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Effortless PowerPoint for Beginners - SAMPLE

Inserting a Picture into a Presentation

1. Click on the word Insert in the

Insert FDrmat Tools  Slide Shnl.-'-.l Window Help
PowerPoint menu bar.

Movies and Sounds k

A me
Autoshapes
2. Clic ture. % HEEnlinte. Gk % S poiE |:|.
sga Drganization Chart

Another menu will drop down. ¥ 4 Wordart,,,

3. Click on the words From File

L4

from the submenu.

e Make sure that the student disk 1s floPpy dnve E%?i Computsr
e C(Click the down arrow next to the look in text box. A list of ﬁ % bty ©)
Cameron Cansulting CO #2
alternative options will appear. Bl G ot
P & 0008070054 (F1)
B8 The Hood
My Docunment ts

e C(lick on 3% Floppy (A:).

FTP Lacations
Add/Modify FTP Locations

type the name martian.jpg.

ghe Insert button to insert the picture.

Inserk =

4. Click the Text Box icon on the toolbar at (M! L E
5. Click on the large white box to the right

6. Type the following:

Once you’ve clicked it, 3 Y3 Flop@¥ will appear in the Look In text box
All files contaM? 11 be listed.

I am having fun!
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Adding Sound to a Slide

L.

Open the presentation titled SlideShow.ppt that is on the student disk.

The left side of the screen will display umber of slides in the presentation. The right
side will display the slide its

If.

[ RN KRS SN R SN R RN E RN

‘3 List of slides
in presentation!

Individual slide

I SOl
Click the second slide on the left side of the window L
The second slide will display on the rgle A ! 1 |:I
Right click on the picture of the dog. z Ij
A menu will drop down. [‘E

Click on the words Custom Animation.

Click the Effects tab.

The Custom Animation window will app

m‘that een set for the dog picture.
Entry animation and sound

IW vl IFrnm Eotbom-Right: j

[[1o Sound] | [Mo Sound]
[Mo Sound]
Click the down arrow within the sound box to see the optio Previous Sound]

for selecting sound. A

It is currently set to [No Sound]. 23 My Documents =

@_Desktnp -
;,.._,E] My Cornpuker

% \Web Folders
= Qzone (1) g

Click the down arrow within the Look In box for more storage locations.

Click the Other Sound... option.

The Add Sound window will display.

By default, PowerPoint will look at the My Documents folder for any stored sounds or
images.
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Using AutoShapes
1. Click on the icon for slide #3 on the left side of the PowerPoint window.
2. Click the AutoShapes button within the ing toolbar.
[:"";\? Lines b
A list of options will apgea ﬂ Corectars k(5 () A [
EF Basic Shapes »
3. Click e S the options listed. B, Block frrows  » COoo
. i . . 3;. Elawchart r B Iﬁ] D D
Vari s aMl Pictures will appear to the side. V3 Callouts i @ 2
= o L] |
4. Click on the shape of the sun. = A?S-' (
‘| AukoShapes = ™. _H\- (] {SU”D
5. Move the mouse into the slide. Ylide 3 of 4 B
6. Drag the mouse across the slide. 5 A
You will see the sun appear and grow ore you drag. ﬂ‘
Once you have the sun the size that you want, release the left mouse button. ::_:] [j:-—_,
Y —|—
Changing A

hape Color

Left click on the shape that you want the color altered on. | Mo Fil |
Automati
Click the arrow that is within the Fill Color button on KM |
drawing toolbar. |:| EEEERCOC
Fill Colors...
A list of colors will appear. El“ée il C_olors |
More: Fil Cu:ulu:urs|

If the color you are looking for isn’t li on the words

More Fill Color.
More color choices will appear.
Click on the color Yellow.

Click the OK button to confirm the choice.
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Adding a Chart

There may be times when you need to show a chart in a slide.

1. While still on slide #4, clickthe ert Chart button on the @

PowerPoint toolbar.
Insert Chark |

—

P

)]

Ist Qtr 2nd Qtr 3rd Qtr  4th Qtr

| Do
[Pttty

Na’bmskn Vacation!.ppt - Datasheet

A B C D E -
M 1stOtr __ [2nd Otr  [3rd Qtr  |4th Otr 1
1 @] East 20,4 274 a0 204
Z2 @l \West 30.6 38.6 346 3.6
3 _af|North 45.9 46.9 45 43.9
4 =
— || | W
A datasheet will appear.

Within the datasheet you e rows and columns of the chart.
The dat t lo adsheet in Microsoft Excel.
Each box'1s

The cells are named by what row and column they’re in. For example — Cell C7 is in
column C row 7

To select a cell — click inside it!

2. Change the existing datasheet to contain tjases foAio db
A B | C D &
Mon Tues Wed Thurs

1 afll|Company A Fi ] 22 a0 H6

Z @all|Company B 48 a6 55.2 64

3 afi|Company C 15 47 36
4 =
1| | Ll

3. Close the datasheet by clicking the X in the corner.
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Changing Chart Type
1. Double click the chart.

The datasheet will return and the Powe?t menu will have some additional items.

PowerPoint menu bar prior to
double clicking on a chart!

‘Eile Edit Wew Insert Format Tools Slide Show indow Help
|

PowerPoint menu bar after
double clicking on a chart!

File Edit “iew Insert Formakt Tools Data Chart Window  Help

v
2. Click the word Chart within the PowerPoint menu bar.

A submenu will drop down.

3. Click on the word Chart Type from within the drop down submenu.

: 'T he Chart Type window will appear with
Standard Types | Cuskam Types I two tabS:
Chark type: Chart sub-type:

Standard Types and Custom Types.

The left side of the window is where the

5 RY (Scatker)

M e names of the various chart types will be.

@ Doughnut

@ Radar . . . .

@ surfoce On the right side of the w is where
+ Bubbl . . 5

ey thumbnail choiceg willl be! may be

[t Clustered column with a 3-D visual effect, Several onc type Of
I™ apply to selection Ch

™ pefault formatting '

Press and Hold to Wiew Sample

I
Set as default chart QK Cancel
et s defakchort| | I\

f the different chart types
er the Standard Types tab to see what
they are.
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Slide Transition

1. Open the file called Sample on the t disk
that accompanies this book.

2. Change to Slidg Sofer] 'ePL
3. Righficlglk o
A m

1l appear.

10
4. Click on Slide Transition...

The Slide Transition box will appear, A ‘
5. Click on the Effect text box.

A list of Effect options will appear.

6. Click on Box In.

.............. -

1 e s e 3 ... e Fetd s !

120U TP

Zuk
Copy

E paste

Set Up shaow, ..

Hide g ide

Preset Animakion

anmatian Fresieyy

= ‘

=i N FEFEF ST

]

Next you will need to specify the P‘ traE
7. Below ﬁA
Click inside the white circle next to the word Fast.

" Slow € Medium ©* Fast

Next you will need to specify when to impl

8. Within the Advance section of the Slide Transition box you will see two options — one

for advancing the slide with a mouse click and one for a time.

Click within the white box next to the words Automatically After.

e will be three speeds listed: Slow, Medium, and Fast.
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