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PowerPoint 2010 

Placeholder 

Placeholder 

Slide 

View Toolbar 

Plus or minus for increasing or 
decreasing size of slide while 
working on presentation. 

Status Bar 

Outline Pane 

Title Bar 
Ribbon Tabs 

Ribbon Groups 

Notes as your guidelines 

Double click on the PowerPoint icon on your desktop and PowerPoint is ready to go. 



PowerPoint Office 2010 Ribbon 

File Menu on the Ribbon. 

The file menu contains the commands for 
Ψ{ŀǾŜΩΣ Ψ{ŀǾŜ !ǎΩΣ ΨtǊƛƴǘΩΣ ΨbŜǿΩΣ ŀƴŘ Ψ{ŀǾŜ ŀƴŘ 
{ŜƴŘΩΦ 

Quick Access Toolbar 

Ribbon Tabs or Headings 

On the Ribbon, there are eight headings or tabs. (Home, Insert, Design, Transitions, Animations, Slide Show, Review and View) 
9ŀŎƘ ǘƛƳŜ ȅƻǳ ŎƭƛŎƪ ƻƴ ŀ ƴŜǿ ǘŀōΣ ŀ ŘƛŦŦŜǊŜƴǘ DǊƻǳǇ ǿƛƭƭ ƻǇŜƴ ǳƴŘŜǊƴŜŀǘƘ ǘƘŜ ǘŀōΦ ¦ƴŘŜǊ ǘƘŜ ΨIƻƳŜΩ ǘŀō ŀōƻǾŜΣ ǿŜ ǎŜŜ ǘƘŜ ƎǊƻǳps 
Clipboard, Slides, Font, Paragraph, Drawing, and Editing. 

Groups 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨCƛƭŜΩ  
Menu on the Ribbon, you get a 

drop down list of commands. 



Home Tab 

Slide Show Tab 

View Tab 

¢ƘŜ ΨIƻƳŜΩ ǘŀō ƻƴ ǘƘŜ Ǌƛōōƻƴ ƛǎ ŀƭƭ ŀōƻǳǘ ŦƻǊƳŀǘǘƛƴƎΦ ¢ƘŜ /ƭƛǇōƻŀǊŘ ƎǊƻǳǇ ŀƭƭƻǿǎ ŦƻǊ ŎǳǘΣ ŎƻǇȅΣ ŀƴŘ ǇŀǎǘŜΦ {ƭƛŘŜ ƎǊƻǳǇ ŀƭƭƻǿǎ you to 
add slides to your presentation as you go along. Font group is for text formatting. Paragraph group allows for bullets, numbering, and 
alignment of text. Drawing group lets you insert  shapes and arrange them.  

²ƘŜƴ ȅƻǳ ŀǊŜ ǊŜŀŘȅ ǘƻ ǎƘƻǿ ȅƻǳǊ ǇǊŜǎŜƴǘŀǘƛƻƴ ȅƻǳ ŎƻǳƭŘ Ǝƻ ǘƻ {ƭƛŘŜ ǎƘƻǿ ǘŀō ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨCǊƻƳ .ŜƎƛƴƴƛƴƎΩ ŎƻƳƳŀƴŘ ƛƴ  ǘƘŜ Ψ{tart Slide 
{ƘƻǿΩ ƎǊƻǳǇΦ ¢Ƙƛǎ ƛǎ ǿƘŜǊŜ ȅƻǳ ŎƻǳƭŘ ŀƭǎƻ ŎǳǎǘƻƳƛȊŜ ƻǊ ōǊƻŀŘŎŀǎǘ ȅƻǳǊ ǎƭƛŘŜ ǎƘƻǿΦ  ¸ƻǳ ŎƻǳƭŘ ǎŜǘ ǳǇ ȅƻǳǊ ǎƘƻǿ ŦƻǊ ŀ ƴŀǊǊŀǘƛƻƴ in set up group. 

Lƴ ǘƘŜ ΨtǊŜǎŜƴǘŀǘƛƻƴ ±ƛŜǿΩ ƎǊƻǳǇ ƛƴ ǘƘŜ ±ƛŜǿ ¢ŀōΣ ƴƻǊƳŀƭ ǾƛŜǿ ƛǎ ǘƘŜ ǾƛŜǿ ŦƻǊ ǿƻǊƪƛƴƎ ƻƴ ȅƻǳǊ ǇǊŜǎŜƴǘŀǘƛƻƴΦ {ƭƛŘŜ {ƻǊǘŜǊ ǾƛŜǿ lets you 
ŀǊǊŀƴƎŜ ŀƴŘ ǎƻǊǘ ǎƭƛŘŜǎΦ bƻǘŜǎ ǇŀƎŜ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜŜ ǘƘŜ ƴƻǘŜǎ ȅƻǳ ƘŀǾŜ ǿǊƛǘǘŜƴ ƛƴ ǘƘŜ Ψ/ƭƛŎƪ ǘƻ ŀŘŘ ƴƻǘŜǎΩ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ slide view.  



