LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

CREATING PRESENTATIONS IN POWERPOINT

Creating presentations in PowerPoint is designed a presentation are very simple but as you become
to be instinctive, based on your experience with more experienced, you will be able to utilise an
pen and paper or other applications in the Office extensive range of tools and features to create a
suite such as Word. The steps required to create professional-looking presentation.

Choose A Template Or Theme

Templates and themes are available under New in the Backstage. Microsoft no longer separates
themes and templates into two categories which can make it a little tricky for a first time user to
differentiate between the two. One way of remembering is to understand that templates contain
information and guidance on the kind of content to include in your slide, whereas themes contain design
elements such as patterns and colours to guide you in the appearance of your presentation.

Most of the available themes are displayed under New when you first open the Backstage. Once you
have chosen a theme, you can modify and customise it by changing colours, fonts, patterns and more.

If you are looking for a template to help you with a specific presentation, simply type a word or term
(such as ‘Nature’) into the search for themes and templates box located in New in the Backstage and
press Enter],

You can further narrow down your search by selecting from the Categories that appear on the right side
of the screen when you perform a search.

To keep matters simple and apply your own formatting, you can use the default PowerPoint presentation
(the Blank template). When creating a new presentation, the Blank template appears as the first
template option under File > New.

As you become more experienced with PowerPoint, you can create your own templates bearing logos,
customised themes, and so on, and use these instead for your new documents.

Add Content

Once you have chosen a template or theme to base your presentation on, you are ready to start adding
content. You can easily add text by typing directly onto the slide which appears in the Slide window and
you can add additional slides by clicking on New Slide in the Slides group on the Home tab.

Save The Presentation

Once you have added some content, it is critical to save the new presentation to ensure the information
is not inadvertently lost. This also enables you to store the presentation for later use. The process of
saving a presentation moves the presentation content from the computer’s short-term memory (also
known as RAM, or Random Access Memory) to a source of long-term memory. This latter form of
memory might be the computer’s hard disk drive, a network drive or perhaps a portable drive such as a
memory stick.

Just like filing a paper document in a folder in a filing cabinet in your office, you will need to locate a
suitable electronic folder for your PowerPoint presentation in the filing system of your computer or
network.

When storing a presentation on your computer, you are required to assign a name to it. This enables you
to easily search for and distinguish individual files.

Once you have completed this initial save process, you will then need to regularly save any new
changes you make to the presentation.

Preview The Slide Show

When you think you are almost finished with your presentation, it's important to preview it as a slide
show before you present it to an audience. This ensures that you have time to correct any mistakes, see
how long the presentation will take and iron out any issues you may encounter.
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

CREATING A PRESENTATION

If you are creating your first presentation, it's presentation for a professional looking finish. The
much easier to choose a theme as it does much best thing is, you can always modify a theme to suit
of the design work for you. A theme is a set of your requirements. Once you have applied a
colours, fonts and effects you can apply to your theme, all you really need to do is to type the text.

Try This Yourself:

Before starting this exercise,
ensure the PowerPoint start
screen is displayed...

1 If necessary, click on the File tab
and select New, then scroll down
to see the available themes and
templates displayed on the right

side of the screen

Templates generally have a
name describing what they can
be used for, such as ‘Business
Meeting’, whereas theme names
are more abstract, such as
‘Droplet’, which describes their
appearance...

Click on Vapour Trail to view a
2 preview

Notice there are a selection of
smaller thumbnails next to the
preview  which display the
variants (alternative colour
schemes) for this theme...

Click on the four variant
3 thumbnails next to the main
preview to view the effect

4 Click on the More Images
arrows below the thumbnail to
see previews of how the theme
appears on slides with varying
content

5 Click on the original colour

scheme then click on [Create] to

open a new presentation with the
Vapour Trail theme applied

Presentation] - PowerPoint Ivana Rabinson (Z

New

Search for online templates and themes pel

Suggested searches:  Presentations  Business  Orientation 4:3  Education Blue Personal

Save As

Sove s e WO0D TYPE Quotable

’”?—' ™ Vapor Trall
T CONTRNT | AYOUT

7o

¥

& | —_—

_— =

4 Morelmages

)

Presentation] - PowerPoint Ivana Robinson

Slide Show Mix
e _l [ElLayout~ ; - 2 =_ 1 ’__/‘7‘ 0
D 1] Reset B ’ Ve (|

Paste New B T U S sbehV.a A Shapes Arrange (Ui
- Slide= OSection~ | = = ; 2 B S8 v

Transitions Animations Review ACROBAT

Clipboard Slides,

-

Paragraph Drawing

éCLICK TO ADD TITLE

For Your Reference...

Handy to Know...

To create a presentation based on a theme: e Templates contain placeholders and
1. Click on the File tab, then click on New suggestions you can use as a guide when

2. Select a theme from the list
3. Click on [Create]

adding content. This is useful if you are stuck
for ideas. Simply type a term or word into the
search for online templates and themes
box under New in the Backstage, press
and select an option.
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

APPLYING THEME VARIANTS

Each theme comes with a set of colour variations available in the preview, or you can select a
or schemes called Variants. You can choose the variation later on via the Design tab.

desired variation either when you preview the

theme in Backstage via the variant thumbnails

@Ed B = P1303 Your First Presentation_1 pptx - PowerPoint 2
TI"y This Yourself. HOME  INSERT | DESIGN = TRANSTIONS  ANIMATIONS  SUDESHOW  REVIEW  VIEW  ACROBAT
.

e

[ | |l o=

Before starting this exercise you
MUST open the file Your First
Presentation _1.pptx...

Open
File

&) Background Styles

Click on the Design tab

Click on the More arrow for the Q_CUCK TO ADDTITLE
Variants gallery in the Variants [

group to display a menu of
options, then click elsewhere to e

N =

close it
Let’s apply a variant to the BEH®- B = P1303 Your First Presentation_1,ppt - PowerPaint 2
current theme HOME  INSERT | DESIGN  TRANSTIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW  ACROBAT

[t

Point to the options available in
3 the Variants gallery in the

: o | Aa
Thel

mes

Variants group to see a Live | R
) . Fetetetedatels
Preview of the effect on the slide RRRi

in the Slide window

Let’s see the variants available
for other themes...

