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Chapter 1: Getting Started

THE SCREEN LAYOUT
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PRESENTATIONS

A Powerpoint is presentation software developed by Microsoft use to create
slide/visual presentation. Presentations are collections of data and information in the
any form (text, image, video, etc) meant to inform an audience.

MICROSOFT OFFICE BUTTON

o~ 1
(0n) d i
Home Insert Design A

This button allows you to

create a new presentation, S
Open an existing u Aa Aa

presentation, save and save Page Slide EmsEn ST T
as. print. send or close. Setup Orientation ~
Page Setup
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RIBBON

It has nine tabs: Home, Insert, Design, Animations, Slide Show, Review, View,
Developer and Add-Ins. Each tab is divided into groups. The groups are logical
collections of features designed to perform function that you will utilize in developing
or editing your PowerPoint slides.

CLEDL o) - Nirosl P -
o
< Home | Inged Désign animations  Slide Show Révidw Vil Divelopar addilni atrabat
] Layout * y J 1 Find
" L ik ¥
) i Resat - &% Replace =
Paste He B/ Uk &84 Shapes Armange

.
Slide+ 3 Delete o} Seledt

Home: Clipboard, Slides, Font, Paragraph, Drawing, and Editing
Insert: Tables, lllustrations, Links, Text, and Media Clips
Design: Page Setup, Themes, Background

Animations: Preview, Animations, Transition to this Slide

Slide Show: Start Slide Show, Set Up, Monitors

Review: Proofing, Comments, Protect

View: Presentation Views, Show/Hide, Zoom, Window, Macros

Cn A 0)*° Presentation8 - Microsoft PowerPoint Drawing Tools - & X
3
% Home Insert Design Animations Slide Show Review View Format L2l
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Paste New —_ B 7 e 8§ AV - . Shapes Arrange Quick Editing
i u SAA EmaE : Sties- b= ([

Stide = »-

Clipboard '« Mlides Font - Paragraph

Fi

Commonly utilized features are displayed on the Ribbon. Click the arrow at

Drawing

the bottom right corner of each group, to see the features within each
group.
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QUICK ACCESS TOOLBAR

The Quick Access Toolbar (QAT) is a Windows Office feature that contains a set of
predefined or commonly used commands. The QAT is located in the upper left-hand
corner of an Office application. It may be displayed either above or below the ribbon.

Move the Quick Access Toolbar

Ways to move the QAT:

e

e Click Customize Quick Access Toolbar
e Inthe list, click Show Below the Ribbon or Show Above the Ribbon.

— Click to customized Quick
=) @90 & ____-_ Access Toolbar
/| Home | Ingd ‘-wstomize Quick Access Toolbar |,
e Hew L
- [ | & Open i
Paite § Hew 1| Save I
Clipboard " Slides Edmas |
Quick Prirt ‘_,
Print Preview I
I Click to show the command
V| Unde inthe Quick Access Toolbar
v | Redo " and uncheck if youwant to

Slide Show From Beginning remove it.
akat
liti
Show EBelow the Ribban -

Spelling

Klore Commands...

Mipimize the Ribbon il

——— ]

Add a command to the Quick Access Toolbar
Ways to add commands in the QAT:

e On the Ribbon, click the appropriate tab or group to display the command that
you want to add to the Quick Access Toolbar.

e Right-click the command, and then click Add to Quick Access Toolbar on
the shortcut menu.

o The buttons in the QAT cannot be resized.
The Quick Access Toolbar cannot be displayed on multiple lines.
Only commands can be added to the Quick Access Toolbar.
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Location of QAT as follows:

7

{ Da
e Upper-left corner next to the Microsoft Office Button “* (default location)

_@d"'tu]r-

Home Insert Page Layout

e Below the Ribbon, which is part of the Microsoft Office Fluent user interface

B Home Insert Page Layout References
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MINI TOOLBAR

A menu that is shown when a text is selected. It displays common formatting tools,
such as Bold, Italics, Fonts, Font Size and Font Color.
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SLIDE VIEWS

Ways to view the slide:

e Click the View tab.
e Select the Presentation View Normal, Slide Sorter, Notes Page, Slide Show,
Slide Master, Handout Master, and Notes Master.

The Philippine National Police does not endorse any product, brand or service.
This tutorial is for training purposes only and not for sale.

References:
Microsoft Office Excel Help
“Powerpoint2007 Tutorial” from www.fgcu.edu




8 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Powerpoint 2007)

[ 3 L-JF:-‘,I
Home Insert Design Animations Slide Show Fieview Wiew
= — 1] — f i
(=] w2 ) = Faslar X =1
< || | 7 I E I | | &L
=] Gridilines
Mormal] Shide Motes Shkda Slide Handout Motes . ; Zoom  Fil to
Sorter Page Show @ Master Master Master f Window
Presentation Views ShowHide Zoom
El.;\ H9-0 )7 Presentationl - Microsoft PowerPoint
Home Insert Design Animations Slide Show Review View
= CF: i B = —
j,—l 53] Slide Sorter | =) Slide Master v Ruler \_\’ }_ i
f 2] Notes Page __.I Handout Master Gridlines =
Normal 3 N Zoom Fitto Color/Grayscale
1P Slide Show | =] Notes Master Message Bar Window =
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Slide Views

Chapter 2: Creating A Presentation

NEW PRESENTATION

To create a new presentation from a blank slide:
e Click the Microsoft Office Button
e Click New
e Click Blank Presentation

New Presentation rﬂrgl

_Templates 25 = | Blank Presentation
|- Blank and racent
Blank and recent

Instalied Templates

Installed Themes

My tamplates.. r _] 1

Hew from existing...
Blank

Microsoft Office Online Presentation
Faaturad

. Recently Used Templates
Agendas
award certificatas
Content shides
Deasign slides =
Diagrams

Pitchbook

Invitations
Flans
Fresentations

Reports
Resumes and CVs ¥ £ . )

Create Cancel
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To create a new presentation from a template:
e Click the Microsoft Office Button

e Click New
e Click Installed Templates or Browse through Microsoft Office Online
Templates

e Click the template you choose.

