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Mac Guide: Microsoft Powerpoint 2011
Powerpoint Basics

Microsoft PowerPoint is an electronic presentation program that helps people present a speech
using a collection of slides. A PowerPoint presentation is a collection of slides that can be

used to create oral presentations
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This is the standard first slide of a PowerPoint presentation.
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Inserting a New Slide

Home >> New Slide
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Choose the Layout required, layouts are pre-set, but can be customised as needed.
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Views

There are five different views in Powerpoint;

Normal

Slide Sorter
Notes page
Presenter view
Slide show

Each view is used for a different step in creating your Powerpoint presentation.

Normal View

View >> Normal

This view is used when creating and designing your slides.
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NB: This view can also be altered using the icons at the bottom of the page on the task bar.
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Selecting a Slide
To select a slide, click the slide in the slides panel (a thick borderline appears around the

slide).

Slide Sorter View
View >> Slide Sorter

This view is good to use when organising your slides. Use when you want to delete, copy,
paste or move your slides.
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Deleting a Slide

Select the slide you would like to delete and press the Delete key on the keyboard OR right
click on the selected slide and select Delete slide from the menu.

Copying a Slide

Select the slide you would like to copy, right click on the selected slide and select Copy from
the menu

Pasting a Slide
Position your cursor where you want to paste your slide (eg. Between slides 6 & 7) Cmd + v

Moving a Slide

After creating a PowerPoint presentation you may decide to change the order of your slides.
Select the slide you wish to move (a border will appear around the selected slide), and drag
the slide to where you want to reposition it and drop it into position. The slide humber
sequence will automaticaly update.

Slide Show
View >> Slide Show
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This shows your presentation in full screen. It can also be used to check any animations,
transitions or timing at the final stage of preparation for your presentation.
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NB: Press esc key to return to normal view.
Notes Page

View >> Notes Page
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NB: You can add and view your notes for each slide.
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Mac Guide: Microsoft Powerpoint 2011
Inserting a Graph

Inserting a Graph from Excel
Select the slide you are going to place the chart on
Insert << Chart OR Select the Chart icon on the slide
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An excel window will open, so that you can edit/enter the data in your chart.
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NB: If the table disappears, Right Click on your chart << Edit Data and the table will
appear again.
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NB: To change your chart type, choose Charts << Chart Layout << Format
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Mac Guide: Microsoft Powerpoint 2011
Inserting a Diagram

Inserting a Diagram using Smart Art
Select the slide you are going to place the Smart Art on
Insert << Smart Art or Select the Smart Art icon the slide
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Click on the objects within the diagram to edit them.
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NB: Right click on the objects to change their properties.

Want more information?
n 974 8000 ext 6045

y tWiSt@eit.aC.nZ EASTERN INSTITUTE OF TECHNOLOGY
TE AHO A MAUI




LIBRARY AND LEARNING SERVICES | MAC POWERPOINT - INSERTING A SOUND
www.eit.ac.nz/library/ls_computer_mac_pptsound.html

Mac Guide: Microsoft Powerpoint 2011
Inserting a Sound

Inserting a Sound into your Powerpoint Presentation

Select the slide you are going to place the sound onto
Insert << Audio << Audio from File
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When you click on the sound icon, your sound will start playing automatically.

Academic (. Study Skills
Learning \J Workshops
Advisors

Drop
In

To move your sound icon out of the middle of your presentation >> Click on the icon >>
move it to where you would like it placed.

Academic Study Skills
Learning Workshops
Advisors

Q




LIBRARY AND LEARNING SERVICES | POWERPOINT - INSERTING A SOUND

To change the playback of your sound

Click on Format Audio on the Ribbon << Audio Options << Start dropdown box <<
select Automatically, On Click or Play Across Slides

® 00
PEOBE® $ 00 e @ B dy s @
# Home Format Audio . Themes . Tables . Charts . SmartArt
Preview : Audio Options : Adjust
3 v Automatically e | ~ (wmppl | - :=.=
@ On Click L IMC DO - Shag

: 5
Play ﬁ Play Across Slides rections Recolor Filters Baﬁgr?}?nd Crop

If you choose Automatically, your sound will play straight away.
If you choose On Click, you will need to click on the sound icon.

If you choose Play Across Slides, when you click on the sound icon your sound will continue
to play across all slides.
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Mac Guide: Microsoft Powerpoint 2011
Inserting a Movie

Inserting a Movie into your Powerpoint Presentation

Select the slide you are going to insert a movie into

Insert >> Movie >> Movie from File
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Shape...
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Browse for your Movie >>Insert
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To Change the Playback of your Movie
Click on the Format Movie tab
Click on the Start dropdown box
Choose between Automatically or On Click
Automatically will play your movie clip straight away
On Click means you have to click on you movie clip to get it to play

Insert Format Arrange Too

Format Movie

Preview Maovie Options g Adjust

® mem= @ g

Play % Playback Options Reset

Play the movie automatically, or when clicked [2P

Inserting a Video from YouTube

The safest way to use a video from YouTube is to hyperlink it to your slide; do not embed the
file as this can breach the Copyright Act 1994.