Click on the More arrow for the
4‘ Themes gallery in the Themes

group and select the Integral

theme to apply it to your slides

HOME INSERT DESIGN

TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ACROBAT

|@| H -0 I = P1303 Your First Presentation_1.pptx - PowerPoint 2

5 Click on the More arrow for the
Variants gallery in the Variants
group to see the variants for the
Integral theme, then repeat step Themes

Notice the variants for the
Integral theme include colour
and pattern variations...

&) Background Styles
., s
S

Repeat step 4 to select the i @ 'J‘%ﬁ:ﬂéj%@ﬂf fj
6 Vapour trail theme again : MM@%@@%@E@%

For Your Reference... Handy to Know...
To apply a theme variant. e You can manually change various elements
1. Click on the Design tab of your theme. To do so, click on the More

arrow for Variants, point to Colours, Fonts,

2. Ensure atheme is selected in the Themes Effects, or Background Styles and select

ga-llery . o . an option to alter these elements. Selecting
3. Click on the desired option in the Variants an option in Variants at a later time will
gallery override manual changes.
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

THE SAVE AS PLACE

The Save As place appears when you open the documents. For example, the folders on your
Backstage and click on Save As. The Save As computer or in OneDrive. It also gives you the
place gives you easy access to locations (known option of adding an alternative place where you can
as places in Office) where you can save your save your documents.

The Save As Place

The Save As place opens automatically when you save a new document for the first time by clicking on the File
tab and clicking on Save. The Save As place will also open if you save an open, existing document to a new
storage location by clicking on the File tab and clicking on Save As.

The Save As place lists storage places in the middle pane of the Backstage so that they are easily accessible.
By default, Microsoft lists OneDrive at the top of the list, to encourage you to store documents in the ‘cloud’.
When you click on either OneDrive or This PC, a list of recently accessed folders in that place will appear in the
right pane plus the option to [Browse] all folders.

OneDrive

OneDrive, or OneDrive.com, is an online file storage system from Microsoft. Currently, Microsoft gives you
7GB of free cloud storage (or 20GB for Office 365 users) on OneDrive to store your files and photos, sync files
across your computers or storage devices, share specific files with friends and colleagues, and edit and
collaborate on Office documents. You can access the latest version of your files from any device with an internet
connection, including mobile devices. You can also create new files directly in OneDrive.

Before you can upload files to OneDrive, you will need to create a Microsoft Account (which you will be
prompted to do the first time you try to save a file to OneDrive). You can then go to OneDrive and sign in with
your Microsoft account to access, view and share your online files.

Adding A Place

By default, the Save As place lists OneDrive and your This PC as places you can save your documents to.
However, you also have the option of adding SharePoint to this list. Clicking on Add a Place beneath Save As
will open a dialog box that will take you through the steps necessary for adding SharePoint. Once it is added,
SharePoint will appear in your list of available places.

Current Folder

If you have been working with a document that has already been saved to a folder, the Save As place will
remember the location and display it under Current Folder at the top of the right pane for easy access.

Recent Folders

If you have been working with documents stored in various folders, these folders will be listed under Recent
Folders in the right pane. You can save your document to one of these folders by clicking on it. The Save As
dialog box will then open with that folder already selected. By default, 5 folders will display under Recent
Folders however you can change this by clicking on Options in the Backstage and clicking on Advanced.
Under Display, set the number of recent folders you wish to display between 0 and 20.

Your First Presentation_1 pptx - PowerPoint ? = ] X

N OneDrive - Personal Current Folder

Course Files for Microsoft PowerPoint 2016
= C:» Course Files for Microsoft PowerPoint 2016
E“:' This PC
=

Today

+ Add a Place Course Files for Microsoft PowerPoint 2016

C: » Course Files for Microsoft PowerPaint 2016

Browse
Documents

Desktop

Account
Options

Feedback
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

THE SAVE As DIALOG BOX

When you have typed some text into a document,
it is vital that you save the document if you plan
to keep it. By saving a document, you move the
information from temporary memory to a source

of more permanent memory (such as the
computer’s hard disk drive). To save the document
you must access and use the Save As dialog box,
as described below.

It doesn’t matter whether you want to save your document to your computer or to OneDrive, you still have
to use the Save As dialog box. This dialog box allows you to choose a name for your document and the
location you wish to store your document in so that you can easily access the document again.

The Navigation pane, located on the left side of the dialog box, enables you to browse through the files
and folders in your computer or OneDrive in order to choose an appropriate location to save your document.

When you point to the Navigation pane, some folders will display a small, light grey, right-pointing arrow—
this indicates that the folder contains subfolders. When you click on the light grey arrow, the folder will

expand to display a hierarchy of subfolders. The arrow will then change to a small, dark grey, down-pointing
arrow.

Click on a drive or a folder in the Navigation pane to identify the folder in which you want to save the file.
The current contents of the folder will be displayed in the pane on the right side of the dialog box.

You can also use the Address bar at the top of the dialog box to move up or down one or more levels in
the folder structure if desired. To do this, simply click on the name of the folder you wish to open in the
Address bar. For instance, in the example below clicking on Documents in the Address bar would take you
back to the Documents folder.

