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Getting Started

 Open PowerPoint
e Click on File on the menu bar

e Click on Save As
— Save in: Desktop
— File name: type a name

— Save as type: Presentation (.ppt)
— Click OK




More About Save As

Save As
Save in: ]@ Desktop ;J a8 4 ] [ =3
= ' LMy Documents
|4 i f My Computer

History “ Ay Metwork Places

iz
My Documents Save as t*_-.rpe:
Webpage (.htm, .html)
PowerPoint Show (.pps)
Image files types:
Gif (.fig)
| Jpeg (.jpg)
%] Bitmap (.bmp)
Favarites Png (.png)
o Tiff (.tif)
Eé Windows metafile (.wmf)
My Networl
Flaces
File name: |4hppt—wurkshup_1l:l—2l:l—[l4.ppt L] Save
SEVERCERVAEHE P ocontation (*,npt) L] Cancel
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Add a New Slide

*Right-click in the slide view pane, and
select New Slide

Click on New Slide in the tool bar
Arial 18 - B ZUE[E]

-y A - [FDesign SMew Slide _

Click on Insert on menu bar and select
New Slide

Fle Edit Wew Insert Format Tools  Slide Show  Window Help  Adobe PDF

*Use short-cut key, Alt + N



Choose a Design

e Click on Design on the tool bar
A A - E’Degi@ FMew Slide 7

Arial +18 v B I U

Diesign Templates
[z=2 Color Schemes
[ Animation Schemes

» Apply a design template
— Pick a design suitable to the topic

— Make sure that your presentation is
readable from any point in the room

— Use large font




Exercise 1

 Open PowerPoint

e Save the file

e Choose your design

 Add a new slide to your presentation
e Questions??

(10 minutes)



Add Text and Images to Slide

 Choose a Slide Layout
— Text Layouts
— Content Layouts
— Text and Content Layouts
— Other Layouts

] Slide Layout * X
Apply slide layout:

Text Layouts 23




Insert an Image

« Copy an image and paste to slide

e Goto menu

Fle Edit Wew I[nsert Format Tools  Slide Show  Window  Help  Adobe FOF

1. Click on Insert
2. Click on Picture
3. Select From File, etc.



Insert an Image

e Click icon to add content
1.Select an image from the clip art
2.Import an image from another directory




Exercise 2

 Add an image by copying and pasting from
another application

 Add an image by using Insert on the menu
bar

 Add an image by using Click icon in the
Content layout.

e Questions??

(20 minutes)



Format Font

Change font and size

Click on Format in the menu bar

Select Font
1. Change the font style
2. Change the font size
3. Change the font color

Font @B|
Font style:
|Regular |2El+
T arial Black Bald
T Arial Marraw Italic
T Avantzarde Bk BT Bald Italic
T BankGothic Md BT 14 ¥
Effects Color:
[+ Underline [ Superscrint
[ Shadow Offset: |0 El: %,
[ Emboss [ Subscript

[ Default for new objects

This is a TrueType font.
This same font will be used on bath your printer and your screen.




Exercise 3

« Add a new slide to your presentation
e Choose a layout

« Type some text, i.e. your name, favorite
animal, favorite color

1. Change the font size of your name
2. Change the font style of your animal

3. Change the color of the text to match your favorite
color

e Questions??

(20 minutes)



PowerPoint Viewer

e Download PowerPoint Viewer from the

Microsoft website
http://office.microsoft.com/en-us/FX010857971033.aspx

e Find Downloads at the bottom of the
webpage and click on the link to
PowerPoint 2003 Viewer



An Alternative to PowerPoint

 OpenOffice.org Is software to download:
http://www.openoffice.org/dev_docs/features/1.1/index.html
» Offers the following:

— Word Processor

— Presentation
» opens PowerPoint files so you can edit

— Spreadsheet
— And much more



Prepare for PowerPoint Part 2
Wednesday, Oct. 27 @ 6:30 p.m.

o Using Word Art to jazz up titles in your
PowerPoint

e Using a scanner to scan snapshots for
your PowerPoint

* Create a PowerPoint about your 4-H club

e Create a PowerPoint about
“Families Are the Heart of 4-H”

e Saving PowerPoint as webpages




More: Prepare for Next Time

 Bring a disk with some pictures of a 4-H
activity,

 Bring some snapshots of pictures to scan

* Bring information about your 4-H club:
1. Leader information
2. Member information
3. Meeting times

 Share an idea that you or your club is doing to
promote “Families Are the Heart of 4-H.”

Questions??



Next Workshop

Computer Revie

Monday, November 15, 2004
6:30 — 8:00 p.m.