Find the video you want to link to
Click in the address bar, to copy your video link

ano ROLLIN ° SAFARI - what if animals were round? - YouTube

iq i“i“ +In hitps @ www.youtube.com /watchPve=yItJEdSAHw

Press Cmd C (copy) OR Right click and choose Copy

ano ROLLIN " SAFARI - what if animals were
| > | (2] O hitps & m.mmmjmm'"apen URL
. Look Up “www.youtube.com/watch?v=_"
Youll) ™~ =- fat crocodile movie Search with Google

Cut

Paste

Spelling and Grammar
Substitutions
Transformations
Speech

Share

YyYYYYY

Add to iTunes as a Spoken Track
Add to Reading List
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Go back to your PowerPoint slide
Click where you want to place your video link
Press Cmd V (paste) OR Right click and choose Paste

INSerting a Video from YouTube

@ Creating a link to a YouTube video;

https:/ /www.youtube.com/watch?
v=yIt]JEASAHw

Highlight the link - https://www.youtube.com/watch?v=yItIJEdSAHw

Elps: / /www.youtube.com/watch?
v=yItIJEdSAHwW

Right click on the link and choose Hyperlink

https:/ / www.
Copy
N =}-T] Paste

Save as Picture...

Exit Edit Text

Font... ®BT
Paragraph... M
Bullets and Numbering...

Convert to SmartArt

Look Up
Translate...

Format Text...
Format Shape...

STRS--. . ] Slide 5 of




LIBRARY AND LEARNING SERVICES | INSERTING A MOVIE

The following dialogue box will appear;

Insert Hyperlink

Link to: || |

Display: | https: f fwww.youtube com /watch?v=ylt| EdSAHw |

| ScreenTip... |
Document | E-mail Address |
In the Link to box, enter the address (URL) of the Web page that
you want to link to.
iE .  Anchor:
| | Locate...
If you want to link to a specific location (anchor) within the Web
page, enter the name of the anchor above or click Locate to find it
| Cancel | oK
Copy (cmd c) the YouTube link from the Display box
Insert Hyperlink
Link to: | | [+
Display: Ihttps:f,hmu.\ruumhe‘mmM-atch?v-vltl_lEdSAHw I
| ScreenTip... |
Paste (cmd v) the YouTube link to the Link to box
Insert Hyperlink
Link to: |https:,.",Fwww.yn-utube.cnm,n’watch?\r=ylt|,IEd5AHw | [+
Display: I I

| ScreenTip... |
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Type the text you want to appear as your link in the Display box

ST— SORIT— D A1 T2 SO —— O——

Link to: |https:wa.',routube.cnm,fwatch?v=yrltl_lEd5AHw |

Display: |H‘.ﬂl|in Safari - What if Animals were Round® |

[ ScreenTip... ]

INSerting a Video from YouTube

@ Creating a link to a YouTube video -
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Adding Action Buttons to your Presentation

By adding action buttons to your presentation you can tell amovie or sound to play
at a specific time or you can use an action button to navigate to another slide in your
presentation. e.g. Home

Action Buttons

Insert >> Shapes >> Action Buttons

Format : Slide Show :

T play

-

*, Lines and Connectors
Rectangles

ﬁ Basic Shapes

‘E} Block Arrows

%= Equation Shapes

T‘%@' Flowchart

ﬁ Stars and Banners

@ Callouts
[ Action Buttons

m

LAY Y Y Yy v vy

E & B2 6
(=] ] [ia] [oa]
] (] (4] [=]

4

Shape Browser...

Choosing a button

Once you have chosen your button you will notice the mouse pointer has changed to a +
Move your mouse onto your slide and click and drag to make your button
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The action button dialogue box will now show, this enables you to choose the settings you

want for your button

Action Settings

[T mouse Over |

Action on click

() None
(=) Hyperlink to:
| First Slide

(") Run program:

Seleck...

Run macro:

Object action

"] Play sound:

[No Sound]

1 Highlight click

| Cancel | oK

Choose which tab you want to use; Mouse Click or Mouse Over

Action Settings

Action en elick

() None
(=) Hyperlink to:
[ First lide

(") Run program:
Select...

