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Introduction

Microsoft Office PowerPoint 2016 is a presentation software application that aids users in the creation

of professional, high-impact, dynamic presentations. Slides are the building blocks of a PowerPoint

presentation. By using slides, the focus is not only on the speaker, but on the visuals (slides) as well.

Learning Objectives
After viewing this booklet, you will be able to:

Become familiar with PowerPoint’s interface
Create a new presentation and save it
Add slides to a presentation

Delete and Rearrange slides

Apply a design theme

Work with themes and background styles
Use the various PowerPoint views

Enter and edit text

Insert graphics and other objects

Play the slideshow

Print handouts

Best Practices for Creating Presentations

Slide layout, font, color scheme, and content are the main components to developing a great

presentation. Follow the guidelines below to create a good presentation:

Identify the critical information that needs to be presented and include it in your presentation.
Use no more than six bullet points per slide.

Keep bullet points short and to the point. Incomplete sentences are okay.

Minimize the number of font types used in your presentation.

Keep font sizes consistent.

Do not make all of the text uppercase.

For contrast, use a light-colored font on a dark background and vice versa.

Use bold formatting to make appropriate words stand out.

Minimize the use of italics. They are more difficult to read.

Do not vary the look of one slide greatly from the next. Consistency is key.

Identify text that can be represented pictorially and use appropriate graphics in its place.
Remove unnecessary graphics that are not relevant to the information presented.

Use consistent colors and font size on each slide.

Do not use unusually bright colors.

Do not clutter the slides with too many graphics.

Use graphics and transitions sparingly.
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The Microsoft PowerPoint 2016 Interface

There are a number of prominent changes to the look and functionality of Microsoft PowerPoint 2016.

Let us

have a look at its latest interface.
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Figure 1 - The Interface

Quick Access Toolbar - Allows you to keep shortcuts to your favorite and frequently used tools.
Ribbon Display Options - You can collapse, auto hide, or show the whole ribbon.

File Tab (Backstage View) - The backstage view is where you manage your files and the
information/properties about them (e.g. open, save, print, protect document, etc.).

Ribbon - Tabbed interface, where you can access the tools for formatting your presentation.
The Home tab will be used more frequently than the others.

Tell Me - Look up PowerPoint tools, get help, or search the web.

Collapse the Ribbon- This button will collapse the ribbon. Click on the pinned icon to re-open
the ribbon.

Mini Toolbar - Select or right-click text or objects to get a mini formatting toolbar.

Slides Tab - Use this to navigate through your slides within your presentation.

Slide - This is where you type, edit, insert content into your selected slide.

Status Bar - View which slide you are currently on, how many slides there are, speaker notes or
comments in your presentation, change your views, or change your zoom level.
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The Ribbon

The ribbon is a panel that contains functional groupings of buttons and drop-down lists organized by
tabs (see Figure 2). The ribbon is designed to help you quickly find the commands that you need to

complete a task.
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Figure 2 - The Ribbon

The ribbon is made up of a set of tabs that pertain to the different functionalities of PowerPoint, such
as designing slides, inserting media onto slides, or applying animations. Each tab is further divided into
logical groups (of buttons), such as the Font group shown in Figure 1 above.

There are also “contextual tabs” that appear, depending on what you are working on.
For example, if you have inserted pictures, the Picture Tools tab appears whenever a picture is selected
(See Figure 3).

H -3 T - Presentefionl - PowerPaint

File Home  Inset  Desgn  Traesibons  Animsbons  ShideShow  Review  View Q Tell me whet you went o do.. Katheyn Creech Morgan
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E= Corections g smprassPictues | = e L2 Picture Borde: 1 Bring Fonwar | . Ep— iz .
5 |ad! Color~ B Change Picture el || || el el el g aill |- | OB Picture Effects | 0 Send Backward + 1] z
itz : : - . | s : , O o L
Background =2 Artistic Effects « ] Reset Picture = 2 = | B Picture Lagout= | 5f; Selection Bane kv TR el
Adjust Picture Siyles ™ Arrangs Sime ] ~

Figure 3 - Contextual Tab

The Quick Access Toolbar

The Quick Access Toolbar is a small toolbar at the top left of the application window that you can
customize to contain the buttons for the functions that you use most often.

Figure 4 - Quick Access Toolbar
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To customize the Quick Access Toolbar:
1. Click the drop-down arrow on the far right (See Figure 5).
2. Click on any listed command to add it to the Quick Access Toolbar (See Figure 5).