New Presentation

Templates - » Intraducing PowerPoint 2007
Blank and recent

Instalied Templates W“\
Installed Themes Click Installed Templates

By templates or Browse through
Mew from ssting... Microsoft Office Online
Miresoft Office Online Templates

Click the tem plate you
choose.

Agendas cPheto Album | Indro umqu ot
A eertificates
Calendar

Contert ydes

INTRODUCGNG POWERPOINT
Diagrams " Al nisle
Flans .

Frecentations

ntemporaty Phats Fitchbask
Album

m - -

eeeeeee
Senedules

More categories

To create a new presentation from an existing presentation:
e Click the Microsoft Office Button
e Click New
e Click New from Existing
e Browse to and click the presentation

MNew Presentation
Templates -

| Elank and recent |

Installed Templates Blank and recent

Installed Themes
My templates...
Mew from existing...
‘ Elank

Microsoft Office Online Presentation

Featured Recently Used Templates

To create a new presentation from a Word outline:
e Click the slide where you would like the outline to begin
e Click New Slide on the Home tab
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e Click Slides from Outline
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e« Browse and click the Word Document that contains the outline

Hame Insent Design Animations Slide Show
5| Layout ~ =
| EE) Lay =
B Reset
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SAVE A PRESENTATION

To save a document:

Shides from Outime...

Beuse Slides...

Content with
Caption

Duplicate Selected Slides

-+

Picture with
Caption

- L

e Click the Microsoft Office Button

¢ Click Save

Pre:

Use the Save As feature whenyou
need to save a presentation under

Recent Documents 2 X
j New adifferentname orto saveit as a
= 1 Political Science Presentation.pptx Powergoint 97— 2003 Format.
- i -
% Open 2 Philosophy Presentation.pptx
e 3 English Presentati (=
4 N T eresentation.pptx =
\ Save — g
2 Widescreen Powerpoint.pptx v
08— & Marketing Pitch.pptx =
Save (-5} | 5 Biology Quiz.pptx =
8 Powerpoint Photo Album.pptx =
i
@ Brint £ 9 Introducing PowerPoint 2007.pptx =

To use the Save As feature:
Click the Microsoft Office Button

e Click Save As
e Type in the name for the Presentation
« Inthe Save as Type box, choose Excel 97-2003 Presentation
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Save a copy of the document

) new
1'3 PowerPoint Presentation
~ Save the presentation in the default file
7 Dpen format,
= PowerPaoint Show
| I Save Save as a presentation that always opens in
- Slide Show view,

PowerPoint 97-2003 Presentation
Save a copy of the presentation that is fully
compatible with PowerPaoint 97-2003,

Save As |k

rint D Adobe PDF

~ Frepare b PDF or XPS
Publish a copy of the presentation as a PDF

or XPS file.

Other Formats
Open the Save As dialog box to select from
all paossible file types,

o NDE
D% (S

L/ Publish »

ADD SLIDES

There are several choices when you want to add a new slide to the presentation:
Office Themes, Duplicate Selected Slide, or Reuse Slides.

To create a new slide from Office Themes:
e Select the slide immediately BEFORE where you want the new slide

e Click the New Slide button on the Home tab
o Click the slide choice that fits your material

New Slide Button
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To create a slide as a duplicate of a slide in the presentation:
e Select the slide to duplicate
e Click the New Slide button on the Home tab
e Click Duplicate Selected Slides

Home Insert Design Animations Slide Show

L E| Layout ~ = =
LI A a|

3y Eﬁ.eul

Mew | = & AV =
¥ || Isiide - |5 Detete || B I U b AY - Aa

rd | Oriet
{

ou

Title Slide Title and Cantent ection Header

- I_' a  V————
i

Two Content Comparison Title Onily

-
Blank Content with Picture with
Caption Caption

(23] Duplicate Selected Slides -Siffm——

UL slides from Qutline...

=] | Beuse Slides...

To create a new slide from another presentation:
e Select the slide immediately BEFORE where you want the new slide
e Click the New Slide button on the Home tab
e Click Reuse Slides
e Click Browse
e Click Browse File
e Locate the slide show and click on the slide to import

Home Insert Design Animations Slide Shaw
5| Layout - -
D) Layou A a2
'F ] 5 Reset

Mew |
F Shide ~ | » Delete

rd B | Oriet
: |

B 7 U she & AY- an-j|A

Title and Content Section Header

SR R
el
g er
Two Content Comparison Title Onily
L
4
Elank Content with Picture with
Caption Captian

Duplicate Selected Slides

Slides fram Qutling..,

Beuse Slides... "_

W F @
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THEMES

To add a theme to a presentation:
e Click the Design tab
e Choose one of the displayed Themes or click the Galleries button

nsert Design Animations Slide Show Review WView Developer Add-Ins Acrobat
e : - f : E Calbors =
Aa  [fAa F l ER |l [re— m Aa IR
ﬂ'l- L ] EEEEE mn mTEEEES L mEEEaE m

TH&m&4

To apply new colors to a theme:
e Click the Colors drop down arrow
e Choose a color set or click Create New Theme Colors

d-ins Arrobat

Bl cotors ] M e

Built-Ini
HEEEEE Office

OOiEEEm o

rayscale
Apex
Aspect
Civig
Concourse
Equity
Flow
BEEEEE Foundy
DEEEEE Medisn
ERONEE e
DEEEEE  Module
HEEEEE <pulent
OO Onel

QOrigin

Paper
Solstice
Technic

Trek

Urban
NEEEEE e

Lreate Hew Theme Calors..,

-
[
-
ifIIIIIIIIIII-----II-II
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To change the background style of a theme:
e Click the Background Styles button on the Design tab

i' n Colors = [@ Background Styles '

m.
-
-

@ Format Background...

