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GETTING STARTED:

Start

Programs
Microsoft Office
MS PowerPoint

Microsoft PowerPoint

N

CHOOSING SLIDE STYLE

1. Format

2. Slide Design x

3. Select ONE design for all slides —Background Fi

Apply to Al |

Apply

OR
Cancel
Format
Background

Select down carrot
Fill effects [ omit background graphics from masker

[t

Breyiew

Choose color schemes, patterns, textures, etc.
APPLY TO ALL

QU hwWN =

ENTERING INFORMATION

1. Click in text box
2. Begin typing in information

INSERTING TEXT BOXES

Insert

Text box

Click and drag to draw box
OR

Click on text box icon
Click and drag to draw box Y

ok WN =
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ADDING SLIDES

1. Home tab
2. New Slide

H92-00F -+

Home Insert Design Animation
\:I =] Layout -
=5 Copy Reset
Paste i MNew _I | 7
- Format Painter || gjiga~ % Delete
Clipboard ] Slides
Slides | Outline x| [[]
| ik .
COPYING & SAVING PICTURES
L. Internet Explorer e
2. C!ICk on enlar_ge image” (if available) S ) Fonerons =
3. Right click on image W
4. Save as picture ™) Deskiop
5. Click on down carrot = ) o My Computer
) e Local Disk [T
6. Select U:drive e Local Disk (D)
7. Choose own folder li‘léﬂﬁiﬂ
8. Name picture = Reilly
9. Save =) PowerPaints

< DVDACD-RY Drive [E2)
g netlogon on 'mar-zkaffl' [H:]
g appz on 'mar-staffl’ 1)

=% oasps on 'mar-staffl’ (L]
g rozetta on ‘mar-staffl’ [k:]
=% szpanizhl on 'mar-staffl’ [M:]
g spanizhZ on 'mar-staff1' [0:]
= frenchl on 'mar-staff1’ [P
% germanl on ‘mar-staff1' (3:)
% users on ‘mar-staff1' (L]

: |Il|:|v-'r|frl||-' on 'mar-zkaffl' [ 3

INSERTNG PICTURES

Insert tab

,D«,':I\ﬂ":' U= )+

Picture

Homg Insert

Design Anim:

From File
Open U:drive

hwWh=

ibl_lmmglﬁl)z_f

Table Picture Clip Photo Shapes Smartd

~ Art Album - *
Tables INustrations
slides [ Outline x| |[]
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5. Open own folder (where picture is saved)
6. Select picture
7. Insert

8. Resize and reposition picture on slide
CUSTOM ANIMATION -- MOVEMENT
1. Slide Show 1 et
2. Custom Animation Automatically After: 00:00
3. Select item to be animated S — —
4. Add Effect =) & |§§§ Add Effect v| |"$ Remove
5. Choose desired effect T
Start: “B on Click -

“ On Click
[ With Previous
D After Previous

| 143 & Tite 1: Rating E“‘

Direction:

Speed:

244 #* Content Placeholder 2

CUSTOM ANIMATION — SIMULTANEOUS MOVEMENT

1. Animations tab :
2_ Custom An|mat|0n 73/‘ Home Insert Design Animations
3. Select item #1 on slide\ iz Anmate: o Animation -
4. Hold down shift ke Ej)_\ Custom Animation =
' y Preview Animations
5. Select all other items to be animated simultaneously | sides {Qutine x||[] ST
6. Add Effect Ml o |
7. Choose desired effect
OR
“
1. Animate items individually * | Advance siide
- Y| On Mouse Click
2. Click on down carrot to right of item Automatically After: | 00:00
3. |n animatlon bOX Custom Animation v X
4, Select “Timing” ® [5 odetiect <] [ Remove |
' Meodify: Fly In
Start: ‘B onclick -
Direction:
5. Click on down carrot after “Start” i ey
. . ( # Title 1: Ratin
6. Select “With Previous” ';2 F y—— ZEI
7. OK
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CUSTOM ANIMATION -- TIMING

1. Select “Start”

2. Reorder animations

With previous or
After previous

Select animation from list
Click on arrow up or down

Click on “Play” to preview

=

=
=i

Cuskton

@ | =

Animation

faY

[ addeffect ~] [ Remave |

MModify: Flash Bulb

Start: | Wyith Previous | |
Properky: 3 on Click
SEdh - whiith Frevious
2 Afker Previous
= =y S-Point star 3 =1
I =¥ S5-Point skar < |
13 3 Mysterious
2@ 3 sSuspenseful
3@ I Action packed