3. Click More Commands... to choose from a comprehensive list of commands (See Figure 5).

Paste MNew
2 Slide~
Clipboard

1

Customize Quick Access Toolbar

1 @

New
Open
v Save
Ernail
Quick Print
Print Preview and Print
Spelling
v Undo
v Redo
v Start From Beginning
Touch/Mouse Mode

More Commands...

Show Below the Ribbon

Figure 5 - Customize Quick Access Toolbar

Select a command from the list by clicking on it (See Figure 6).
Click the Add button (See Figure 6).
Repeat steps 4 & 5 to add additional commands (See Figure 6).

Click on the OK button to confirm your selection (See Figure 6).
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Figure 6 - Quick Access Toolbar Options
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Tell Me

The Tell Me feature allows users to enter words and phrases related to what you want to do next to
quickly access features or actions. It can also be used to look up helpful information related to the

topic. It is located on the Menu bar, ab

Search for Features
1. Clickin the Tell Me box.
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“D | ] Layout -

2 — £ Reset
Pacte [SET T U %=

Shide+ 3 3action~

Clipboatd Stides

ove the Ribbon.

]

Presencationl - PowerPoin:

deShow  Review  Yiew  Addinse 0 Tell mewhat youwant to de Katheyn Creech Morgan 2} Share

m| A Find
i s an
L vac Replace +
Arrangs Culcl !
s 4 Stk |5 Select v
Patagraph Drawing Editirig ~

Figure 7 - Tell Me

2. Type the feature you are looking for (See Figure 8).

3.

In the Tell Me drop-down, you will receive a list of features based on your search. Click the

Feature you were looking for (See Figure 8).

n Text

owerPoint
Add-ins

Text Direction

Convertta Sm

[:J Start Presentation|

Start From Beginning

Start from This Slide

T+ kel

Save As Other Format

o [
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1

e Get Help on "Start Presentati...

ﬁ) Smart Lockup on "Start Prese...

Figure 8 - Select a Feature

4. You will either be taken to the feature or a dialog box of that feature will open.

Get Help with PowerPoint
1. Click in the Tell Me box.
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‘*D | =] Layout =
= 5] Rt
Paste Mew Ty 8

Siida+ = Saction =

Stides
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Presencationl - FowerPaoint
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Figure 9 - Tell Me
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2. Type the feature you want help with (See Figure 10).

3.

4.

owerPoint

Add-ins @ Transitions

on+ [l Transitions

EH Reading View

Convert to:Smiz || £ Tsit 3
I 0 Get Help on "Transitions"

® Smart Lookup on "Transitions”

In the Tell Me drop-down, click Get Help on “feature” (See Figure 10).

Figure 10 - Get Help on Feature

Click the Topic you wanted help with.

PowerPoint 2016 Help

@06 & A

Search jol

Add or remove transitions between
slides

Learn how to add or remove transitions between
slides in PowerPoint 2013 and PowerPoint 2016

Using the Morph transition in
PowerPoint - Office Support

Learn about using the Morph transition in
PowerPoint to automatically create animations,
movements, and effects on pictures, images, and
other characters in your ...

Set the speed and timing of transitions
Transitions give you another way to control the flow
of your presentation. You can set the speed and
timing of the transitions to help control how fast

»

11

Figure 11 — PowerPoint 2016 Help

In the PowerPoint 2016 Help dialog box, you will get a list of help topics based on your search.
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The Smart Lookup Tool

Smart Lookup uses Bing to provide you with search results for your selected term or phrase. It is
located under the Review tab within the Insights section. The following explains how to use the Smart
Lookup functionality.

1. Highlight the word or phrase you want to find information about (See Figure 12).
2. Right-click on the word or phrase.
3. Click Smart Lookup (See Figure 12).

ry Paste Options:

il e

0O L

Exit Edit Text
ptitle B
Paragraph...
Buliets 3
Mumbering 4
Convert to SmartArt

Hyperlink...

VIR o i1 A =

Smart Lockup

Synonyms 4
@3% Tranzlate

A Format Text Effects...

%4 Format Shape...

Figure 12 - Smart Lookup
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4. The Insights pane displays the information relevant to your selection. In the Insights pane, you
receive the following information:

a. Explore - Wiki articles, image search, and related searches from the internet
(See Figure 13).

b. Define - A list of definitions (See Figure 13).

Note: The Insights pane uses the Microsoft search engine Bing. For Smart Lookup to work you have
to be connected to the internet.

5. To close the Smart Lookup Insights pane, click the Exit (X) button in the top right corner of the
pane (See Figure 13).

