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Microsoft Powerpoint 2016
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.

This is the standard first slide of a PowerPoint presentation.

Click to add title

Click to add subtitle

Inserting a New Slide

Home << New Slide

Presentation2 - PowerPoint

ile e ign ransi Animations Slide Show i i Developer EndNaote X7 ACROBAT Q Tell me what you want to do...
) [ 2 -
) A
E il o 2Ol ase D EDABBS T Do LR
Table Pictures Online Screenshot Photo Shapes SmartAt Chart ',Myﬂddrms - | Hyperlink Action = Comment Text Header WordArt Date & Slide Object Equation Symbol  Video Audio  Screen Embed
A Pictures - Album ~ Box & Footer - Time Number A A - Recording  Flash
s Tables Images Tllustrations Add-ins Links Comment its Text Symbols Media Flash ~
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Choose the Layout required, the layouts are pre-set but can be customised as
needed.

File Home w Design Transitions
Q FH o bd @e BT

Table Plcturﬁ Online Screenshot Photo St
Slld@ - Pictures - Album =

Office Theme

- | {
Title Slide Title and Content Section Header
Two Content Comparison Title Only
Blank Content with Picture with
Caption Caption

Duplicate Selected Slides

Slides from Outline...

O

Reuse Slides...

Selecting a Slide

To select a slide, click the slide in the slides panel (a thick borderline appears around
the slide).

fions  SideShow  Review  View  Developer  EndNoteXs  ACROBAT  Q Tell mewhatyouwanttodo
¥ Cut j [Eayout~

o copy - £ Reset

as ) § aee A
S Fomat Painter | gpe. GSection- 1 U S

Powerpoint Basics

Views
There are four different views in Powerpoint:
e Normal

e Slide sorter
e Notes page
e Slide show

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

View >> Normal
This view is used when creating and designing your slides.

[E) B8 B o

NB: This view can also be altered using the icons at the bottom of the page on the
task bar.

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.

Powerpoint Basics.pptx - PowerPoint

D] Developer  EndNoteX7  ACROBAT @ Tell mewhat you want to do.

= Grayscale

ile nimations o i
™
e = EIEEEENER G A
Gridlines jm} 3 Cascade
Normal Outlind otes Reading  Shide Handout Notes Notes | Zoom Fitto New Switch  Macros
" Guides Window i Black and White  \yindow [0 Move Split  Windows~

Pres: s Master Views show. Zoom Coloy/Grayscale Window

Powerpoint Basics

Deleting a Slide

Select the slide that 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. You can also highlight the slide and hold control and the D key
to duplicate the slide.
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Pasting a Slide
Position your cursor where you want to paste the slide (eg. between 6 & 7)
<< Ctrl +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 the
position. The slide number sequence will automatically update.

Slide Show
Slide Show >> From Beginning

Click to add subtitle

It 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.

Powerpoint Basics
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NB: Press ESC key to return to normal view.

Notes Page

View >> Notes Page

int Basics.pptx - PowerPoint

Format Background S
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reset gradients @~
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Type Linear -
Direction -
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Gradient stops
4 L= (9] [
Color £
Positi I
Transparency |
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NB: You can add and view your notes for each slide.

Want more information?
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Microsoft PowerPoint 2016
Inserting a Chart

Select the slide you are going to put the chart on;
Insert >> Chart

Presentations - PowerPoint

jons  SlideShow  Review  View  Developer  EndNoteX7  ACROBAT

HE BLd o B B as QF D EDABDY T O OO .0 T

New  Table Pictures Online Screenshot Photo  Shapes Sma @My Add-ins - Hypedink Action | Comment  Text Header WordArt Date& Side Object Equation Symbol Video Audio Screen  Embed
Side~ Pictures Abum~ - x &Footer ~  Time Number - © - Recording Flash

Slides | Tables Images Tiustrations Add-ins Links Comments Text Symbols Media Fiash ~
1

Choose the type of chart you want to use >> OK
merc R e

e\ [ B2 (B8 a8 09

Column

Line Clustered Column

ChareTive
.
Area N
XY (Scatter) : I I II I
Stock IR ——
Surface [
Radar

Treemap

Sunburst

Histogram

Box & Whisker

Waterfall

EERFGAXBEREEMe X E

Combo

( oK )| cancel

An excel window will open, so that you can edit/enter data in your chart

1 Series1l  Series2  Series3

2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 =
6

7

4

NB: If the table disppears, right click on your chart >> Choose Edit Data and the table will
appear again.

