LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

STARTING POWERPOINT FROM THE DESKTOP

To create or edit a presentation, you must first you will need to open PowerPoint by using either
start PowerPoint. If your computer uses Windows the All apps option in the Start menu or the
10 it will open to the desktop. Unless you have Search the web and windows bar.

previously created a shortcut icon on the desktop

Life at a glance

Try This Yourself:

Before you begin, ensure
that your computer is
switched on and the desktop Salendsr
is displayed...
1 If there is no PowerPoint
icon in the taskbar at the Microsoft Edge
bottom of the desktop, click Cloudy
on the Windows icon, as o
shown, to display the Start 18° & 0
screen Canberra Phone Compa... OneNote
Click on All apps to display Hlaysnd expiore
a list of all the apps on your
computer

©® =

Groove Music Films & TV

Scroll down to the W section

PowerPoint 2016 is listed Sy
here... S Investigation into deaths of
wNIKkei 225 five pregnant women

Click on PowerPoint 2016 B Fie Exporer

to start Word " Monsy 2f
08 Settings

Right-click on the Word icon 4 ’

in the taskbar to display a

menu of options, as shown, = Allapps

then select Pin this

program to taskbar

(D Power

un Hs W N

Kearch the web and Windows

You can now click on this
icon to open Word from the
desktop. This icon will
remain in the taskbar unless
you remove it...

6 Repeat step § to select
Close window to close
Word

Click on the Word icon in the
7 taskbar to open Word again

For Your Reference... Handy to Know...
To add a PowerPoint icon to the desktop ¢ You can start PowerPoint by clicking in the
taskbar: taskbar Search... bar, typing word, then
1. Display the Start menu, then click on All clicking on PowerPoint in the list of search
apps results.
2. Right-click on PowerPoint 2016 e Pin PowerPoint to the Start menu by
3. Select Pin to taskbar displaying the All apps list, right-clicking on

PowerPoint 2016 and selecting Pin to Start.
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

UNDERSTANDING THE START SCREEN

Most of the time, when you open PowerPoint, the your most recently accessed files, open a
start screen will display. From this initial screen document which has been saved to Computer or
you can choose the kind of presentation you want OneDrive or create a new document using the
to work with. You can choose to work with one of available templates.

Microsoft PowerPoint 2016 Start Screen

The Microsoft PowerPoint 2016 start screen is very helpful if you want to quickly access files you have
worked on recently or create a new presentation based on one of the available templates (including the
default Blank Presentation template).

If you have already worked on a document or several documents in PowerPoint, these files will display
below Recent in the orange pane on the left of the window. If you haven’t worked on any presentations
yet (as shown below), you can still open existing documents by clicking on the Open Other
Presentations link, located below Recent. This lets you open an existing presentation from your
computer or OneDrive.

The main pane of the start screen displays the available templates you can use to create a new
presentation and a search box at the top that you can use to search the internet for additional templates.
Templates are simply layouts that have already been created with themes applied, that you can
customise to suit your needs and then enter the relevant content. If you want to start with a clean slate,
select the Blank Presentation template — you will probably find this is the one that you use the most,
unless you have corporate or business templates already set up that you must use. There is also a
Welcome to PowerPoint template that you can click on to create a short presentation on using
PowerPoint effectively.

In the top right corner of the screen you will see information about the account that you have used to
sign in to Windows as well as the Help, Minimise, Maximise/Restore Down and Close tools.

? = O X

1 Search for online templates and themes o Ivana Robinson
OWG r OI n - I wanarobinson@outlook.com .
Suggested searches:  Presentations  Business Orientation 4:3  Education Switch account ‘ a

Blue  Personal

Recent

You haven't opened any presentations recently. To
browse for a presentation, start by clicking on Open

‘ 9 Make Interactive Videos
Other Presentations. Ta ke a { with PowerPoint and Office Mix

tour B Offce bix

=3 Open Other Presentations = :
Blank Presentation Welcome to PowerPoint Create an Office Mix

Slice Gallery Parcel

WO0D TYPE
.

Quotable

The start screen will only display when you launch PowerPoint 2016 directly — that is, by clicking on
PowerPoint in the All apps list of the Start menu, selecting it from the list of search results, or by
clicking on the taskbar icon if the application has been pinned to the desktop Taskbar.

PowerPoint 2016 can also be started in Windows 10 by double-clicking on a PowerPoint file in the File
Explorer. When this occurs, PowerPoint 2016 will start with the document open on the screen and the
start screen will be by-passed.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI

Page 2



LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

CREATING A NEW BLANK PRESENTATION

Presentation template and apply your own
formatting and content. All presentations are based
on a template which defines the basic layout.

When you want to begin a new presentation, you
can choose to base the new document on an
existing template that has formatting already
applied or start with the default Blank

2 = [&] X

Try This Yourself:

Before starting this
exercise ensure the

Search for online templates and themes D |

lvana Robinson
ivanarobinson@outlook.com f
Suggested searches:  Presentations  Business  Orientation  4:3 Switch account -

Education  Blue  Personal

. = N
PowerPoint start screen [<]
Is dISpIayed' . Ta k e & 9 Make Interactive Viideos
with PowerPoint and Office 13
1 On the start screen, tour i
click on Blank , ‘
Presen ta tion as \Bia'nk Presentation Welcome to PowerPoint Create an Office Mix

indicated (the first option

beneath the Search for
online templates and
themes box)

A new blank

[ earceL |

Parcel

presentation will open,
as shown below. Notice
the document is
automatically assigned a
temporary name, which
is displayed in the Title —
bar O

Paste

[l Layout -
'f:l Reset
ew
Slide~ O Section~

Clipboard Slides

1

Insert Design

Presentation? - PowerPoint

Review i Mix
= = [ 5
- g & B0

Shapes Arrange

Transitions Arimations Slide Show

Font Paragraph Drawin

For Your Reference...
To create a blank presentation: .
1. Open PowerPoint and ensure the start
screen is displayed

2. Click on Blank Presentation in the list of
templates
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Handy to Know...

If you already have a presentation open and
want to create a new one, click on the File
tab to open the Backstage, click on the New
tab and select Blank Presentation.

You can use the keyboard shortcut [ctr] + N ]
to create a new presentation based on the
Blank Presentation template.
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

THE POWERPOINT SCREEN

The PowerPoint 2016 screen is made up of a
number of different components which are
described on this page. Some of these
components, such as the ribbon and Backstage

view are common to all Office 2016 applications,
so once you know how they are used, you can
transfer this knowledge across to Microsoft Word,
Excel, and so on.

Presentation - PowerPoint

Insert Transitions Animations Slide Show

Review

View ACROBAT

Design

[ Layout -

Q Tell mewhat you want to do

(] Shape Fill

Q\;j m £ Find

Paste

Clipboard =

ew
Slide -

%] Reset
S Section~

Slides

Paragraph

Shapes Arrange Quick
& Styles

Drawing

Shape Outline

Shape Effects

30 Replace -

[ Select ~
Editing

1

Click to add title

Click to add subtitle

| o
-0

Slide 1o0f 1 English {Australia) [ = Notes -Cnmments][ E 55 ®H =T - ) + &% [

o_

The File tab is used to access the Backstage view which contains file management functions, such
as saving, opening, closing, printing, sharing, and so on. There is also information contained here
such as your document Properties. Options are also available so that you can set your working
preferences.

The ribbon is the tabbed band that appears across the top of the window. It is the control centre of
PowerPoint. You use the tabs on the ribbon to access the commands that are categorised into
groups.

The Slides pane provides a preview thumbnail of each slide in your presentation. You can also use
the pane to re-order your slide sequence.

The Status bar appears across the bottom of the window. It displays the current slide number and
will display a spelling icon once you have entered text. If the document contains any spelling errors
it will be indicated on the icon.

The View buttons and the Zoom slider are used to change the view and to increase or decrease
the zoom ratio (magnification) of your slides.

The Notes and Comments tools enable you to enter notes and comments for the presenter that
won’t be seen by the audience.

The Slide window shows the content of the slide and this is also where you edit the presentation to
add effects, objects, text and so on.

