PowerPoint Notes #1

Purpose of a PowerPoint Presentation:
To act as a guide, supplementary tool, etc. during a presentation 
 It should not BE the entire presentation!
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POWERPOINT RULES & EXPLANATIONS
1. Light on Dark, Dark on Light
Use light text colors with dark backgrounds
Use dark text colors with light backgrounds

2. 6 x 6 Rule
Only 6 bullets of text and only 6 words per bullet
This is the MAXIMUM; you may have less.
NO SENTENCES!
This prevents you from reading straight from the slides.
Only include keywords or phrases to trigger thoughts and ideas.
6x6 Exception . . . when using long quotations.

3. Don’t overdo your Animations!
Animations are used to enhance your presentation, NOT to distract you from it!
Too many animations are confusing and very distracting.

DIFFERENT VIEWS, TABS, & THEIR ICONS
[image: ][image: ]
				NORMAL VIEW
· Used to create the actual slides
· Able to add and edit text, objects, animations & transitions				
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SLIDE SORTER VIEW
· Displays all slides as thumbnails
· Allows you to easily click & drag the thumbnails when moving or rearranging them 
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SLIDE SHOW VIEW
· Allows you to run the slide show
· On Keyboard . . . F5 Key 
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READING VIEW
1. Fills your PPT window with a preview of your presentation 
1. Has navigation buttons at the bottom right
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NOTES PAGE VIEW					SLIDE MASTER VIEW
1. Notes added in Notes Pane will				- Controls the formatting 
Appear here 							    on all slides
1. Helpful during presentations 				- Changes made will
1. Slide on top, notes are on the bottom 			   appear on all slides	 
1. Have to select to print as “Notes Pages”		- Each Layout has a 
  layout master slide
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OUTLINE VIEW  						HANDOUT MASTER 
1. An outline of your slide text will			 VIEW			
appear in the slide navigation pane			 -  Added information will 
								appear on sheets if you
print in handout form
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NOTES MASTER VIEW
-  Add text or formatting to appear on all of your printed speaker notes 
TERMS
Transition:  The way a slide appears on the screen

Animation:  Motion given to text, objects, graphic, or pictures

Placeholders:  Dashed, outlined boxes where information can be placed

Themes:  Predesigned graphic styles
· Includes Color Scheme, Fonts, Formatting, Layouts, etc.

Layout:  Where the placeholders for various objects are placed on a slide
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5 Ways to Add a New Slide
· Home Tab – Slides Group - New Slide Button – Choose a layout or click icon
· Click on a thumbnail in the Slides Navigation Pane – Enter (adds slide below the selected slide)
· Right Click on a thumbnail in the Slides Navigation Pane – New Slide option or Duplicate Slide
· Click on thumbnail – Ctrl M
· Insert Tab – New Slide Icon / Dropdown


2 Ways to Delete Slides
· Click on a thumbnail in the Slides Tab – Delete Key or Backspace
· Right Click on a thumbnail in the Slides Tab – Delete Slide option 


To Apply a Theme
· Design Tab – Themes Group
· Variants Group: shows a variety of different looks using the selected theme
· Able to edit specific aspects of the theme in the Variants Group drop-down arrow 

Applying a theme to a single slide:
· When in the Themes Group, right click on a theme and choose “Apply to Selected Slides.”


3 Ways to Edit a Slide’s Background:
· Right Click – Format Background
· Design Tab – Background Group – Background Styles – Format Background
· Design Tab – Variants Group – Background Styles

The background can be any of the following options and can be edited within the Format Background Pane on the right:
· A Solid Color Fill 		- A Pattern
· A Theme				- A Picture or Graphic file
· A Gradient Fill

What needs to be done if a picture/graphic is set as the slide background image?
· Change the transparency color of the text placeholder or text box


What needs to be done if you want a picture/graphic as the background but have a theme applied to that slide? 
· Choose to “Hide Background Objects” when in the Background Dialogue Box



2 Ways To Change a Slide’s Layout:
· Right Click – Layout – Choose Layout
· Home Tab – Slides Group – Layout Button


To Apply a Transition to a Slide:
· Transitions Tab

How to know a Transition has been applied:
-  A star next to the thumbnail
-  The transition applied will be selected within the Transitions Group when you click on the slide

Two ways to advance to the next slide:
On mouse click 		Set a timer


Transition Rule:
· If bringing in a slide that will already have text on it, DO NOT bring it in from the top of the screen (bottom of slide comes down first) or from the Left of the screen (right side of the slide comes in first).