‘*‘_’] Reset Slide Background

Chapter 3: Working With Content

ENTER TEXT

To enter text:
e Select the slide where you want the text
e Clickin a Textbox to add text

Click to add title

* Clickto add subtitle

To add a text box:
e Select the slide where you want to place the text box
¢ Onthe Insert tab, click Text Box
¢ Click on the slide and drag the cursor to expand the text box
e Type in the text
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v = Presentationl - Microsoft PowerPoint
Insent Design Animations Shide Show Review View -
SO D “ x == (o] side Num Insert text box
S ' - — 02 into a document
Chp Photo Shapes SmartArt Chart Text | Header WordArt Date
At Album~ - Box J& Footer -  &Time "8 Obje or add text to the
Mustrations LUnks et ‘ Se'ectedshape.
% 4 ¥ Text Box b4

To select the text:
¢ Highlight the text

" This s the text to highlight

BTy

{

COPY AND PASTE

To copy and paste data:

¢ Select the item(s) that you wish to copy

e On the Clipboard Group of the Home Tab, click Copy
e Select the item(s) where you would like to copy the data
e On the Clipboard Group of the Home Tab, click Paste

Ca = 9 - *

Gl

/ Home Insert Desig
= "’ :J Calibri
Pate | =8l

aste ew B 7
v j Shi - %
Chpb& 4 ides

\ Copy

CUT AND PASTE

To cut and paste data:
e Select the item(s) that you wish to copy
e On the Clipboard Group of the Home Tab, click Cut
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e Select the items(s) where you would like to copy the data
e On the Clipboard Group of the Home Tab, click Paste

0,) - %
)
~/ Home Insert Desig
B =T Calibri
. (e
J

UNDO AND REDO

To undo or redo your most recent actions:
e On the Quick Access Toolbar
e Click Undo or Redo

2
e

d -0+ Undo and Redo

—/ Home Insert Desiy

_] f Calibr

SPELL CHECK

To check the spelling in a presentation:
e Click the Review tab
e Click the Spelling button

(j.., 90 )7 Presentationl - Microsoft PowerPoint

4
/ Home Insert Design Animations Slide Show Review

v [ % % e S

SpellingjResearch Thesaurus Translate Language New
Mark Comment Cc t
\gﬁﬁfmg Comments
Spelling (F7)

Checks the spelling of text.
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Chapter 4: Formatting Text

CHANGE FONT TYPEFACE AND SIZE

To change the font typeface:
e Click the arrow next to the font name and choose a font.

Remember that you can preview how the new font will look by highlighting the text,
and hovering over the new font typeface.

Calibri e - AN
I Book Anli.q;.:a o
T Bookman Old Style = 2 Drawing
Tr BoocksheX Symbol 7 = - .

T Bradley Hiwd Mo e

T Britannic Bold I Broadway Font

T Broadway

T Bresd Sarcer T

T Calibri

% Califomian FB

T Calisto MT FPowerpoint

T Cambria

T Cambria Math

T Candara

CECIE ) [ b &

TE | = c
Shapes Arrange Quick

B - - - Styles =

[TET-1

To change the font size:
¢ Click the arrow next to the font size and choose the appropriate size, or
e Click the increase or decrease font size buttons.

I

Font Size

Selection Increaseor
Decrease
Design Ani 5 Slide Shoy

Calibri (Heading: * 44 ~ |A™ A

B 7 UabeS M- A

Font
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FONT STYLES AND EFFECTS

To add these to text:
o Select the text and click the Font Styles included on the Font group of the
Home tab or
o Select the text and right click to display the font tools

Calibri (Body] - [11 ~ | A A7 |25
B 7 U abe 8§ 2~ Aa-|| A -|

Faont L

CHANGE TEXT COLOR

To change the text color:
o Select the text and click the Colors button included on the Font Group of the
Ribbon, or
« Highlight the text and right click and choose the colors tool.
e Select the color by clicking the down arrow next to the font color button.
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Standard Colors
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Font Color
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WORDART

To apply Word Art:

e Select the text

e Click the Insert tab

e Click the WordArt button
e Choose the WordArt

A 25 (32 _#] Slide Number g‘,‘ Movie -
| =9 q
Text Header fWordArt§ Date

2 J Sound -
Box & Footes & Time "8 Object

WordArt 4 o i

To modify the styles of WordArt
e Select the WordArt
e Click the Format tab for the Drawing Tools
e Click the WordArt Fill button, the WordArt Outline button, or the Text
Effects button

WordArt Fill I

PowerPoint Drawing Tadls L

ew Developer Add-Ins Acrobat Forgfat
~ A ~+gBringtof WordArt Outline H
A ‘\ A z v =5 Send to Back ~

’ . ‘-W
WordArt Styles I Arran
. WordArt Text Effect ﬂ
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CHANGE PARAGRAPH ALIGNMENT

To change the alignment:
e Click the Home Tab
e Choose the appropriate button for alignment on the Paragraph Group.
e Align Left: The text is aligned with your left margin
e Center: The text is centered within your margins
« Align Right: Aligns text with the right margin
o Justify: Aligns text to both the left and right margins.

A,
=== i?llié'l{li_‘
| p.

