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PowerPoint Introduction (Final Video)

PowerPoint Introduction 
· Presentation skills are among the most important skills that you will need both in your classes and in the workplace.  PowerPoint is presentation software with which you can create electronic slide presentations.   In this video we will look at the basics of PowerPoint 2013. I have already opened PowerPoint.  At the top of the screen is a list of the tasks that can be completed in PowerPoint.  This is called the menu.  When you click an item on the menu, additional functions appear related to that menu item.  That list is called the ribbon.  (click through each menu item and point out the items on its ribbon)
· A presentation is composed of slides and when you open PowerPoint, a default first slide is created for you.
· Each slide has a theme and a layout which you can change at any time.  A theme is a set of unified design elements that gives your presentation a specific look by applying colors, fonts, and effects. To access themes click the Design tab.
· Default – office with no formatting
· Look at the other themes – live preview
· Choose Facet
· In addition, each slide has a particular layout.  The layout defines the type of content and how it will be organized on each slide. To access layouts click the Home tab
· Look at the different layouts and note that the first slide has a default layout of “Title Slide”

Placeholders and Bulleted Lists (Final Video)

Placeholders and Bulleted Lists 
· To insert a slide into a presentation you click the New Slide button which is located under the Home tab in the Slides group.
· Defaults to title and content layout for side 2 and any added slides
· Review that the first slide defaults to the Title layout and all other slides default to the Title and Content layout and that themes and layouts can be changed at any time 
· Replace top placeholder with “My Summer Vacation” and the lower placeholder with “by Maria Rynn”
· Move to slide 2 and enter a title and then show several items with bullets and different levels of indentation -  increase list level and decrease list 
· No more than 3 or 4 bullets per slide

Inserting a Picture (Final Video)

Inserting a Picture 
· Start with the second slide showing the previously inserted bulleted lines 
· Let’s take a look at how we might insert something other than text. First we will insert a new slide.
· Insert slide 3 and note default layout of Title and Content
· Explain where slides get inserted. Insert a new slide 2 and then delete it
· In slide 3, go over all the insert icons
· Insert a picture from the computer (rose.jpg from the desktop)
· Distinguish between clip art in the content area in slide 3 and text in the content area in slide 2
· Put a title on slide 3 – “This is  Flower”
· Move, rotate, and resize the picture making it bigger and then smaller

Changing Layouts and Themes (Final Video)

Changing Layouts and Themes 
· Start with slide 3 displayed
· So far when we have inserted slides, we have accepted the default layout for each slide. For example slide 3 …
· Insert slide 4
· Change layout of slide 4 to “Two Content” – text on left and clip art on right
· Insert title – New York City
· Insert text on the left; 3 bulleted items: Statue of Liberty, Empire State Building, Chinatown
· Insert a picture from the computer (New York City.jpg from the desktop)
· Summarize – three objects on slide 4 (title, bulleted text and picture)
· Increase the font size of the bulleted items
· Move and resize the picture
· Change theme for entire presentation
· Click on any slide
· Design –look at other themes (live preview)
· Choose Wisp and show how all slides are changed
· Move the picture to the right in slide 4 so that it does not obscure the bulleted text

Transitions (Final Video)