Re-Order |4

|-' Play | IE Slide Show |

¥ sutoPreview

CUSTOM ANIMATION -- SOUNDS

N

I

Slide show
Custom Animation

Select an item already animated from list on right

Click on the down carrot right of the item

Select “Effect Options”

Select sound QK

EETER——] |
21K}

After animation: IDon't Dim

Animate bext:

| r
I 3: o delay betmeen [ethers

Cancel

]

5

Custom Animation

3 |:§f§ Change v| |x_-;3 Remove

Meodify: Fly In
Start: B on Click
Direction: From Bottom

eed:

Very Fast

w

8] . : Rating

*ﬁ Content Pla er 2

¥ picture 2

-

Start On Click
Start With Previous
D Start After Previous
Effect Options...
Timing...

Show Advanced Timeline

Remaove
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SLIDE TRANSITION

1. Animations tab

2. Select from display or click on drop down arrow for more choices.
3. Select desired transition style
e |imit to two styles

The Hunger Games - Microsoft PowerPoint

Animations Slide Show Review View A Developer Add-Ins

EEL DR o r—

= i3l Apply To ANl

Transition to This Slide

AUTOMATIC SLIDE ADVANCE

1. Animations tab - = x
2. Select “"Automatically after” @
3. Set number of seconds na - |EBRREE
4. Play to test settings 7| 71 on Mouse Ciick
5. Select “Apply to All Slides” P 0 - |
e You may adjust individual
Slides Iater Custom Animation X
For an advanced presenter!! e

‘ ADDING NOTES TO SLIDES

1. View tab

2. Notes page

3. Enter notes in lower half of display ﬁ%
ENENOE) —

il
—-/ Home Insert Design Animations Slide Show

é = ___.[;-. J J J V| Ruler

Gridlines

Maormal| Slid lide Slide Handout Motes -
Page JShow | Master Master Master =55age
#fesentation Views Show/Hide

slides “[_Outline x
[

I T
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‘ SLIDE SHOW SET UP — SELF LOOPING PRESENTATION

1. Slide Show tab
2. Set up show

3. Show Type
e Presented by speaker
e Browsed by kiosk

2x

— Show type —Show slides
{*' Presented by a speaker (Full screen) & all
™ Browsed by an individual {window? = Fram: I

™ shiow scrollbar

£ Cusbom show:

ﬁTD: | ﬁ

4. Show Options —

» | " Browsed at a kiosk (Full screend I

[

Show options
J [~ Loop continuously until ‘Esc’

e Loop Continuously
until Esc

5. Show Slides
e All

6. Advance slides
e Using timings, if present
7. OK

/ ~Performance

" Manually

[~ show withaut narration

—advance slides

o LUsing kimings, if present

[~ Show without animation —Multiple rmari

kaors

Display: slide shaw on;

Pen colar:

|Primary Maonikar

[ show Presenter View

™ Use hardware graphics acceleration

Slide shiow resolution: I[Use Current Resolution]

Ok | Cancel |
PRINTING HANDOUTS
print 21|
1_ F|Ie ~ Printer
2 Print - | Hame: |_£ WMAR-STAFF 1\ MAR-LMC-4000-PCL j Properties |
. Skatus: Idle
3. Select prlnter Type:  HP Laseret 4000 Series PCL
Where: IP_172.16.45.239
Cormment: [~ Prink to file
4. Print range — All [Pt range Coples
— | oAl  Current slide ¢ Selection Mumber of copies:
! Cuskam Shov: | j |1 3:
H n ”
5. Print "Handouts « sies: | 4
Enter slide numbers andfor slide ranges. For example,
L v Callate
Print what: Handouts
. - = A Slides pe;page:. |6 Vl . %%
6_ Sl|deS/pg = 6 ey Order: (% Horizontal ( vertical | [5][ 5]
IGrayscaIe VI

7. OK

[ scale bo fit paper
V' Frame slides

= | Brints comments andlink markun

o]

Preview |

™| Brint hidden slides

Cancel
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CITATIONS

1. Refer to citations sheet for resources formatting
2. Copy URL for website pictures obtained
3. Paste in text box below image on slide

e URL print size may be as small as 4pt.

SAVING WORK SAVE FREQUENTLY!!!IN

File

Save As

My Computer

Select U:drive

Follow teacher’s instructions for specific location

uhwn=