Paragraph E

INDENT PARAGRAPHS

To indent paragraphs:
¢ Click the Indent buttons to control the indent
¢ Click the Indent button repeated times to increase the size of the indent

Indent Buttons
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TEXT DIRECTION

To change the text direction:
e Select the text
e Click the Text Direction button on the Home tab
e Click the selection

B

Text Direction

Review View
=~ == g -]
= IE| | B8 | =]~
E=EEE -

Paragraph =

Chapter 5: Adding Content

RESIZE A TEXTBOX

To resize a textbox:

Clickthe textbox.
Clickthe corner of the box and drag the
cursor to the desired size,

BULLETED AND NUMBERED LISTS

Bulleted lists have bullet points, numbered lists have numbers, and outline lists
combine numbers and letters depending on the organization of the list.

To add a list to existing text:
o Select the text you wish to make a list
e Click the Bulleted or Numbered Lists button
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Review View

Bulleted List \
= g =
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IR
Wl o
il

- Numbered List
Paragraph -

To create a new list:
e Place your cursor where you want the list in the document
e Click the Bulleted or Numbered Lists button
« Begin typing

NESTED LISTS

To create a nested list:
o Create your list following the directions above
¢ Click the Increase or Decrease Indent button

Review View

S s = 1 A

Increase or =" 1="| |N== I~
e = o | == =

Decrease Indent iE :H||BE | _,J'
- TEEe TEEE S

== =E = OCT

Paragraph [

FORMATTING LISTS

To change the Bullet image and Numbering format:
e Select the entire list to change all the bullets or numbers, or
Place the cursor on one line within the list to change a single bullet
e Click the arrow next to the bulleted or numbered list and choose a bullet or
numbering style

Mone * o

]
bered List

s

Bulleted List >

>
¥ v
i=  Bullets and Numbering..

b. ii.
C iii.

S

B = Gullets and Humbering..
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ADDING VIDEO

To add a video clip:
e Click the Movie button on the Insert tab
e Choose Movie from File or Movie from Clip Organizer

[—————— S
Movie Button

® Insert Design Animations Slide Show Review View Format

Elgl ‘ 3 , & Hyperlink ol 1 _#] Slide Number
d ot B (Y 2 ul 3 Action ] & 4 ?
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£4  Movie from File...

&,;) Movie =

wre Clp Photo Shapes SmartArt Chart Text Header WordArt Dat(
At Album~ v Box & Footer v & Tin Movie from Clip Organizer...
llustrations Links Text AT

To edit the video options:
¢ Click the movie icon
e Click the Format tab

.-‘t!ﬂ\‘.l [ B 2 Presentationl - Microsoft PowerPoint Picture Tools
i —
—/‘ Haome Insert Design Animations Slide Show Review View | Format
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ADDING AUDIO

To add an audio clip:
e Click the Audio button on the Insert tab
e Choose Sound from File, Sound from Clip Organizer, Play CD Audio
Track, or Record Sound

L9y * Presentation] - Microsoft PowerPoint Picture Tools - 97X
Insert Design Animations Slide Show Review View Format w
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To edit the audio options:
¢ Click the audio icon
e Click the Format tab

D)l 2- 06 )+ Presentationl - Microsoft PowerPoint Picture Tools | Sound Tools
:"} Home Insert Design Animations Slide Shaw Review View Deveioper Add-Ins Acrobat Farmat Options
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Play . Sound Options - Arrange Size
Chapter 6: Graphics
ADDING PICTURE
To add a picture:
e Click the Insert Tab
e Click the Picture Button
e Browse to the picture from your files
e Click the name of the picture
e Click insert
o To move the graphic, click it and drag it to where you want it
O H9-0 ¢
- Home Insert Design Animations Shde Show Review View w
Insert Picture @@
Lock jn: ) Samgle Pctures v @3 X_AJ'
_")""R«fn, :
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ADDING CLIP ART

To add Clip Art:
e Click the Insert Tab
e Click the Clip Art Button
e Search for the clip art using the search Clip Art dialog box
e Click the clip art
o To move the graphic, click it and drag it to where you want it

[ |
-/ Home  Insert Design Animations  Shde Show Review  View \d
EiAl i [0 2 tpetiok | | X 0] Sude Number £ Movie ~
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EDITING PICTURES AND CLIP ART

The Format Tab is used to format the pictures and graphics. This tab has four
groups:

e Adjust: Controls the picture brightness, contrast, and colors

e Picture Style: Add a frame or border around the picture and add effects

¢ Arrange: Control and rotate of the picture

e Size: Crop and resize of graphic
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ADDING A SHAPE

To add Shapes:
e Click the Insert Tab
Click the Shapes Button
Click the shape you choose
Click the Slide
Drag the cursor to expand the Shape

Insert Design Andmations Stide Show Review

B BT o = A
t Chp  Photo [Shapes Srrtan-Cnaen i es Insertready-made

A Alb e
it ot Recently Used Shapes 5 shapessuchas
cx]l -_J \\OCOALLDSGC F rectanglgsandcircles,
| e~ F o arrows, lines, flowchart
Lines symbols, and callouts.

To format the shapes:
e Click the Shape
e Click the Format tab

ADDING SMARTART

To add SmartArt:
e Click the Insert Tab
Click the SmartArt Button
Click the SmartArt you choose
Click the SmartArt
Drag it to the desired location in the slide
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Insert a SmartArt graphic to visually
communicate information. SmartArt graphics

range from graphical lists and process diagrams
a. to more complex graphics, such as Venn
@’ \_) diagrams and organizational charts.
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To format the SmartArt:
e Click the SmartArt
e Click either the Design or the Format tab
e Click the SmartArt to add text and pictures

ol 00§ Presentationd « Microsaft PowerPoint Smartirt Tooks -
ol
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ADDING A PHOTO ALBUM

To create a photo album:
e Click the Photo Album button on the Insert tab
e Click New Photo Album
e Click File/Disk to add pictures to the photo album
e Move the pictures up and down in the order of the album but clicking the
up/down arrows
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Chapter 7: Tables

Tables are used to display data in a table format.