Transitions 1 
· Start with slide 4 displayed
· Now that we have created a presentation with four slides, let’s take a look at how it will look to our audience when we run the show. To run a slide show click the Slide Show tab and then choose from the beginning.
· Run the slide show from beginning and talk about how to advance from one slide to the next.
· I will now demonstrate how to apply transitions to a slide show.  A transition is a motion effect that occurs in slide show view when you move from one slide to the next during the presentation.  You can choose from a variety of transitions and you can control the speed and the method with which the slides advance.  For example, 
· Click slide 1 and then the Transitions tab and then the drop-down arrow – talk about the different categories.
· Apply the Glitter transition; Run by clicking button in lower right.  Note that the transition is only applied to slide 1
· Apply the Glitter transition to all slides; Click on each slide and show that Glitter is highlighted on the ribbon and then run again to show what it will look like to the audience.
Transitions 2 
· Now let’s take a look at some additional options that we can use when applying transitions. 
· Effect Options (Slide 2/Transitions/Effect Option/click small arrow and show all the options.
· Show that Hexagons from left is the default
· Show Hexagons from Top and then Diamonds from Right and choose it and apply to all (consistency)
· Run the slide show to demo
· Note that not all transitions have effect options
Transitions 3 
· Two additional options that you can modify for a transition are “Duration” and “Advance Slide”.  Duration is how long the transition actually lasts. In this example …
· Default – 3.9 second – click slide 4 and run from slide 4 to demo
· Change to 1 second and run again to demo
· Change back to 3.9 seconds
Transitions 4 
· Another option that can be modified is “Advance Slide”, that is, how we get from one slide to the next.  The default is “On Mouse Click”.  This means that slide 1 will appear and will stay there until I click the left mouse button.  Only after I click it will slide 2 appear and so on until the end of the show.  This method is normally what is used since it gives the presenter total control over when the slides will advance.  Now let’s look at what happens if I deselect “On Mouse Click” and select “After” and enter 2 seconds. This means that the slides will advance after 2 second regardless of whether or not I click the mouse.
· Change to after 2 seconds only and apply to all. Run to demo and note that the movement of the slides are under the control of the computer and not the presenter.
· Select both ways - “On Mouse Click” and “After” - 7 seconds, apply to all. Run to demo

Animations (Final Video)

Animations 1 
· Start with slide 4 displayed
· Now let’s illustrate Animations in PowerPoint.  An animation is a visual or sound effect added to an object or text on a slide.  Animation can focus the audience’s attention providing the speaker with an opportunity to emphasize important points using the slide element as an effective visual aid.  I have selected slide 4 and on that slide I have three distinct objects.  
· Go over the 3 objects on slide 4 and talk about adding an animation to each object.
· Click the title and click the Animation tab
· Distinguish between entrance effect, emphasis effect, and exit effect
· Entrance – brings an object or text onto the screen
· Emphasis – emphasizes an object or text that is already displayed
· Exit – moves an object or text off the screen
· Apply the “Fly in” entrance effect to all three objects Note that you do not have to choose the same animation effect for all three objects nor do you have to apply animation at all to all three objects. Caution not to use too heavily.
· Explain the numbers and how they determine the order effects will take place
· Run from slide 4 to demo
· Note that the bullets are considered one object but that each one flies in separately
Animations 2 
· As with Transitions there are also Effect Options that can be applied to Animations.
· Fly-in from Bottom –default; change to Fly-in from left for the title and Fly-in from right for the bulleted list
· Run from slide 4 to demo
Animations 3 
· Now let’s apply some additional animation effects to some of the other slides. 
· Apply the “Fly out” exit effect to the two objects on slide 3
· Run from slide 3 to demo slides 3 and 4
· Apply the “Wave” emphasis effect to the title on slide 1 and nothing to the subtitle
· Run from beginning to demo the entire slide show.

Speaker Notes, Headers and Footers, Save and Save As (Final Video)

Speaker Notes 
· When slides are displayed in Normal view, a picture of a single slide is shown in the slide pane on the right and list of thumb nail slides is shown on the left. Another View that is quite useful is Notes Page view.  This view is used to type in speaker’s notes which are seen only by the presenter and not by the audience.  They can then be printed below a picture of each slide and used during your presentation to remind you of important points not listed on the actual slide.  For example, . . .
· Select Slide 4 and then go to Notes Page view.
· Show Zoom
· Insert “Mention some good places to eat in Chinatown” 
Headers and Footers 
· You can also enter header and footer information into the presentation or as part of the notes that you might print out for both yourself and the audience.
· Insert Header & Footer
· Slide:  date and time, slide #, footer – Maria Rynn and apply to all.  Go through each slide and show effect.
· Notes and Handout:  show all the options but Cancel.
[bookmark: _GoBack]Save and Save As 
· We will now save our presentation.
· File/Save – title is default name – use it and save to desktop.  
· File/Save As under a different name “My Other Summer Vacation.pptx”
· Note that there are now two files saved to the desktop – My Summer Vacation.pptx and My Other Summer Vacation.pptx that are exactly the same.  Note that PowerPoint appends the extension .pptx to file names.