NO Ul & W N B
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

How MICROSOFT POWERPOINT 2016 WORKS

The PowerPoint 2016 screen comprises three
key areas. The data you type is placed on a
slide. The data can be manipulated using
commands on the ribbon. The slide is part of a

larger entity known as a presentation which is also
a file. Everything you do to the file is controlled in
Backstage view.

The Slide

If you create a new blank
presentation, it will appear as a
blank Title slide in the document
window. When you click in one of
the text placeholders and type, the
text will appear centred in the
placeholder. You can also create a
new presentation from a template,
such as the health and fitness
template shown to the right, where
specific placeholders appear by |:
default in a number of slides so that
you can use them as a guide for
editing and adding your own data
or images as required.

Insert
j [ Layout -
— 189 Reset
New

paste
- Slide~ 0 Section~

Clipboard

Slides

#*

Slide 10f 12 English [Australia)

Design

[v]

=

Presentation2 - PowerPoint Ivana Robinson

Transitions  Animations  Slide Show ACROBAT tto do

£ Find
38 Replace -
[y Select~

Editing ~

Mix
¥ [y O Shapefil
26 0 L Shape Outline
Shapes Amange Quick

- v Style

s A Aa -
B I U §ah-pa-|A 2 Shape Effects

Font Paragraph Drawing

TITLE WITH PICTURES LAYOUT

SUBTITLE

I

The Ribbon

When you need to do something with the information on a slide, such as format it, move it, copy it, and
much more, you will find all of the relevant commands on the ribbon. The ribbon has the commands

organised thematically using a series of tabs across the top.

Presentation2 - PowerPoint

Ivana Robinson

Eal

Insert Design Transitions Animations Slide Show Review View Mix ACROBAT Q Tell me what you want to do
= s : :
| Eltayout- N FQ) DD y Oshaperil P Find
e ] Reset o 5 (_‘"' i L# Shape Outline EE;_ Replace ~
E 7 t abe AV - Az X == apes Arrange Cluick
- > Slide~ 0 Section~ 2T 5 =] 5 5 5;_1&: & Shape Effects [3 Select~
Clipboard = Slides Font Paragraph Drawing Editing ~

Backstage View

When you want to do something
with the data in your document,

such as save it so that you can Print

access it again later, print it, share e e
it with a colleague, send it to your - -
boss, protect it from prying eyes,

etc, you will need to access the Printer
Microsoft Office Backstage view. lfg IrAmRImE 5|
Backstage view is accessed using B B
the File tab on the ribbon. Rather settings

Print All Slides
£isid ‘,

Slides:

than offering commands on a
ribbon, Backstage occupies the
entire screen and has a series of
options in an orange panel on the
left side. In our sample to the right,
Print is active, and that is why you

Close

Print One Side

L o
=
==
=

Only print on one side of th...

Collated
123 123 123

Account

Options
" Color ~

Presentation2 - PowerPoint

TITLE WITH PICTURES LAYOUT
suatme

Ivana Robinson 2 = o X

[v]

can see a preview of the document
and a series of print-related
options.
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

USING THE RIBBON

The ribbon is the command centre for their name to display the command groups.
PowerPoint. It provides a series of commands Commands are activated by clicking on a button,
organised into groups that are placed on tool or gallery option. Everything you could possibly
relevant tabs. Tabs are activated by clicking on want to do in PowerPoint will be on this ribbon.

Try This Yourself: > % | ) Bl
. D Emy 2] Reset
Before you begin, ensure Paste _ New o
. - Slide~ [3ection™
that  PowerPoint  has Ctobaa it T

Insert Design Transitions Animations Slide Show

B I U §abkeh-Aa A

Review View

Font Paragraph

started and a blank
presentation is open... o

1 Examine the groups on
the Home tab, e.g.

Clipboard, Slides, =] B L& Online Pictures

Font etC MNew Table Pictu?a @ Screenshot -
grime | e = Photo Album  ~

These are the commands | e et

most commonly used...

1
2 Click on the Insert tab

The commands on this tab
are used to insert items,
such as tables and
pictures...

Click on Shapes in the
3 lllustrations  group to
display the Shapes gallery

This includes a huge
range of shapes...

and examine the
commands

4 Click on each of the tabs

Some of these commands
will open a dialog box...

5 Click on the View tab,

then click on Zoom in the

Zoom group to open the
Zoom dialog box

Design Transitions Animations Slide Show

L_& ShEl &l Store

Recently Used Shapes
ExNO0OAL LSO
R TAVE S

Lines
AL LAl 2 AR, MNrm R
Rectangles

I A A o

Basic Shapes
EOANOASOOOO®
eCocoOrL¢ynoig
BCISISIFIGIVA EeX(Qw I
[4F . & 3

Block Arrows
DEHTOTELPR IS
6 dUnnnD > RN
Lo a

Equation Shapes

=R S

Flowchart
O0<JO000geoody
CUN®B X ¢ AVAD
Qs o

Stars and Banners

BRSO o RERER

Review
L
Action | Comment

Comments

L
]
=

ﬁ@ﬂﬁﬁﬂjﬂj[’:} Zoom
Callouts

QO 3,040 4 dfZeemte
giA0AD g0 ® Fit
Action Buttons O 400

AEEEEEERE © 2%

6 Click on [Cancel], then o

click on the Home tab

000
§I§I§

I
&

Percent: | 73% -

QO =1 o

For Your Reference... Handy to Know...
To use the ribbon: e Additional tabs known as Contextual tabs

1. Click on a tab to display the commands

2. Click on a button to activate a command,
display a gallery or open a dialog box

appear in specific circumstances. For
example, if you insert a picture or have
selected a picture, the Picture Tools:
Format tab will appear. This provides quick

access to all of the tools you may need to
modify and work with the picture.
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

USING RIBBON KEYTIPS

Ribbon commands are normally accessed with a
mouse, however, you can also use the keyboard
to do so. When you press , letters known as
KeyTips or access keys will appear next to

commands on the ribbon. Pressing the access key
letter on the keyboard will then activate the
corresponding command on the ribbon just as if
you had clicked on the command with the mouse.

Try This Yourself:

Before starting this
exercise, ensure you have
a blank presentation
open...

Open
File

Clipboard &

New
@ Slide =
Slides

1

Press ait] to display the

KeyTips in the ribbon

& Section ~ -

Presentation3 - PowerPaint

Animations Slide Show Review View

24 Aa|fe|=-=
B I U S ach.pa- A

Font Paragraph

Press |6 ] to activate the
Design tab and display the
KeyTips for the Design
commands

Press |S ] to display the
Slide Size options

Press [Esc] twice to return to
the previous level of

N =

=

File Home

W

Aa

S A

Insert

access keys
Press [Tab] several times to

Presentation3 - PowerPaint

Transitions Animations Slide Show Review

Aa

Aa

. |

Themes Variants

cycle through the
commands on the Design
tab

To activate a selected
command, you would

Home

- r" C P Play Marrations
simply press [Enter].. 1 'Igl' .’;’@ EET [1“;[ @ ) [ose Timings
From From Present Custom Slide Set Up Hide  Rehearse Record Slide ST
Press |esc| to return to text Begigping CurregtSlide  Onlige~ Sl 9 Slideghow Sl Tirgiggs S o ow lviedia Lontrols
6 entry e o ﬁm”des | BT E E mw -

S A s

Insert

1

Presentation3 - PowerPaint

Design Transitions Animations Slide Show

For Your Reference...
To use KeyTips to access commands:
1. Press to display the KeyTips

2. Press the letter key of the command or tab to
the command that you want to select

3. Press [esc] to return to text entry mode

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

¢ You can still use the shortcut keys for menu
commands that were available in previous
versions of Office. For example [cu1] + B ]
applies bold to selected text.
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

SHOWING AND COLLAPSING THE RIBBON

The ribbon, valuable as it is, does occupy a
reasonable amount of screen space. To
maximise your working space, you can minimise
the ribbon so only the tabs are visible, minimise it

as a once-off operation or, have it constantly
minimised and display full commands only briefly
when a tab is clicked. You can do all this by using
the Ribbon Display Options button.

Try This Yourself:

Before starting ensure you have a
blank presentation open...

1 Click on the Ribbon Display
Options button in the top right
corner of the window to display a
menu of options

Notice Show Tabs and Commands e

is selected. Let’s hide the ribbon...

