COMPLETE
COURSE GUIDE

Microsoft
Power Point 2010

Ramakrishna Mission Shilpamandira
g Vivek Web School
- Belur Math




Microsoft Power Point 2010



RKMSWS Chapter ~ 1 Power Point-2010




RKMSWS Chapter ~ 1

Power Point-2010

Microsoft PowerPoint 2010

Introduction

Microsoft PowerPoint is one of the most popular presentation programs supported by both Mac and PC platforms.
Microsoft PowerPoint can be used to create interactive presentations for classroom, business, or personal use.

How to open Microsoft PowerPoint 2010:-

To begin Microsoft PowerPoint, go to Start Menu > All Programs > Microsoft Office > Microsoft PowerPoint
2010(Figure 1). Select PowerPoint Presentation from the Project Gallery ifa blank document does not open.
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Saving file in MS-PowerPoint:-

Documents

Pictures
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Computer

Control Panel

Devices and Printers

Default Programs

Help and Support

To save our work in PowerPoint program, we should the following steps

File > Save As(Figure 2). Microsoft PowerPoint will open a dialog box where you can specify the new file's name
and location where you want it saved. Once you have specified a name and a place for your new file, press the Save
button. By default, the format for PowerPoint 2010 is .pptx (Figure 3) not .ppt like in previous versions.
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Figure 3. Saving Dialog Box.
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Toolbar

The Design Ribbon toolbar (Figure 4) contains several categories for formatting the design and elements of your
presentation. These include: Home, Insert, Design, Transitions, Animations, Slide Show, Review and View.
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e The Home bar: This has features that allow you to edit Slides, Fonts, Paragraph, Drawing and Editing.

e The Insert bar: This has features that allow you to add Tables, Images, Illustrations, Links, WordArt, and Media
Clips.

e The Design bar: This allows you to edit how your presentation will look. It includes features such as Page Setup,
Themes, and Background Styles.

e The Transitions bar: This allows you to edit Slide Transitions, Effects, and Transition Timing.

e The Animations bar: This allow you to add custom animations to your presentation. You can select from Preview,
Animations, Advance Animation, and Animation timing.

e The Slide Show bar: This has features that allow you to select how your presentation will be displayed. From here,
you can Start your Slide Show, Set Up your Slide Show, and Adjust Monitor Settings.

e The Review bar: This allows you to Proofread, Translate Languages, CommentsSlides, and Compare your Presen-
tation.

e The View bar: This has features that allow you to set the View of your Presentation, Create Master Views, Show/
Hide Features, Zoom, Switch from Color to Grayscale, Adjust Windows, and Add Macros.

The Opening Screen:-

You will see the default opening screen is actually composed of three parts:

1. The Slides/Outline tabs on the left which displays thumbnails or lists of all slides

2. The main Slide pane (center) which allows you.to work on individual slides.

3. Notes Pane (bottom): In the Notes pane, you.can type notes about the current slide.

You can distribute your notés to your audience or see your notes in Presenter view when you give your presentation.

P v Presantaton] - Mucroseht Poned ot ——
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Click to add title

Click to add notes

Figure 5.
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To create a new presentation that is based on the Blank Presentation template( By default, PowerPoint 2010 applies
the Blank Presentation template), do the following:

1. Click the File tab.

2. Point to New, and under Available Templates and Themes select Blank Presentation.

3. Click Create.

The Title Slide

When you open a new presentation in PowerPoint 2010, the program assumes that you will begin your slide show
with a Title slide. Adding a title and subtitle to this slide layout is as easy as clicking in the text boxes provided and typing.

Click to add title

\

My First Presentation in
PowerPoint 2010

Thisisa Title Slide

Figure 6.