Inserting  Clip Art 

/ƭƛŎƪ ƻƴ ǘƘŜ ΨLƴǎŜǊǘΩ ¢ŀō ƛƴ ǘƘŜ wƛōōƻƴΦ  Lƴ ΨLƳŀƎŜǎΩ ƎǊƻǳǇΣ Ǉƻƛƴǘ ǘƻ  /ƭƛǇ !Ǌǘ ƛŎƻƴ ŀƴŘ ƭŜŦǘ ŎƭƛŎƪΦ /ƭƛǇ !Ǌǘ aŜƴǳ ŀǇǇŜŀǊǎ ǘƻ the right of your slide. 

On the clip art menu bar under Search For: type in the particular 
clip art which you are looking for.  Under Results should be: click 
on the drop down box to the right and include the media you 
wan t to include. Then, click on the Go button across from your 
typed in search term. When results come up, scroll and  when 
you find a clip art you want to use, just point to it and click. It 
should appear on your slide. 



Animating Clip Art 

To Animate your clip art, click on the Animation Tab in the Ribbon. Highlight the clip art you wish to animate.  
Lƴ ǘƘŜ !ƴƛƳŀǘƛƻƴǎ DǊƻǳǇ ǿŜ ǎŜŜ ŀƴƛƳŀǘƛƻƴ ǎǳŎƘ ŀǎ ΨŦƭȅ ƛƴΩ ƻǊ ΨŦŀŘŜΩΦ Wǳǎǘ ŎƭƛŎƪ ƻƴ ǘƘŜǎŜ ŜŦŦŜŎǘǎ ŀƴŘ ǘƘŜƴ Řƻ ŀ 
preview of your slide to see how they look. 
¦ƴŘŜǊ Ψ!ŘǾŀƴŎŜŘΩ ŀƴƛƳŀǘƛƻƴ ƎǊƻǳǇ ŎƭƛŎƪ ƻƴ Ψ!ŘŘ !ƴƛƳŀǘƛƻƴΩ ŦƻǊ ƳƻǊŜ ŜƴǘǊŀƴŎŜΣ ŜƳǇƘŀǎƛǎΣ ŀƴŘ ŎƻƳǇƭŜƳŜƴǘŀǊȅ 
effects. 
You can also animate text this way. 
 

Advanced Animation Group in 
Animations Tab 



Design Tab 

The Design Tab in the Ribbon furnishes your presentation 
with background color, themes, and color gradients. The 
first thing you see from left to right on the Design Tab is 
Page Setup group for slide orientation. Under themes 
group point to the different themes listed and experiment. 
Use up or down arrow keys to the right of themes group 
to scroll and see different choices. 

Scroll to see different themes. 

Lƴ ǘƘŜ Ψ¢ƘŜƳŜǎΩ ƎǊƻǳǇ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ŀǊǊƻǿ ƴŜȄǘ ǘƻ ŎƻƭƻǊ ōƻȄ  ǘƻ ǎŜŜ ŘƛŦŦŜǊŜƴǘ ŎƻƭƻǊ ǎŎƘŜƳŜǎΦ hŦŦƛŎŜ ŎŀǘŜƎƻǊȅ ƛǎ ŘŜŦŀult color 
scheme.  As you point to the different categories your slide background will change colors.  
 

Background Group lets you experiment with different 
styles or shades of the color group you have chosen. 
Click on the drop down box in background group and 
choose your shade. 



Inserting Video and Audio 

To insert sound and moving clips to your 
presentation, click on the ΨLƴǎŜǊǘΩ ǘŀō ƻƴ ǘƘŜ 
Ribbon. 
 ¢ƘŜƴΣ ȅƻǳ ǿƻǳƭŘ Ǝƻ ǘƻ ǘƘŜ ΨaŜŘƛŀΩ ƎǊƻǳǇΦ 

Click on the drop down box 
under the video reel to choose 
video from file or clip art video. 
Clip art video produces 
animated clips which move 
when you show your slide 
presentation. If you have 
personal video on your hard 
drive or u.s.b.  key, you want to 
add, you would choose video 
from file. 

Click on  the drop down box under the audio horn 
and choose audio from file or clip art audio.  

Video from clip art. 
Type in  
The animated clips 
you want in the 
Ψ{ŜŀǊŎƘ ŦƻǊΩ ōƻȄΦ 

Audio from clip art. 