2 Select Auto-hide Ribbon

The ribbon, Quick Access bar and
title bar will disappear completely...

Point to the top of the screen to
3 display an orange bar, then click
on the bar

The ribbon will open temporarily...

4 Click anywhere in the document to o

hide the ribbon
Let’s display the tabs...

Repeat step 3, then steps 1 and 2
to select Show Tabs

Click on the Insert tab to open it
6 temporarily, then click elsewhere to
hide it again

This view is a good compromise,
providing more screen space and
requiring only one click to display
the tab rather than two clicks as
you do with Auto-hide Ribbon
mode...

Repeat steps 7 and 2 and select
7 Show Tabs and Commands to
reset the option

PowerPoint Ivana Robinson

o [ Auto-hide Ribbon

Hide the Ribbon. Click at the top
| of the application to show it.

U Review View

— Show Tabs

Show Ribbon tabs only. Click a
tab to show the commands.

Shapes Arran

Paragraph Dran
— Show Tabs and Commands

— | Show Ribbon tabs and
commands all the time.

PowerPoint Ivana Robinsan = = O

W Review View Mix ACROBAT Q Tell me 2_ Share

For Your Reference...

To hide/display the ribbon:
1. Click on the Ribbon Display Options button
2. Select the desired mode

Handy to Know...

¢ If you wish to quickly collapse the ribbon and
display only the tab names, double-click on a
tab name, or click on Collapse the Ribbon
located at the right end of the ribbon, or
press + @ You can quickly expand it
again by double-clicking on a tab.
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

UNDERSTANDING BACKSTAGE VIEW

The ribbon lets you work on the content in a
presentation — you can add more content, format
it, insert pictures into it, copy it, and much more.
Backstage view, which is accessed using the

File tab, lets you do something with the content
you create. You can save it for later use, print it on
paper, send it via email, and more by using the
options found in Backstage view.

Backstage View

The File tab on the ribbon is not a
normal tab — as you can tell by the
fact that it is coloured. Clicking on the
File tab launches a mini-program
within PowerPoint  known as
Backstage View. Backstage, as it's
known for short, occupies the entire
window.

At the left of the Backstage is a
navigation pane, which displays a list
of options. These options provide you
with access to various operations
such as printing, saving and sharing.
They can also provide you with
information about your presentation
such as the file size.

Clicking on one of the listed options
displays a range of associated
settings.

The whole underlying purpose of th
Backstage is to enable you to protect
your data, share it with others, and
provide you with valuable information
both about your data and the status of
Microsoft PowerPoint.

Backstage Options
The Backstage p ovide more options for working with a document

? =

Presentation - PowerPoint Ivana Robinson a

Info

Protect Presentation Properties

Control what types of changes people can make to
this presentation.

Size Not saved yet
1

0

Add a title
Add atag

Add  category

Protect

Presentation ~ Slides
Hidden slides

Save As Title

Inspect Presentation Tags

7);

)
Check for
Issues -

Save as Adobe

Before publishing this file, be aware that it
contains:

e Categories

Document properties and author's name

Content that people with disabilities are
unable to read

Related Dates
Last Modified
Created Today, 1:32 PM

i Last Printed
e Manage Presentation it
Q Check out document of recover unsaved changes.
Manage
Presentation ~

Related People
Author

71 There are no unsaved changes.

Ivana Robinson

Add an author

Account Last Modified By  Not saved yet

Show All Properties
Optians

©

Info Provides status information about the current presentation and lets you
manage versions and permissions.

New Lets you create a new document and provides access to a gallery of iz
inbuilt templates as well as ready access to a range of online templates.

Open Provides a list of recent documents as well as the option to search Open
through your Computer, OneDrive or other place, to find what you are Save
looking for .

Save Saves your current presentation (if already saved to a location) or Save As
prompts you to save to a location. ) ot

Save As Allows you to name your presentation and save it to a location. PDF

Save as Adobe Allows you to save a Word document as a PDF document.

PDF

History Shows version history of the currently open file.

Print Lets you print the current presentation and preview it.

Share Lets you share your presentation with other people via email, online
presentation, blog or Cloud (OneDrive).

Export Allows you to create a PDF/XPS document or change the file type of your
presentation.

Close Closes your current document. Aecoust

Account Contains product and user information. Options

Options Presents you with a range of options which assist in the creation and Feedback
editing of your document.

Feedback Allows you to send feedback to Microsoft about PowerPoint.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

MUSTAFA H. ALI

Page 9



LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

ACCESSING BACKSTAGE VIEW

Backstage view provides options for working on clicking on the File tab on the ribbon but it can also

presentations and displays key information about appear when keyboard shortcuts for specific
the status of your presentation and of Microsoft commands are used.
PowerPoint 2016. It is typically accessed by

Presentation1 - PowerPoint Ivana Rabinson ? et a X

Try This Yourself: ®©

_ _ Info
Before starting this e ) ]
exercise, ensure that you one Sfcztffc: f;ese':tftion o Properties -
. n ontrol what types of changes people can make to ize e
have a blank presentation o IR e v
Open. .. Hidden slides 0
Save As Title Add a title
0 n : = Inspect Presentation Tags Add atag
1 C:.“Ck on the File ta.b to e ng Eafor[]eop:l::se:\tn:rzrgzzllz :::?j:::j:::;imm: Categories ik o wabenpny
d|Sp|ay BaCkStage view lssmes~ Content that people with disabilities zre unable to

Related Dates
Last Modified

read

Created Today, 1:32 PM
Last Printed

2 Click on Info in the

orange panel if it is not A MEREgE IR

Check out document or recover unsaved changes.

already selected, to view perege |7 Thereareno unsaved changes. Related People
information relating to el T —
your presentation such as o e
the Properties e Last Modified By ot saved yet
Show All Properties
3 Click on Print to see the L
printing options fshack

A preview will appear of
how the presentation will
look when printed...

Presentation] - PowerPoint Ivana Robinson 2 = [m] X

4_ Click on Account to see @

the account options and Account
product licensing -
information open User Information Product Information
5 Click on the Back arrow N emaosiookcam a Office
at the top of the panel to Sty e
- out me L
close Backstage view v o Subscription Product
PDF witch account Mi ft Office 365 Small B Pi i

and return to the S t.h it Thl‘:::;u(tmnlézg mal usiness Fremium
presentation Office Background: FEBEEFEE

| No Background =] ‘ Manage Account ‘

Office Th 3 e )

im:ii eme = Eﬁj Office Updates

Updates are automatically downloaded and
Update installed.

Connected Services: Current Branch

K Facebook for Office

Options ~

 Version: 16.0.6568.2025

Manage
Melbourne — i
i o About PowerPaint
Account ** Flickr Vmige Learn more about PawerPoint, Support, Praduct 1D,
ivanarabinsend About and Copyright information.
Options " PowerPoint
P #& OneDrive - Personal
i ivanarobinson@outlook.com —— ,
S G | AN | What's New

For Your Reference... Handy to Know...
To access Backstage view:. ¢ You can close Backstage view by pressing
1. Click on the File tab Esc).

2. Click on the required option in the orange
panel to display the settings
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

CHANGING THE OFFICE THEME

Microsoft provides you with the ability to change Note that some of the theme options are only
the look and feel of the user interface by available to Office 365 users.

changing the office theme. Different themes can

provide greater visibility in different situations.

