theme

Office Theme

Title Slide

After the slide is created, the Layout tool can be used to

change the layout.

Text Insertion Point Movement

Title ar

Keys Movement

Arrows one character at a time
Control Arrows one word at a time

Home to the beginning of the line
Control Home to the beginning of the text box
End to the end of the line

Control End to the end of the text box

Page Up up one screen

Page Down down one screen

i .
Title Slide Title and Cantent Section Header
[ T | | e gy
Two Content Comparison Title Onby
Title Only

Elank

Content with Caption  Picture with Caption
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Selecting Objects
Selecting Individual Text
Mouse

Click at the beginning of the desired text and while holding down the left mouse button, drag
across the text.

Click at the beginning of the desired text then hold down the shift key and click at the end of
the text to be selected.

Double clicking on a word will select the word.
Triple clicking on a word will select the paragraph.
Keyboard

Place the cursor at the beginning of the desired text and hold down the shift key while using
the arrow keys to move over the area to be selected.

Selecting Items
Click once on an item to select the item.
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* My Escape

Sandbridge Rohd
* Virginia Beach, VA

* Red Lion
* Ocean Front Drive
* Emerald Isle, NC
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To select several items, click on the first item the hold down the shift key to select
subsequent items.

[ ]

* My Escape *» Red Lion
* Sandbridee Road » Ocean Front Drive
* Virginia Beach, VA * Emerald Isle, NC
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Resizing Iltems
Items, including text boxes, can be resized by taking the mouse over the handles of the
selected item. The mouse pointer will turn into an arrow. Drag the arrow to resize the item.

Moving Items
Text boxes can be moved by grabbing the frame and dragging.

Other objects can be moved by clicking in the middle of the item and dragging.

Ruler, Grid and Guides - Grid and Guides <

Location to turn on/off o Snap to

i ) Gridlines | Snap objects to grid
VIEW R'bbon ShOW grOUp Guides Snap objects to other objects
Use the dialog box launcher to open the Show i settings

Spacing: | 0.083 Elnches

Display grid on screen

dialog box for the Grid and Guides.

Guide settings

[#]iDisplay drawing guides on screen:

‘ Set as Default ‘ [ oK ] | Cancel |

Guides
Guides are used as a help to placing items at a specific location. The guides can be moved

in small increments to locate an exact location on a slide. Items, including text boxes, will
jump to the guide.




(g)rowe’”‘e, anC.

Fonts

Click on a word to change just the
word.

Select desired items to be
changed.

Click on the frame to change
everything in the frame. (The frame
will turn from dashes to solid.)

Arial [Body) 32 - A A
B 7 U 8 ke &V. A,- &v

Font

The fonts can be changed by using
appears, the Home ribbon Font gro

box. To get a Live Preview, use the controls on the Home

MS PowerPoint 2010

L_EE _NE_%

Calibri (E - 28
the floating toolbar that .| ——
up, or the font dialo i

" J Test

Ribbon.
[ ]
Font 2 [
Font | Character Spacing
Latin text font: Faont style: Size:
Amazone BT El El 54 =
All text
Font coler Underline style | (none) E| Underline color E
Effects
Strikethrough [7] small caps
Double Strikethrough [ allcaps
[ Superscript Offset: 0% = [T Egualize Character Height
[ Subscript
[ oK ] l Cancel l
L

The Shadow control gives a drop down and to the left shadow to the letters.
The Character Spacing control allows the spacing between the letters to be

changed.

Use the Increase and Decrease controls to change the

font size proportionately.

Kerning allows lower case letters to
case letters.

A A

tuck under upper

Tip Top Tip Top

- A
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[E)a- A
Very Tight
Tight

MNormal

Loose

Very Loose

More Spacing...
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Paragraph Formatting

e e — AT
Click into the paragraph to be changed. =-i=- TE 5 ldl:lj
The paragraph formatting can be changed by using the Home =El== = .
ribbon Paragraph group, or the Paragraph dialog box. . | =
dragrapn
rF«‘aragraiph l ? -ﬂ-_r
Indents and Spacing
General
Alignment: | Centered Iz‘
Indentation
Before text: |07 +| Spedal: {none) El By:
Spacing
Before: Opt +| Line Spadng: |Single El At |0
After: 0pt
Coc J (o |
Paragraph Spacing Spacing
Paragraph Spacing can be changed in the Paragraph dialog box. Before: 0pt -
Justification After 0pt s
Justification for a paragraph can be changed by selecting the
appropriate Alignment control. == ==
Text Direction
The direction of the text within the text box can be changed by using the W = & (o
H T — /]

Text Direction control.