Run macro:

Object action:

[_| Play sound:
[No Sound]

/| Highlight click

| cancel | oK

Choose which action you want and click OK

Action Settings

Mouse Over |
Action en elick
() None
(=) Hyperlink to:
|_First Slide ¢

() Run program:

Select...
Run macro:
Object action
() Play sound:
[No Sound|
7 Highlight lick
[ cancel | oK

n Want more information?
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Mac Guide: Microsoft Word 2011
Saving your Document

Saving your Document

It is good practice to save your document before you start working on it, and to save it
periodically as you continue to add to it, to minimise work lost if something goes wrong.
Where you save your document depends on where you are working on it.

Personal Computer at home: "My Documents” on the C: Drive

EIT: H: Drive (never save to the desktop as this is reset every
time the computer is re-started)

Home & EIT: USB Memory Stick

NB: As a precautionary measure it is also good practice to also email your document to
yourself so there is always a retrievable copy if there are problems with the other copies.

Saving a New Document to your H:Drive

The first time you save a new document at EIT you need to select where save it. This will
always happen when you are working on new documents.

Click on Save >> The Documents folder is the default drive to SAVE to at EIT >> Please
DO NOT SAVE HERE!

You could lose all of your hard work, because the Documents folder at EIT is for
TEMPORARY STORAGE ONLY!

‘®@ oo - [F] Document3 i

o - aElE s e - e W F - | #R ok ] @ Q- search in Document >
| | & Home | taveur | Dacument Elements | Tables | Charts | Smartart | Review | |~ %=~
Sfave this document |

2 [-]|aeac] a2 G

Styles B Insert . Tnemes

dE¢| AaBbCcDdE( AaBbCcDi| AaBbCcDdE

1B 1K . Ak,

Want more information?
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Save As:  Saving \z|

Tags:

EIDE

m |[:Ii|Du(uments ¢| Q,
FAVORITES (] Final Cut...ocuments
o Chats
% Applications !
#x (] Microsoft User Data
Ll peskigp

il Documents
0 Downloads

SHARED
[ tarfs01 =
AL

Format: | Word Document {.docx) :

Description

The XML-based format that Word documents are saved in by default. Cannot store VBA macro code.

Learn more about file formats

| Options... | | Compatibility Report... | Compatibility check recommended

™ Hide extension | New Folder | | Cancel |

You need to change to your H: Drive, using the following steps
1. Click on tarfsO1

2. Click on DATA

3. Click on Users

4. Click on HomeDirs

5. Click on your name

Save As: |Saving (=]
Tags:
[=i» ][22 [ = M) (G rtwebster 3 a
E_J
FAVORITES ‘:\ Users ’ - [T pe—— ’ - T e, o 2014
% Applications ~ - €l HoemeDirs ' 9 - om 2015 ’
= - P 8BS [ - Curriculum vitae.dotx
(el s (] TSUserProfiles - Doc Shoulder. pdf
[ Documents e Doc Shoulder.pub
&) Downloads Connected as: twebster = x(umenl Themes L
cuments
Dissennect EIT_tweb...humb.jpg
PP e | »~ FitnessProgram.xitx
%‘DATA b) - IMG_0831.JPC
[l ogacofts - (=] I;:ve.conteni »

Before you save your work, create a New Folder to keep your H: Drive tidy.

Format: | Word Document {.docx)
Description

The XML-based format that Word documents are saved in by default. Cannot store VBA macro code

Learn more about file formats

Options... Compatibility Report.. Compatibility check recommended

[~ Hide extension ¢ —-‘-~’

Samm=

| Cancel | | save



LIBRARY AND LEARNING SERVICES | SAVING YOUR DOCUMENT

Click on the New Folder icon and the following will appear in your H: Drive;

Save As: | Saving [=]
Tags:
[ai»]|[=8 [ = ol [ G wwebster =
e [ users » [ Groups s acl_txt 3 2014 =
+#% Applications New Folder er - E@ zo1s ) »
1 Curriculum vitae.dotx
[&] Deskrop S - - . Doc Shoulder.pdf
@ Documents rarfso1 i e i Doc Shoulder.pub
€» Downloads Connected as: twebster 7] Document Themes
(] Documents
SHARED D= connecy & EIT_tweb...humb_jpg

FitnessProgram.xitx

tarfsoL (i CertEnroll | Cancel | Create

B2 All.. 2] DATA -
o Homedirs "

&+ IMG_0831JPGC
[ LiveContent
LLR==i VP 7

Format: | Word Document (.docx)

Description
The XML-based format that Word documents are saved in by default. Cannot store VBA macro code

Learn more about file formats
Options. .. Compatibility Report... Compatibility check recommended
-—
- -— -—
¥ Hide extension § | o B} | cancel | | Save

Give your New Folder a relevant name e.g. ITHD6.240 << Click create

Mew Folder

Name of new folder:

ITHD6.240|

.

| Cancel | wl
- -
Create a name for your file
| - e |
¢ Save As:)Saving at EIT [«]
~ - —
Tags:
| ;
BRI | | C1ITHD6.240 aal Q :
Click Save.
| Options... | | Compatibility Report... | Compatibility check recommended
PSRN
™ Hide extension | New Folder | | Cancel ||l
\ L4
S

NB: If you are at home or are using a USB to save a new document, make sure it is saving to
the right location as mentioned above.
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Opening and saving an edited document

Browse to the location of your document and open your document. It will open up in Word
automatically.

