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Introduction

• Microsoft PowerPoint is a slide show presentation program 

developed by Microsoft. 

• PowerPoint is simple, flexible and powerful tool for creating 

professional-looking slides. 

• PowerPoint presentation provides various views and tools the 

user can use to build a presentation that includes words, graphics 

and media. 

• Presentation package present information like business 

proposals, reports and plans in an effective and attractive manner 

using slides through presentations. 
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Elements of Power point 
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Elements

• Slide  

• Slide is a working area of the power point presentation. 

•  Navigation Pane 

• By default, thumbnails of the slides are shown here allowing for quick access of 
a slide, rearranging order of slides, and inserting/deleting slides. 

• Slide and Outline Tab 

• Slide tab is a main area. It shows the current slide we are working on. 

• Switch to Outline View on the left instead of slide thumbnails. 

• Notes Pane 

• User can write presentation notes in this area. 

• Zoom Slider 

• Drag the Zoom slider left to shrink or right to enlarge slides. 

• Click the Zoom In or Zoom Out button to zoom in or out by 10-percent 
increments. 
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Creating a Presentation 

PowerPoint presentation can be created in two ways as follows 

• Blank Presentation 

• Using a Templates 

Creating a Blank Presentation 

• Click File menu then choose New and click blank presentation to open a 

blank presentation. 

• Then Click Create to get a blank Presentation. 
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Creating a Presentation Using a 

Template 

• Click File menu then choose New, it will navigate to an Available Templates 

and themes window. 

• The Templates pane will display on the right side of the window with a 

variety of different templates to choose from. 

• Select Sample templates option and choose any slide design from it. 

• Then click Create button to create a new presentation with templates. 
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Views in Presentation 

• To see slides in different views, use View button options which is available 

at left corner of the screen. 

Normal View 

• Normal View is also commonly known as Slide View. 

• It is the main working window in the presentation. 

• The slide is shown full size on the screen. 

Slide Sorter View 

• Slide Sorter View is a window in PowerPoint that displays thumbnail 

versions of all the slides, arranged in horizontal rows. 

• This view is useful to make global changes to several slides at one time. 

• Rearranging or deleting slides is easy to do in Slide Sorter view. 
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Notes Page View 

• Notes Page View shows a smaller version of a slide with an area below for 

notes. 

• Each slide is created on its own notes page. 

• The speaker can print these pages out to use as a reference while making 

his presentation. 

• The notes do not show on the screen during the presentation. 

Reading view 

• In reading view, each slide fills the screen. 

• The user cannot edit slides when working in Slide Show view. 

• The user can use this view to preview a presentation and to deliver it to an 

audience. 
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Working with slides 

• If user wants a different layout, in the Home tab click New Slide or 

Layout option from Slides group, click one of slide to type text. 

• After opening a presentation, in the presentation window click on title 

placeholder. 

• The cursor will change to an I-beam. This pointer appears whenever the 

user enters or edits text. 

• The title placeholder is outlined to indicate that it has been selected. 

• Type the title. 

• The text will automatically be center aligned within the title placeholder. 

• Click outside of the title placeholder to view the title user have typed. 

• For adding subtitle do the same as start with click on subtitle placeholder. 
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Adding a new slide 

• The new slide can be inserted after the current slide or in the position 

where the mouse was clicked. 

• There are several equivalent ways to add a slide to a presentation 

• Under Home tab select New Slide option from Slides section. 

• On the Slides or Outline pane right-click and select New Slide from the 

pop-up menu (works in Normal view). 

• Right-click on the main work area while in Slide Sorter view (which present 

in the status bar) and select New Slide from the right click pop-up 

menu. 
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Changing a Slide Layout

• Layout refers to the arrangement of the text and objects on a slide. A layout 

contains placeholders, which holds text, such as title, bulleted lists, and 

slide content, i.e., tables, chart, picture, shape, and clipart. Each time you 

insert a new slide, you can choose a layout that matches your requirement. 

You can change the layout of the existing slide.

Step:

• Click the View tab. Select the Slide Sorter view button in the Presentation 

Views group.

• Select the slide whose layout you want to change

• Click the Layout button in the Slides group on the Home Tab.

• The layout drop-down menu will open with various layout. Select any slide 

layout as required.

• The content on the slide will accommodate accordingly.
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Rearranging Slides 

• If user insert slides from another presentation into the current presentation 

and need to rearrange the slides into the order that most effectively 

communicates the message in slides of the presentation. 

• This is done using the Slide Sorter View, where user can drag one or more 

slides from one location to another.