Insights -@ Insights
;ﬂ Fb Explore Define
Explore Define ef

I China
China ['CHina] ¥

»

»
|

1. acountry in eastern Asia, the third
|argest and most populous in the world;
pop. 1,338,613,000 {est. 2009); capital,
Befjing; language, Chinese (Mandarin is
the official form). Official name People's
Republic of China.

m

m

China
China, officially the People's Republic of

Powered by CidfordDictionaries S Oidford University Press

China, In Asia, is the world's most populo

state, with a population of over 1.381 China®
billion. The PRC is a single-party state chi-na [ CHina] ¥
governed by the Communist Party of
snwikdpedizorg - Te under CC-EY-34 ficense noun
More noun: china T
Explore Wikipedia 1. afine white or translucent vitrified

ceramic material: Also called porcelain.
China - Wikipedia, the free encyclop...
China, officially the People's Republic of
China (PRC), in Asia, is the world's most
populous state, with 3 population of ove ... ~

‘a plate made of china”

Figure 13 - Insights Panel
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Galleries

A Gallery is a collection of pre-defined formats which can be applied to various elements in Office
applications, such as the Themes Gallery in PowerPoint (See Figure 14). A Gallery most often appears
as a result of clicking on an item on one of the Ribbon tabs.

Presentationl - PowerPomt

fpsart Design Transitions: Arnirmations Shde Show Paviaw View Add-ins t @ Tall e what you wact to doi Kathryn Creech Morgan £}, Share
¥ ¥ 9

e 1 &5
A e
INE \ - = Slids Farmat

Size~ Background
TrEme; Yanants Customize ”

Figure 14 - Theme Gallery

The selections in a Gallery incorporate a feature called Live Preview. When the mouse cursor hovers
over a selection in a Gallery, your document takes on the formatting attributes of that selection in
order to give you a preview of how that selection will look when applied to your document.

Mini Toolbar
The Mini Toolbar is a semi-transparent toolbar that appears when you select text (See Figure 15).
When the mouse cursor hovers over the Mini Toolbar, it becomes completely solid and can be used to

format the selected text.

Calibri Li = |60 -

=

-
A~

Figure 15 - Mini Toolbar

B I U==

Status Bar
The Status Bar can be customized to display specific information. Below, in Figure 16, is the default

Status Bar for PowerPoint:
|Slidelof2 [= = Notes Bl Comments E 22 B T -1 + 2% B3 |

Figure 16 - Status Bar
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Right-clicking on the Status Bar brings up the menu to the right, which enables you to change the
contents of the Status Bar by checking or un-checking an item (See Error! Reference source not
found.).

Customize Status Bar

+  View Indicator Slide1 of 1
Theme "Office Theme"

+  Number of Authors Editing

v Spell Check

v Language

v Signatures Off’

+ Information Management Policy Off

+  Permissions Off

v Upload Status

v Document Updates Available Mo

v Notes

v Comments

 View Shortcuts

v Zoom Slider

v Zoom 118%

v ZoomtoFit

Figure 17 - Status Bar Menu

Themes

A Theme is a set of formatting options that is applied to an entire presentation. A theme includes a set
of colors, a set of fonts, and a set of effects. Using themes shortens formatting time and provides a
unified, professional appearance.

The Themes group is located on the Design tab; it allows you to select a theme from the Themes
Gallery, apply variants, and customize the colors, fonts, and effects of a theme
(see Figure 18 on the next page).

Presentabonl - PowerPomt Drawing Taals

Transitions Asirnations Slide Show Review View Add-ins Format D Telirrie what yod wart to do.. Kathryn Creech Margan Q_Shn'nz
K . ,
e wo - { - “‘ S [— ! - _|| slide  Forma
: Size~ Background
Themes vanants Customize ~

Figure 18 - Design Tab: Themes

Applying a Theme to a Presentation
1. Onthe Ribbon, select the Design tab (See Figure 18).
2. Inthe Themes group, hover over a theme with your mouse to see a preview.
3. Click the arrows to scroll to additional themes.

Aa Aa | Aa

= T R [ By ] IJI

Themes

Figure 19 - Themes
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4. Select a theme by clicking on the thumbnail of your choice within the Themes group.
Applying a Theme Variant

1. Onthe Ribbon, select the Design tab (See Figure 18).

2. Inthe Variants group, hover over a variant with your mouse to see a preview.

3. Click the down-arrow to view any additional variants (See Figure 20).

4. Select a variant by clicking the thumbnail of your choice within the Variants group.

- |

Variants

Figure 20 - Variants Gallery

Changing the Color Scheme of a Theme

It may be necessary to change the color of a theme to better suit your presentation. In order to

change the color scheme after applying a theme to your presentation:

1.

2.

3.