Try This Yourself:
o Before starting this User Information Product Infor
it exercise you MUST BRY ana Robinson
I~ ensure that ou have a ivanarobinson@outlook.com
w )
&  blank presentation S Change photo
Open .. About me L.
L e Sign out Subscription P
1 Click on the File tab to PDF Switch account Microsoft Office 3
dISplay the Backstage . This product contains
Office Background: m® [ozlP3
2 Click on Accountto
dlsplay the account o Office Background: o Office Background:
optlons Mo Background = No Background =4
3 Click on the drop arrow Office Theme: Office Theme:
beneath Office Theme atarn) - Cliciz -
to display a number of Dark Gray Connected Services:
OptionS Black Ei Facebook for Office
White Melbourne Manage
4 Select White *e Flicks Vianage oo Flickr Manage
ivanarobinsond ivanarobinsond
. % OneDrive - Personal @ OneDrive - Pe I
5 C“Ck on the BaCk arrow |v::'\iro':\‘:\eson@ozst?or;i.com \v:nearo.:;ion@o?t?o:imm
to return to the & YouTube fomove & YouTube Remove
presenta“on Yo} that you YouTube user YouTube user
can see how the White Add a service Add a service =

theme appears

Repeat steps 71to 4 and Presentation] - PowerPoint
select the Black theme

o)}

File Home Insert ransitions Animations
Click on the Back arrow ~,
to return to the .i - BQE- : S
presentation so that you Pote & | o e ection
can see how the Black
theme appears

Aa
Clipboard Paragraph

1

8 Repeat the above steps
to select the default
theme again - Colourful

For Your Reference... Handy to Know...
To change the office theme: ¢ If you change the Office theme in one
1. Click on the File tab program, it will apply the theme to any other
Office applications you have installed on your

2. Click on Account

3. Click on the drop arrow beneath Office
Theme

4. Select an option

computer.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

USING SHORTCUT MENUS

In addition to the ribbon, PowerPoint also an (often faster) alternative method for locating
features shortcut menus — context-sensitive operations and commands specific to the object or
menus that appear when you right-click on areas area you have right-clicked on. In some instances a
of the screen or slide. Shortcut menus provide mini toolbar may also appear.

o & ] Presentation] - PowerPoint

Try This Yourself: g j imati SlideShow  Review  View
= k Customize Quick Access Toolbar..
Before Staf'ting this exercise . 9 le E Show QuickAcc.essTnﬂlbar Below the Ribbon
ensure that you have a - Sirme i Customize the Ribbon...
blank presentation open Cippemra 55| ColpreneRien et

1

1 Point to any of the tabs on
the ribbon, then right-click
to display the shortcut menu

This menu will display

options relating to the e 1
toolbar and ribbon...
2 Click elsewhere on the slide Calibrili - |60 ~| A A7
with the left mouse button BIUS==A- ?
to close the shortcut menu @ N

Point to one of the text -
placeholders on the slide, ©
then right-click to display BEMEM
the shortcut menu and a )
mini toolbar

Because you clicked on a
text placeholder, the menu
contains Font and
Paragraph options. Cut,
Copy and Paste are greyed — ,
out when no actual text is By Translate
selected... 4 Format Tex Effects...

{21 Format Shape...
4_ Press [esc] to close the

1

5 Right-click on an area of the
slide outside of the text

Eont...

Paragraph...
Bullets »

Numbering »

Convert to SmartArt  »

Hyperlink...
Smart Lookup

© 8@ lD‘l i >

placeholders N ——
This shortcut menu offers i
slide-specific options... B Loyt ,
Reset Slide
6 Press |tsc]to close the et
shortcut menu Ruler

| Formatﬁackground... CliCk to add tl

Click to add subtitle

For Your Reference... Handy to Know...
To display a shortcut menu: e Once a shortcut menu appears, you can
1. Point to the object or area of the screen on select an option in it by clicking on that option
which you want to perform an operation with the left mouse button.

2. Right-click to display the shortcut menu

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

UNDERSTANDING DIALOG BOXES

Dialog boxes contain a series of controls that right corner of a group on the ribbon, or when you
are used to adjust settings for a particular aspect click on a command that displays a dialog box.

of a document. They appear either when you Dialog boxes are often used for adjusting some of
click on a dialog box launcher in the bottom the more advanced aspects of a document.

Typical Dialog Box Controls

Dialog boxes have various tools to help you perform tasks. These tools are known as controls and
some typical ones are shown below.

Font 7

Tabs are used to
provide grouped

Font  Chaacter Spaci e
Lol oiih settings in the one

Text boxes ar | Latin text font: Font style: Size: dialog box.
used to enter text : =
such as font or size ~Heading = Regular e
’ Al text —— Drop arrows

provide a list of
options for the text
Effects box when the arrow
is clicked. The list

Font color Qv Underline style | [none} e Underline colar -

_|:| Strikethrough |:| 5mall Caps « ”
Chgck bpxes turm— [] Double Strikethrough [ Al Caps drops down” from
\Z?fi'tlng;):I;thi; O,:h:; [ superseript Offset: 0% = (1 Egualize Character Height the arrow.
display a tick and [ susscript
therefore these ——— Command buttons
controls are also provide a means of
known as tick boxes. ZEhE saving the changed
settings [OK], or
Spinner arrows allow you to closing the dialog
type a specific value or use box without
the up or down arrows to accepting any
increase or decrease the changes made
value respectively. [Cancel].

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

LAUNCHING DIALOG BOXES

Dialog boxes can be launched either as a result
of clicking on a dialog box launcher or a
command button, or by selecting a command
from a menu. In a menu, the presence of three

dots ... (an ellipsis) after a menu option indicates
that selecting the menu option will display a dialog
box. Dialog boxes are generally used for advanced
features or detailed settings.

. Insert  Design  Transitions  Animations i Mix  ACROBAT Format]

Try This Yourself: o YT e 10O G

0 = = CalibriLight (H~ |60 ~ A A | 2 @ &Y Hh L;

Before starting this exercise e e “Hsecion- |8 T U Sae-pa- A~ e
ensure that you have a blank Clipboard & Slides Font lb Paragraph [F1 Drawing

presentation open... 1

Customize your text using advanced
font and character options to give it

Click in a text placeholder on
the slide, click on the Home
tab then point to the dialog
box launcher in the Font

the exact look you want.

You can add a variety of styles and
colors to your text, as well as visual
effects, like strikethrough,
superscript, and all caps.

group to display the tooltip
2 Click on the dialog box o
launcher to open the Font
dialog box o Fort 7 %
This dialog box contains . .
. ont  Character Spacing
advanced options for font
formatting. Click on the tabs to Lj::::::;"”t’ ::uj:"" 5;*’ .
display more options... Aot
3 C||Ck on [Cancel] to Close the Font color & ¥ | Underline style | [none] ~ | Underline color -
dialog box Effects
B : |:| Strikethrough |:| Small Caps
Let’s try a different method... 0] doube Strikethrough 1 Al caps
Click on the Insert tab, then [ superscript Offset: | 0% +| [ equalize Character Height
4‘ click on Header & Footer in L] subscript
the Text group to open the
Header and Footer dialog box Cancel
5 Click on [Cancel]
S_ome menu options open a S T
dialog box...
Slides sized for: Orientation
ick on the Design tab, clic Widescreen v|  Slides
6 Click the Design tab, click [Widescreen |
on Slide Size in the e [ O eorrait
C g 33.867 e[+ @ Landscape
ustomise group to open a Height
menu of options, then select 1905 cm 1= Notes, Handouts & Outline
Custom Slide Size tO Open MHumber slides from: @ Partrait
the Slide Size dialog box 1B ®
Click on [Cancel] to close the Cancel

dialog box

For Your Reference... Handy to Know...

To launch a dialog box: ¢ In some situations, the command or dialog
¢ Click on a dialog box launcher, relevant box launcher actually opens a task pane.

command button or menu option For instance, if you click on Format
Background in the Customise group on the

Design tab, the Format Background task
pane will appear on the right side of the
screen.

MUSTAFA H. ALI
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

UNDERSTANDING THE QUICK ACCESS TOOLBAR

The Quick Access Toolbar, also known as the most frequently, such as Save. By default, the QAT
QAT, is the small toolbar that appears in the top also contains the Undo and Repeat buttons. You
left corner of the PowerPoint window. It is can add buttons to the Quick Access Toolbar to
designed to provide access to the tools you use make finding your favourite commands easier.

The Quick Access Toolbar

The Quick Access Toolbar is positioned in the top left corner of the Microsoft PowerPoint 2016
screen. In its default state, it includes the Save tool, the Undo tool and the Repeat tool.

The Undo tool

The Save tool The Repeat tool

H ©-0 T Ar-

File Home Insert Transitions

Customising the Quick Access Toolbar

Appearing immediately to the right of the Quick Access Toolbar is the Customise Quick Access
Toolbar tool, as shown below. Clicking on this tool displays a list of commonly used commands that
you can add to the toolbar. You can select the items you want to add from the list by clicking on them.
The ticks that appear to the left of the menu options show which options already appear on the QAT.
You can add additional commands by selecting More Commands.