Notes #2 – Custom Animation

Steps to Adding Custom Animation:
1. Animations Tab – click Animations Pane button to open it
2. Insert object or type text
3. Select (click on) object or text
4. Animations Tab – Animations Group – Click on an effect OR click Add Animations Button and then choose an effect
5. Effects will be listed in the Animations Pane

What are the four types of effects which can be added?
· 
· Entrance
· Emphasis
· Exit
· Motion Paths


Three Options to Starting Your Effect 
(drop down arrow next to affect in Animation Pane or next to Start in Timing group)
· On Click
· With Previous
· After Previous (given a time frame)

What two things show you that an effect has been added to your presentation?
· A small numbered box appears on the upper left corner
· The effect appears in the Custom Animation Task Pane

Right Click on the Effect in the Custom Animation Task Pane to:
· 
· Change how the Effect starts
· [bookmark: _GoBack]Add Effect Options
· Change the Timing
· Remove the Effect


Effect Options:
· Additional options which can be added to some of the effects you chose

Additional Custom Animation Rule:
· If there is already text or pictures on a slide, animation should not come in overtop of that text/picture.  
image1.png
Paste

HOME

ut

INSERT  DESIGN

Format Painter

Clipboard

SUDE1 OF 1
-

[

Ol

]

E
£ Reset
Side- “GSection~

Slides

TRANSITIONS

ANIMATIONS

Presentation2 - PowerPoint

SUDESHOW  REVIEW  VIEW

Tot Dection \NOoo-| 3

o atusoap o |

Comerttosmanan- | |6 N () 7] Arenge Quik
Paragraph Drawing

Click to add title

Click to add subtitle

NOTES W cOMMENTs [

Shape Fill

Shape Outline

Shape Effects

? @ - x
Nicole Kilgus -
#5ind
S Replace -
1% Select~
ating -





image2.png
@ H ©® Presentation2 - PowerPoint 7 = - x
GEl OME  INSERT  DESIGN  TRANSTIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW Nicole Kilgus -
5] g =] @ Ruler B color =1 BAmngean 0o
HEEDBE & g3 QE = B =
Gridines = Gryscale B Cascade

Normal Outine Siide Notes Reading  Slide  Handout Notes Notes  Zoom Fitto New Switch  Macros

View Sorter Page View  Master Master Master L Guides Window i Black and White  Window 27 Move Split  Windows -

resentation Views Master Views show 5 Zoom Color/Grayscale Window Macos -
1

Click to add title

Click to add subtitle

swEioFL (2 NOTES  Wcowmews ) T ———+ % B

7:50 AM
1/472016

T Peeton




image3.png
Paste

HOME  INSERT  DESIGN

Format Painter

Clipboard

E
£ Reset
Side- “GSection~

Slides

TRANSITIONS

ANIMATIONS

Presentation2 - PowerPoint

SUDESHOW  REVIEW  VIEW

Tot Dection \NOoo-| 3

o atusoap o |

Comerttosmanan- | |6 N () 7] Arenge Quik
Paragraph Drawing

Click to add title

Click to add subtitle

NOTES W COMMENTS

xq "pd

Shape Fill

Shape Outline

Shape Effects

? @ - x
Nicole Kilgus -
#5ind
S Replace -
1% Select~
ating -





image4.png
Hd9-0 )¢ Notes #1 [Compatibility Mode] - Microsoft PowerPaint Drawing Tools. -5 x
Home | Insert  Design  Animations  SlideShow  Review  View  Adddns Format @

S D% @i, o

25 Replace ~
Faste Shapes Ariange Quick

Fii Siyles - =) Shape Effects *
(Ilphnam 2

Drawing 5

I3 select~ ‘
dting

Custom Animation v x

5 Add Effect ~)

% Remove

Tile Side Sedtion Header

ARY TERMS

de appears on the screen

Modify effect
Start

Praperty;

Twa Content

Comparison Title Oy

Speed

en to text, objects,
or pictures

eholders for different
i ?d on a slide

Select an element of the
i, thep clck 4
SHtact*to add animation.

Blank Content with Picture with
Caption Caption

Examples: Title Slide, Title & Content, Two
Content, Title Only, Blank, Content with Caption

%] Feorder [3)

> oo [Esdesnon

Click to add notes

REPEEE