CREATE A TABLE

To create a table:

e Place the cursor on the page where you want the new table

e Click the Insert Tab of the Ribbon

e Click the Tables Button on the Tables Group. You can create a table one of

four ways:
e Highlight the number of row and columns
e Click Insert Table and enter the number of rows and columns
e Click the Draw Table, create your table by clicking and entering the
rows and columns

e Click Excel Spreadsheet and enter data
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| Insert Table...
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'—EI Excel Spreadsheet

[

ENTER DATAINA TABLE

Place the cursor in the cell where you wish to enter a text. Start typing.

Cell 1 Datd

MODIFY THE TABLE STRUCTURE AND FORMAT A TABLE

To modify the structure of a table:
o Click the table and notice that you have two new tabs on the Ribbon: Design

and Layout. These pertain to the table design and layout.
e On the Design Tab, you can choose:
e Table Style Options
e Table Styles
« Draw Borders

“ A CERTRE Tabile Tasls
= |
1 —'J'I Hemeg Ingert Dedign Animyting Shae Show Review Wik Developer Add-Ing AirgR Design Lt L'
¥ Hesder Row Firgt Colusa -3 A ol =']r
Tokal Fany Last Calumm = - E = Ip— =
el e I e | R B B Quick Draw  Eraser
¢ Banded Rewt T Banded Columng || LF A== - gL LSS | e (| R Pendohrt e
Table St Options Tabile Styles Wiardast S, Diraew Bty

The Philippine National Police does not endorse any product, brand or service.
This tutorial is for training purposes only and not for sale.

References:
Microsoft Office Excel Help
“Powerpoint2007 Tutorial” from www.fgcu.edu




30 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Powerpoint 2007)

To format a table:
e Click the table.
e Click the Layout Tab on the Ribbon.

Layout tab allows you to:
e View Gridlines and Properties (from the Table Group)
e Insert Rows and Columns (from the Rows & Columns Group)
o Delete the Table, Rows and/or Columns (from the Rows & Columns Group)
e Merge or Split Cells (from the Merge Group)
e Increase and decrease cell size (Cell Size Group)
« Align text within the cells and change text directions (Alignment Group)

Table Tools
Shde Show Renew View Developer add-Ims Agobat Design Layout Ld

~ = §]] 01 [ EFEA Hﬁ
Grigmings above JBF imsert Right -eii i o
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COPY A TABLE FROM OFFICE EXCEL WORKSHEET OR OFFICE
DOCUMENT

e To copy a table from an Office Excel 2007 worksheet. Click the upper-
left cell of the table that you want to copy. Drag to select the table.

e To copy a table from an Office Word 2007 document. Click the table
that you want to copy, under Table Tools, on the Layout tab, in the
Table group, click the arrow next to Select.. Click Select Table.

e = I RN L R pattern-ppt [Compatibility Mode] - Microsoft Word Table Tools - @ X
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e On the Home tab, in the Clipboard group, click Copy.
e In your Office PowerPoint 2007 presentation, select the slide that you
want to copy the table to, and then on the Home tab, click Paste.
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Paste

-

Clipboard ™

You can also copy and paste a table from your presentation onto a worksheet or into
a document.
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Chapter 8: Charts

Charts display information on graphics form. Types of charts as follows: Column,
Line, Pie, Bar, Area, Scatter and more.

D';.‘a Hd9-0 -+ Presentation2 - Microsoft PowerPoint Table Tools
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To create a chart:
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EDIT CHART DATA

To edit chart data:
e Click on the chart
e Click Edit Data on the Design tab
o Edit data in the spreadsheet
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MODIFY A CHART

To move the chart:
e Click the Chart and Drag it another location on the same slide, or
e Copy it to another slide
e Choose the desired location and click Paste

4
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To modify the chart size:
e Click the Chart
o Click on any of the corners and drop and drag to resize

W Series 1
M Series 2

W Series 3

To modify the labels and titles:
e Click the chart
e Click the Layout tab
e Choose the appropriate label to change

ns Slide Show Review View
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CHART TOOLS

The Chart Tools appear in the ribbon tab when you click on a chart

Design tab use to manipulate the chart type, layout, styles, and location.
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Layout tab use to manipulate the insertion of pictures, textboxes, and shapes,
labels, backgrounds, and data analysis.
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e Go to the PowerPoint document where you want to insert the chart
e Click Paste on the Home tab
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Chapter 9: Slide Effects

SLIDE TRANSITIONS

To add slide transitions:
e Select the slide that you want to transition
e Click the Animations tab
e Choose the appropriate animation or click the Transition dialog box

Animations Slide Show Review View Developer Add-Ins Acrobat

s Transition Sound: | [No Sound]
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; 15 RO IO A Animation tab

Transition to This Slide

To adjust slide transitions:
e Add sound by clicking the arrow next to Transition Sound
¢ Modify the transition speed by clicking the arrow next to Transition Speed
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" Choose how fast to amimate
sty Transition Sound: Breeze v the transition hetwesn the
'_#_ Transition Speed: Fast - pr.emussldeandthecurrerrt
slide.
1)l Apply To Al Slow
sition to This Slide Medium l

| Fast I

To apply the transition to all slides:
e Click the Apply to All button on the Animations tab

Amimations Side Show Review View Developer Adddng Acrobat Format
— e Transition Sound: | [No Sound;  ~
-I -‘ *" ’__% . ‘flr Transition Speed:  Fast . [t g S
J 1 3 Jroyrons ¢ Apply to All
Transition to This Slide

To select how to advance a slide:
e Choose to Advance on Mouse Click, or
e Automatically after a set number of seconds