HS OB -

File LGNl Customize Quick Access Toolbar

MNew

Aa

Open

Save ~

Email

Quick Print

Print Preview and Print

Spelling

v Undo

v Redo

v Start From Beginning
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

You can also add commands to the Quick Access Toolbar by right-clicking on a command in the
ribbon and selecting Add to Quick Access Toolbar.

Presentation - Power

Transitions ~ Animations  Slide Show

- - P —
0 Elayout~ [ ipitight (- 60 | A° & | 8 =
z . ﬂRset

aste ew .
. Slide~ 05 Add to Quick Access Toolbar
Clipboard & Slides LCustomize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

1

Customize the Ribbon...

Collapse the Ribbon

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

ADDING COMMANDS To THE QAT

The Quick Access Toolbar is a handy place to

store the commands from the ribbon that you
most frequently. Adding commands from
ribbon involves locating the command, right-

use
the

selecting Add to Quick Access Toolbar.

clicking on it to display the shortcut menu and

Try This Yourself:

Before starting this
exercise ensure you have a
blank presentation open...

Point to the first button on
the Quick Access Toolbar
to see the name of the tool
and its shortcut

In our case, it’s the Save

Presentation] - PowerPoint

Transitions Animations Slide Show Review

Design

=] [Ctayout - &0 )

€ Reset
New
- = Sectionx

Paste

B I U § abefN- Aa A

LI

Clipboard Add to Quick Access Toolbar

Paragraph
Customize Quick Access Toolbar...

Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon...

Collapse the Ribbon

View

tool...

Click on the Home tab,
then right-click on Format
Painter in the Clipboard
group to display a shortcut
menu

Select Add to Quick
Access Toolbar to add the
tool to the QAT

Click on Customise Quick
Access Toolbar at the end
of the QAT to display the
menu

Presentation] - PowerPoint

Transitions Animations Slide Show Review

= Layout ~ 2 ST
60 A A
N

kR ] Reset
Paste

ew. B I U § sV A3 A
- F Slide~ [Joection =

Clipboard Slides Font Paragraph

1

View

Select Open to add the
Open tool to the QAT

It’s just as easy to remove
a tool from the QAT...

Right-click on the Format
Painter tool on the QAT
and select Remove from
Quick Access Toolbar

Repeat step 6 to remove
the Open tool from the
QAT

Presentation - PowerPoint

Slide Show

Review

MNew

i Open
Paste New
= % | Slide~
Clipboard

N
= Section = ¥ e P

Email

Quick Print

Slides Paragraph

1

Print Preview and Print

Spelling

v Unde

v Redo
Start From Beginning
Touch/Mouse Mode

View

For Your Reference...
To customise the Quick Access Toolbar:

1. Right-click on the command in the ribbon
that you want to add and select Add to
Quick Access Toolbar, or

Click on Customise Quick Access Toolbar

and select a command

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e You can position the QAT under the ribbon
by clicking on Customise Quick Access
Toolbar and selecting Show Below the
Ribbon. This places the tools that you use
most frequently closer to your presentation,
making it quicker to access them.

Page 16
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

UNDERSTANDING THE STATUS BAR

The status bar is the bar across the bottom of
the PowerPoint window. It is a useful aid that
displays information such as the current slide
number and spelling errors (if there are any). It

also contains tools that can change the
presentation view and magnification. You can
customise the status bar to change the information
that is shown.

Slide 1 of 1

[2  English {Australia)

P Comments IEN 35 E g - i +

= Notes

N

N U1 S W

(2

Slide Number

Spelling Errors

Notes
Comments

View Tools

Zoom Slider

Zoom Level

Fit Slide To
Current Window

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

© O L5

The Slide Number indicates which slide is currently on view in the
slide window. In this example, slide 71 is in the slide window. This
indicator also tells you how many slides there are in the entire
presentation — in this case, there is only one.

This tells you when there are spelling errors in the presentation — a
small cross will replace the tick in the icon. You can click on the
spelling icon to display the Spelling task pane in which you can
correct the errors.

Click on Notes to display the Notes pane where you can type
information for the presenter that does not appear in a slide show.

Click on Comments to display the Comments task pane and enter
comments about the presentation. These do not appear in the slide
show.

The View tools allow you to change the view of the presentation. You
can select from Normal, Slide Sorter, Reading View and Slide
Show.

The Zoom Slider indicates the current zoom level, where the centre
mark indicates 100%. You can either drag the marker to adjust zoom,
or click on a specific point of the slider bar to set a zoom percentage.
You can also click on the buttons at either end of the slider to zoom
in or zoom out.

This button displays the current magnification. If you click on the
button, the Zoom dialog box will appear so that you can select or
type a specific zoom percentage to increase or decrease
magnification.

If you have altered the zoom level of the slide in the slide window,
you can quickly restore it to fit the slide by clicking on Fit Slide To
Current Window.

Page 17
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

CUSTOMISING THE STATUS BAR

The status bar, which is positioned at the bottom side displays viewing and zooming tools. You can
of the PowerPoint window, comprises two areas. customise the status bar by adding or removing
The left side displays options and information options to suit your working requirements.

relevant to the current presentation and the right

. Click to add subtitle
Try This Yourself:

Before starting this exercise
ensure that a blank
presentation is open...

1 Click on the Zoom In icon on
the status bar several times

Magnification increases by
10% with each click...

On the status bar, click on the
2 vertical line in the centre of the

zoom slider to reset Zoom to

100%, then click on Fit slide 3

to current window in the = Notes WM Comments B = B T - 1 + 00 B
bottom right corner to adjust o

the zoom to the window size
The zoom level shown at this

point will depend on your
window size... Pl H AR % [ |

Right-click on the status bar to E
3 dlsplay the Shortcut menu 1901 2 enghsh pustraiiag Ztiotpe Wcomnens [[H 2 M T -1 + B!

The menu lists options you Customize Status Bar
can choose to display on the v View Indicator Slice 1 of 1

status bar ... Theme Office Theme
Spell Check Mo Errors|

Language English (Australia))

Click on Theme so it appears
4‘ with a tick

The current theme is now
displayed on the status bar

Signatures Off
Information Management Policy Off|
Permissions Off}
Upload Status

Click on Theme again to Document Updates Available Nol
5 remove the tick and remove
the information from the status

bar

Motes
Comments
View Shortcuts
Zoom Slider

Zoom 602

L O T T T S S

Press [esc] to close the shortcut
6 menu = Notes I Comments =] Zoom to Fit

For Your Reference... Handy to Know...

To customisethe status bar o If you prefer working with the keyboard, you
1. Right-click on the status bar can press [fs | to activate the Zoom /level tool

2. Click on the option(s) that you want to add or in the status bar. You can then press the
remove arrow keys to move between the other

options on the status bar and press to
o piress | oo fhe ring activate an option. Press [£sc] to deactivate
the status bar.

Page 18
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

EXITING SAFELY FROM POWERPOINT

When you are finished working with PowerPoint
you will find there are several ways to exit the
application. If you have made changes to the
presentation, PowerPoint will ask you to save

these changes before exiting. You will learn about
saving a little later on. If you don’t want to retain
any changes, you can decline the offer and simply
close the application immediately.

Try This Yourself:

Before starting this
exercise ensure a blank
presentation is open...

Click on the Click to add
title placeholder and type
your name

This simply ensures that
you have an unsaved
change in your
presentation...

Click on the Close button
in the top right corner of
the window

You will be prompted to
save your document and
retain the changes.

As we have no reason for
keeping this
presentation, we will
decline the opportunity to
save it...

Click on [Don’t Save] to
exit PowerPoint

If you click on [Save], the
Save As dialog box will
open and you will be
required to specify a file
name and location for the
presentation. Once you
have saved your
presentation, PowerPoint
will close

John Smith‘

Click to add subtitle

Drawing Tools = O

k

View  ACROBAT 9 share

Format Q Tell me

- %‘_:} DD Qﬁsmpeﬁnv

L# Shape Outline ~
Shapes Arrange Quick 2
=~ - *  Styles~ & Shape Effects ~

] Drawing [P

A Find

30 Replace ~

[§ Select~
Editing

-
-

Microsoft PowerPoint
1 Want to save your changes to Presentation1?