The Address bar
m Save As | X
« v P » ThisPC » Documents » Presentations » v | O Search Presentations 2
Organise * Mew folder ElAg o
. o
& OneDlrive for Business Mame Date madified Type
Sal — 10/03/2016 2:24 PM  File fold
@ sharepoint ales 103/2016 ile folder
Navigation |, g 1y, pc — The contents of the folder
pane 5 I Desktop you have selected in the
S Documanie Nawgat/on_ pane (th_e
Presentations folder in
¥ Downloads our case) are displayed
d Music here.
&= | Pictures
B Videos
. 05(C) ™ -
File name;: | Presentation.pptx “
Save as type: | PowerPoint Presentation (*.ppt) ~
Authors: Tags: Add atag
=+ Hide Folders Tools - Cancel
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

TYPING TEXT INTO A SLIDE

Once you have chosen a template or a theme to click on a placeholder in the slide and type.
apply to your presentation, it's time to start Alternatively you can insert a text box and type in
adding text. Fortunately, adding text to a the text box.

presentation is very simple — all you have to do is

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Your First
Presentation_1.pptx...

Same File

Click on the placeholder o
CLICK TO ADD TITLE to
position the insertion point

Type the word Transport

Click on the placeholder
Click to add subtitle to
position the insertion point

Type A New Direction to
create a subheading

Click on the Insert tab,
then click on Text Box in
the Text group

Ui WIN =

Your pointer will change
to a text box icon...

In the bottom right corner
of the slide, click and drag
to insert a text box

o

Type Presented by then

Wpe your name TRANSPORT

If you need to resize the
text box, point to a
selection handle (small
square on the border) until
the pointer is a two-
headed arrow, then drag
in or out to adjust as
required

A New Direction

For Your Reference... Handy to Know...
To type text into a slide: ¢ You can move placeholders and text boxes
1. Click in a placeholder and type text, or around to reposition them on a slide. Click on

Click on the Insert tab and click on Text Box th_e text to display the borde( of th_e box, then
in the Text group click on the border to select it. Point to the
border until your pointer is a four-headed

2. Click and drag on the slide to create the text arrow, then click and drag the box to another
box, then type text location.
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

INSERTING NEW SLIDES

In order to create a successful slide show, you
will need more than one slide. Often templates
have multiple slides already inserted into a
presentation but, even if this is the case, you will

probably need to change the content at some point
and insert additional slides. In this example we will
be starting with just one slide.

Try This Yourself:

Continue using the previous file,
or open Your First
Presentation_2.pptx...

Same
File

Click on the Insert tab, then
click on the top half of New
Slide in the Slides group

PowerPoint automatically
inserts a slide with the Title and
Content layout which you will
learn more about later.

—

Let’s try a different method...

Ensure the second slide in the
Slides pane is selected then
press to insert a third slide

Use either of the above
methods to add two more slides
so that you have a total of 5

At the moment all of the new
slides are blank. Let’s add
some content...

Select the second slide in the
Slides pane so it appears in the
Slide window

5 Add the title Personal then click
in the Click to add text
placeholder, type Electric cars
and press [Enter] to create a new

bullet point

Add two more bullet points, as
shown

o))

Repeat steps 5 and 6 to add
content to the third slide, as
shown

N

=]
New
Slide =
Slides

Transitions Animations Slide Show

Design
’__.|§.Online Pictures

D E [ Shapes - 3

- -?ijmartArt
Table  Pictures
- =) Photo Album ~ | g/l Chart
Tables

S shot -
&4 Screensho Add-
ins~

Images Illustrations Links

PERSONAL

Solar scooters

Methane copters

? PEOPLE TRANSPORT
ore] N NSO N — ..?

New age jetfs

i+ Fuel cell systems

For Your Reference...
To insert a slide:

e Click on the /nserttab, then click on the top
half of New Slide in the Slides group, or
e Click on a slide in the S/ide pane and press

Enterl
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Handy to Know...

e You can insert a new slide via the Home tab
by clicking on the top half of Mew S/ide in the
Slides group.

¢ You can delete slides by clicking on the slide
in the S/ides pane and pressing |pel | or @
or by right-clicking on a slide in the Slides
pane and selecting Delete Slide.
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

TYPING TEXT USING THE OUTLINE PANE

Text serves as the framework for your Outline pane. By typing text into the Outline pane,
presentation. It is the key to the concepts that you are able to focus purely on the content,
you are trying to communicate. You can type text ensuring the sequence and structure of each slide

directly onto a slide or you can type it into the is correct.

o 1| TRANSPORT
A Mew Direction

Try This Yourself:
2 PERSONAL
: : : = Electric cars
© Cpntmue using the previous S
ST file, or open P1303 Your
9 " First Presentation_3.pptx...
3 PEOPLE
q . TRANSPORT
1 Click on the View tab, then e
click on Outline View in the « New age jets
Presentation Views group A T I
g . 4[] FREIGHT|
The Slides pane will now -
display an outline of the
content of each slide...
o 1 TRANSPORT
2 Click to the right of the slide A New Direction
4 icon in the Outline pane 2 PERSONAL
ey = Electric cars
to posm(?n the cursor, then e
type Freight to insert a title
3 Press @ + to insert L EEOFLE + lonic transport depots
a SUbh_eadlngs then type A T:;:g::::] :tles + Thermal management systems
New Direction - New age jets « Logistics engineering
= Fuel cell systems
Press [cui] + to start a e

bulleted list then type the
text as shown, pressing
Enter] at the end of a line to
create the next bullet point

Click on the slide 5 icon in
the Outline pane, then
repeat steps 2 and 4 to add
the content as shown

Click to position your cursor
after A New Direction and

press §S§§e| until  the
subheading is deleted

Back
If necessary press

* Hybridisation

once more to remove the - solid oxide =

Space tachnology Click to add notes
* Power plant

A NEW DIRECTION

* lonic transport
depots

= Thermal
management
systems

= Logistics
engineering

5

o 4 FREIGHT
A NEW DIRECTION

= lonic transport
depots

» Thermal
management
systems

= Logistics
engineering

5[] FUTURE TRENDS

alternatives

For Your Reference...
To type textin the Outline pane:

To typea subheading in the Outline pane:

e Type a heading then press + [Enter]

Select a slide in the Outline pane and type

text

To fype a bulleted list:

e Type a heading then press +

Handy to Know...

e You can resize the Outline pane by pointing

to the border between the Outline pane and

the Slide window until a two-headed arrow
appears, then clicking and dragging inwards

to make it smaller or outwards to make it

larger. You can also resize the Slides pane

using this method.
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

APPLYING SLIDE TRANSITIONS

Slide transitions, when used in moderation, can slide in your presentation simply appearing, you
make your presentation appear more polished. A can, for instance, make it fade in, or you can make
slide transition is a visual effect that takes place the previous slide peel off so it looks like you are
before or after each slide so rather than the next turning a page in a book.