: ion?
n Want more information? @ EIT
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k. N4
e Dot Area -
Fill — Cutline

Delete
s3] Reset to Match Style
Il Change Chart Type...
Ig Save as Template...

» (G EditData

Ep';] Edit Data in Excel
!34 Format Plot Area... |

NB: To change your chart type, right click on your chart >> Choose Change Chart Type
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Microsoft PowerPoint 2016
Inserting a Sound

Select the slide you are going to insert your sound into.

Insert << Media << Audio << Audio on My PC

Presentation2 - PowerPoint

Animations Slide Show Review View EndNate X7 ACROBAT

’_z‘;‘ rl:l II il store

Transitions

M o d @

Q Tell me what you want
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Developer
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New Table  Pictures Online Screenshot Photo  Shapes SmartArt Chart 3 My Add-ins ~ Hyperlink Action  Comment  Text Header WordArt Date & Slide  Object Equat\nn Symbol | Video Screen
Slide ~ < Pictures © Album = © Box & Footer - Time MNumber < Recording
Slides | Tables Images Tllustrations Add-ins Links Comments Text Symbols o)
1 Record Audio...
_—-
EI Insert Audio 28
m » Libraries » Music » Sample Music - || Search Sample Music

0 @

Organize « New folder 3== -

Music library

Sample Music

[# Microsoft Powe—

Arrange by:  Folder +

-

[ Favorites

B Desktop
4 Downloads
=l Recent Places

Name

|| Kalimba.mp3
4 Maid with the ...

|4 Sleep Away.mp3

Contributing ...

Mr. Scruff

Richard Stolt...

Bob Acri

Album

Ninja Tuna

Fine Music, Vol...

Bob Acri

Title

Kalimba
Maid with the Fla...
Sleep Away

4 Libraries
5| Documents
&' Music
J My Music
, Public Music
. Sample Mu
| Pictures
2 videos

File name: ’Audio Files (*.adts;*.adt;*.aac;”. v]

:
e

Want more information?

974 8000 ext 6045
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When you click on the sound icon your sound will start playing automatically

o O
0—0%0
<

>

> 00000 <)

To move your sound icon out of the middle of your powerpoint>> Click on the icon >> move
it to where you want it placed.

a

}‘ 4 > oo 4

To change the playback of your sound:

Click on the Playback tab << Start dropdown box << select Automatically or On Click,
you can also tick the box Play Across Slides

H ©- & Presentation2 - PowerPoint Audio Tools

File Home Insert Deesign Transitions Animations Slide Show Review View Developer EndMote X7 ACROBAT Format

-y : v ] i (=
’ ’_T+ *D Fade Duration I Start: | On Click P e S ‘ *J.
o o B - ol FadelIn: |00.00 : e III Play A Automatically ¥ et
ay lemove rim - olume . Fimerted] e v o ay in
Bookmark Bookmark | Audio Il Fade Out 0000 7 - Loop On Click HvE Style Background
Preview Bookmarks Editing Audio Styles

If you chose Automatically, your sound will play straight away.

If you chose On Click, you will need to click on the sound icon.

If you chose Play across slides, when you click on your sound icon your sound will continue
to play across all slides.
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n Want more information? @ EIT
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Microsoft PowerPoint 2016
Inserting a Video

Select the slide you are going to insert a video into.
Insert >> Video >> Video from my PC

Presentation3 - PowerPoint = —
Signin S Share

EndNote X7 ACROBAT Q Tell me what you want to do...

Transitions  Animations  SlideShow  Review  View  Developer
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< _Video on My B>
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Browse for your video >> Insert

El]nsert\ﬁdeo
@@ . » Libraries » Videos » Sample Videos - earch Sample Videos R
=~ 0 @

Organize = MNew folder
Videos library
o - Arrange by:  Folder =
» Favorites Sample Videos T
B Desktop

& Downloads 1 [

£l Recent Places E

- Libraries WMV

| Documents wildlife.wmv
&' Music
[ Pictures
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. Public Video

. Sample Wic

-

M Comniter
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File name:  Wildlife.wmy
Tools '< Insert vP Cancel
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Presentation3 - PowerPoint

SideShow  Review  View  Developer  EndNoteX]  ACROBAT  Format Q Tell me what you want to do..
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i Format Video &3
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4 Video
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To change the playback of your video:

Click on the Playback 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 your movie clip to get it to play

H - ! Presentation3 - PowerPoint Video Tools

File Home Insert Design Transitions Animations Slide Show Review View Developer EndNate X7 ACROBAT Format

: : i 3 ‘ﬂ& i E
’F E rade buration ‘ ) polek S81_| Loop until Stopped
Pl Add Tit [ Fadeln: 0000 3 ot PlayFi Automatically
ay nm - olume ) . - -
Bookmark Video [F] Fade Out: (0000 3 . Hidewon Click Rewind after Playing

Preview Bookmarks Editing Video Options

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

@ https://www.youtube.com/watch?v=tQicwstinOA L - & || @ Microsoft PowerPoint 2016 ...

File Edit View Favorites Toels Help

<% [@ Suggested Sites ~ staffnet G Google £]Web Slice Gallery » Bi - B -2 @ ~ page~ Safety~ Tools~ @
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Press Ctrl C (Copy) OR Right click and choose Copy

File Edit View Favorites Tools Help
72 [ suggested Sites ~ [] staffnet & Google &) Web Slic C. E
NZ .
YouRIh: how to use powerpoint Paste
Delete
Select All

Right to left Reading order
Show Unicede control characters

Insert Unicode control character 3

Open IME

. Reconversion

Go back to your PowerPoint slide
Click where you want to place your video link
Press Ctrl V (Paste) OR Right click and choose Paste

£ Find
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Q@ Shapefects | Iy seect=
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% Paste Options:
[ Layout
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# Gidand Guides
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Highlight the link - https://www.youtube.com/watch?v=tQicwstinOA

Right click on the link and choose hyperlink

Presentation3 - PowerPoint " [

Inset  Design  Trenstins  Animations  SideShow  Review  View  Developer  EndNoteX7  ACROBAT  Format  Q Tellmewhatyouws Signin £, Share
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Clipboard 5 Siides Font 5 Paragraph 5 Drawing 5 Editing S
i Format Shape e
- Shape Options  Text Options
GO
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z © Nofill

Solid il
Gradient fill
Picture o testure fill
Patier il
Slide background fill

4 tine
Here is a useful video: ® Notine
— Solid line
Gradient line
O o
© https://www.youtube.com/watch?/=tOirwstinOA
O — — ~Ot X Cut

B3 Copy

% Paste Options:

Exit Edit Text

Nurmbering »

B ComverttoSmantan >

£ smart Lookup
Synonyms »
By Translate
4 Format Tet Effects. 2
& Format shape. @

side20f2 [ English (New Zealand) ZNots Wicomments [§ 25 B T - + + 8% [

The following dialogue box will appear;

( N
Insert Hyperlink | ? 8 |
Link to: Text to display: | https://www.youtube,com/watchv=tQicwstinOA
Look in: =M B o)
4 L 2 | My Documents 1o’
Existing File £ |E| D
or Web Page | Adobe e
e —— Current . [
Folder . Custom Office Templates
Place in This . My Digital Edrt_mns
Document Browsed | . Wy EndNaote Library.Data
Eanes . OneMote Motebooks |
. Outlook Files
Create Mew Recent E N .
Document i Wy EndMote Library.enl II
Address: E
E-mail
Address
- A

Choose Browsed Pages >> select your YouTube video link

Insert Hyperlink

Link to: Text to display: | https:/fwww.youtube.com/watchTv=tQicwstinOA

Ex_ist File ' D

or Web Page https://tpo.googlesyndication.comy/sodar/cTrvMaRi.html - Bookmark...
&.az (W | Microsoft PowerPoint 2016 - Full Tutorial for Beginners [ 14 MINUTE =
Folder | javascript:™
@ Online Guides: Developmental Stages in the Integration of Literatur
Place in This rBill
Document Browsed § http://www.modernsalon.com/cosmetology-industry-resources/digi
Pages https://syndication twitter.com/ijjot
Tagxedo - Word Cloud with Styles
B my eit - Bing
Create New Recent | https://va.tawkto/log-performance/v3
Document Files Home
Building Perfarmance >
@ Address: https:/fwww.youtube.comfwatchiv=tQicwstinOA El
E-mail
Address

[ OK ] ’ Cancel
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The hyperlink will change colour

Here is a useful video:

: 7 :

ghttps:ﬁwww.voutu be.cn{[‘nfwatch?vﬂ[licwstinDA g

You can also edit the text of the hyperlink to make it more relevant >> Right click on your
hyperlink

[:]AllgnTeu‘t' ATLT
=== 7B Convert to SmartArt i) _\'.
Paragraph D ‘%, Paste Options:
ol e
e
Exit Edit Text
A Font.