Advance Slide
¥ On Mouse Click
Automatically After:  00:00
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SLIDE ANIMATION

To apply an animation effect:
e Select the object
e Click the Animations tab on the Ribbon
e Click Custom Animation
e Click Add Effect
o Choose the appropriate effect

d492-0 Presentation2 - Microsoft PowerPoint Pitute Tookt - o X
Mome Inset  Design  Animations | SlhideShow  Review  View Format “
i3 | No Animation * | mml - ] ¥ (NoSound) - | Advance Shide
= 1 J = JI :J_J - 3 gt + | ¥ On Mouse Cick
" -
[ 3 Custom Animation| — = ol Apply To Al Automatically After: 00:00
Animation? Transition to This Slide
R o ] Jrooas oo Geenior i Custom Animation ¥x
| OpgntlfneCusbm o gt~
i:  Animaton TaskPane so O
l ,‘ | thatyou can anmate R s i Custom
-1 individualobjectsonthe NS . "} Animation
= I - side oy - L Effects

{7y Motion Paths »

=

ANIMATION PREVIEW

To preview the animation on a slide:
e Click the Preview button on the Animations tab

|,§@_H""U iy

Home Insert Design
| fﬁgl i=tnimats: No Animation ~ |
| Preview
| Preview [‘&cUstom Animation] | Button I

, Preview Animations

SLIDE SHOW OPTIONS

The following are the slide show options:
e Preview the slide show from the beginning
e Preview the slide show from the current slide
e Set up Slide Show
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| 0o\ ¢ Presentationd - Microsaft PawerPoint Drawin
Home¢  Inger Design Animations | Slide Show Review  View Developer Add-Ing &crobat Ean
== = - K Record Narmation @l Resolution: Use Current Resolution -
3 @B BE :
—= == - o (& Rehearse Timings aF Show Presentation On: :
Fram Fr Custam Setlp  Hide

Beginning Current Stide ' Side Show~ | Suide Show Siide ¥ UseRehearsedTimings | " Use Presenter View
Start Slide Show Set Up Maonitars

SET UP SLIDE SHOW

This option allows you to configure how the slide show will be presented. The
options include:

e Whether the show will run automatically or will be presented by a speaker

e The looping options

e Narration options

e Monitor resolutions

Animation Shde Show Review View Developer Aosd-ins
S ‘ l ».5 Record Naration w) Rerolution
3 e G Br o oot abian O z .

g s = — Setup advance options for

< v Sude ¥ UteReheansed Timings Use Presenter View £
S o the slide show, such as
Set Up Show 33 kiosk mode

Dow tyge o shdos
(©) Presented by a spesher (Fll scroen) oF ]
O prowsed by an indhadual (window) Ofos: || s Jo: -

O Browsad o a ok (Il soreen)

Showe options Advarve shdes
[Jioop contraously untd ¥sc' (;3 Harnaaly
) Show wehot parrstion (2 s tengs, € present
[CI 3o without acenation MRl mordors
Oesplary shde show one
Pen color: N Priary Mortor v

(] Shon Prosenter View
Ferformance
[JUse hardware graphics accelerstion ]I
Shde thow reschtion: Use Current Resohution -

RECORD NARRATION

To record narration for the slides:
e Click the Record Narration button
e Click Set Microphone Level to check the levels of audio input
e Click OK to record the narration
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Animations Slide Show Review View Developer Add-Ins Acro
. —:3 > O Record Narration esglution: Use Current §
— = (7 Rehearse Timings [P Show Pres jon On:
Set Up Hide >
Slide Show Slide  Use Rehearsed Timings Use Presenter View Record Narration
Set Up Monitor? Record a narration track

using the microphone
attached to your computer.

Record Narration

e oo cushy I] Your narration can be played
Qualty: [untitled] 3 R
Ditk uses 10 kbfsecond backalor_ﬁ with the full
Free disk space: 53650 MB (on C:\) screenslide
Max record time: 85044 minutes Sex Microphone Level... »
Tip
A Adjust qualty settings to achieve desired sound quality and disk usage. Higher
@' recording qualty uses more disk space, Large narrations should be linked for better
\/ performance.
[Cink narrations in: ~ C:\...\fsparrowiMy Documents)

REHEARSE TIMINGS

To rehearse the timings of slide with audio.
e Click the Rehearse Timings button
e Practice speaking and advance the slides as you would in the presentation
« When you have completed this click through the end of the slide
e Choose whether or not to keep this timing or to retry

Animations Slide Show Review V

Rehearse Timing
Launches a fullscreensiide i
o ey XY Record Narration
yourpresentation. ~ i
The amount of time youspend : ®> Rehearse Timings
on each siide is recorded and Set Up Hide o
you can save those timings to Slide Show Slide ¥ Use Rehearsed Timings
run the show automatically in the

Set Up

future.

CREATE SPEAKER NOTES

To add speaker notes:
e Select the slide
e Click View
e Click Note Pages
e Click the Click to add Notes section of the screen
e Type in the Notes for that slide
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)
2 Home inset  Design  Animtions SideShow  Review | View Format w

g . i Stide Sorter | =) Slide Master V. Ruler z - =
3 S = ) oo

- Handout Master Gridlines S

Zoom Fitto  Color/Grayscale  New
=] Notes Master Window ¥ Wini
on Views Show/Hide Zoom window Macros

- NotesPage View -
. View the Notes Page to editthe

speaker notes as they'll look
. whenyou print them out.

=i = Em—
You can type and format your notes as you work in
Normal view, but to see how your notes pages will be ‘
printed and to see the full effect of any text I
formatting, such as font colors, switch to Notes Page i
view. You can alsocheck and change the headers and
footers of your notes in Notes Page view.