File Hame Insert Design Transitions Animatians Slide Show Review View

Try This Yourself:

Subtle

Continue using the previous file Rk [ ] ) L] B| )4
or open P1303 Your First Preview h}o’n‘e Morph 2 hads Fien i Split
Presentation _4.pptx... 11 O]

! pu| Random Bars Shape Uncover Cover Flash
In Normal view, display Slide 1 T = - —
then click on the Transitions tab ﬂ B u \ﬂ |§ % M

. 2 Fa‘H O;.-EI Drape Curtains ind Prestige Fracture Crush
Click on the More arrow for the H i = % R E] 7]

TranSitions ga”ery In the Page Curl Airplane Origami Dissolve Checkerboa... Elinds Clock
Transitions to This Slide group o
to display a gallery of options

A

Same
File

o
(o]

N =

Select Curtains in Exciting to
apply this transition to slide 1

W

A preview will automatically
display. Notice also that in the

Slides pane, slide 1 appears with
a star to the left of it, signifying a ISPORT
transition has been applied to it... on

Click on Preview in the Preview
4‘ group to view the effect again

So far the effect is only applied to
slide 1. Let’s apply a slide

transition to all slides... o

5 Repeat steps 2 and 3 to select T — —
Fade in Subtle, then click on FI_I | = ®mE T Q.
Apply TO AII |n the Timing Preview None Marph Cut Fade Push Wipe = Os:;tsv
group Preview Transition to This Slide

All slides in the Slide pane now
have a star to the left...

Click on slide 2 in the Slides

6 pane to display it in the Slide
window, then click on Preview in
the Preview group to see slide 1
transition to slide 2

TRANSPORT

For Your Reference... Handy to Know...
To apply slide transition effects: e On the Transitions tab in the Timing group,
1. Display the slide you have the option of making slide
2. Click on the Transitions tab transitions automatic so that during your
3. Click on the More arrow for the Transitions presentation one slide will automatically
gallery in the Transitions to This Slide transition to the next after a specified amount
group of time. This is instead of clicking on the
4. Select an option presentation to transition manually.
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

SAVING A PRESENTATION

When you save a presentation, all changes just how important it is to save your work regularly.
made to the presentation will be stored in a file. Once you have saved the presentation for the first
You can then open the file at any time and time, you should then save your work every few
continue working. It cannot be stressed enough minutes where possible.

Your First Presentation_5.pptx - PowerPoint 7
Try This Yourself:
. . . Save As
Continue using the previous
[ . P . .
E o file with this exercise, or e e o R
(7] L Open the flle Your FIrSt Course Files for Microsoft PowerPoint 2016
Presentation_S.pth. .. El‘:l e C: » Course Files for Microsoft PowerPoint 2016
Save As == Today
1 Click on the File tab, then N o= AddaPlace Course Filesfor Microsoft owerPoint 2016
. Save as Adabe : » Course Files for Microsoft PowerPoint
click on Save As to open PoF
the Save As place prowse Docurnents
2 Click on This PC in the Detion
middle pane, then click on
[Browse] to open the Save
As dialog box
If you are saving the file that | |®%«* x
you Created at the start Of + « 05(C:) » Course Files for Microsoft PowerPoint 2016 v | & Search Course Files for Micros.. ©
this chapter, PowerPoint will Organise v New folder B @
insert a file name based on 0 hereprint A Name - Datemodificd | Type -
the title of the presentation = s Templstes 10/03/20 File folder _
- n this  case || moems - : FES
Transport.pptx. However, If Documents ] Animation_3.pptx 2 Micrasoft PowerPoint Pre
yOU have opened the flle I;ow.n\oads %ﬁmma:mm‘;ppz ; mltrnﬁu;::jnwﬂzmn:zrﬁ
. - usic nimaticn_3.ppt ICTOS0’ owerr'oin re
/ISted above, the fl/e name [&] Pictures ﬁ}\nimat\onj‘pptx 2 Microsoft PowerPoint Pre
Your First B Videos %Animat\on_’lppﬂ 2’”’ ’ 0 M?crosoft PowerPo?nt Pre
Presentation_5,pptx iS + s (e o Charts_1.pptx 2/05/201412:09 PM  Microsoft PowerPaint P;e v
retained... EE | Teansport ppx -
Save as type: | PowerPoint Presentation (*.pptx) v
3 If necessary’ type Auth:rs' " Tags: Add atag
Transport.pptx in File
name then navigate to the 2 Fide Folders TEs o Gance
Course Files for Microsoft
PowerPoint 2016 folder
Click on [Save] to save the :
4 presentation - Transport.pptx - PowerPoint
Insert Design Transitions Animations Slide Shaw Review View
Transport.pptx
= X L i o - a A | A
You can now safely close e [ =] ERZ':: PR = =
your presentation Paste | New _ B I U § abeAV- ¢ A= ==¢
- Slide~ Oldection~
Clipboard Slides Font Paragraph
For Your Reference... Handy to Know...
To save a presentation: e Once you have saved your presentation the
1. Click on the File tab, then click on Save As first time, you can save regularly by clicking
. Type the file name in File name on Sa_vem the CS?wckAccess Toolbar or by
pressing [cul] + (5 ].

2
3. Navigate to the desired folder
4

. Click on [Save] e To change the file name or location of a

presentation, use the Save As dialog box.