If you click "Don’t Save’, a recent copy of this file will be temporarily available.
Learn more

Daon't Save Cancel

It is possible to have more than one presentation open at a time. If this
is the case, you need to close each one using the steps in this exercise.
Alternatively, you can right-click on the PowerPoint icon in the taskbar
and select Close all windows. This will close all presentations at once.
When the last presentation is closed, PowerPoint will terminate.

For Your Reference...
To safely exit PowerPoint 2016:

1.
2.

Click on Close

If you want to keep your changes, then click
on [Save] and specify a document name and
location. Otherwise, click on [Don’t Save]

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e Whenever you are in doubt about whether or
not to save, you should err on the side of
caution and save the presentation. You can
delete unwanted presentations at a later
date, but you can seldom retrieve data that
has not been saved.

MUSTAFA H. ALI
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

THE OPEN PLACE

The Open place provides easy access to displayed when you click on the File tab and select
recently opened files, as well as access to Open or when you use the keyboard shortcut [ctr] +
locations where your files may be stored such as @

your hard drive or OneDrive. The Open place is

The Open Place

When you access the Backstage and click on Open, the Open place will be displayed as shown below.
By default, Recent Presentations is selected in the middle pane making it very easy for you to open a
file you have been working on recently.

If the document you wish to open doesn’t appear in the Recent Presentations list, you can either
access the folders on your This PC or in OneDrive by clicking on the appropriate option in the middle
pane. Clicking on Browse in the right pane for either place will display the Open dialog box where you
can navigate to the desired folder and select the file to open.

You can change the number of Recent Presentations that display in the right pane by selecting File >
Options > Advanced and then selecting a number between 0 and 50 in the options box for Show this
number of Recent Presentations.

Presentationl - PowerPaint Ivana Robinson 2 = m] X

Open

You haven't opened any presentations recently. Pick a place to browse for a
Recent presentation.

C)

ﬁ OneDrive - Personal

Save As ivanarobinsen@outlook.com

A
iTJVFe as Adobe &E% Other Web Locations

EI:l This PC

o= AddaPlace

Browse

Account
Options

Feedback

Keyboard Shortcuts

To quickly access the Open place you can use the keyboard shortcut + @ You may find this handy
if you tend to open and work on the same files or regularly open files located in different places. You can

access the Open dialog box directly if preferred by using the keyboard shortcut + .

If you prefer to bypass the Open place altogether, you can adjust the settings so that the shortcut
+ @ displays the Open dialog box rather than the Open place. This may be useful if you don’t use
SkyDrive or if you simply prefer to always display the Open dialog box. To do this:

1. Click on the File tab to open the Backstage

2. Click on Options to open the Options dialog box

3. Click on Save in the left pane

4. Click on Don’t show the Backstage when opening or saving files under Save presentations

5. Click on [OK]
Note: Selecting this option also means the Backstage will not appear when you save your document
using the shortcut + . Instead, the Save As dialog box will display automatically.

Also note that selecting this option in Microsoft Word or any other Microsoft Office program will change
the setting in all Office programs.

Page 20
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

THE OPEN DIALOG BOX

To access documents that have previously been
created and saved on your computer, network or
other storage device (but not OneDrive), you will

need to display the Open options in Backstage

view and access the Open dialog box. The options
available in the Open dialog box for files saved to
your Computer are explained below.

o O

(4

m Open
€ o v

Organise + MNew folder

» i OneDrive

v [ This PC
> [ Desktop
> @ Documents
> ; Downloads
> J) Music
> & Pictures
> m Videos
> e 05(C)
> =g Support (\\watpub-nas) (W:)
> =g Customised (\\watpub-nas) (x:)
> == Production (\\watpub-nas) (¥:)
> =g Publications (\iwatpub-nas) (Z:)

» ThisPC » OS(C) » Course Files for Microsoft PowerPoint 2016 »

~
~ Folders (6)

- Desktop
‘ Downloads

[==| Pictures

~ Devices and drives (2)

- 05 (C:)
= |
My 552 GE free of 676 GB

~ Network locations (4)
Support (Vwatpub-nas) (W)

v O Search Course Files for Micros...

[Ah

\ﬂ Documents
) Music
ﬁ Videos

DVD RW Drive (D:)

Customised (V\watpub-nas) ()

s
.:'.x NTFS .

v| All PowerPoint Presentations

o - s —— @)

» £ Network v

':",x NTFS

File name:

The Open Dialog Box Options

The Navigation Pane lists the available storage devices and displays the folders and subfolders

1 contained within these. There are two parts to this pane; a list of Favourites and Libraries in the top half
of the pane and a list of all Folders in the lower half. You can use the Navigation Pane to browse
through the available folders and subfolders to locate the required document. Click on the arrows to
expand P and collapse 4 folders, thereby displaying and hiding the hierarchy within folders. Click on a
folder name to display the folder’'s contents in the File List pane (see 6 below).

The Toolbar buttons enable you to control the display and organisation of the files displayed in the dialog
box. For instance, you can move and rename files using the Organise tool, or change the File List to
display the files as icons instead of as a list using the Change your view tool.

When you click on a folder in the Navigation pane, the folders you click on are recorded in the
background. The Back button enables you to backtrack through the previously visited folders and the
Forward button enables you to move forward through them again.

The Address Bar displays the file path location of the files that are currently displayed in the File List
pane.

The Search box enables you to use search criteria to locate a file. This criteria can be based on file
name, file type or author and can incorporate Boolean filters (e.g. AND, NOT, OR etc) for more advanced
searching.

The File List pane displays a list of files and subfolders contained within the folder currently selected in
the Navigation pane. You can double-click on a folder or file in this list to open it.

In this area at the bottom of the dialog box, there are a number of options. The File name field displays
the selected file’s name. You can click on the File name drop arrow to display a list of files recently
opened. The Tools option lists a selection of additional tools related to the dialog box. Click on [Open] to
open the file displayed in File name or [Cancel] to close the dialog box without opening a file.

N O Ul sH» W N
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

OPENING A PRESENTATION

When you save a PowerPoint presentation, the file directly from the File Explorer by double-
file is saved with the file extension .pptx. Once clicking on the file, or you can open PowerPoint
saved, there are two main methods you can use and then open the presentation from within the
to open a presentation. You can either open the application, which is what we’ll do here.
Try This Yourself: o Open
Before starting this exercise (D) Recent v
you MUST open the file
Working with & OneDrive - Personal Current Document Location
. ivanarobinson@outlook.com
Presentations_1.pptx... = —
i . H{—E Other Web Locations
1 Click on the File tab to Documents
display Backstage view, i Thiskc
then click on Open to display ¥ Downloads
the Open place ) stana £ 05
The Open place displays a Browse == DVD RW Drive (D;)
list of locations from which
you can open your files. If
you have opened a file in o @ Open *
PowerPOInt before’ Recent > « 4 <« 05(. » CourseFilesfor Mi.. v O Search Course Files for Micros... ©
Presentations will be Organise = New folder B O @
selected by default and > | Course Files for Microsoft PowerPoint 2016 *  Name - Ds *
appear under the heading > || Course Files for Microsoft Publisher 2013 Templates 1
Open_ . Course Files for Microsoft Windows 10 Animation_1 P
Course Files for Microsoft Word 2010 @ Animation_2 20
Click on This PC in the » || Course Files for Microsoft Word 2016 Animation_3 21
2 middle pane, then click on Course Files for Microsoft Word VBA 2013 %2:::::::—‘; ;3
Browse to dlsplay the Open Course Files for MYOB AccountRight 19 @Animation:ﬁ 2;;
dla|Og bOX ’ Course F?‘Es for Web Developer % Animation 7 20"
Course Files MYOB w £ >
Navigate to the Course Files File name: <] [All PowerPoint Presentations
3 for Microsoft PowerPoint Tools Cancel
2016 folder
CI|Ck on Working With & o Warking with Presentations_1 - PowerPoint
4 Presentations_1.ppitx to e e i et

select it, then click on [Open]
to open the presentation

Paste New /B T U § M- pa A Shapes|
7 Slide~ O -
Clipboard = Slides Font Paragraph

For Your Reference... Handy to Know...
To open a presentation: e Youcan press [cul] + [F2] to display the Open
1. Click on the File tab, then click on Open dialog box.
2. Select a location under Open, then click on e You can press [cul] +[0 ] to display the Open
[Browse] placein Backstage view.
3. Navigate to the appropriate folder, select the » Click on the File tab, click on Open, then
required file, then click on [Open] click on Recent Presentations to display

recently opened presentations.
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

OPENING MULTIPLE PRESENTATIONS

Opening multiple presentations in PowerPoint
enables you to work with them at the one time.
This is convenient if you want to locate
information from a presentation created

previously and insert it into another. You now know
how to open one presentation at a time — let’'s see
how to open multiple presentations.

