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Follow these notes to produce a presentation of a few slides about a Project.

Start by opening PowerPoint. Choose Blank presentation from the initial list of options. This enables you to work with blank sheets of paper – the slides – with background and text effects being incorporated at the end.
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The next window that opens is where you choose the general layout of the slide. You will be able to select a different layout for different slides. For the first slide it is usually best to use the first one (probably already highlighted) . Click OK.
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Now you will have the first blank slide to work on. There will be two text boxes, with the words Click to add (text). That’s just what you do. Powerpoint provides preset text style and sizes for the different headings, sub-headings, main text or whatever and it is advisable not to change these at this stage.
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In the main box enter the title for the presentation and in the smaller one below enter something along the lines shown, using your own name.
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A new slide is now required.
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Click on the New Slide button. To provide an opportunity to find out what each of the main types of slide offer, this particular exercise uses each of the slide layouts, moreorless in the order they appear when you click on a New slide button. (If that button is not available use Insert / New slide).

From the slide layout window select the second type – a list.

Put a suitable heading in the top box and a list of items in the main box below. If you use the Return key to start a new line then the bullets will appear automatically.
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3rd slide: two columns. Select a new slide and choose the two column layout. Again, enter some text in each of the columns and note that bullets will be inserted for each new line or paragraph.
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4th slide – a table or grid.  This slide contains a grid of 4 columns and (usually) 5 rows. You can simply click in a box and type. This layout can be helpful when you are trying to set out text neatly across a slide. In the example below the top row has been made bold to make it stand out and a line added for effect – your tutor will advise you how to do these if you want them.
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You may find that the rows and columns need resizing. This can be achieved by placing the mouse cursor on a grid line and dragging it to a new position. These tables can be quite tricky if you try and put too much information in or start moving things around! It is unlikely that you will use them a lot in presentations but it is worth experimenting with them. They do have one particular feature which is unlike tables in other applications: they can be resized very easily. The whole table can be enlarged or reduced by dragging at one of the corner handles and you will find that the text size is changed in proportion. Whilst the same can be achieved using Excel or Word it is not as straightforward.

5th slide: charts.  There are two layouts which provide space for a chart and some text, side by side. This is often a useful layout as there is space to explain the figures as well as display the chart.

To obtain a chart you will need to click on the chart section and something similar to an Excel spreadsheet section will appear. This has some headings and data in it already which you can simply replace with your own. The usual Excel facilities for inserting and deleting rows and columns apply and there is a full range of editing available if you want it. However, at this stage it is best just to see how it works and try to re-create the sample below or work with some data of your own.
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6th slide: an organisation or flow chart. This works on the same basis as the Organisation Chart available in Word. You click on a box and type. If a line of the box is not used then thebox gets resized to feature just what you entered. Along the toolbar are variations on the link theme so that you can add more subordinates, co-workers or whatever.

This can be very useful for a real company organisation chart or you can use the preset design for a flow chart to illustrate a procedure.

All the elements can be changed. The whole chart will be automatically resized to fit the slide – be careful if you have lots of entries as the font size may become too small to read.
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Don’t forget to add some sort of descriptive title too.
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7th slide: an illustration. One of the most effective uses of slides is to show pictures – just like the name slide show implies! Indeed, you can use Powerpoint to show a sequence of real photos (scanned in or transferred from a digital camera) to extremely good effect. In this case a clipart image has been used. This slide is not quite one of the standard offered in the slide layout window. In fact, it is the one with a text box on the left and an image at the right. After the image was inserted it was stretched out to fill the lower half of the slide. Often it will be necessary to adjust images as they are unlikely to be the size or shape you want.
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8th slide: another image. It is worth practising with images as they are likely to be a significant and attractive feature of any presentation.

[image: image15.png][ Microsoft PowerPoi resentation1] |_[=]x]
&7 Fle Edt view Insert Fomat Tooks Sie Show window Help =181 x]
lozR(&Y i izas o~ e EROE S0 - &
[ s e Romn cu <BZus &= %

st v oo

The Formation Project

+ To this:

T S oars T Defau Desin X




[image: image16.png][ Microsoft PowerPoi resentation1] |_[=]x]
&7 Fle Edt view Insert Fomat Tooks Sie Show window Help =181 x]
lozR(&Y i izas o~ e EROE S0 - &
[ s e Romn cu <BZus &= %

st v oo

The Formation Project

and, of course,

T S sars T Defau Desin X




9th slide: the end. You will always need an end slide. Here the Title only option has been used and then the middle chucnk of text added using a text box.
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This button will provide a new box that you can type in. Try it out and get used to how it works. Once you have entered the text, click on the outside border of the text box and you should be able to move it around with the arrow keys, as well as changing the alignment of the text inside. The example has been positioned in the middle of the slide and the text centre-aligned.

To add an image to a blank area, use Insert / Picture / from file . . .  and then navigate to wherever you have filed the image required. Your tutor will advise where to find something suitable or you could always use a clipart image.

Once the slides have been completed, the presentation will save all of them in the order produced as one .ppt file. Save it first onto a PC hard drive or network area as sometimes Powerpoint files can be too large for a floppy disk and, in any event, you will find that editing a show is much faster than if the program were having to access your disk all the time. Just remember to save the final version on your disk (assuming that it will fit, of course).

The next stage will be to check your work, correct errors and then work on the style and overall appearance of the slides.
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More information

Please contact:

Andrew Hill
Formation International

01908 667788

format@lineone net
or visit our website at
‘www.ahi2000.com
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