Page 10

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI




LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

PREVIEWING A SLIDE SHOW

Normal view will give you some idea about how
your presentation will appear to the audience
when presented. But the best way to test the
presentation is to preview it as a slide show in

Slide Show view. It's a good idea to test your
presentation regularly, especially when you've
inserted slides, animations and transitions, for
example, to make sure you’ve got it right.

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Your First
Presentation_6.pptx...

Same File

Click on the Slide Show
tab, then click on From
Beginning in the Start
Slide Show group

p—

The slide show begins
from slide 1 and fills the
entire screen...

Click on the back and
2 forward arrows in the

Home (LE Design Transitions Animations

From| From Present Custom Slide SetUp  Hide
Beginning Current Slide  Online~  Show = Slide Show Slide
Start Slide Show

= IEEGEEIER:

Slide Show

| Play Narrations

| Use Timings

Rehearse Record Slide
Timings

Show~ ¥ Show Media Contra

Set Up

1 TRANSPORT
A New Direction
2 | PERSONAL

= Electric cars
= Solar scooters

bottom left corner of the e
screen or click wi ele - Electric shuttles
lick with the left
= New age jets

mouse button to step
through the slide show
until you return to Normal
view

4 FREIGHT

depots
Switch to Outline view et
3 then click in the heading systems

= Fuel cell systems

A NEW DIRECTION
= lonic transport

+ Fuel cell systems

text on slide 3 in the
Outline pane to display
this slide in the Slide

Home

WIndOW ES 9= [E:: E D gl " Ty /| Play Narrations
i:, s b 2 -Er E = CE’\' © | Use Timings
From From Present Custom Slide SetUp Hide Rehearse Record Slide

Let's start the slide show
from this page...

1 TRANSPORT
4 Click on the Slide Show A New Direction
tab, then click on From 2 | PERSONAL
Current Slide in the Start ZEE?IL‘CZ?;Z .
Slide Show group it Rome
IRANSPORT

5 Press [£sc] to exit the slide

ShOW = New age jets

Beginning Current Slide.  Online ~
Start Slide Show

= Electric shutiles

= Fuel cell systems

Insert Design Transitions Animations Slide Show

| Show Media Contra

Show = Slide Show Slide Show -

Set Up

Timings

» Hectric shuttles
» New age jets

s Eosl ~oll eveiame

For Your Reference...
To preview a slide show from the beginning:
¢ Click on the Slide Show tab, then click on
From Beginning in the Start Slide Show
group
To preview a slide show from the current slide:
e Click on the Slide Show tab, then click on
From Current Slide in the Start Slide Show
group

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e You can preview a slide show from the
beginning by pressing @

e You can preview a slide show in Reading
View which allows you to view the slide show
with the taskbar displayed, giving you access
to other windows and tasks during the slide
show if required.

Page 11
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

CLOSING A PRESENTATION

When you have finished with a presentation, you
should close it and ensure that any changes that
you have made are saved if required. Closing a

presentation means that it has been filed away

safely, but PowerPoint will still remain open so that
you can either work with another open presentation
or create a new presentation.

Try This Yourself:

Same File

—

Continue using the
previous file with this
exercise, or open the
file Your First
Presentation_7.pptx...

Click on the File tab,
then click on Close

PowerPoint will detect
if you have made any
changes and if so, will
prompt you to save
them. Because this is
only an exercise, we
won't save any
changes...

Click on [Don’t Save]
(if asked), to close the
presentation  without
saving any changes
and leave PowerPoint

open

©

New
Open
Save
Save As

Save as Adobe
PDF

Close 'S l

Account
Options

Feedback

Your First Presentation_7.pptx - PowerPoint

Info

Your First Presentation_7
C: » Course Files for Microsoft PowerPoint 2016

Protect Presentation

Control what types of changes people can make to this
Protect presentation.
Presentation *

@ Inspect Presentation

@)

~ Before publishing this file, be aware that it contains:
Document properties and author's name

Content that people with disabilties might find difficult
to read

Check for

Issues ~

—‘j Manage Presentation
Q Check out document or recover unsaved changes.
Manage

) 7] There are no unsaved changes.
Presentation ~

? = @ 3
Properties ~

Size 751KB

Slides 5

Hidden slides [

Title PowerPoint Presentation

Tags Add atag

Categories Add a category

Related Dates
Last Modified 6/06/2013 10:41 AM
Created 17/05/2013 11:38 AM

Last Printed

Related People
Author

Add an author
Last Modified By

Paste New
Slide
Clipboard 1

PowerPaint
Insert  Design  Transitions  Animations  SlideShow  Review  View
] Reset
5 Section B I U § akf-pa A

Slides Font Paragraph

Shapes Arrange Quick

ACROBAT Q@ Tell me what you want to do

£ Find
2. Replace
Styles~ & Select

Drawing Editing ~

E = B 7

For Your Reference...
To close a presentation:

1. Click on the File tab, then click on Close

2. To save changes if asked, click on [Save] or
to close without saving changes, click on

[Don’t Save]

Handy to Know...

¢ You do not have to close a presentation

before you create or open another one. You
can have many presentations open at once,

and jump between them using [ait] + [ab] or
by selecting the required presentation from

the jump listthat appears when you point to
the PowerPointicon on the taskbar.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

UNDERSTANDING THEMES

PowerPoint provides its users with powerful, yet presentation by allowing you to quickly and easily
simple tools for creating professional, high quality apply the work of professional designers. You can
presentations. Themes is one such tool that can also modify themes to suit your own requirements,
dramatically improve the appearance of your such as by adding a logo or company colours.

What Is A Theme?

A theme is a coordinated set of colours, styles and effects that enable you to create well-designed and
professional-looking documents quickly and easily. Each theme includes a set of theme colours, theme
fonts (such as heading styles and body text fonts) and theme effects (which apply a pre-chosen set of
line, fill and special effects to objects that you have inserted, such as charts, shapes, SmartArt graphics
and images).