Try This Yourself:

Before starting this exercise
you  should close all
PowerPoint  presentations
that are currently open...

Click on the File tab then
click on Open to display the
Open place

Click on This PC in the
middle pane, then click on
Browse to display the Open
dialog box

[F Open *
E I <« 0S (.. » CourseFilesfor... » ) Search Course Files for Micros... @
Organise ¥ MNew folder - ™ @
S
Course Files for Microsoft Excel 2013 VBA  # MName Da ®
Course Files for Microsoft Excel 2016 @ Themes_7 2/
Course Files for Microsoft Office 365 @ Working with Presentations_1 "
Course Files for Micresoft Office Online 207 @ Working with Presentations_2 21,
@ Working with Presentations_3 21,

Course Files for Microsoft OneNote 2013

%] Working With Text_1
Course Files For Microsoft Outlook 2013

2
%] Working With Text 2 2
Course Files for Microsoft PowerPoint 2016 @ Waorking With Text_3 240
Course Files for Microsoft Publisher 2013 @ Working With Text_4 2
>

Course Files for Microsoft Windows 10 v <

File name: | "Working with Presentations_3" "W V| All PowerPoint Presentations

TOOIS M

Cancel

Navigate to and click on the
Course Files for Microsoft
PowerPoint 2016 folder

Locate and click on Working
with Presentations_1.pptx,
then hold down and click

on Working with
Presentations_3.pptx to
select both files

5 Click on [Open]
You will now have two

Transitions Animations Slide Show Review

Design

Paste _ | B I U § a . A A = === Sha
= Slide~ O
Clipboard = Slides Font Paragraph
£
1
-
2

presentations open though
only one presentation will be
visible if the application
window is maximised...

Repeat steps 1 to 4 to open
Working
Presentations_2.pptx

With

oint

Animations Slide Show Review

Transitions

Paragraph

For Your Reference...
To open multiple documents simultaneously.
1. Click on the Filetab and display the Open

dialog box
2. Hold down [ctri] and click on the documents
to open

3. Click on [Open]

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

o To select a range of contiguous files in the
Open dialog box, click on the first file then
hold down|shifthnd click on the last file in
the range to select all files in between.

MUSTAFA H. ALI

Page 23



LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

SWITCHING BETWEEN OPEN PRESENTATIONS

If you are working on multiple presentations, you command on the View tab, or you can display a
can easily switch between each open jump list of open files by pointing to the PowerPoint
presentation. You can switch to the required icon on the taskbar and then selecting the required
presentation by clicking on the Switch Windows presentation.

. Animations Slide Show Review i Mix ACROBAT Q Tell me 2_ Share
Try This Yourself: e B oo = 5 ol =
= ]
i = L
g g g Gridlines == Grayscale %
© Continue using the previous otes o Motes Zoom Fitto Black and Wit New Switch h Macros
g g g g uides ack an ite o
T files with this exercise... e Wincow | B Window —~ Wndewsly
Show Il Zoom Color/Grayscale 1 Working with Presentations_1

v 2Working with Presentations_2
CI|Ck on the VieW tab, then 3 Working with Presentations_3
click on Switch Windows in '
the Window group to see a

list of open presentations o

H Same

The presentation currently
displayed will have a tick
next to its file name... P3 Workingwit.. P8 Working with Present.. P8 Working with Present...

Click on Working with
2 Presentations_1.pptx to
view this presentation

Let’s now use the taskbar to
display Working with
Presentations_1.pptx...

Point to the PowerPoint
3 icon in the taskbar to display

a jump list ] » o _
Haome Insert Design Transitions Animations Slide Show
The jump IISt displays a . [B8] Slide Sarter Slide Master || Ruler . Q . .Color
thumbnal/ Of eaCh Open . MNaotes Page Handout Master Gridlines == Grayscale
tation Mormal Outline ) Motes =~ Zoom Fitto
Presen e A sanr Efg Reading View Motes Master Guides Window = Black and

Presentation Views Master Views Show ] Zoom Color/Grayscg

[

Click on Working with
4‘ Presentations_2.pptx to
view this presentation

For Your Reference... Handy to Know...
To switch between open presentations: e You can switch between open windows by
 Click on the View tab, then click on Switch pressing + [1an]. Pressing 0] while
Windows in the Window group and select the holding down the | i | key will enable you to
required presentation, or CyCle through all open windows and select

the one you need. Note, however, that this
will display ALL of the windows for every
open program or window.

¢ Hover over the PowerPoint icon in the
taskbar and select the required presentation
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UNDERSTANDING PRESENTATION VIEWS

PowerPoint has five views: Normal view, Outline Sorter displays your slides as thumbnails. Slide
view, Slide Sorter view, Slide Show view and Show is a full-screen slide show. Reading allows
Reading view. Normal is the main editing view you to view your presentation as a slide show but
for designing and writing your presentation. Slide with access to other open windows.

Normal View

You will spend most of your time working in
Normal view when designing presentations.
Normal view has three working areas.

The Thumbnails pane on the left displays
thumbnails of your slides, allowing you to
quickly navigate to the desired slide.

The Slides pane (main area of the window)
displays the current slide.

The Notes pane at the bottom of the screen
displays slide notes.

You can increase or decrease the size of

any of the panes by dragging the pane
borders.

ﬁ g Slide Sorter [E] slide Master [ ] Ruler Q = = D
— B jotes Page Handout Master | || Gridlines == =
Normal Qutline Motes = Zoom Fitto Color/  Window Macros
View 9 Reading View Notes Master [ Guides Window Grayscale =

Presentation Views Master Views Show Zoom

1] PROJECT OVERVIEW
PROJECT NAME
COMPANY NAME
PRESENTER NAME

PROJECT GOALS
COMPETITIVE ANALYSIS PROJECT OVERVIEW

COMPETITIVE ANALYSIS, CONT.

TECHNOLOGY

= New technology being used
+ Benefits

= Standards being adopted
+ Benefits

1] Macros

woR oW oN

= - e T—————a| TS|
- Standards specifically being ] []
ignored Click to add notes
- Drawbacks and benefits =
Slide 1 0f 11 English [Australia) = Notes B8 Comments B 58 B % -—4F—+—+ 50 (4

Outline View

Outline view is the same as Normal view,
except that the thumbnails in the left pane
are replaced with the slide text displayed in

Outline view

outline mode, making it an ideal view for
adding text.

Slide Sorter View

Slide Sorter view displays your slides as
thumbnails.

From this view it is easy to move, add and
delete slides; add speaker notes; create
sections, preview transition and animation
effects; and create summary slides.

Slide Show View
Slide Show view displays your presentation

E i Slide Sorter | [] Slide Master Ruler =l Q = = D =
—l — Eln == = =L]
jotes Page | [E] Handout Master Gridlines - .
Normal Qutline __ Notes | Zoom Fitto Color/  Window Macros
View [ Reading View | [E] Notes Master Guides Window Grayscale -

Presentation Views Master Views Show Zoom Macros

PROJECT OVERVIEW

Slide 1 of (Austral

as a slide show. It displays on the full monitor
and looks just as the show will look to your
audience.

From this view you can check your graphics,
timings, animations and transition effects and
test the slide show.

Reading View

Reading view displays your presentation as al

slide show and looks just as your audience will

see it. However, unlike Slide Show view, you @i

can still switch between open windows and
work on other tasks.