Transitions Tab gives a dramatic entrance effect to a  slide as it appears. When you are working on a slide just click on 
Ψ¢ǊŀƴǎƛǘƛƻƴǎΩ ǘŀō ƻƴ ǘƘŜ wƛōōƻƴΣ ŀƴŘ ƛƴ ǘƘŜ ΨǘǊŀƴǎƛǘƛƻƴ ǘƻ ǘƘŜ ǎƭƛŘŜΩ ƎǊƻǳǇ ŜȄǇŜǊƛƳŜƴǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ŎƘƻƛŎŜǎ ǎǳŎƘ ŀǎ άŦŀŘŜέΣ 
άǿƛǇŜέΣ ŀƴŘ ǎƻ ƻƴΦ 

Click on Slide Show tab and show the transitions. 

Transition Tab 

 ΨwŀƴŘƻƳ .ŀǊǎΩ ǘǊŀƴǎƛǘƛƻƴ ŀǘ ǘƘŜ ǎǘŀǊǘ ƻŦ ǎƭƛŘŜ. 



More Transitions and Tips 

You can set your slides to advance automatically during your presentation or you can choose to manually advance your slides. On the 
ΨǘǊŀƴǎƛǘƛƻƴǎΩ ǘŀōΣ ƛƴ ǘƘŜ timing group, under advance slideΣ ȅƻǳ ƘŀǾŜ ǘǿƻ ǎǉǳŀǊŜ ōƻȄŜǎΦ Ψhƴ ƳƻǳǎŜ ŎƭƛŎƪΩ ǿƻǳƭŘ ŀƭƭƻǿ ȅƻǳ ǘƻ Ƴŀƴǳŀƭƭȅ ŎƭƛŎƪ 
ǿƘŜƴ ȅƻǳ ǿŀƴǘŜŘ ǘƻ Ǝƻ ǘƻ ȅƻǳǊ ƴŜȄǘ ǎƭƛŘŜΦ ¢ƘŜ ΨŀŦǘŜǊΩ ōƻȄ ŀƭƭƻǿǎ ȅƻǳǊ ǎƭƛŘŜǎ ǘƻ ŀŘǾŀƴŎŜŘ ŀŦǘŜǊ ŀ ŎŜǊǘŀƛƴ ŀƳƻǳƴǘ ƻŦ ǘƛƳŜ ƻƴ ǘƘeir own. 

When animating text, shapes, or clip art, you can choose to have them appear on your presentation with mouse clicks in certain order or have 
ŀƭƭ ƻŦ ǘƘŜƳ ǎƘƻǿ ŀǘ ƻƴŎŜΦ CƛǊǎǘΣ Ǝƻ ǘƻ ǘƘŜ Ψ!ƴƛƳŀǘƛƻƴǎΩ ǘŀōΦ ¢ƘŜƴΣ ŎƭƛŎƪ ƻƴ ȅƻǳǊ ǎƘŀǇŜΣ ŎƭƛǇ ŀǊǘ ƻǊ ƘƛƎƘƭƛƎƘǘ ǘŜȄǘΦ ¢ƘŜƴΣ Ǝƻ to the timing group in 
ǘƘŜ !ƴƛƳŀǘƛƻƴǎ ǘŀōΦ ¸ƻǳ Ŏŀƴ ǎǇŜŎƛŦȅ άǎǘŀǊǘ ƻƴ ŎƭƛŎƪέ ƻǊ άǿƛǘƘ ǇǊŜǾƛƻǳǎέ ƻǊ άŀŦǘŜǊ ǇǊŜǾƛƻǳǎέΦ ά²ƛǘƘ tǊŜǾƛƻǳǎέ ŀƭƭƻǿǎ ŀƭƭ ƻŦ ȅƻur text, shape, or clip 
ŀǊǘ ŀƴƛƳŀǘƛƻƴǎ ǘƻ ǎƘƻǿ ŀǘ ƻƴŎŜΦ ά!ŦǘŜǊ tǊŜǾƛƻǳǎέ ǿƛƭƭ ƘŀǾŜ ǘƘŜ ŀƴƛƳŀǘŜŘ ǘŜȄǘ ƻǊ ƻōƧŜŎǘǎ ƻǊ ǎƻǳƴŘ ƘŀǇǇŜƴ ŀŦǘŜǊ  ǘƘŜ ƻǘƘŜǊ ƳŀƧƻr slide effects 
have taken place. 



Create a Presentation for Class 

1. In the Click to add title placeholder type the title  and subtitle.  
2. Drag and Drop the captioned placeholders where you want them on the slide. 
3.  Insert clip art from Animations tab 
4. Animate Clip Art 
5. Animate text. 
6. Go to Transitions tab and the timing group and make everything appear with previous 
7. Go to Design tab and do a  design background with  colors schemes and shades. Go to Background dialogue box launcher and 

choose a color gradient if desired. 
8. Add another blank slide. 
9. Type in a title using insert text box 
10.Insert Video clip art 
11. Insert Audio (Go to Insert, Media, Audio) 
12.Click on The Audio horn from the clip you have inserted 
13.The Audio Tools Tab will appear in the Ribbon 
14.Click on Playback 
15.Check Loop Until Stop, Start on Show with Previous, Hide during show. 