=% Paragraph..

‘= Bullets v
25 Mumbering »
’E| Convert to SmartArt  »
21 Edit Hyperlink...

&

Open Hyperlink

Lopy Hyperink

SR Remove Hyperlink

D Smart Lockup
Synonyms 3

Here is a useful video: B Trenslate

(?/ 4 Format Text Effects...
.

Calibri(E~ 18 ~| A"

Choose Edit Hyperlink BIUS==A-

The following dialogue box appears

Link to: Text to display: tutorial\rideo|
Look in: | My Documents E D

Existing File

or Web Page | Adabe [ Bookmark... ]
Current .

Folder | . Custom Office Templates

Place in This . My Digital Edrt_lons

Document Browsed |/ Wy EndMote Library.Data

Eages ., OneMote Notebooks

I Outlock Files

|
Create New Recent | E2 i
Document = My EndMate Library.enl

Address: https://www.youtube. com/watchTv=tQicwstinOA IZ|

E-mail
Address

Select Text to display

Type in your text e.g. Tutorial Video
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Here is a useful video:
@

Adding Action Buttons to your Presentation

By adding action buttons to your presentation you can tell a movie or sound to play or you could
use an action button to navigate to another slide in your presentation.

Action Buttons

Insert >> Shapes >> Action Buttons

Presentation3 - PowerPo

Design Transitions Animations Slide Show Review

= B o bd @i BTl ase

MNew Table  Pictures Online Screenshot Photo Shapes SmartArt Chart .’MyAdd-ins - |
Slide ~ = Pictures = Album ~ =
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Equation Shapes
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Flowchart
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Action Buttons
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1

Choosing a Button
Once you have chosen your button you will notice the mouse pointer has changed to +

Move your mouse onto your slide and click and drag to make your button



LIBRARY AND LEARNING SERVICES | INSERTING A VIDEO

The action button dialogue box will now show, this is to enable you to choose the settings you want
to apply to your button.

Mouse Click | Mouse Over

Action on click

) None
@‘ Hyperlink to:

[Next Slide [+]

) Run program:

| | | Browse... |

Run macro:

Object action:

[-]
| [-]
-]

Flay sound:
[Ne Sound]
[Z] Highlight dick

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

Choose which action you want and click OK

- 4
Action Settings [ ? % I
| Mouse Click | Mouse Over |

Action on click

Mouse Click | Mouse Qver

Action on click

) MNone h
@ Hyperlink to: ) None
Mext Slide

@ [Next Slide
Previous Slide
First Slide

Last Slide

Last Slide Viewed
End Show
Custom Show...
Slide..,

@ Hyperlink to:

Play sound:
[Mo Sound]
[¥] Highlight glick

.| Other PowerPoint Presentation...
Other File...

| ok

NB: If you choose ‘URL’ you can make the button be a hyperlink to a youtube video
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Microsoft PowerPoint 2016
Inserting SmartArt

Select the slide you are going to put the SmartArt on;

Choose Insert >> SmartArt

Presentation3 - PawerPoint

File Home JNGESY View  Developer  EndNoteX?  ACROBAT @ Tell mewhat you want to do.

I:ID’__‘I;IE+E]@:‘PI:||IﬁS‘°“ EJD'qF@EI@T[ m‘))-w -‘;

New  Table Pictures Online Screenshot Photo  Shapes SmamtArt Chart g npy Addins - Hyperink Action | Comment — Text Hesder WordArt Date& Siide Object Equation Symbol  Video Audio Screen  Embed
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Slides | Tables Images Tlustrations Add-ins Links Commen its Text Symbols Media Flash ~

Choose a SmartArt graphic >> OK

E
e Dm —— - -
(&[] ———— —
ce OO —
E -
= = g N—

Relationship -
Matrix c ==
:

Pyramid
Basic Block List

Picture o-6-@ Use to show non-sequential or grouped

blocks of information. Maximizes both
=]
2|2

e E s §

Office.
Ice.com harizontal and vertical display space for

shapes.

Type your text here X

o [Ted]
* [Text]
* [Ted]
* [Text]

NB: Right click on the objects to change their properties.
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