Align Text
The alignment of the text within the text box can
changed by using the Align Text control.

Line Spacing

be

Change the line spacing within a paragraph by using the

Line Spacing control.

Columns
Create columns by selecting the text

= |0~
=

+

(v | 10

then choosing the number of columns s

from the Columns e |2
EE - dpes Arr b

control. = ». | 25

l: 5 One Column 3.0

Two Columns

Three Columns

P

0

Top

‘ P ‘ wer

Middle

Bottom

L _:J Mare Options...

Line Spacing Options...

7 W =He W

ABC

Horizontal

Pt

0 a N
E A Rotate all text 90

1
1l More options...



(@frowe’“‘e, anc.

MS PowerPoint 2010

Lists
Numbering
. . r_E" = 5 4=, i~ I'I l":l | |

Creating a Numbered List = -
To create a Numbered List, click in the paragraph to be 1. 1)
numbered, then click on the Numbering control on the Home None 2. 2)
ribbon. Hitting enter after a line will create a new number. 3 3)

Changing a Numbered Lists | A a)
To change a numbering style, click in the paragraph, then choose I B b)
Bullets and Numbering from the bottom of the Numbering control. i c )

rEullets and Mumbering |i|éj1 z :l
c il
1 1) | *=  Bullets and Numbering...
None 2. 2) Il
3. 3) .
The color of the numbers f a}f‘ a - The starting number can
can be changed using the o :_:;' E . be changed by using the
Color control in the Bullets - : ' ' Start at: control in the
and Numbering dialog See: 100 [ %oftext setat 1 =1 Bullets and Numbering
box. coor 2 - | dialog box.
OK ] I Cancel ]
Bullets

Creating a Bullet List

To create a Bullet List, click in the paragraph, then click on the
Bullet control on the Home ribbon. When entering bulleted lists,

i ﬂ
4
i
4
i
¥
i

Ea s W07 TP Y

s}

: None o
hit enter after each bullet to create the next bullet. R
Use the tab key to indent the . a
bullet a level. . -
Use the Shift Tab to bring the Why I Should Win the Lottery . 0
bullet back a level. * My house needs renovating i )
—Ineed anew fence 's v
— I'want new plants for the yard Sy ¥
+ I have six grandchildren
+ I have two children who think I have - v
already won the lottery — )
+ My husband owns a Harley Davidson :=  Bullets and Numbering. .
motorcycle
[[Bullets and Numbering B =)
Changing a Bullet Lists (et | punbored |
To change the bullet style, click in the paragraph, then choose .
Bullets and Numbering from the bottom of the Bullet control. Hone i
Use the Customize button to pick from a different font. . _‘
Use the Picture button to use a picture as a bullet. . - ’
sze: (100 |5 oftext Picture...
Color m Customize...
s




(g)rowe’“‘e, anC.

MS PowerPoint 2010

Title and Content . i
All the objects in the Title and Content slide can also be added from

the Insert Ribbon. ull -

Tables ;

Creating a Table -
Choose the “Title and Content” layout. Title and Content
In the center of the slide, click on the “Insert Table” tool.
A ? dialog box will appear to enter the number [ 2 s
of columns and rows. e
The table will be inserted in the activated mode. . || Mumber of columns: |5 2
The Table Tools Ribbons will appear. ' TableT ‘ T 2 a
Design Layout [ aK ] [ Cancel

Use the tab key to move from one cell to the next. Shift tab will move in the opposite
direction.

Table Formatting
To change the borders or shading in the table, choose Table Tools, Design ribbon.

! [ - - - =
Header Row |:| First Column - —— = = - & / L 2 ]3
O] Total Row [ tast Column || === == | c—m— == | ——— == ———e— ———— = ————— - i d 1pt =
E=m== [C-CCC | EEEEE ____ - =EE=E= ___-ZZ [ Quick Draw  Eraser
Banded Rows []] Banded Columns | T Styles = = z Pen Color ~ Table
Table Style Options Table Styles WordArt Styles Diraw Borders

To add/delete columns/rows, cell alignment and margins choose Table Tools, Layout ribbon.