Apply a Design Theme

a) Click on the Design tab of the ribbon.

b) Hover your mouse over any of the design theme icons shown.

c) The design is reflected immediately on your slide, so you can see how it will look if you apply this design theme to
your presentation.

d) Click the design theme icon when you find one that suits your needs. This will apply that theme to your presentation.
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Design Theme Color Schemes

Once you have selected a style of design theme
that you like for your PowerPoint presentation, you are
not limited to the color of the theme as it is currently
applied.

1. Click on the Colors button at the right end of the

design themes on the Design tab of the ribbon.

Change the color scheme
of the design theme

2. Hover your mouse over the various color
schemes shown in the drop down list. The cur-
rent choice will be reflected on the slide.

Adjmcency

3. Click the mouse when you find the right color
scheme.
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Black Tie
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Couture
Ciementsl
touny
Essental

Figure 8.
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Change the PowerPoint Background Style

Just as you were able to change the background on a plain PowerPoint slide, you can do the same while using one of
the many design themes.

1. Click the Background Styles button on the Design tab of the ribbon.

2.  Hover your mouse over any of the background styles.
3. The background style will be reflected on the slide for you to evaluate.
4. Click the mouse when you find a background style that you like.
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Figure 9.
Background Graphics Can Be Hidden

Sometimes you want to show your slides with no
background graphics. This is often the case for printing I cotors - &9 Background Styles ~ 7
purposes. The background graphics will remain with the Fonts ~ Hide background
@ ide Background Graphics

. . . raphics
design theme, but can be hidden from view. Effects - ¢
1. Check the Hide Background Graphics box on the Rt
Design tab of the ribbon.
2. Thebackground graphics will disappear from your S%if? i’:g
slides, but can be turned back on at any later time, background

by simply removing the check mark in the box. graphics

Click 1o add ftitle

Chet ba ade westte

Click to add title

wdd wrt N

After
background

. aphics hidden
Figure 10. o
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Adding Media to Your Slides

Add Clip Art and Pictures Using a Content Slide Layout

PowerPoint 2010 offers you a number of different ways to add clip art and pictures to a presentation. Perhaps the
easiest way to do so is to select a slide layout that contains a placeholder for content such as clip art and pictures.

On the Home tab of the ribbon either click on the New Slide button or change the current slide layout by clicking on
the drop down arrow beside Layout.

There are a number of different Content slide layouts available for you to choose from. To add a single picture or a
piece ofclip art, click on a simple layout such as Title and Content and the layout of your current slide will change to match
your choice.

. Home Insert Design Transitions Animations

55 Layout ~
B Reset

23 Copy

J Format Painter

‘_j Section ~
Clipboard - e Theme
g Outline b e
........................ S
Title Slide Title and Content Sectiv

Two Content Comparison Tit

[ [ ——
Figure 11.

Ifyou have chosen one of the simple content layouts, your PowerPoint 2010 slide should resemble the graphic below.
The content icon in the middle of the slide contains links to six different types of content that you can add to the slide. The
clip art button is in the middle of the bottom row oficons.

This Slide Will Have Clip Art

'+ Click to add text

i
= &
.ﬁ,

/w_w

Insert Clip Art button

Figure 12.
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Resize Clip Art

Clip art comes in different sizes. Some will be larger than your slide while others will be tiny. Ether way you may need
to resize the image you want to include in your presentation.

When you click on a clip art image, a border and tiny white circles appear on the edges of the image. These circles are
called resizing handles (or selection handles). Dragging one of these handles allows you to enlarge or shrink your picture.

The best way to resize clip art or any picture, is to use the resizing handles located on corners ofthe picture, rather than
the ones at the top, bottom or sides of the picture. Using the corner handles will keep your image in proportion as you
resize it. [f you don't maintain your image's proportion it is likely to end up looking distorted or fuzzy in your presentation.

Inserting Photos

Like clip art, photographs and other pictures can be added to a slide by choosing a Content Layout slide and clicking
on the appropriate icon (for pictures it's the mountain icon).

An alternative to this method is to select the Insert tab on the ribbon and click on the Picture icon, as shown in the
image at the top of this page.