• To rearranging slides in a presentation, do the following. 

• In Normal view, on the pane choose the Slides tab, click a slide to move 

and then drag it to the new location. 

• To select multiple slides, click a slide and then press and hold Ctrl key 

while user click each of the other slides that user want to move. 

• In the Slide Sorter View, drag the slide from the position to change and 

drop where to place. 
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Deleting Slides

There are three ways to delete a slide in a presentation. 

• Select the slide then press Delete key to delete the slide. 

• Select the slide in the Slide Sorter View (which is present in the status bar) 

and press the Delete key to delete a slide. 

• Select the slide that user wants to delete and then Right click and click 

delete slide from the list. 
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Applying a Theme/Template

• The existing slide can be beautified using Templates, which are inbuilt 

design files for creating a presentation. Template include pre-designed 

layouts, backgrounds, color schemes, etc.

Step

• Open a slide of a presentation. Click the design tab, go to the themes 

group, move the mouse over a theme. It is reflected on the slide. Select 

any one.

• Right click on the selected theme. A shortcut menu appear, Select required 

open such as (Apply to all Slide, Apply to selected Slide or set as default 

theme)
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Slide Master

• The Slide master is an element of the design template that stores 

information about the template, placeholder size, position of the text or 

objects, bullet style, background design, color scheme and header and 

footer.

• The slide master page consists of two placeholders:

• Slide Title Placeholder : it is the first placeholder for the title of the page. 

It contains a title. You can move the title placeholder anywhere on a slide.

• Body Text Placeholder : it includes general objects, such as text with 

bullets, charts, picture, and much more.

• Step

• Click the Slide Master button in the presentation Views group on the 

View Tab.

• Modify the Slide design and content formatting as required.

• Save the Slide and Switch to Normal View. 
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Drawing Objects

• PowerPoint allows user to draw any shapes and format the shapes as their 

needs. 

• There are two ways of drawing as follows 

• Under Home tab, user can use Drawing section to draw and format the 

drawing. 

• Otherwise, Format tab under Drawing Toolbar is used for drawing. 

• Format tab consist of 5 sections as follows. 

• Insert Shapes 

• Shape Styles 

• WordArt Styles 

• Arrange 

• Size 

17



• Insert Shapes 

• User can use Insert Shapes section to draw any required shapes and user 

can also Edit Shape and add Text Box. 

• Shape Styles 

• In the Shape Styles section, user can change the style of the shape, shape 

color, outline color and Shape effects. 

• WordArt Styles 

• In the WordArt Styles, user can change the text style, text color, text outline 

color and text effects. 
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• Arrange 

• Arrange section allows user to change the position of the shapes like Bring 

to Front, Sent To Back, Align, Group the shapes and Rotate the shape for 

required Angle. 

• Size 

• Size section allows user to change the height and width of the shape using 

the up and down arrow in the box. 
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Header & Footer

• Power point provides automatic layout options to customize these fields.

Step:

• Select Header footer button from Text group on Insert tab.

• The Header footer dialog box will appear, select the element you want on 

your slide .By default Slide tab is selected . 

• Click on Apply To All  or Apply button as required.
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Insert Image and Graphics

Power point set of option to insert the graphics and image on your slide

• Picture from File

• Image from Clip art

• Insert or draw Shape

• Smart art

• Graph

• Step:

• Click on Insert tab and select the required option from the illustrations 

group.
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Insert Sound in a Slide

Sound clip add a new dimension and a pleasing effect to the presentation. 

They can be used in the form of background music or special effect to lay 

emphasis on important points in a presentation. 

Step:

• Select the slide in which you want o add sound. 

• Select the insert tab , and click on the drop-down arrow on the sound 

command in the Media clips group, Choose the source of sound file from 

drop-down menu.

• Browse the audio file and click on ok  button.
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Insert Video Clip

Video clip ass liveliness to the presentation. You can add video clips from your 

computer  (local file) or clip gallery.

Step:

• Click on the insert tab, Click the movies drop-down list in the Media clips 

group. Select Movies from File option.

• The insert movie dialog box will appear, select the required clip and click 

on open button.
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Insert Action Button

• An action button is a ready-made button for defining hyperlink ( a 

connection from one slide or file to another) to run a program, or to play a 

sound. Power point provides action button to play movies and sounds, 

clipart, images or text , etc.

• Step:

• Open an existing presentation

• Select action button under the shape option from illustration group on 

Insert tab.

• draw a required action button line Action button : Home

• After drawing the button, action button dialog box will appear.