— - - . =
! 2 Insert Below + i - == = A a|| Height: 2.03° - -_J] Ering Forward = |=~
X 0 il oa1 # E==
U Y - Sl = = .
HH Insert Left I o7 Width: 9" . 4 sendBackward ~ [#]
Select | View Delete | Insert . Split | = 15 ==a == Teut Cell ) ] .
- Gridlines - Above _J]}Insert Right cells WLk - '—[ '—[ '—[ Direction = Margins = D Lock Aspect Ratio Eﬁ} Selection Pane
Table Rows & Columns Merge Cell Size Alignment Table Size Arrange
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Charts

Choose the “Title and Content” layout.
In the center of the slide, click on the “Insert Chart” tool.
A dialog box will appear. Choose the type of chart to insert.

= n =
3 Templates Column - - - - - - o~
e ) L Lnt] 182 o089 195 98]
@ Pie — | g ] = — — —
£o | o8] 108 0 Lad] A
e | ] oA A b
& suface Li"e_ i == o A e—
o mame ||| 7| ] ] ] 2] Y
LﬂanageT . | [ setasDefauitchart | [ ] :E

The chart will be inserted and an Excel window will open to add the data.

' Clickto add tite 1 =Y

— |§ l El " Chartin Microsoft PowerPoint = Microsoft Excel

Hom Inser | Page | Form | Data | Revie | View | Deve | PHS | +

: 28 - g

5 27 Seres 1 || AB A 5

-l 2y mSeries 2 .

= 1‘: Series 2 | A B c D
- g 1 Series1  Series2  Series3

& 05 ¢ 2 |Category 1 4.3 2.4
= 0+ | 3 |Category 2 25 44
il Cetegory Catg vz Caiu !3 Category 4 & 4 |Category 3 3.5 1.8

: 5 Category4 4.5 2.8
= £

oW s

The Chart Tools ribbons will appear.

‘Charl

Design l Layout Format

— -~ - &
= H : é = % .& Ej = ;ﬁ
‘?’ b - ' Paste Font | Alignment Mumber Styles = Cells E
= 5 - - 7 - - - - - 2T
. 45 - | Clipboard Editing
3 1IR3 DEHBY- A G- >
E

o T E5 ik e ﬂ

Change  Save As witch Select  Edit Refresh -E -Dﬂ—ll'- — T

Chart Type Template R:w /Column Data Data Data - M
Type Data Chart Layouts Chart Styles

e 6 @ (5 (5 (o o ] (8] (] o 9 ) ] ] L] Lol

Picture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines Plot  Chart Chart Trendline Lines Up/Down Error

ﬁ Reset to Match Style < Box Title = Titles ~ < Labels = Table = < < Area~ Wall~ Floor~ Rotatlon Bars

Bars
Current Selection Insert Labels Axes Background Analysis
Series "Series 17 - ﬁ Shape Fill = -\ [ Bring Forward |= Align ~ ;J 0 5
% Format Selection 7 Shape Outline ~ ,E,\ A & [ send Backward ~ L] Group
=l -
..ﬁ Reset to Match Style 3 Shape Effects ~ % Selection Pane Z Rotate o -
Current Selection Shape Styles WaordArt Styles Arrange Size

8
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Sm art Art IInsert Smarthrt Graphic]
Choose the “Title and Content” layout. -
In the center of the slide, click on the “Smart Art” tool. == .I =
A dialog box will open with the SmartArt choices. a
Ce———— T e i
-

Basic Block List

cyde
Hierarchy
Relationship

Matrix

Pyramid

Picture e o I S A Use to show non-sequential or grouped

blocks of information. Maximizes bath
horizontal and vertical display space for

CEP@F oI

Office.com

List -sm £
Process L ::
|
CE——
-
e
EES

shapes.
e E
osoc HEE

The SmartArt Tools ribbons will appear.

Design Format

The little arrows on the left of the SmartArt frame will expand the “Type your text here” box.

Type your text here 53
® [Taxt]
® [Text] k-
L L3S
s [Text] 1. '

® [Taxt]

= g
® [Text]
| Basic Cycle... | . @ @

The Smart Art-Design ribbon has controls for adding shapes, changing layouts, and colors.

] Add Shape * 4 Promote 4 Move Up o. . =, :".‘.?.' q 0
i3] Add Bullet = Demote ¥ Move Down °_ P f A ?’ T - @ . P - B
T TextPane 3 Rightto Left & Layout e - aa - e @@ o) | @-© | Reset Conven

T Colors = Graphic -

L3

Create Graphic | Layouts | SmartArt Styles | Reset
The SmartArt-Format ribbon has the controls for changing the text.