An advantage of using this approach for either pictures or clip art is that you do not need to use one ofthe preset slide
layouts containing a content icon to insert an image into your slide. The example shown in the following pages, inserts the
picture into a Title slide layout.

Search Your Computer for the Photos

Ifyou have made no changes to the settings in PowerPoint 2010 since the originalinstall, PowerPoint will default to the
My Pictures folder to look for your pictures. Ifthis is where you have stored them, then select the correct picture and click
on the Insert button.

If your pictures are located elsewhere on your computer, usethe drop-down arrow at the end of the Look in box and
find the folder containing your pictures.

P~ 0L = :
nﬂmAlnsen Desigr

1 | Ea) ‘!
jgﬂuu (aly +

Table Picture| Chp |Screenshot Ph
» Art . Al

Tables P Images

Add a picture

Locate the picture
on your computer

Figure 13.
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Crop Unnecessary Elements from the Photos

Once the photo has been inserted into the PowerPoint 2010 slide, you may wish to remove extra elements from the
picture. Most photos can be made just a little better by cropping unnecessary elements, such as background walls, floors,
shoes or other unnecessary objects that do not enhance the photo.

Crop Tool
The Crop tool is located on the right side ofthe Picture Tools. Click the crop tool and you will notice that there are

black "crop" handles around the border ofthe picture. Drag these handles to remove the excess elements that are unnec-
essary to the picture.

y 1
-~ ‘M.’v Corder = & L angn -
) d * ol Pcture Effects * 3 ‘ ¥ 41
Lt mawelopout - N, Selection Pane Sh Potate
Puture Yipten . artange

Drag cropping handle(s)
to hide umimportant
parts of the picture

Figure 14.
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Slide Management - Adding, Rearranging and Deleting Slides

So far we have looked at creating only one slide, but you will actually want to create a number of them to develop a
slide show. And once you have several slides, you may find you want to reorder them or delete some of them altogether.
Here is how to do that.

Use the New Slide Button

Two Content

Figure 15.

Click on the New Slide butt
created will retain the design the

ome tab of the ribbon to add a new slide to your presentation. Any new slides
u set for your slideshow in the first slide.

Deleting Slides Select the Slide to be Deleted

On the Slides tab of'the Slides / Outline task pane on the left of your screen, click on the thumbnail of the slide you wish
to delete. Press the Delete key on your keyboard.

Click on the slide you
would like to delete in
=z 2 the Slides pane at

e v em cvomame e (BT the left of the screen

[ eaw e ww - = —.

Figure 16.
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Move Slides Using the Slides / Outline Pane
a. Click on the slide you wish to move, to select it.

Drag the slide to the new location.

b
c. Ahorizontal line appears as you drag the slide. When the horizontal line is in the correct location, release the mouse.
d

The slide moves to the new location.

 Drag highlighted

slide to new location
‘Horizontal line
indicates new

location. Release
mouse to move
/ the slide.

Figure 17.
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Setting up the PowerPoint Slide Show

Slide Transitions - Choose a Slide Transition

1. Click on the Transitions tab of the ribbon to access the slide transition options. The most common slide transitions
are shown as icons on the ribbon.

2. Click the drop down arrow to see the complete list of transitions available, or scroll through the list, one row at a
time.

With PowerPoint 2010, you have the ability to see the transition effect on the slide by hovering the mouse over the
transition choice, prior to making your selection.

Click the drop down amrow for more transitions

Many transition choices are available

T e L‘
l,mﬂ Insent o-.-1 tansons | T Shoe Show Renew View 931
Subtie

S = = 4 - u I
None Cut Fade Puth Wipe Sput Feiea Pando
o Excting
¥ - L '3 @] s a
Dussodve ChecherDoMd Banas Ootk Rpogle MoneyOmd GAtter Vol
A O = =
Cube Doors L0 Joom
Dynami Content
i - = d a a =
Pam Ferns Wheel Conveyor Rotate Wndow Ordat 1y Thvough
Figure 18.
There are several options that you can choose to add to your PowerPoint 2010 slides.
e Sound e Duration e Whether to apply to this slide or Apply to All
o How to advance the slide e on mouse click e or automatically after a set number of seconds
: _—
: , i s Sound: [NoSound] ~ Advance Slide
x , s TR
] A O Duration: 0150 | v OnMouse Click
fash P ect = — -
: 7 Options = sad Apply To All After: 00:00.00 -
| . Timing

Options for transitions
Figure 19.