‘-2

Chapter 10: Final Presentation

HOW TO PREPARE A BETTER SLIDE SHOW PRESENTATION

o Slide show presentation should be visual. Presentation should focus on
graphics, illustrations and plots rather than text.

e Text should be brief and concise. It should be in bullet points around ten words
or less. Text size should not be less than 24 pts. Your speech should have more
content than the slides.

e The presentation should be coherent and organize.

« Don't use too many flashy graphics and animations. They distract attention
away from speaker and the content of the presentation.

« Time your presentation. If there is a time limit, stick to the schedule including
time for the questions. Your visuals should coincide with your speech.

e Avoid unnecessary or redundant slides such as outlines that describe the
next slide.

e« Make sure that the colour schemes of the slides are appropriate. Use dark
text on a light background or light text on a dark background.

o Slide show presentation should have front page and end page. The front
page gives the audience an idea of your presentation. The end page tells the
audience that presentation is already done. You may write “Thank You”, “End
Presentation” or quotations relevant to your presentation.
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PRINT A PRESENTATION

Options for printing a presentation:
o Slides: These are slides that you would see if you were showing the
presentation, one slide per page
e Handouts: 1, 2, 3, 4, 6 or 9 per page, this option allows for more slides per
page
o Notes Page: This includes the slides and the speaker notes
e Outline View: This will print the outline of the presentation

Print 2%
Pricker
tame: & Lexmark Optra T612 PS5 v Broperties
Status:  Ide [y
Find Prirker....
Type:  Lexmark Optra T612P5 [ Frgeriter
Where:  IP_172.28.40.57
Cormmant: [Crrint to fle
Prick range Copies
©a O Qurrent shde Nurnber of copies:
I s
O Sides: !1 1
Enter shde numbers andfor shde ranges. For example, l BT &
1,3,512 IZ I~ Printing Options
.
Prink: what: Handouts
Mandouts v
perpage: 1w
s [
Notes Pages
ke vew [)scals to £ paper
[¥)Frame shdes [IHgh gualty
(prevew ] o] [Cconcel ]

To access the print options:

e Click the Microsoft Office Button

e Click Print

¢ In the Print Dialog Box, click the arrow next to Print what
e Choose the format and click OK to print

To print preview:
e Click the Microsoft Office Button
Place the cursor over Print
Click Print Preview
Click the arrow next to Print What to change print options
To print from Print Preview, click Print
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Neat —

Print Preview
i 5 A3 ) = X
_'A:‘J ’A_’;‘ Print What: () 1 Lok ! -
Print  Opt douts [ sl | O tat Z Fitt 5
in ptions || Handouts {2 | rlentation || Zaom ‘.‘.'u‘nn:.-, Speufy the part of the
Py Slides
Print

Handouts (1 Slide Per Page) [l - / presentatlon tO prlnt'

Handouts (2 Slides Per Page)
Handouts 3 Slides Per Page)
Handouts (4 Slides Per Page)
Handouts (6 Slides Per Page)
Handouts (9 Slides Per Page)
Notes Pages

Outline View

mordl v

To Exit Print Preview:
e Click the Close Print Preview button

nt Previe
3 Print What .- i 5 Next P i g
it int What S - - e - Next Page
o e \ B
Options ' Outtine View =~ @ Orientation Zoom Firtto Close Print

Window Preview

Page Setup Zoor Preview .

Close the Print preview
and return to editing
the document

PACKAGE A PRESENTATION

To package a presentation for CD:
e Click the Microsoft Office Button
Click Publish
Click Package for CD
Type a name for the CD
Click Copy to CD or Copy to Folder
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é’@ H9-06 - MORAL VALUES [Compatibility Mode:
iy
= 4 ki
j New Distribute the document to other people
Package for CD 1
~ / Copy the presentation and media links to a |
7 Open folder that can be burned to a CD.
_ E. | Publish Slides
lhca, Convert —__| Save slides to a Slide Library or other L.
- " location to reuse later. I

ET‘,‘ 5 Create Handouts in Microsoft Office Word
H Save Q_J Open the presentation in Word and
prepare custom handout pages.
H Save As  » L Document Management Server
=T Share the presentation by saving itto a
document management server.
i
45‘:] Print » @l Create Document Workspace ic
3-. -+ Create a new site for the presentation and t
L
2l
£~

0
keep the local copy synchronized. 5c
Prepare F P

Send 3
/" Publish *
==

L}
| Close

ﬂ PowerPoint Options | | X Exit PowerPoint .

Chapter 11: Sample Exercises

Multiple Choice

The panel at the top of the document which consist of nine tabs.
Quick Access Toolbar

Microsoft Office Button

The Ribbon

Title Bar

The floating toolbar that is displayed when you select text or right-click text
Navigation

Mini toolbar

Slide View

Office Button

A collection of data and information that can be delivered to a specific audience.
Presentation

Document

Spreadsheet

Photoshop
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It allows you to create a new presentation, open an existing , save and save as, print,

send, or close.

apop

ocooToWv

6.

The Ribbon

Mini toolbar

Quick Access toolbar
Microsoft office Button

It is a customizable toolbar that contains commands that you may want to use.
Quick Access Toolbar

Navigation

The Ribbon

Microsoft Office Button

These are design templates that can be applied to an entire presentation that allows for

consistency throughout the presentation.

QOUDP»O Q20T HHO QO0TOL N QODTR

=

apop

0.