From this view you can check your graphics,
timings, animations and transition effects and
test the slide show without having to exit the
slide show if you need to switch to another
window or task.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTIS

Slide Sorter view

PROJECT OVERVIEW

PROJECT NAME
COMPANY NAME

PRESENTER NAME

Slide 1 of 11

Reading view
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

CHANGING PRESENTATION VIEWS

PowerPoint provides several different ways to
view your presentation, depending on the task at
hand. The default view is Normal view, and you
will spend most of your time creating your

presentations in this view. However, sometimes
you may find it easier to work in Slide Sorter view,
or, when you're ready to test or deliver your slide
show, in either Reading or Slide Show view.

Try This Yourself:

Continue using the previous file
with this exercise, or open the file
Working with
Presentations_1.pptx...

Same
File

Click on the Slide Sorter icon in
the status bar

=

Here the slides appear as
thumbnails, and you can copy,
rearrange and delete slides...

Click on the Slide Show icon in
the status bar to display the slide
show at full screen

This is how the audience will see
your presentation. You could use
this view to test and then deliver
your presentation...

Press [%227] to move through the
presentation

Press @ to exit the slide show

W

Click on the Reading icon in the
status bar to display the slide
using the full window

U1 A

Notice that this view looks like
Slide Show view, but the Status,
Title and Task bars are visible,
which means you can open other
windows and programs, while
delivering a presentation...

Click on the Normal icon in the
status bar to return to Normal
view

+ 100% FH

-+ + 100 B4

* Your
weaknesses

relative to

competitors

* Your strengths
relative to

one competitors

For Your Reference...
To change presentation views:
e Click on a view icon in the status bar, or

¢ Click on the View tab and click on one of the
options in the Presentation Views group

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

o Notes Page is another view available in the
Presentation Views group on the View tab.
This displays a single slide at the top of a
page with room for notes on the lower half.
This is ideal if you have lots of notes to
include that would be difficult to add in the
Notes pane of Normal view.
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

NAVIGATING A PRESENTATION

A typical presentation is made up of one or more
pages, or slides as they are known in
PowerPoint. To be able to use PowerPoint
effectively you must know how to move between

the slides in a presentation. How you do so
depends on the view that you are in. The Normal,
Outline and Slide Sorter views all display with a
panel on the left that helps you to navigate slides.

Try This Yourself:

Continue using the previous file
with this exercise, or open the
file Working with
Presentations_1.pptx...

Press to move through the
presentation one slide at a time

Same
File

p—

In Normal view, the current slide
is highlighted in the left pane...

Press to move back to the
previous slide

Use the scroll bar in the Slides o
pane on the left of the window to
display slide 8, then click on
slide 8 to display it in the Slide
window

4 Press [cu1] + to return to the

first slide

W N

Click on the View tab, then click
on Outline View in the
Presentation Views group to
view the slide text in the Outline
pane — you can click on the slide
title to move to a slide

o)

Click on the Normal view icon on
the taskbar to view the
thumbnails again

Click on Next Slide on the
vertical scroll bar of the Slide
window to navigate to slide 4

Click on Previous Slide on the
vertical scroll bar of the Slide
window to navigate to slide 2

COMPETITIVE ANALYSIS

Competitors. Strengths

You may * Your strengths
want to relative to
allocate one competitors
slide per

competitor

[, B TR ¥

PROJECT GOALS
COMPETITIVE ANALYSIS
COMPETITIVE ANALYSIS, CONT.

TECHNOLOGY

= New technology being used
= Benefits

= Standards being adopted
= Benefits

= Standards specifically being ignored
+ Drawbacks and benefits

%Notes B8 comments = cc @ 2 -—4F——+ 50 [

For Your Reference...
To move around a presentation, use:
e The vertical scroll bar
o Next Slide or Previous Slide
. or
e The thumbnails in the S/ides pane
e The slide title in the Out/ine pane

Handy to Know...

e Click on the up or down arrows of the vertical
scroll bar to move between slides. The
current zoom level will determine whether
you move to the next slide or whether you
move up or down the page of the current
slide.
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USING THE ZooM TooL

There will be many occasions when you will find in the View tab to alter the magnification of the

it handy to be able to increase or decrease the slide. You can also use the Zoom tools to alter the

magnification of the slide in the Slide window. magnification of the contents in the Slides and
You can use the Zoom tools on the status bar or Outline panes as well.

e Zoom 7 % | Note: If you don’t click on the slide in the

Try This Yourself: S Slide window prior to displaying this

dialog box, the 200% and 400% options

Ot percent 5% 21| i he greyed out, because PowerPoint

Continue using the previous O soox thinks you want to change the zoom in

[ 3 g g g
£ 2 file with this exercise, or open e the Navigation pane on the left (not the
& & the file Working with g Slide window). (
Presentations_1.pptx... o
O 33%
Display slide 2 in the Slide
[ ok ]| cancel

window

On the View tab, click on
Zoom in the Zoom group to
open the Zoom dialog box

N =

Your percentage value may
differ to the one shown here...

Click on 200% then click on
[OK] to increase the slide
magnification to 200%

On the View tab, click on Fit
to Window in the Zoom group

W

You can also adjust the
magnification of the
information in the left pane...

1] PROJECT OVERVIEW
5 Switch to Outline view then o Zﬁﬁ;;«:m o 1[] PROJECT OVERVIEW
click on any word in the PRESENTER NAME EROOI\J-'IIIE.EIF\I‘T‘:K:NE
Outline pane on the left 2 PROJECT GOALS
 COMPETITIVE ANALYSIS PRESENTER NAME
Click on Zoom in the Zoom oW RS G 5 PROJECT GOALS
group to open the Zoom dialog 5 TECHNOLOGY
box, then click on 50% and = Gl g st 3| COMPETITIVE ANALYSIS
. - Benefit:
click on [OK] - Standards being adopted 4 COMPETITIVE
* Benefit:
The outline text will change +Sandords spacicaly e gnred ANALYSIS, CONT.
. - Drawbacks and benefits
size... . 5 TECHNOLOGY .
7 Switch back to Normal view T eSO - Hew technolagy being
You can also change the zoom
level of the slide thumbnails in
Normal view
For Your Reference... Handy to Know...
To use the Zoom tool e You can display the Slide thumbnails or
i i Outline panes at a maximum zoom level of
1. Click on a slide
100%.

2. Click on the View tab, then click on Zoom in
the Zoom group

3. Select or type the required percentage
4. Click on [OK]
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LAB 27: INTRODUCTION ABOUT MICROSOFT POWER POINT / STARTING POWER POINT

OPENING A RECENT PRESENTATION

One of the most time-consuming tasks you face
when using your computer is navigating to and
locating the files that you are currently working
on. Microsoft aims to save you time by keeping a

list of the files that you have most recently worked
on. In this exercise, you will reopen a recently
opened presentation without having to go hunting
through the folders.

Try This Yourself:

Open
(L) Recent

Before starting this
exercise ensure that
PowerPoint has started
and that you have a

presentation open... a

1 Click on the File tab to Ej e
display Backstage =
view and ensure that + P
Open is selected
If necessary, click on Browse

Recent to display a list
of recently opened files
on the right side of the

OneDrive - Personal

Today

&’

Working with Presentations_3.pptx
C: » Course Files for Microsoft PowerPoint 2016

Working with Presentations_2.pptx

C: » Course Files for Microsoft PowerPoint 2016

) [Ise

Working with Presentations_1.pptx
C: » Course Files for Microsoft PowerPoint 2016

Last Week

SmartArt_12.pptx
C: » Course Files for Microsoft PowerPoint 2016

SmartArt_11.pptx
C: » Course Files for Microsoft PowerPoint 2016

SmartArt_10.pptx
C: » Course Files for Microsoft PowerPoint 2016

e (&) i)

Screen...

Click on Working with
Presentations_2.ppitx
in the right pane to
open this presentation

Click on the File tab,

3 then click on Close to ___ =l g;;vz:t'
close the presentation of pae L New - ™ T T
- Slide~ [l Section~

Clipboard =

—

Insert

Slides

(T

Warking with Presentations

Working with Presentation: e - PowerPoint

Design Transitions Animations Slide Show Review

Paragraph

For Your Reference...

To open a recent presentation:
1. Click on the File tab, then click on Open
2. Click on Recent Presentations
3. Click on the required presentation
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Handy to Know...

e You can press +|F ] to open Backstage
view.
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