= 14 =




Chapter - 4

Excel-2010

There are Many Sound Effects to Choose From

Sound effects can be effective if applied wisely to PowerPoint
slide transitions. For example -- a presentation that is about the in-
creasing sales figures might be effective with a cash register sound
effect on a slide transition (Figure 20).

There is also an option to Loop Until Next Sound which you can
apply to the slide transition.

Previewing your Show

The Slideshow tab will let you set up how your show will progress.
First you may want to preview your raw show to see if the slides seem
in the proper order and if you like the transitions.

To preview, click the Slideshow tab and select either From Be-

Advance Shide

+J e Souna: [No Sound] .E.

- W Duratiol [No Sound) -~
Effect .
s “pp., Te [Stop Previous Sound) o
Applause

Transition sound
options -

~rrow -
Gomb

Breeze
Camers

Cash Register
Chime

Chick

Coin

Drum Roll
Explosion
Hammer
Laser

Push
Suction
Typewriter
Check this voltage
option to keep Whoosh
sound wind
repeating Other Sound v

ginning (to see shoW from the ﬂst slide f)n) or From Current Slide (to Figure 20.
see show froma slide selected in the Slide Pane onwards).
AE] A Ll : Presentationl - Microsoft PowerPoint - q
 ——
Home Insert Design Transitions Animations Slide Show Review View
T 'Y - . — 7‘ o v Play Narrations &) Resolution: Use Current Resolution
» T ® F S 0 G
From From Broadcast Custom Set Up Hide Rehearse Record Slide
Beginning Current Slide  Slide Show Slide Show~ = Slide Show Slide  Timings Show~ ¥ Show Media Controls Use Presenter View
Start Slide Show Set Up Monitors
=" —
Figure 21.

Using the Set Up Show feature to create the delivery of your show

Set Up Show
Show type Show slides
@ Presented by a speaker (full screen) Al
Browsed by an individual (window) @ From i *|To: |6 2
Browsed at a kdosk (full screen) Custom sho
Show options Advance slides
| Loop continuously until ‘Esc’ Manually |
Show without parration @ Using timings, if present
| Show without animation Multiple monitors |
Laser ponter color: | I v  LororrMonte
- - -
’ Show Presenter View
To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse
button.

Figure 22.

The easiest way to set the slide timings is to rehearse and time your PowerPoint presentation by progressing through
the slides as if you were seeing them for the first time. As you click the mouse to advance the slides, PowerPoint can record

the timings on the slides for you.

= 15 =
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Saving and Distributing your PowerPoint Show

Name and save your presentation As with any software program, it is a good idea to name and save your presentation
immediately and then to save your changes frequently while you work:

Click the File tab.
Click Save As, and then do one of the following:

For a presentation that can be opened only in PowerPoint 2010 or PowerPoint 2007, in the Save as type list, select
PowerPoint Presentation (*.pptx).

For a presentation that can be opened in either PowerPoint 2010 or earlier versions of PowerPoint, select PowerPoint
97-2003 Presentation (*.ppt).

On the left-hand pane in the Save As dialog box, click the folder or other location where you want to save your
presentation.

In the File name box, type a name for your presentation, or do nothing to accept the default file name, and then click
Save.

There are other formats to which you can save if you are not sure whether your end users have access to
PowerPoint. These include PDF and video.

