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Getting Started with PowerPoint

[€] Microsoft PowerPoint - [Presentationl]

L) Mew Dffice Document
@ Open Office Document
% ‘windows Lpdate
Accessories 4
— @ Microsoft Office Toolz  »
Favarites L4 @ Stantlp
@ B " N e Intemet Explorer
=oeumens Microsoft Access
@ Settings 3 Microzoft Excel
% il > Microsoft Word
@ Help #2 Ms-DOS Prampt
a |$§| Outlook Express
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1. Click on the & L
Start button, ) shown
Programs, MS e
PowerPoint.

3

Increase size of screen
by clicking down
arrow and change %

/f Microphaone @Tools | 24 Handwiiting  =]'Writing Pad | ®| i

DEEES 2R Y| -l

i 45% -

line to the right.

_ Eile Edit ‘Wew Insert Format  Tools  Slide Show Windou-Vﬂelp

If you need more space,
click and drag this vertical

Type a queskion for help
- A= [ Desion ) New Slide

@ % New Presentation A

> - arial

- 15

Open a presentation

PowerPoint %P A9 TD Bank
PowerPoint %P A3 TD Bank
PowetPoint 2000 42 TO Bank,

Click here and begin —\

@ More presentations...

PaowerPoint %P 48 Electrical Power

-|E'IXI

- X

New

typing (see next page for
directions on the six slides
you will create in the first

k‘ Click to add title

[ Blank Presentation
From Design Template
From AutoCantent Wizard

New from existing presentation

presentation.

Click to add subtitle

Choose presentation. ..

New from template

To start a
new blank
presentation,
click here.

Level pok
Crayons.pok
General Templates. ..

Need even more space?
Click and drag this line
to the left.

:'rl Templates an my \Web Sites...

f] Templates an Microsaft, com

5 Add web Falder. ..

Click to add notes
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ﬁ Microsoft PowerPoint - [PawerPoint 2003 Al Construction why.ppt]

ﬂj File Edit Wiew( Insert ormat  Tools  Slide Show  Window  Help

1. To start a new file, click on File, New, OK or
Ctrl (hold it down), N. In this book, each file will
contain 6 slides - although there could be 100’s.

B [ [e]s u ¢

[ W @ -/ C:Q

If you make a mistake, click on / o

Edit, Undo or

Ctrl Z (short cut)!

(W s Y

2. Insert, Picture, Clip Art,
Clip art on Office Online

motom right, seareh, | CONStruction Technology

Clipart: construction, select

clip art by clicking on down G rad u ate S

arrow, Copy. Edit, Paste on

2a. If you do not have this
clipart, choose a similar one.

Clip Art * X
)| [ Y

Search For:

Al collections

Results should be:

Selected media file typ :

|

4. To resize clipart, click and
drag on corner ‘grab handles’.

blueprints, building plans. ..
246 {w) x 260 (h) pixels, 30 KE, WIMF

| I e 1

5. Type in Title (font size 40)
and then the Subtitles (font
size 32) as shown.

e

[&] organizs clips. ..

=< "% Clip art on Office Online
(&) Tips for finding clips

this slide. YO ur N ame
3. Click on View .
Header and Footer. Your Technology / Section
Date and Time, Update
Automatically,
Slide number (CheCk 2006 Assignment # 1 by Your Name
mark),
Footer (Assignment #1 |
by Your Name), pepes- \ N OO A @A - L-A-=S=5@ I
Apply to All. e 1of6 Default Design 103

1“‘;;] B G J H {MS PowerPai.. | IEJMS PaowerPoi... ”m

| =T

6. To check spelling, click on Tools, Spelling or F7 (shortcut).

1. To get a new slide, click on Insert, New Slide,

Title, Text an
Layouts — see

d Content (under Text and Contents
right of screen) or shortcut Ctrl, M.

=1=1x|

Type a question for help = 3
2= A ~ | = Design B

slide Layout T X
ELIT A

48) and the bullets (font 28),

Wh at DO es dn Con Stru Ctl Olnﬁ 2. After you type the title (font

Graduate Do?