From the Variants group, click the down arrow with the line above it, in the bottom right
corner.
= ! ‘ mmmme ] == ] ]
Wariants
Figure 21 - Variants Drop-down
Select colors from the menu.

S

IE Colors

Fonts 4
|:| Effects k
{*:_;L_'! Background Styles r

Figure 22 - Variants Menu

Select a color scheme from the list that appears.
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Changing the Fonts of a Theme
In order to change the fonts of an applied theme:
1. From the Variants group, click the down arrow with the line above it, in the bottom right
corner (See Figure 21).
2. Select Fonts from the menu.

E Colore F
Fonts F
|:| Effects k
5}1 Background Styles k

Figure 23 - Fonts

3. Select your desired font from the list that appears.

Changing the Effects of a Theme
In order to alter the visual effects of an applied theme:
1. From the Variants group, click the down arrow with the line above it, in the bottom right corner
(See Figure 21).
2. Select Effects from the menu.

E Colors 3
Fonts 3
Ll:' Effects PI
Q_;_ab: Background Styles k

Figure 24 - Effects

3. Select your desired effect from the list that appears.
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The File Tab

The File tab, shown below in Figure 25, provides a centralized location called the Microsoft Office
Backstage view (see Figure 26). The Backstage view is used for all tasks related to PowerPoint file
management: opening, creating, closing, sharing, saving, printing, converting to PDF, emailing, and
publishing. The Backstage view also allows for viewing document properties, setting permissions, and
managing different versions of the same document. (See the PowerPoint 2016 Quick Guide located at
http://uits.kennesaw.edu/cdoc, for additional information on the Backstage View).
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Figure 26 - Backstage View
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Navigation
PowerPoint 2016 opens in the Normal View showing the Slides Pane on the left side of the window.

Slides Pane
1. The Slides pane shown on in Figure 27, displays all the slides available in a presentation and
helps to navigate through the presentation. The slides are listed in sequence and you can
shuffle the slides by dragging a slide from the current location and placing it in the preferred

location.

Slide Preview
2. Select aslide in the slides pane to preview it in the Slide Preview window
(See Figure 27). The slide preview all you to see how your text looks on each slide. You can add

graphics, video and audio, create hyperlinks, and add animations to individual slides.

Notes Pane
3. It can be helpful to use the Notes Pane to remind yourself of speaking points for your
presentation (see Figure 27). These personal notes can also be printed out for future

referencing. Notes entered in the Notes Pane will not appear on the slide show.
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Figure 27 - Normal View
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Changing Views

PowerPoint 2016 allows you to see and edit your slides in several views. To work with your
presentation in a different view, click the View tab on the ribbon (see Figure 28) and select the
appropriate view, or, click on the appropriate Shortcut button at the bottom right area of the Status

Bar (see Figure 29).
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Transitions
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Presentationl - PowerPoint
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File Home Insert Design

Review Add-ins
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Maormal Outline Slide Notes Reading . Motes:  Zoom Fitto — . Mew Switch Macros
View Sorter Page View [ Notes Master LI Guides Window mm Blackand White | Window 5F  Windows -
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Figure 28 - View Tab
B = B T -—1 + 56% 3
Figure 29 - Status Bar
Types of Views
. . Shortcut Icon On Status
View Icon On View Tab
Bar
Normal View =
Displays the outline pane, slide pane, and " |
arma
notes pane.
Slide Sorter View IZIE
Displays a small version of each slide and -
. .« . . Icle
is useful for reorganizing your slides. Sorter
Notes Page
Displays a miniature slide with space ot = Notes
OTES
below to type notes for the presenter. Page
EE
Reading View
Makes the presentation easy to review. Reading
Yiew
Slide Show View .
: - . (Button on SlideShow
Runs the slide show beginning with the
i Tab)
current slide.

Table 1 - Presentation Views
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How to Create a New Presentation

1. Click on the File tab.
2. Choose New (See Figure 30).
3. Double-click on Blank presentation (See Figure 30).

Presertationl - PowerPaoint = [ X

Kathiyn Creech Margan

Search for orline templates and themes ol
Suggested searches:  Precentations  Orientation  Business 43 Blue  Fducation  Media

FEATURED PERSONAL ‘ 3 )
Ny

Take a G):

tour ' =, ‘
Biank Presentation Welcome to PowerPoint Facet
Accourt |
Optons GALLERY [ esce | WOOD TYPE
: -
Gallery Parcel . Wood Type

Figure 30 - Creating a New Presentation

4. A new blank presentation will be created.

Saving a Presentation

You created a new presentation. Now, you should save the presentation so that you can use it later.
The Save command, available from the File tab, is used to save a newly created presentation or to save
the changes made to an existing presentation. When saving a file for the first time, you are prompted
to enter a file name for the presentation, and you are asked in which location you would like the file to
be saved.