«%2 [} change Shape = 3 shape Fill - A TextFill - =

i ! ) o
- ;;HLarger Abc [ABEJ [Nﬂt] zShape Qutline = I | L& Teut Outline i
Edit . fiam — A Arrange | Size
in 2-D @ Smaller = Shape Effects ~ T | g8y Text Effects - - -

Shapes Shape Styles T | WordArt Styles | |
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Graphics

Choose the “Title and Content” layout.

Clip Art
In the center of the slide, click on the “Clip Art” tool.

The Clip Art task pane will open on the right.

In the “Search for:” enter the picture to be found.

Click on the “Results should be:” arrow to select the type of Clip Art to

be found.
Videos will bring in animated clip art. A Star in the bottom right hand

corner of a clip art indicates that it is
animated.

Results should be:
Selected media file types |E|

=0 All media types
-
«-[ Photographs

- Videos -
: '-'1"'?'
“[ Audio |

To bring in clipart from Microsoft’s site, check the “Include Office.com

Clip Art v X
Search for:

e
Results should be:

Selected media file types B

[¥] Indude Office.com content

&) Find more at Office.com
0 Hints for finding images

content” box.
From File ,

In the center of the slide, click on
the “Insert Picture from File” tool. i
file. |Ir15ert Picture from File|

The dialog box will open to find the

Picture Tools
Once a picture has been inserted, the Picture Tools-Format
ribbon will appear.

Dogs and Cats
(AN Pictures ("em" st jpgy =]

ools v [ Open fv] [ Concel

. e
i Corrections ~ =y

S . S Color - By
Remove N
Background | Artistic Effects ~ g ~

— — — — i — — ZPid:ure Border - [y Bring Forward -
ﬂ — ﬂ ﬁ d d - | Picture Effects = | [ Send Backward - ﬁ
< '-fi‘Picture Layout = I?hSeled:ion Pane

Adjust Picture Styles ] Arrange

I=- e .
2ot Gl s

Crop =1 66"

Ar A

.
= Y

Size

The Adjust group allow the changing of contrast, brightness, and color.
The Picture Styles group gives choices for framing, effects, and layout.

The Arrange group has the order, grouping, and rotation controls.
The Size group has the cropping tool.

10
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In the center of the slide, click on the “Insert Media Clip” tool.
The dialog box will open to find the file.

B] Insert Video

@\J'a » Libraries » Videos »

-~ A

e e
4 [ s

©

nize v New folder

Frog
. lphone

File pame:

% Vldcos Ilbmry

EHE

Sample Videos

playing on
App.mpd

MAHOOOSS - P
CopyMP4 o
v Video Files (".asf;" 25"

|_inget |+

Tooks ~ Cancel |

When the video is inserted, the Video Tools ribbons will appear.

The Video Tools-Format ribbon has the tools for framing and shape.

Note: the video does not play in the shape.
The Play control starts the video playing without running the slide show.

g0 el
ol =
0 3

%Color'

&ﬁ—] Poster Frame =

el

I.I?Video Shape =
- ZVideo Border *

e =

& Bring Forward ~ I—'"
3 send Backward ~ _

Insert Media Clip

Playback

Format

Play Corrections _ Crop —_' -
o @Reset Design ~ - | ! Video Effects IE-]}Selection Fane “h 1o
Preview Adjust Video Styles ] Arrange Size

The Video Tools-Playback ribbon has the settings for when the video starts playing and if it

should loop.
ﬁ T=F  Fade Duration
E:}I h : de| Fade In
Play Add Remaove Trim - ~
Bookmark Bookmark | Video %] Fade Out
Preview Bookmarks Editing

[k start: | On Click

EEH |:| Play Full Screen

‘u‘olume
|:| Hide While Mot Playing

4F 4

N |:| Loop until Stopped

|:| Rewind after Playing

Video Options

Sound

Sound can be added three ways: inserted, added to object animation,

added to slide transitions.

Insert an Audio from the Clip Art task pane. The sound will

appear on the slide as a speaker symbol.