Every presentation has an underlying theme. For example, a new blank presentation has the Office
theme applied to it by default. This means that every element of your new presentation — be it the text
you insert or a style you apply to an inserted table or picture — is controlled by a theme.

Themes are available under New in the Backstage. All themes also come with a set of Variants.
Variants can be seen as variations of the same theme with slightly different colour schemes. If you don’t
like the variants, there is always the option of customising the theme to suit your requirements. You can
alter the colours, fonts, backgrounds and much more to create the perfect theme for you.

N ew These are some of the themes
available under New in the
Backstage.

search for online templates and themes 2

a \apor Trail

n
| T =
N 4  Morelmages »

e i [agmsem—  [ag =o=-

This is a preview of the Vapor Trail
theme. Notice the four variants for

Blank Presentation

this theme fto the right of the main S
thumbnail. \:‘
Create
Why Use Themes?

There are several advantages to using themes.

e To save time. Instead of spending copious amounts of time formatting every aspect of your
presentation, such as styles, slide layout, colour backgrounds, formatting and the rest, graphic
designers have done the work for you. By choosing a theme, you can create professional, high-
quality documents with a coordinated set of colours, fonts and backgrounds.

e To keep it consistent. The PowerPoint themes are also available in other Microsoft Office
applications like Excel and Word. This means that you can maintain a consistent look, if desired,
across all of your organisational documents. For example, you can create your annual report
with a similar design to your brochures, monthly newsletters, end-of-year financials, your
presentation to the Board, and your website.

e Themes can also be applied to PowerPoint’s range of templates.

Page 13
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

APPLYING A THEME

Microsoft PowerPoint includes a variety of professional-looking, consistent and well-designed
themes. Each theme has been -carefully presentations. As well as creating new
designed so that the fonts, styles, colours and presentations based on a theme, you can also
formatting complement each other to create apply themes to existing presentations.

Try This Yourself:

Before  starting  this

This Presentation ‘ | |:

S
3,% exercise you MUST open Aa -
< the file Themes_1.ppix... =
1 Click on the Design tab, Aa :
then click on the More i i

arrow for the Themes
gallery in the Themes

Aa
group to display a gallery m
of options k

Here you will find all built-
in themes. Currently the
default Office theme is
applied to the
presentation, as shown
under the heading This
Presentation. Let's apply o
a different theme ...

|'|f| Browse for Themes...
T

Save Current Theme...

Point to the various

2 themes in the gallery to
see them applied to the
presentation in  Live
Preview

Renewable Energy

i Click to add subfifie

Click on Wisp to apply
3 this theme to the
presentation

All design, layout and
formatting ~ within  the
theme have been applied,
instantly transforming the
presentation...

Avdilable Renewable Technologies

= Wind Power
= Hydropower
= Solarenergy
= bicfuel

Scroll through the

4‘ presentation to see how
the theme has been
applied to the various
elements

For Your Reference... Handy to Know...
To apply a theme to a presentation: e You can change the default theme for all new
1. Click on the Design tab presentations if you would rather not use the

2. Click on the More arrow for the Themes Office the".‘e- Jodly i, cins e Fhe Design
tab, then click on the More arrow in the

gallery in the 1-'hemes group Themes group, right-click on the theme that
3. Select the desired theme you want to set as the default and select Set
as Default.

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI

Page 14



LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

CHANGING THE THEME COLOURS

For each theme, designers have selected twelve tables and other inserted objects, plus two colours
colours that complement each other. These for hyperlinks. Once you have applied a theme, you
include light-coloured text with a dark background can easily apply a different colour scheme to the
(and vice versa), six accent colours for charts, current theme.

Themes Variants

Al | 4 »

Try This Yourself:

Continue using the
previous file with this
exercise, or open the file
Themes_2.ppix...

Same
File

1 Click on the Design tab, Available Renewable Techn
then point to each of the

thumbnail options available
in the Variants gallery in Wind Power
the Variants group to see i

the effect on the slides in B

Live Preview

We didn't like any of those o g h Aa
variants so let’s apply a B coon
different colour theme... fhemes = i

Click on the More arrow for Foeer 18 Effect

the Variants gallery in the oA, Bacjiyomn s
Variants group to display a
menu of options

biofueal

Al | 4 r

N

Available Renewable Techn
Point to Colours to display
the colour options -

= Wind Power

Point to the various theme = Hycropower
colours options to see them
applied to the presentation

in Live Preview o
Scroll down and click on Available Renewable Technologies

Green to apply this colour
theme to the presentation .

= Solar energy

= hinflel

= Wind Power

Scroll through the = Hydropower
i = Solaren
presentation to see how alargnargy

o Ul = W

4 = hiofuel

the theme colours have /
been applied to the various
elements

For Your Reference... Handy to Know...
To change theme colours: o When applying themes, the available
1. Click on the Design tab variants will change depending on the theme

2. Click on Colours in the Themes group AT 7800 MRS S8 B

3. Click on the desired theme colours

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

CREATING CusTOM THEME COLOURS

PowerPoint provides you with the option of own personal preferences. You can save custom
creating your own custom colour theme. This is colour themes so that they appear in the Colours
useful, for instance, if you want to use colours gallery, giving you the option to apply them to other
based on your company logo or simply on your presentations.

o Create New Theme Colors [4 X

Theme colors Sample

Try This Yourself:

Text/Background - Dark 1 |:| -

Continue using the previous file with

(]
()] 0 g q Text/Back d -Light 1 | Theme Colors
ST this exercise, or open the file N T T T YLLLLD
(7.} ThemeS 3 pth Text/Background - Dark 2
- Text/Background - Light 2 I
1 Click on the Design tab, then click on Accent 1 o I I AEERENEE
the More arrow for the Variants Accent 2 .S‘a.""a"’ C°'°f; N
gallery in the Variants group to Accent 3 s More Colors...
display a menu of options Accent 4 CE
. q Atcent 5 -
2 Point to Colours to display a menu of Am"ts g
. 0 ceent & ~
options, then select Customise
H link -
Colours to open the Create New Hyperlin ]
Theme Colours dialog box Followed typerink | -
Let’s change a few colours to create Name: | Custom 1
our own version of the current colour Reset Sove Cancel

theme — Green...