File Formats

PowerPoint 2016 uses PowerPoint Presentation (.pptx) as the default file format. Additional formats
include PowerPoint 97-2003 (.ppt), PowerPoint Show (.ppsx), PowerPoint Show 97-2003 (.pps),
Windows Media Video (.wmv), as well as GIF, JPEG, PNG, TIF and BMP. The

PowerPoint Show is a presentation that always opens in Slide Show view rather than in Normal view.
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How to Save a Presentation

1. Click the File tab.
Choose Save As to save the presentation with a new name in (See Figure 31).
Select Computer to save to the local drive (computer/laptop etc.) (See Figure 31).
Select your desired folder (See Figure 31).

P wnN

Pressrationl - PawePaint e i,

Kty Crezch Morgan

Save As

OneDrive - Kennesaw State Univ...
Kmargei2kernesa,edy

This Week

FawePuint
= Dragran Fils (8] » §achimith « Canacia SHitie...

Last Week

Custom OfMice Templales

EE‘- SharePoint Iy Dncurnents = Custoon Cffice Tomplates

After Elfects

L= OtherWeb Locations i

i )

= - Olcliar

L ThispE
(14

ol Addarace After Effects
s iter Eifects:

Browse Camtasia

U » Camntasia

Carntasia &
Desktop = K50 = Camiasis B

Figure 31 - Save As

5. In the File Name text box, type the name of the file (See Figure 32).
6. Click Save as Type and then do one of the following (See Figure 32):
e For a presentation that can be opened only in PowerPoint 2016 or in PowerPoint 2013, in
the Save as Type list, select PowerPoint Presentation (*.pptx).
e For a presentation that can be opened in either PowerPoint 2016 or earlier versions of
PowerPoint, select PowerPoint 97-2003 Presentation (*.ppt).
7. Click Save (See Figure 32).

U
£ -:-:I'\.-'n th v Comdasa Studho B8 ». Mediz » Studio v Pouwres Ur-.ll': - .0? pel |
New folder R &
= Name Drate meddied Type Sme
B Favorites 1
= @5 Sample.ppts 5/4/216 915 AN Microseft PowerP. 417 KB
M Deskiop
B Downloads
= Recent Places
% Dropbox
il Libraries
_j Documents
hoea - o
Fite name; | Trouble in China.ppix =
o~
Save as type: [PowesPoint Bresentation [ ppt) {6) ~|
Authars: Kathom Cresch Morgen ags Addatag Tie: PowerPoint Bresentation

Figure 32 - File Name and Save as Type
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Note: You can also press CTRL+S or click Save = near the top of the screen to save your presentation
quickly at any time.

Appearance
Slides

You are familiar with creating a new presentation and saving the changes you make to an existing
presentation. You may need to add slides to the presentation to include more information.

Before you begin creating a presentation it is important that you decide on a design and layout. Slides
and layouts are the basic building blocks of any presentation. For a presentation to be effective, care
should be taken to apply the right slide layouts. Being able to add the appropriate slide layout to your
presentation will enable you to present information more relevantly to your audience. PowerPoint
offers several built-in slide layouts to deliver visually effective presentations.

Adding a New Slide
1. Within the slides pane, select the slide that you would like to insert a new slide after.
2. Onthe Home tab in the ribbon, click the drop-down arrow next to New Slide, within the Slides
group, to display the default list of layouts (See Figure 33).

3. From the New Slide drop-down list, select a layout to insert (See Figure 33).

Pres

Transitions Animations

Clipboard || Facet

1

i £ |
Title Slide Title and Content Section Header

)

Title Only

Two Content

A |k il
Blank Content with Picture with
Caption Caption

Figure 33 - New Slide
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Types of Slide Layouts

Title Slide

Title Slide

This layout includes placeholders for a main title
and a subtitle.

Title And Content

This layout includes a placeholder to enter slide title
and a place for text, charts, tables, pictures, clip art,
and SmartArt graphics.

Section Header

Section Header

This layout allows space for section and sub-section
titles.

Two Content

Much like the Title and Content slide layout, this
layout offers a place for slide title text and two
content places for text, charts, tables, pictures, clip
art, and SmartArt graphics.

This layout is just like the Two Content layout with

Picture with
Caption

Comparison the addition of two text placeholders to aid in
compare and contrast slides.
Title Only This layout offers a place to enter title text.
Title Only
Blank This is a blank slide with no placeholders.
Blank
. With this slide you can enter a title, text, and
Content With Y ",
i content such as additional text, charts, tables,
Caption e . . .
Content with pictures, clip art, and SmartArt graphics.
Caption
Picture With This layout offers a place for a picture and caption
Caption text.