» Project planning and scheduling

» Cost estimating and control

« Commercial and residential building
» Construction equipment

» Construction safety

» Structures
— Thermal imaging of buildings
— Building regulations

5/9/20086 Assignment # 1 by Your Name
==K |
Dgaw'Agtoshapes'\\mou*'ﬂézgl.g—.l& &'ﬁ'i'E_EJJB
slide 2 of & Default Design 103

i start |J :__{j a8 L"ﬁ] » & |i-| |J M3 PowerPai, . | IE_]MS PowetPai. .. ”lg:sIMicrusnl't P... @NAIT*Constr...l @Programs—Mi..‘l

you may have to resize the text
box containing the bullets by
clicking and dragging the small
white circles or grab handles.
You can move the entire box by
clicking and dragging the edge
of the box.

HES
[LIEM

Title, Text, and Content
=

[if]
E&)

1o

3. Insert, Picture, Clip Art
on Office Online, Search,
clipart: Construction, down
arrow, Copy. Edit, Paste on
slide. If you do not have this
one, select a similar one.
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it DnwarDaint - M owarDaint 2002 41 Conckencbinon whae qpt]
1. To get a new slide, click on Insert, New Slide,
Title, Text and Contents (3rd one down under

Text and Content Layouts ).

2. Type in Title (font 48) and
Bullets (font 28). This should
be consistent for all slides.

1l el |

3. Insert, Picture, AutoShapes,
Block Arrows (see below), select

—

up arrow, click and drag on screen.

7

&

$ 3800-4200 / month ( 4%)

$ 3400-3799 / month (11%) _«

Annual Starting Salary

4

LT
Search for:

Searchin:

All collzctions :

Results should be:

Selected media file byp :

v

3

words then,

arrows.

2. Type Title (font 48)
and Bullets (28), select

3. Format, Bullets and
Numbering and select

) .

» Full-time (95%)
» Other areas (0%)
» Unemployed (5%)

4. Insert,
Picture,

Stars and

the mouse

AutoShapes,

Banners, select
Star. To size it,
click and drag

on slide holding

button down.

85% -

@

ools  Slide Show  Window  Help

ﬁ Arial

.za._rgs

Employment Status

A

g“JIQIQOOB

== |
D[aw'@sh@\ O3

5. Select object, Format, Auto shape,
Colors and Lines tab, Fill Color (down
arrow), Fill effects, Pattern tab, Plaid.

i J < ::-::-:‘- g
5. Insert, Picture, o
ClipArt, Picture, Search - $ 3000-3399 / month (1 1 A))
toxt: education; click on + $2600-2999 / month ( 7%) %
« $ 2200-2599 / month (29%) =
o 1 $ 1800-2199 / month ( 7%) \# 3
:\iT Conneckors 3 -
E} Basic Shapes »
|% Block Arrows 3 | 4. Select Obj ect (Allt() shape),
Zn Eowchart L |2 <@ &l Format, AutoShape, Colors and
B Stars and Banners 3 ﬁ g Elpgmw Lines Tab, Fill Color (dOWll
? ga"_c'”ts "€ 5w avisignment # 1 by Your Name 3 arrow), Fill Effects Tab,
S| Action Buttons AN Pattern, Sphere, OK, OK.
[El== E"LI E) More Autoshapes...
= & LA —
D[aw‘ AutoShapes = | ™ w DDGQ;‘{}‘:?}& &vdvév=_:.ﬁ;ﬂ Ijﬂ
Slide 3 of 6 Defaulk Design 103
Hsart||| ] @ 5 B @ (0] || Cams powerroi.. | s povereai... [[[FMicrosoft p.. | ENAIT - Consir...| &programs - .. B scern
1
1. Insert, New Slide, Title, Text and Content. |
==l x|

Type a question for help » X

== 2 |A v |FEE|A | Zoesion [
‘ =
Clip Art X

@ =) [

Search for:

z
earch in:

5

All collections :

Resulks should be:

Selected media fils byp :
-

’Y

beams, cables, construction. ..
264 () x 264 (h) pixels, 31 KB, WMF

A
S

03) Clip art on Office Online

B E

1\ Tins For Bioding i

6. Insert, Picture, Clipart on Office
Online, Search text: hoist, click on down
arrow, Copy. Edit, Paste on slide.