Design Transitions Animatians Slide Show Review View Q Tell me what you want to d

Click on the drop arrow for Text/ = .
3 Background — Dark 1 and select Aa Aa ﬂ
Lime Accent 3 e il
Custom [<]I¥ Colors
N Mythems L\, .Aﬁp';‘to :EH Slides
Click on Text/Background — Light 2 Office - Bl S
and select Turquoise Accent 6 V0

Grayscale Delete...
Elue Warm

Notice the preview in the right pane ...

v v v |

N

In Name, type My Theme and click on
[Save] to save the custom theme

The theme will be saved to the
Colours gallery...

o)

Add Gallery to Quick Access Toolbar
Blue 1

Blue I

° i

Repeat step 1, point to Colours and
right-click on My Theme to display a
menu

Select Delete to open the Microsoft
PowerPoint dialog box and click on
[Yes] to delete the theme

Repeat step 1, point to Colours and
select Green to reapply this theme
colour

For Your Reference... Handy to Know...

To create a customised colour theme: e Once you have created a custom theme you
1. Click on the Design tab, then click on the can edit it by clicking on the Design tab,

More arrow for the Variants gallery in the
Variants group

2. Point to Colours, select Customise

Colours, apply the changes and click on
[Save]

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

clicking on the More arrow for the Variants
gallery on the Variants group, pointing to
Colours, right-clicking on the theme and
selecting Edit to open the Edit Theme
Colours dialog box.

MUSTAFA H. ALI
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

CHANGING THE THEME FONTS

Designers at Microsoft have spent time working applied to a theme in your presentation. You may
out which groups of fonts work well together and need to do this to meet organisational
have saved these in the Theme Fonts gallery. requirements, for example. A quick way to do this is
However, you can easily change the theme fonts to select an alternative set of theme fonts.

Try This Yourself: Available Renewable Technologies

Continue using the previous

€ o file with this exercise, or | L
e . - g} ower
&L open the file
= Hydropower
Themes_4.ppix... » G

it = Biofuel

1 Navigate to and display slide
4 in the Slides window o

It helps to have both the
heading and body theme

fonts dlsplayed when Transitions Animations Slide Show Review View Q Tell me what you want to {
previewing alternative theme
fonts in Live Preview... ] Aa Aa ﬂ -1k L L
- - = 1 - I------

2 Click on the Design tab, S B Colors ,
then click on the More arrow T <A1 Eonts 5 >
for the Variants gallery in office @ Effects ,
the variants group to Aa Ca!ib_ri Light @ Background Styles »
display a menu of options Fatier E

Office 2007 - 2010

3 Point to Fonts to display the A, | Cambria
font options then point to the Fatibr
various theme fonts to see (C:a:l'ilgri
them applied temporarily to Aa | L

the presentation in Live
Preview o

4 Click on Franklin Gothic to

apply this font style

5 Scroll through the Available Renewable Technologies
presentation to view the
result '

= Wind Power

= Hydropower
= Solar energy

= Biofuel

For Your Reference... Handy to Know...
To change the theme fonts: e To create and save custom theme fonts, click
1. Click on the Design tab on the Design tab, click on the More arrow

in the Variants group, then point to Fonts to
display a menu. Select Customise Fonts to
) display the Create New Theme Fonts dialog
3. Click on Fonts box, apply the desired settings, type a Name
4. Click on the desired theme fonts and click on [Save].

2. Click on the More arrow for the Variants
gallery in the Variants group

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

CHANGING THE SLIDE BACKGROUND

Background Styles are variations of the
background of the current theme. Each theme
has a particular background style applied by
default which generally consists of a combination

of fill colours and effects, such as gradient or
texture effects. You can change the background by
applying a new style or by modifying the current
style on the Format Background pane.

Try This Yourself:

Continue using the previous file with
this exercise, or open the file
Themes_5.ppix...

Same
File

Navigate to and display slide 1 in
the Slides window

Click on the Design tab, then click
on the More arrow for the Variants
gallery in the Variants group to
display a menu of options

Point to Background Styles to
display a gallery of background
style options

W N =

Renewable Energy

The available background styles
depend on the theme or variant
currently applied to your slides...

Click on Style 3 to apply this
background style to all slides

Let’s customise this background...

N

Repeat steps 2 and 3 to open the
Background Styles gallery and
select Format Background to open
the Format Background pane

Select Pattern fill under Fill to
display the pattern fill options

o)}

Select Plaid to apply this pattern fill

You can select different Foreground
or Background colours for your
pattern to create a different effect...

N

Format Background v &
4 Fill
* Solid fill
Gradient fill
Picture or texture fill
Pattern fill
Hide background graphics
Color &y -
Transparency | 0% z
Apply to All

Format Background

O

4 Fill

Solid fill

Gradient fill

Picture or texture fill
* Pattern fill

Hide background graphics

Pattern

Apply to All Reset Background

Click on [Reset Background] to
undo the changes you made

0

Click on Close to close the Format
Background pane

O

o

For Your Reference...
To change the slide background:

1. Select the slide, click on the Design tab,
click on the More arrow for the Variants
gallery in the Variants group

2. Point to Background Styles, then select a
style option or select Format Background

Handy to Know...

o Using the Format Background pane, you
can apply background changes to one slide,
or you can apply the changes to all slides by
clicking on [Apply to All].

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

SAVING A CUSTOMISED THEME

If you have applied a theme and then changed them each time you apply that theme. Instead, you
theme fonts, colours, and/or background styles, it can save your customised theme for future use.
would be a shame to waste all that effort in When you save a theme, it is added to the Themes
making those changes, and then have to redo gallery and can be applied to any presentation.