Table 2 - Slide Layouts
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Text

A presentation is not all about pictures and background color—it depends mostly on the text. The
message of your presentation is conveyed through the text. The visual aids are simply cosmetics to
help support your message. The instructions below explain how to work with text.

Entering Text
Most slides contain one or more text placeholders. These placeholders are available for you to type
text on the slide layout chosen. In order to add text to a slide, click in the placeholder and begin

typing.

The placeholder is movable and you can position it anywhere on the slide. You can also resize a text
placeholder by dragging the sizing handles (See Figure 34). Removing an unwanted text placeholder
from a slide is as simple as selecting it and pressing Delete.

A text placeholder can contain multiple lines of text and will adjust the size of the text and the amount
of space between the lines if the text exceeds the allowed space.

E T I

Figure 34 - Text Placeholders

Text Boxes can be added to any slide in order to provide additional room outside of the text
placeholders.

Adding a Text Box
1. From the Insert tab, click on Text Box.

Presentation] - PowerPoint

Design Transitions Animations Slide Show Review View oAﬂd-Tns 2 Tel me., Kathryn Cr... ‘Q+ Shars

| :_| ,; L—.gDnIine Pictures [ Shapes ~ 3 fa; .:. - ’ﬁ:| . 4 % 0 4
i

= Screznshot - I SmartArt
Mew  Table  Pictures & £l Add-  Hyperlink Action | Comment

[Z Photo Alburm =+ gl Chart ins ~ Box e Footer

Slides = Tables Images Mustrations Links Comments Text ~

Figure 35 - Inserting a Text Box

2. Left-click on the area of the slide where you want to add text.
While maintaining the left-click, drag the mouse cursor down a bit and then to the right, then
release. The dashed text box appears.
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4. Left-click once inside the text box and start entering your text (See Figure 36).

Formatting Text

Figure 36 - Text Entry in a New Textbox

When creating a presentation, it is likely that you will be doing some formatting. In order to edit text

on a presentation:

1. Select the text (by left-clicking and maintaining the left-click while dragging the mouse cursor

across the text).

2. Use the Font Group on the Home tab or right-click on the selected text and choose formatting
options from the Mini Toolbar (See Figure 37).
3. Make necessary changes to the font and click outside of the text placeholder to accept the

changes.

Trebuchet MS (|36

= a— _ AL
A A feliz-i=- Izv“:l
[~
B I U § aefN-pa- A-I=E=== =- =
Font [ Paragraph

P

) Hm 1

v y

Shapes Arrange Q

- ~ Sty
Crrawing

\

Graphics

Figure 37 - Formatting Text

Another way to add emphasis to your presentation is to have visual aids or graphics. Although we
learned earlier that the most important part of your presentation is the message, it is always helpful to
use graphics to get your point across more concisely and in a shorter period of time.
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Inserting Pictures

When inserting clip art onto a preselected slide layout:
1. Goto the Insert tab.

2. Type in your key word or phrase of the object you are looking for into the search box.
3. This will open the Insert Pictures window.

Insert Pictures

b Bing Image Search ||

Search the web

Figure 38 - Search for Clipart

4. Scroll through the given results to find your desired clip art (See Figure 39).
5. Once found, click on the image (See Figure 39).
6. Select Insert to add the clip art to your slide (See Figure 39).

b bing China IEI ]

ize « Type ~ Color » Creative Commonsonly v Clear fiters

famal'>

1

These results are 1agged with Creative Commons ficenses: review the license to ensure you comply. Show all results

You are responsible for respecting others’ rights, including . % [—]
Y : nsert Cancel
copyright. Leam more here. 1 item selected.

Figure 39 - Insert Clip Art

Note: You are responsible for respecting others’ rights, including copyright, so be mindful when
selecting your image(s).

Images from a File

Images from your own collection and experiences may also add value to your presentation. You must
have the image saved prior to adding it to your presentation.
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Inserting an Image from a file

Place your cursor where you would like the image to appear. Select the Insert tab. Click Pictures (See
Figure 40). In the Insert Picture dialog box, navigate to find your image. Select your image, and click
Insert.