• Specify the action from the given list

• Click on OK Button.
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Insert Hyperlink

• A hyperlink as a link on slide, which is used to link a webpage, a slide on 

the same presentation or slide on different presentation. Amy text, picture 

or any shape object can be made as a hyperlink.

• Step:

• Select the image or text where you would like to insert a hyperlink.

• Select the insert tab. Click the Hyperlink command in the Link group. The 

Hyperlink dialog box will appear.

• Select the required option from Link to list:

• Existing file or webpage

• Place in this documents

• Create a new Document

• E-Mail Address

• Specify the Link location and click on OK button
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Applying Transition Effects

A Slide Transition is the visual motion when one slide change to the next during a 

presentation, such a Wipe Down, Wipe Left, Wheel Clockwise, etc. These 

effects make your slide show lively and ass dynamic flair to it. 

Step:

• Select the slide that you want to modify. Click the Animations Tab.

• In the Transition to this slide group. No Transition option is selected by default.

• Click the More drop-down arrow to display the all the transition effect any 

transition effect from the displayed choice.

• The current slide will display a preview of the selected effect.

• Select the desired speed from the Transition Speed drop-down list.

• Click the drop-down arrow to transition Sound and select any sound effect of 

your choice.

• Click the On Mouse Click checkbox if you intended to advance the slide 

manually by clicking the mouse or check Automatic After Checkbox and specify 

the timing, and click on Apply to All button.
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Appling Animation Effect

Slide animation similar to transition, but they are applied to an individual 

element on a single slide, such as a title, chart, shape, or individual bullet 

point. The ability to move objects, such as text, graphics, chart, logos etc. 

to all directions of the slide is called animation.

Step:

• Select the object you want to animate. Choose the Animation tab, and click 

the Custom Animation button in the Animation group. The Custom 

Animation task pane appears.

• Click the Add Effect button. A drop-down menu will display four animation 

effects: Entrance, Emphasis, Exit and Motion Paths.

• Choose the type of effect you require. A cascading menu appears. Select 

any option from it.

• Specify the Start, Direction and Speed field.

• Click the play button to preview the effects given to the slide.
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To remove an Animation Effect

• In the Normal view, select the object from which you want to remove the 

effect

• Click the Animation tab, select Custom Animation option from the 

Animation group on Animation Tab.

• The Custom Animation task pane appears. Click the remove tab located at 

the top right of the pane. You will notice that the effect will be removed from 

the selected slide.
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Running a Slide Show 

• There are three ways to run a slide show, 

• Select Slide Show-> From Beginning. 

• Click the projector button in the lower right corner of the screen. 

• Press the F5 Key to run the slide show. 

• Go to the next slide: Press the Space Bar or Enter or Page Down or 

Right Arrow key or Down Arrow. 

• Go to the previous slide: Press Backspace or Page Up or the Left Arrow 

key or Up Arrow. 

• Exit slide show (at any time): press Esc or Alt+F4. 

• Access the pen tool (in order to draw on the screen): CTRL + P 

• Erase pen: Press E 

• Hide the pointer: Press A 
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Printing Slides 

• From File tab, click Print option. 

• Or use keyboard shortcut with the combination of Ctrl + P. 

• Now printing options appears in the right side of the word document. 

• Under Print, select the number of copies to be print. 

• From Printer, choose the name of the printer. 

• In the Settings, the first drop down list has four options. 

• Print All Slides - For entire slides printing. 

• Print Selection - For selected slide printing. 

• Print Current Slide – For current slide printing. 

• Custom Range- For only given slides to be print. 

• Slides can be specified by entering the page number in the text box. 

• After all changes made, finally click Print button to get print out 
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Making Notes Master

• The Notes are used to remember key points during a presentation in every 

slide. 

• On the View menu, click Notes Master, now the slide view is changed 

into Notes view 

• Resize or change the location of the slide notes box to suit the needs. 

• User can add the items that they want on the notes master, such as text, 

art, headers or footers, date, time, or page number. 

• The existing notes can be changed or deleted as their need. 

• When user print slides with notes, items that are added will appear. 

• Then Close the slide, now notes are added to the slide. 
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Making Handouts

• On the View menu, click Handout Master, now it will change to the 

Handouts Master view 

• To preview the different layout, click the buttons on the Handout Master 

Toolbar. 

• Add the items to the handout master, such as text, art, headers or footers, 

date, time, or page number. 

• Items that are added may appear only on the handouts, no changes are 

made to the slide master. 

• On the Master Toolbar, click the Close button. 
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