Printing your show for handouts

To set your printing options (including number of copies, printer,slides to print, number of slides per page, color
options, and more) and then print your slides, do the following:

Tip :

Click the File tab.
Click Print, and then under Print, in the Copies box, enter the number of copies that you want to print.
Under Printer, select the printer that you want to use.

If you want to print in color, be sureto select a color printer.

Under Settings, do one of the following:

To print all slides, click Print AllSlides.
To print one or more slides that you selected, click Print Selection.

Follow these steps to create a CD to present your slide show on another computer.

Open the presentation that you want to copy, or, if you are working with a new presentation that has not been saved,
save the presentation.

If you want to save your presentation to a CD, rather than to a network or to a local disk drive on your computer,
insert a CD into the CD drive.

Click the File tab.
Click Save & Send, click Package Presentation for CD, and then in the right pane, click Package for CD.
To choose the presentations that you want to copy and the order in which you want them to play, do the following:

To add a presentation, in the Package for CD dialog box, click Add, and then in the Add Files dialog box, select the
presentation that you want to add and click Add. Repeat this step for each presentation that you want to add.
Repeat this step also if you want to add other related, non-PowerPoint files to the package.

If you add more than one presentation, the presentations will appear on a Web page that lets you navigate to the
contents of the CD in the order in which they are listed in the Files to be copied list in the Package for CD dialog
box. To change the order, select a presentation that you want to move, and then click the arrow buttons to move the
presentation up or down in the list.

To remove a presentation or file from the Files to be copied list, select the presentation or file, and then click
Remove.
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Save your presentation as a video

Why turn your presentation into a video?

When you want to give a high-fidelity version of your presentation to colleagues or customers (either as an e-mail
attachment, published to the web, on a CD or DVD), save it and let it play as a video. It is also anexcellent format to
include in Blackboard or post on YouTube.

In PowerPoint 2010, you can now save your presentation as a Windows Media Video (.wmv) file, and distribute it
confidently, knowing that your animated, narrated, multimedia presentation will play without a glitch. If you do not want to
use the .wmv file format, you can use a preferred third party utility to convert your file to another format (.avi, .mov, etc).

Create your presentation

1.

S

(Optional) Record and time narration in a slide show and Turn your mouse into a laser pointer.

Save the presentation.

On the File menu, click Save & Send.

Under Save & Send, click Create a video.

To display all video quality and size options, under Create a video, click the Computer & HD Displays down arrow.
Do one of the following:

e To create a video with very high quality, yet a large file size, click Computer & HD Displays.

e To create a video with a moderate file size and medium quality, click Internet & DVD.

e To create a video with the smallest file size, yet low quality, click Portable Devices. Click the Don't Use Recorded
Timings and Narrations down arrow and then, do one of the following:

7. If you did not record and time voice narration and laser pointer movements', click Don't Use Recorded Timings and

Narration.

? Tip The default time spent on each slide is set to 5 seconds. To change that, to the right of Seconds to spend on each

slide, click the up arrow to increase, or the down arrow te-decrease the seconds.

8. If you recorded and timed narration and pointer movements , click Use Recorded Timings and Narrations.
9. Click Create Video.

10. In the File name box, enter a file name for the video, browse for folder that will contain this file, and then click Save.

You can track the progress of the video.creation by looking at the status bar at the bottom of your screen. The video
creation process can take up to several hours depending on the length of the video and the complexity of the
presentation.

11. To play your newly-created video, go to the designated folder location, and then double-click the file.

ros0ft PowerPoint ™

Home Insert Design Transitions Animations Shide Show Review View

i save K
Save & Send Create a Video
B saveas
8 Create a full-fidelity video from this presentation that can be distributed by using a disc, the Web, or e-mail.
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3 Close
0 Save to Web Preserves animations, transitions, and media
Info
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Figure 23.

==




RKMSWS Chapter ~ 5 Excel-2010

Bibliography

1. A Beginner's Guide to PowerPoint.pdf
2. 1388040393.6456power point 2010.pdf