Presentationl - PowerPoint

Design Transitions Animations Slide Show Review View Add-ins @ Tell me... Kathryn Cr... ,Q,_ Share

= L_.‘g.DnIine Pictures L&) Shapes = Y t + AL - % O i
=] cif’ s Bl & [&| ] RN
— = las Screenshot ~ [=] Smarthrt o ) [&] :
Mew  Table [JPictures| Add- | Hyperlink Action  Comment = Text Header WordArt Symbols Media
Slide~ & @IPhotoAlbum * 1l Chart ins= B & Footer S D - -
Slides Tables Images INustrations Links Comments Text e

Figure 40 - Insert Pictures

Draw Shapes

Shapes are simple geometric objects that are pre-created by PowerPoint and can be modified. A shape
can contain text or can appear without it. It can also be filled with color, and the outline of the shape
can be given a different style and color.

Inserting a Shape B - Rl Pk

1. Select the Insert Tab. =i ] 7 Yo
J E | d [ Online Pictures y
2. Click Shapes_ T Tah‘!e i S Scrgenshot Recently Lsed Shapes
. Slidde » 2 Ephotoslbum » |E OO AT L
3. Select the shape you wish to draw Sides | Tables e % :- (See
Lines
Figure 41). : NS LML B R E %
Rectangies
4. Your cursor becomes a small black plus DoDADOOO0 sign.
. . . Basic Shapes
5. Inthe Slide pane, point the crosshair
mouse pointer to the upper-left corner D of
EI4FE 3 ¢ 3
the area where you want to draw the Block Arroms
Ga SO aede A
shape, hold the left mouse button Me svansso e Dhldn
) L ela
down, and then drag diagonally down to Eausbion Slapes the
. | Tr=#8<=#
right to create the shape. Rt

O0<-7O00083=0aW
OUOAARKRB X ¢ AVAD
Q=00

Stars and Banners
HUPADTOBOCEH D
o g e

Callouts

[A AL 3 O A0 O Ailid g d
oA

Action Buttons

Clektoadd [ ) 1 @ B ] = E 71

Altering a Shape FeT——
1. You can now move your shape if

Figure 41 - Insert Shapes

necessary by clicking on the object, holding down the left mouse button, and dragging it to
another location.

2. You may also alter the look of your shape by selecting the shape and clicking the Format tab
(See Figure 42).
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3.
apply it to the shape (See Figure 42).

Drawing Tools g

Review View  Add-ins

Presentationl - PowerPaoint

HS-

File Home Insert Design  Transitions Animations  Slide Show o Tellme..,
EsNOcOl & + | &2 Shape Fill - Ay &~ TaringFoward B 1Tz -
AL Lednl-|E Abc il E Shape Cutline = & ﬂ ¥ 0 Send Backward i =
% —\ fk { } ﬁ T|ig = L# Shape Effects - 5?;:;‘(. AR E[}; Selection Pane e E 250 B
Insert Shapes Shape Sty fa | WordArt Styles Arrange Size 1
1 r
|
2
*
| ‘iﬁ

Figure 42 - Altering Shapes

Hyperlinks

You may have an additional document or a great website to enhance your presentation.
are presenting.

Adding a Hyperlink
1. Select the text that you would like to change to a hyperlink.
2. Select the Insert tab (See Figure 43).
3. Click Hyperlink (See Figure 43).

Eal

H oS-

Home Design  Transitions  Animations  Slide Show  Review View  Add-ins

T g

Presentationl - PowerPoint Drawing Tools

Format Q Tell me..,

Kathryn C...

Kathryn C...

In the Shape Styles group, scroll through additional styles and click on the desired style to

',?'_ Share

Adding

hyperlinks into your presentation can allow you to quickly jump to supplemental information while you

m|

(q_ Share

j| K [:@ Online Pictures | [& Shapes - 3 E 3 T;i + D 4 B O o4
— = 4 Screenshot~ T SmartArt i [&] ;
Mew  Table | Pictures Add- Hyper!:ﬁlc- \ction  Comment  Text  Header WordArt Symbols Media
T [ = Photo Album - 1l Chart ins e Box &Footer - = =
Slides Tables Images INustrations Links Comments Text ~

Figure 43 - Inserting a Hyperlink
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4. The text you selected will appear in the Text to Display field at the top of the window (See
Figure 44). You can change the text if you would like.

5. Select the location where you want to link to from the Link To column on the left
(See Figure 44).

6. Type the address that you want to link to in the Address field (See Figure 44).

7. Click OK (See Figure 44). The text that you selected will now hyperlink to the web address.

Insert Hypedink m Lo B
:Hink to: Text to display: KSU| : I | ScreenTip..,
1\ E} :'E] =
] Look in: |[E| m 5 =y
L : “| My Documents 7e']
Existing File |Z| D
or Web Page |, Adobe - Bookmark...
Current . o
= Folder | 12 Adobe Scripts |=-:_|
&1 | AlMLogger -
Place in This 1 Camtasia Studio
Document Browsed ;
Pages | CSatt Fitness
’ J Custom Office Templates
D k ; P
Create Mew Recent =
Document Eilés ; Fragments
Invoicel3.pages - 6
@ I Address: .htt.p:;-'hwwv.kennesaw.eduf. i
E-mail
Address T
QK l I Cancel
= =

Figure 44 - Insert Hyperlink

Note: You can also type the hyperlink out and press enter, and PowerPoint will automatically create

the hyperlink.

