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Peter Faulks – Power Point Basics MPP111

MPP111 Power Point Basics Exersizes

	Title or Task: 


	MPP111 Power Point Basic Selection

	Description:
	Using the selection tools select various elements from the following files

	Files Required
	

	Suitable for Classes:

	Y10 Multimedia, Small Business, Applied Information Technology

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	1 lessons 

	Date Due:


	In class

	Task Brief:
	This session requires some skill in using the mouse and computer

	Development or Outcomes:
	Ability to use Power Point
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Items highlighted in yellow are tasks for you to complete

Items in Blue italics are help tips

These pages are designed to show you how to use software packages; various software updates may have taken place so some pages will not apply to versions other than those listed here. In some cases data files may be required.

WORKSHEET

Using the  PowerPoint Application? 

Opening a PowerPoint Presentation File

1. Go to Start – All Programs – Microsoft PowerPoint Open a Blank Presentation and click OK

2. Select Auto Lay Out

3. Select Title Slide (other slides include Blank slide, Title only, Bullet List) and click OK

4. Click to ADD Title or Click to add subtitle heading

5. Add to title “My Great Perth Holiday”

6. Add to subtitle your “Name:”

Saving the PowerPoint Presentation File

1. Go to the File Menu

2. Select Save As

3. Select your drive 

4. Save into Y9IP or your class folder and into Term 1 or the Term specified.

5. Type in Places to visit in Western Australia

6. Click on the save button

7. Close the PowerPoint Presentation File

Opening a PowerPoint Presentation File

1. Click on the open icon

2. Select the file name, “Places to Visit in Western Australia”

Creating a New Slide

1. Go to the Insert Menu

2. Select New Slide (ctrl + M)

3. Select Bulleted List slide

4. Click OK

5. Click on title section to add a new title

6. Type the text “Perth Zoo”

Deleting a Slide

1. Select on the slide which you wish to delete

2. Go to the Edit menu and select Delete Slide

Adding the following to the bullet points in the subtitle section of the slide

1. The zoo is located in South Perth

2. You can see animals such rhinos, kangaroos, nocturnal animals such as the bats and there are also different wild life birds of Australia.

3. The merry-go-round in the playground is fun for kids.

4. You can bring your own lunch or buy them at the kiosk.

Editing Text

(By showing how to change the size, colour and font of text)

1. Show how the title can be aligned

2. Increase Title font size from 44pts to 60pts

3. Decrease sub-title font size from 32pts to 20pts

4. Use Bold, Italics, Underline or Shadows to also edit text

5. To change text colour, highlight text and select font colour (A – this can be found in the drawing tool, under View menu – Toolbar)

Moving the title and sub-title section

1. Click and drag selected text

Inserting Images from Clip Art

1. Go to the Insert Menu

2. Select Picture

3. Select either from Clip Art or From a File

4. Click on Clip Art 

5. Select Places

6. Insert a picture with a guy lying on the beach

7. Close Clip Art

8. Move and Drag the inserted image around the slide with your mouse.

9. Reduce the image to fit the slide

Inserting Images from WordArt

1. Go to the Insert Menu

2. Select Picture – Word Art

3. Type in text (Lion/Giraffe)

Filling in the Background with Colours

1. Go to the Format Menu

2. Select Background

3. Drag the drop down menu 

4. Select More Colours or 

5. Select Fill Effects: 

a. Gradients Colours= Two Colours

b. Shading Styles= Diagonal Down

c. Shading Styles = From Corner

Inserting a Background Image

1. Go to the Insert Menu

2. Select Picture, Click on Clip Art

3. Select Background, Click on background

4. Enlarge the background image by extending the image to fit the slide show

5. Right mouse click, select Order and click on the Send to Back selection

Viewing the PowerPoint Presentation

1. Task bar is located on bottom right hand corner of the window i.e.,

2. Explore the five icons on this task bar: Normal View, Outline View, Slide View, Slide Sorter View and Slide Show

Creating Slide Show Effects

1. Select or highlight an area of text or image

2. Go to Slide Show Menu

3. Select Preset Animation

4. Click on Fly From Top

5. Repeat step one to create different effects for different areas in the slide show

Slide Transition

1. Go to Slide Show menu

2. Select Slide Transition, a window will appear on the right hand side of the screen.

3. Examine the following:

a. Apply to selected slide

b. Modify transition

c. Advance Slide

Ending a Slide Show

1. Right click on the mouse

2. Select End Show to exit the Slide Show
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