. File Home Insert Transitions Animations Slide Show Review View Mix

Try This Yourself: S E

Comipie w6
g o previous file with this Variants
& & exercise, or open the file Costom

Themes_6.ppix...
1 Click on the Design tab, Office

then click on the More Aa

arrow in the Themes —

group to display the Al Al -

Themes gallery 3 - B i

The gallery displays the “ Ad Aa 1

theme for This (==

o - |
Presentation, which is
really a  customised
version of the Wisp _
theme. Let’s save this P —_— il et L A :
theme for future use...

2 Select Save Current
Theme to open the Save

Browse for Themes...

=l

Save Current Theme...

© 0

Current Theme dialog [ save Current Theme X
bOX i <« Tem.. » Document Themes v O Search Document Themes el
The default save location T Bz~
for themes is the > B ~ r i
Document Themes folder S Tespe i emedte
. /03/2016 9:28
in the Templates folder. B Desktop e B
We jUSt need tO give the Documents Theme Effects 7 4 1:40 PM
th * Doy . Theme Fonts 4 1:40 PM
eme a name... P I My Theme 12/01/2016 11:21 ..
usic
3 In File name, type wisp2, —- L ?
then CIiCk on [Save] File name: ."The.me‘l v.
. Save as type: | Office Theme |
Click on Close to close _
4 the presentation Authors:  Cara Hemphill Tags: Addatag
‘% Hide Folders Tools - _. Cancel
For Your Reference... Handy to Know...
To save a customised theme: e Once saved, you can apply the custom
1. Click on the Design tab, then click on the theme to selected slides in a presentation by
More arrow in the Themes group selectlng the desired slides, opening the

theme gallery and right-clicking on the
. _ required custom theme to open a shortcut
3. Type a File name, then click on [Save] menu. You can then select Apply to

Selected Slides.

2. Select Save Current Theme

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE MUSTAFA H. ALI
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

USING A CUSTOMISED THEME

Once you have saved a custom theme, you can
then apply it to new or existing presentations.
This is particularly handy if you create a company
theme, as you can then apply it to all your

presentations in order to achieve consistency and
comply with company style standards.

Try This Yourself:

Before starting this exercise
ensure the PowerPoint start
screen is displayed...

1 On the right side of the window,
under Suggested searches, click
on CUSTOM to display the
custom themes and templates

Select wisp2 to display a preview

2 then click on [Create] to open a
new presentation with the wisp2
theme applied

You can now make changes to
this presentation and then save it
as a new presentation, but for the
purpose of this exercise we will
simply close it...

Click on the File tab, then click on
3 Close to close the presentation

If you are asked to Save, click on
[Don’t Save]...

Click on File, then click on New
and select Blank Presentation in
Featured

5 Click on the Design tab, then
click on the More arrow for the
Themes gallery in the Themes
group to display a gallery of
options
Under Custom click on wisp2 to

apply this theme to the
presentation

Repeat step 3 to close the
presentation without saving

2 = ] X

lvana Robinson 1
ivanarobinson@outlook.com |
Switch account -

Search for online templates ai JO

FEATURED

Aa

CUSTOM

My Theme wisp2

Note that the categories CUSTOM and FEATURED will only
appear once you have saved custom themes and/or
templates.

Home Insert Design Transitions Animations Slide Show Review

This Presentation ‘

------

Variants

Click to add

Click to add subtitle

(A~ Vv | F—

For Your Reference...
To use a customised theme:

¢ Inthe Backstage click on New, click on
Custom, click on Document Themes, select
the theme and click on [Create], or

o Click on the Design tab, click on the More
arrow for the Themes gallery and select an
option

MUSTANSIRIYAH UNIVERSITY \ COLLEGE OF DENTISTRY \ FIRST STAGE

Handy to Know...

e |f you are using themes frequently you may
want to add the Themes gallery to the Quick
Access Toolbar. To do so, right-click on a
theme in the Themes gallery and select Add
Gallery to Quick Access Toolbar.
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LAB 28: FORMATTING TEXT / USING GRAPHICS AND TEXT

DELETING A CUSTOMISED THEME

There are times when you may need to delete while you are experimenting with design aspects
customised themes that you have created. For and they may be crowding the Themes gallery.
instance you may only need to use a theme a Fortunately deleting customised themes is very
couple of times. Or you may create many themes easy.

e File Home Insert Design Transitions Animations Slide Show Review View

Try This Yourself: e ———

Before  starting  this s | e | [y

exercise you MUST open Variants

Custom

the file Themes_7.pptx...

Click on the Design tab e

Open
File

Aa Aa ﬂ
Click on the More arrow for mmmemm | | mmee——
the Themes gallery in the Al Ad C v TR
Themes group to display a - e r——
gallery of options |V [, | [ (e—

File Haome Insert Design Transitians Animations Slide Show Review View

Under Custom, right-click o
on wisp2 to display a : . =
menu Of OptIOI‘]S This Presentation

| I7------ [ ——— I%---
Select Delete to open the

. . Variants
Microsoft PowerPoint Custom
dlalOg box - ils  Apply to All Sides
Click on Yes to delete the e L
custom theme wisp2 Deletes
|E Set as Default Theme
Repeat Step 2 tO eXpand ----- . Add Ga\ler‘J to QuwckAccEs s Toolbar

o U1 S~ W N =

the Themes gallery and u
view the result - \: = ‘
JM [ac 1 (F—

File

The wisp2 custom theme
will no longer be listed... o

Close all open This Presentation

presentations

Custom

Office

Hame Insert Design Transitions Animations Slide Show Review

N

Aa
Aa ‘
For Your Reference... Handy to Know...
To delete customised themes: o When you delete a custom theme from the
1. Click on the Design tab, then click on the Themes gallery it is deleted from its file
More arrow for the Themes gallery in the location so will no longer be accessible via
Themes group the Backstage or anywhere else.
2. Right-click on the desired theme under
Custom

3. Select Delete then click on [Yes]
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