Header and Footer
Occasionally it is necessary to add information to the Header or Footer of a PowerPoint presentation,

just the printout, or both. This may be information such as the author’s name, date and time,

organization, class information, etc.

Adding a Header or Footer
1. Select the Insert tab.
2. Click Header & Footer.

Presentationl - PowerPoint Drawing Tools | i O

Review  View  Add-ins Farmat Q Tell me... Kathryn C... RShare

ik Design  Transitions  Animations  Slide Show

= le L& Online Pictures | [3'Shapes~ | gy B Tkl 'Li'vj D 4 Bl aollwe
= &4 Screenshot~ ﬁSmartArt e I [

Mew Table | Pictures Add- | Hyperlink Action | Comment  Text | Header
= Photo Album - g/l Chart e box N Eooter] -

Slide = x
Slides Tables Images Tllustrations Links Comments Text M

Figure 45 - Inserting Header & Footer
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3. Select whether you would like to add these settings to the Slides or Notes and Handouts by
selecting the appropriate tab (See Figure 46).

4. Click inside the checkbox to add the Date and Time or Slide Number (See Figure 46).

5. Type additional information such as the author’s name in the Footer box
(See Figure 46).

6. If you would like this information to appear on all slides, click Apply to All
(See Figure 46).

Header and Footer ﬁ z .
= 3
I Slide | Notes and Handauts

f‘wn_clude on slide Preview
~ =

Date and time

@ Update automatically fomeamaoas

u 6312016 [=]

language: Calendar type: | —
|English (United States] |~ | |Gregorian
" Fixed

|6/1/2016

/| fslide number

Footer
' 5 :Kennesaw State Uni\rersity{

D Daon't show on title slide

G
[ aoey | [ avontonn || [ cance i!

Figure 46 - Header and Footer Settings

Printing

PowerPoint 2016 allows you to print your presentation in

order to aid you in presenting or to give your audience Print )
something to take notes on. There are multiple formats

available when printing; you should choose a format which
best suits your presentation and audience needs.

Printer y
O,
, MEU-DrinkEW

P Ready T
Printing Your Presentation
From the Backstage view: Sf_:: ﬁpq,,.dz -
1. Click the File tab.
2. Click on Print to view the printer settings Account | B
(See Error! Reference source not found.). Srer =
3. Indicate the number of copies you would like to == f"& s

e NoStaples -

print (See Error! Reference source not found.).

4. Select the printer (See Error! Reference source not f -_— e -

Edit Header & Footer

ound.).

Figure 47 - Printer Settings
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From the Settings section:

1. Click on Print All Slides. If you do not need to print all slides, you may select another option in

the window (See Figure 48).

Settings
Print All Slides

&= -

Print entire presentation

Slides

ﬁ Print All Slides

Print entire presentation

Print Current Slide
Cnly print the current slide

kil

Custom Range
Enter specific slides to print

_E'mJ

Figure 48 - Print All Slides

2. Click on Full Page Slides to access Print Layout options such as Handouts and Note

Figure 49).
Settings
ﬁ Print All Slides .
Print entire presentation
Slides:
I:I Full Page Slides .
Print1 slide per page
Print Layout
Full Page Slides Notes Pages Outline
Handouts
1 Slide 2 Slides 3 Slides

& B =

4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal

e B =

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

Figure 49 - Print Layout

Note: If you select Handouts, choose the amount of slides that should appear on the print
from the Handouts box. The 3 Slides option allows for notes to be written on the handout.

s Pages (See

ed page
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3. Click on Print One Sided to access options to print on both sides of the paper
(See Figure 50).

-

| Print One Sided
Only print on one side of th...

| Print One Sided
Only print on one side of the page

l:_ Print on Both Sides
r

Flip pages on long edge

Print on Both Sides
Flip pages on short edge

Figure 50 - Print One Sided

4. Click on Grayscale to access options to print in grayscale, color, or black & white

- GGrayscale

O Pure Black and White

Figure 51 - Grayscale

5. Once you are ready to print, click on the Print 'p'g" button.
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Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e \Website: http://uits.kennesaw.edu
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