 
 



To Pull up a New Blank Document or Work with Templates 

Lƴ ǘƘŜ CƛƭŜ aŜƴǳΣ ŎƭƛŎƪ ƻƴ ΨbŜǿΩΦ hƴ ǘƘŜ !ǾŀƛƭŀōƭŜ ǘŜƳǇƭŀǘŜǎ ŀƴŘ ǘƘŜƳŜǎ ǇŀƎŜΣ ǳƴŘŜǊ IƻƳŜ ƘŜŀŘƛƴƎ ŎƭƛŎƪ ƻƴ Ψōƭŀƴƪ ǇǊŜǎŜƴǘŀǘƛƻƴǎΩ to open a new 
tƻǿŜǊtƻƛƴǘ ŘƻŎǳƳŜƴǘ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊΦ bƻǘƛŎŜ ǘƘŜ .ƭŀƴƪ tǊŜǎŜƴǘŀǘƛƻƴ ǎŀƳǇƭŜ ƻƴ ǘƘŜ ǊƛƎƘǘ ƘŀƴŘ ǎƛŘŜ ƻŦ ǘƘŜ ǇŀƎŜΦ /ƭƛŎƪ ƻƴ ǘƘŜ ΨCreŀǘŜΩ ōǳǘǘƻƴ 
to get a new document. 
 Listed under the Office .com Templates heading are  the many templates available for use.  

Exercise: Under Office.com Templates Click on PowerPoint Presentations and Slides. Then click on Example Slide Effects with 

Instructions and download folder. Show presentation for an example of templates. 



Printing your Slides 

Under Settings, click on the drop down arrow on the full page slides tab to get 
page layout and handouts choices. Print full page slides, several slides per 
page, and vertical or horizontal alignment. 

In the file menu of the 
wƛōōƻƴ ŎƭƛŎƪ ƻƴ ΨtǊƛƴǘΦΩ !ƭƭ 
your settings 
configurations  are  on this 
page. To the right is a 
print preview.  



Saving Your Presentation 

To save your 
presentation, go to the 
file menu and choose 
Ψ{ŀǾŜ !ǎΩ 

Save As Dialogue Box 

²ƘŜƴ ǘƘŜ Ψ{ŀǾŜ 
!ǎΩ ŘƛŀƭƻƎǳŜ ōƻȄ 
appears ,choose 
the place where 
you want your file 
stored under the 
ΨhǊƎŀƴƛȊŜΩ ŎƻƭǳƳƴ 

Name Your Presentation in 
the File Name textbox 

¢ƘŜ Ψ{ŀǾŜ !ǎ ¢ȅǇŜΩ ōƻȄ ƛǎ ŘŜŦŀǳƭǘŜŘ ǘƻ άtƻǿŜǊtƻƛƴǘ 
Presentation. If you click on the drop down arrow to the 
right, you will see other options. 

/ƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ Ψ ōǳǘǘƻƴ ǘƻ 
complete process. 



Showing Your Presentation 

¢ƻ ǎƘƻǿ ȅƻǳǊ ǇǊŜǎŜƴǘŀǘƛƻƴΣ Ǝƻ ǘƻ ǘƘŜ Ψ{ƭƛŘŜ {ƘƻǿΩ ǘŀō ƛƴ ǘƘŜ wƛōōƻƴΦ Lƴ ǘƘŜ {ǘŀǊǘ {ƭƛŘŜ {Ƙƻǿ ƎǊƻǳǇΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ΨCǊƻƳ .ŜginƴƛƴƎΣ ƻǊ ΨCǊƻƳ 
/ǳǊǊŜƴǘ {ƭƛŘŜΩ ŀƴŘ ȅƻǳ ǇǊŜǎŜƴǘŀǘƛƻƴ ǿƛƭƭ ǎǘŀǊǘΦ LŦ ȅƻǳ ŘŜŎƛŘŜ ǘƻ ŜȄǇŜǊƛƳŜƴǘ ǿƛǘƘ Ψ.ǊƻŀŘŎŀǎǘ {ƭƛŘŜ {ƘƻǿΩ ȅƻǳ ǿƛƭƭ ƎŜǘ ŀ ōǊƻŀŘŎast media pop up 
Which will allow you to post your presentation to a web browser. (See right) 

Recording Narration 

Make sure that you have a microphone or other recording device 
plugged into your computer if you want to record voice. In Slide Show 
ǘŀōΣ ŎƭƛŎƪ ƻƴ ΨwŜŎƻǊŘ {ƭƛŘŜ {ƘƻǿΩ ǘƻ Řƻ ǘƘƛǎΦ 