Once you have finished making your changes to your document click on the save icon at the
top.

‘® oo L d % Document3 =
i @'E'@g P A B P I e S o S | (< gy [100% =] (@) (Q~ (search in Document
|| » vome | savour | Document Elements | Tables | Charts | SmartArt | Review | ~ T~
&ave this document | Seyies s e
= =
.

Cambria Body) |+ |[12  [~|| A« | A~ &~ || 2 [aa AR~ = " — Aat).
’ .AaBm:cnuEJ AaBbCcDAE AaBbCCD( AaBbCeDdE:| A= - &- == BES :

B X |U[-[sc| &A% Az | A |-/ |- Normal No Spacing Heading 1 | TextBox Shape  Picture  Themes -

Bt T B Bt A AP B 1M

If you cannot see the Save icon on the toolbar, you need to show the toolbar at the top of
your document.

Go to View << Toolbars << Standard << Click on Standard and a tick will appear to
show the Save toolbar

(: m1nlert Format Font Tools Table Window # Help
Draft |
Web Layout \ayout | Document Elements | Tables
Qutline | Font :
+ Print Layout Ix][12 [+]|As|A~|| &5~

Notebook Layout

Publishing Layout ‘Pf A Ao | A

Focus
 Ribban., NER | e
Toolbars > Standard
SideBar > ormafting
Message Bar
Database
Media Browser ~%EM EndNote X7
Toolbox Customize Toolbars and Menus...
0 Styles ——
E Citations
{2 Scrapbook

il Reference Tools
% Compatibility Report

v Ruler
Header and Footer
Footnotes
Master Document
v Markup
Reveal Formatting
Zoom...
Enter Full Screen ~82F

Want more information?
yp 274.8000 ext 6045 & erm

tWiSt@eit.aC.nZ :ASTERN INSTITUTE OF TECHNOLOGY
TE AHO A MAUI
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www.eit.ac.nz/library/ls_computer_mac_savingusb.html

Saving @ EIT
Saving to a USB Memory Stick

Saving to a USB Memory Stick:

These little devices are great for creating a backup of your work, which you should have just
in case something goes wrong and you lose your work on the computer.

As we have already saved our document using the saving techniques above, we are now
going to use the Save As facility on the keyboard.

Make sure your USB is plugged into a USB port at the back of the computer.

With your document still open >>Press Cmd + shift + 2 on the keyboard and the following
screen will appear;

Save As: How to Save Word documents Izl

Tags: [

Where: | ] MAC_GUIDE B

Format: | Word Document (.docx) =l

Crescription
The XML-based format that Word documents are saved in by default. Cannot store WBA macro code.

Learn more about file formats

| Options... | | Compatibility Report... | Compatibility check recommended

| Cancel | [ Save J

This time we need to select the Lib 5 USB, as shown below;

800 LJLIBS5 e
e H = EIEERICREIEY (Q
'1 LIB 5 F"
FAVORITES Name - Date Modified Size Kind
= All My Files
@ AirDrop
#% Applications
[ Desktop
@ Documents
0 Downloads

DEVICES
e )

[ _I}lemot_e Disc
7Y,

i

SHARED
@ tarfso1 4
B Al

TAGS

@ Red juss

0 items, 3.99 GE available

Want more information?
§p 3748000 ext 6045 & erm

tWiSt@Eit.aC. nz EASTERN INSTITUTE OF TECHNOLOGY
TE AHO A MAUI
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It should be empty the first time you use it

EDIE

FAVORITES Name Y Date Modified Size Kind
= Al My Files
? AirDrop
ﬁ Applications
= Desktop
|3 Documents
&) Downloads

DEVICES

Remote Disc
SHARED

@ tarfso1 &

3 All...

TAGS
@ Red

[JuEs

Click on Save;

[ Cancel ](H)

Your document should be saved to your USB.

Once you have finished copying over your documents you will need to safely remove it so that
work copied to it will not be lost.

Close all open documents that you have been working on.
Right click on Eject USB (the name of your USB)

Eject “LIB 5"
Get Info
Encrypt “LIB 5"...
Burn “LIB 5" to Disc...
Duplicate

Make Alias

Quick Look "LIB 5"

Copy “LIB 5”

Clean Up Selection
Show View Options

Tags...
o9 90 00@®

Folder Actions Setup...
Reveal in Finder
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