Background
Themes
Design
Layout

These are predesigned formatting options that are used to emphasize text.
Font Color

Fill Color

Font Styles

Font Size

These are styles that can be applied to text to create a visual effect.
SmartArt

ClipArt

WordArt

Shapes

A list with several levels of indented text.
Bulleted List

Nested List

Numbered List

Formatting List

It allows you to place a frame or border around the picture and add effects.
Arrange

Size

Adjust

Picture Style
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11.1tis a feature in Office 2007 that allows you to choose from a variety of graphics,
including flowcharts, lists, cycles, and processes.

a. SmartArt

b. WordArt

c. ClipArt

d. Tables

12.1t allows you to present information contained in the worksheet in a graphic format.
a. Table

b. Chart

c. Wordart

d. Symbols

13.These are effects that are in place when you switch from one slide to the next.
a. Animation

b. Rehearse timing

c. Record Narration

d. Transition

14.These are predefined special effects that you can add to objects on a slide
a. Preview

b. Animation

c. Transition

d. Rehearse Timings

15.This option allows you to set preferences for how the slide show will be presented.
Record Narration

Rehearse Timings

Animation

Set Up Slide Show

cpop

16. This allows you to set how you want the text to appear.
Paragraph Alignment

Indent Paragraph

Text Direction

Center

cpop

17.1t has bullet points, numbered lists have numbers, and outline lists combine numbers and
letters depending on the organization of the list.

a. Nested List

b. Bulleted List

c. Numbered List

d. Formatting List
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18.Video clips can be added to the presentation by clicking the Movie button on the

Insert Tab
Home Tab
View Tab
Design Tab

apop

19.1t allows you to format the pictures and graphics.
a. Home Tab

b. Format Tab

c. View Tab

d. Review Tab

20.To create a new presentation from a Word outline, just click the slide where you would
like the outline to begin and click New Slide on the
a. Animation Tab

b. View Tab

c. Insert Tab

d. Home Tab

21.1n order to add slide transition, click the Animation tab and choose the appropriate
animation or click the dialog box.

a. Preview

b. Speed

c. Transition

d. Animation

22.You can also add items to the quick access toolbar by on any item in
the Office button or the ribbon and click add to quick access toolbar and a shortcut will be
added.

a. Right click

b. Left click

c. Double Click

d. Click and Drag

23.You may need to use the feature when you need to save a
presentation under a different name or to save it for earlier versions of Powerpoint.

a. Save

b. Save As

c. Print

d. Print Preview
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24.To enter text to a slide, select the slide where you want the text to enter and click in a
to add a text.

Header and Footer

ClipArt

Textbox

Media Clips

apop

25.To check the spelling in a presentation click the tab and select the spelling
button.

a. View

b. Design

c. Insert

d. Review

26.To modify the styles of WordArt, click the Format tab for the and
click the WordArt fill, WordArt Outline or the Text Effects button.

a. Text Tools

b. Drawing Tools

c. Presentation Tools

d. llustration Tools

27.To change the text direction, select the text and click the Text Direction on the

a. Home Tab

b. Slide Show Tab
c. Insert Tab

d. Review Tab

28.1t controls the alignment and rotation of the picture.
a. Adjust

b. Picture Style

c. Arrange

d. Size

29.To format a table, click the table and then click the tab on the Ribbon.
View

Design

Layout

Review

apop
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30.To create a chart in a slide, click the tab on the ribbon and select the type of
chart you want to create.

a. Home

b. Insert

c. Design

d. Animation

31.It allows you to print 1,2,3,4,6 or 9 slide per page.
a. Handouts

b. Slides

c. Outline

d. Notes Page

32.To add a theme to a presentation, click the tab and choose on of the
displayed Themes or click the Galleries button.

a. Home

b. Insert

c. Layout

d. Design Tab

33.To copy a data, select the items that you wish to copy and on the Group
of the Home tab, click copy.

a. Font

b. Paragraph

c. Clipboard
d. Slides

34.To expand ths Shape in a slide, you may drag the
a. mouse

b. shape

C. cursor

d. position

35.To format the SmartArt, select the SmartArt then click either the or the
Format tab.

a. Design

b. Layout

c. Slide Show
d. Review
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36.A powerpoint presentation is a of electronic slides that can have text,
pictures, graphics, tables, sound and video.

a. selection

b. collection

c. specific

d. separate

37.To create a slide as a duplicate of a slide in a presentation, select the slide to duplicate ,
click the New slide button on the tab and click the Duplicate Selected Slides.
a. Insert

b. Design

c. slide

d. Home

38.To change the background style of a theme, just click the Background Styles on the
tab.

a. Home
b. Design
c. Layout
d. Insert

39. 1t controls the picture brightness, contrast, and colors.
a. Arrange

b. Picture Style

c. Size

d. Adjust

40.To modify the structure of a table, click the table and notice that you have two new tabs
on the Ribbon.

a. Design and Layout

b. Design and Table

c. Design and Insert

d. Design and View

ICDL Type of Exam

1. Create a new presentation. Save your file and name it my underscore first dot
presentation on the My Documents folder.

2. Apply the Theme Design using Median.
3. Insert new slide using Picture with Caption layout

4. Insert SmartArt using Hierarchy style.

The Philippine National Police does not endorse any product, brand or service.
This tutorial is for training purposes only and not for sale.

References:
Microsoft Office Excel Help
“Powerpoint2007 Tutorial” from www.fgcu.edu




50

THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Powerpoint 2007)

5. Change the font color of your Title the color of your choice.

6. Apply shadow to your subtitle.

7. Insert image from your clipart and place to the bottom right corner of the
presentation. This image must appear on all slides except the Title Slide. Use the

most suitable tool to complete this task.

8. Create a bar chart from the data given:

OPC FUNDAMENTALS OF | CYBER SECURITY
MULTIMEDIA
PARTICIPANTS NETWORKING MANAGEMENT
45 78 60 120

9. Insert WordArt, encode End of Presentation. Apply custom animation — Add

Effect using Emphasis — Grow/Shrink.

10. Print your presentation as a handout with 2 slides per page. Save and close your

files and the presentation application.
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