The Audio Tools ribbons will appear.

i Corrections =

AUAI0

Format

H %

Clip Art
Search for:
hearts

Results should be:
Selected media file types

=~ Al media types
-0 Tlustrations
0O Photographs
O Videos

£ g—

7 Picture Border ~

Playback

@E" 4 o7

Iz~

% Bring Forward ~

Rﬂg % Color = % ‘-“ ‘d‘ ‘ ‘ ‘ d : ) Picture Effects = | [ Send l.3ackward Bt ﬁ e <
Background [ Artistic Effects - g - = | B2 Picture Layout Bty Selection Pane  “) L -
Adjust Picture Styles Arrange Size
TEP  Fade Duration
[b ,{I’j . 0 EH Ll:..'; Start: On Click - |:| Loop until Stopped
) fif] Fade In - B
Play Add Remove Trim e . Molume [M Hide During Show [[] rewind after Playing
Bookmark Bookmark | Audio i Fade Out - -
Preview Eookmarks Editing Audio Options

11
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Animation

Individual objects
The Animations ribbon has the controls to animate both objects and text.

*._ e I—1 . E& ECi)."ﬂAnimation Fane B Start On Click - Reorder Animation
b & * ? K o - ; Trigger = © Duration:  00.50 S || & Move Earlier

Preview MNone Appear Fade Fly In Floatln - Anir*::t?on % ® Delay: w00 -

Preview Animation . Advanced Animation Timing

Click on the object to be animated then choose an animation.

To adjust the animation, open the Animation dialog box. [Float Up L2
The choices available in the dialog box will depend on the Effect | Timing | Text Animation|
type of object being animated. Enhancements
Sound can be added to the animation. They must be .wav sound: Mo Sound] [=] [¢
f|IeS After animation: | Don't Dim |z|
' Animate text: | BY Ietter (=]
Text -
10 + 9 delay between letters
Text can be dimmed after animation.
The letters can come in all at once, by word, or by letter.
N

Co ] o llJ

Slide Transitions \
The Transitions ribbon has the controls to transition the slides with an animation, add sound,

and set the timings.

T = i, Sound: [Mo Sound] - Advance Slide
J g_| [_| % i[, Lﬂ;, L” - D Duration: 02.00 . On Mouse Click
Mone Cut Fade Push Wipe Split Random Bars | = ;JAppIyTo Al D After: 00:00.00 *
Preview Transition to This Slide Timing
Music . [_]
. . . . . L

To play music from an mp3 file, or cd, across several slides, insert the music Ao \@
from the Insert ribbon. Video | Audio |
Once the file is inserted, click on the Animation ribbon and - -
choose the Animation Pane. =2} Animation Pane | i Audio from File...
Click the down arrow to the right of the sound clip and - - v
choose Effect Options. .

In the Play Audio dialog box, choose when to stop playing.

ITrigger: 02 Bohemian Rhapsody.mp3
| 1> 02Bohemian R... [» =
3 Start On Click
Start With Previous

! : 10N Ijllji. D Start After Previous

= . Effect Options...
() After current slide e e

@ After: |5 || glides

Stop playing

12
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Slide Show

To run the slide show, use the Slide Show button on the bottom right of the '@'
screen.

Click with the left mouse button to progress through the presentation.
The right mouse button will bring up a menu allowing the previous slide to be displayed.
Hit the ESC key to terminate the presentation prematurely.

Rehearse Times

To rehearse and record the presentation times for each slide, choose Rehearse _L;d
times from the Slide Show ribbon. Rehearse

The slide show will start and a counter will appear timing the slide. Timings

When the presentation has completed, a dialog box will display.
Click Yes to save the recorded times. -

The recorded times can be viewed and changed in the Slide Sorter on the oo
bottom right of the screen.

To change the time, click on the slide. On the
Transition ribbon enter the desired time in the
Advance Slide-After: field. To change all the

éf; Sound: [Mo Sound] v | Advance Slide

.

D Duration: 02.00 - On Mouse Click

slides to the new timing, click thee “Apply to All” i3l Apply To Al After: 00:05.00 3
control. Timing
Set Up Show
Use the Set Up Slide Show control to open the Set Up Show dialog box. . l“;I-
i
Use the Loop continuously until “Esc” to have the presentation repeat in a —T
loop. ] ] Set Up
Set Up Show |2 [ Slide Show
Show type Show slides
@ Presented by a speaker (full screen) @ Al
") Browsed by an individual (window) ~ From: 7| To: =
) Browsed at a kiosk (full screen) Custom show:
Show options Advance slides
[¥]ioop continuously until ‘Esc' ~) Manually
[| show without narration @) Using timings, if present
[] show without animation Multiple monitars

RERE I - |
Laser pointer colar: [ E‘

Primary Monitor

["] show Presenter View

To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse
button.

[ OK, ] I Cancel
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