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Note: All exercises in this handout are designed to be completed using
PowerPoint 2002 or 2003 for Windows users, or PowerPoint X for Mac OS X
users.

"—‘ Mac OS X users should be sure
to read the additional/alternative
instructions provided in boxes like
this. Windows users can safely
ignore these boxes.
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Introduction to PowerPoint

Part 1: Getting Started

Exercise 1: Creating a first, simple presentation

These steps walk you through the creation, saving, and viewing of a simple, text-only
slide show.

1. Open PowerPoint.

In this workshop, if you're using the
Windows computers in the room, you
can double-click the Microsoft
PowerPoint icon on the desktop.

If you're using your own Mac, open
PowerPoint from the Dock or
Applications folder.

"—' (Mac) Once you open
PowerPoint, click OK to create
a blank document and then
click OK again to create a title

slide. 1Click to add title

Click to add subtitle

You see a single slide, set up to be
a title slide.

2. Click on the words “Click to add
title” and type a title.

Type a title for a presentation you want
to create, or type what you see in the

example at right. Creating Good PowerPoint

Presentations
3. Click on the words “Click to add g _
ample presentation created

subtitle” and type a subtitle. during FTP 2004
Type your own subtitle , or type what
you see in the example at right.
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Now let's add additional slides:
Inzert | Format Tools Sl

= [ﬂew Slide  Ctrl+M
lide: Number

4. Choose Insert > New Slide.

2 Date and Time...
‘5 (Mac) After you choose Picture N
Insert > New Slide, a dialog 8 Diagram...

Tl

appears with choices of slide Text Box

layouts. Click OK to accept the
default choice of Bulleted List.

Movies and Sounds  »

Chart...

Table...

*EHE

Hyperlink... Cirl+

A new slide appears, ready for
you to type a title and points.

Lo

5. Type a title and five points on the
slide.

Type text of your choice or copy from
the slide at right.

Make your slides readable

* Maximum of 6 point§ per slide
« Maximum of 6 words per point

You'll find that each press of the
Enter or Return key creates a new
bulleted line.

Repeat steps 4 and 5 to create at
least one additional slide.

Notice the outline thumbnail
representations of your slides on
the left side of the screen. You
can move from slide to slide by
clicking here. Or you can use the
scrollbar on the right side of the
slide.

+ Use light background, dark text
+ Use contrasting but complementary colors
+ Don't use complex backgrounds

Minimize “noise”

+ Limit animations and transitions
+ Avoid annoying sound effects
« Stick to font and color scheme
except for emphasis
-+ Don't use complex, busy
backgrounds
+ Use content-related graphics only

Let'’s save the presentation, now that
we've created a few slides:
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File | Edit WView Insert Format Tools 3
4
=%

New... Ctrl+N
= Open... Cirl+0
7. Choose File > Save to save your Gose
H |, save Ctrl+5
presentation. L[\% —
|y Save as Web Page...
Permission »
Page Setup...
8. Type a name and choose a
location for the file and then click
Save.
For this workshop choose the FTP folder
on the Desktop as the location for the
file. Type a filename of
“goodpresentations” (or whatever is
appropriate for the presentation you've
created).
Let's test the presentation:
9. Choose View > Slide Show. [ wew [ sert_romat ook
Mormal
25 Slide Sorter
Click to move to the next slide (or  [& sieshon 75
Master 3

press the down arrow or right
M Color/Grayscale 3
arrow key on your keyboard). P

]| Header and Footer. ..

Zoom...

-
¥

(Optional) Change the order of your slides using the Slide Sorter view:
10. Click the Slide Sorter View

button, located in the lower left of [H E =
your screen.

11.Click on the third slide and drag to the area before the second slide.
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Creating Good PowerPoint

g Presentations

Sample presentadon geabea
auring FTF 2004

iMake wour slides readzble

» Madmum of & podnks per dlae
= Wadmum of & yaoras per point
= Uz llght badigrouna, aark ket

= Uz conirasting but complamentary
anlors

» Contuze complex backqrounas

iMinimize “noize”

= L anmabioe and b amd o

= Aol amnoving wound dieds

= Sk lafonl and coo adome
=zl o erphan.

» Donl wr compkex, oy
buachap cundt.

= Lhe conienick of grophe onke

12.Click the Normal View button (to
the left of the Slide Sorter View
button) to switch back to the view
that shows the slides and the

outline/thumbnails.

13. Choose Format > Slide Design.

14. Pick a design from the panel on the right.

00:10 3

CERE

(Optional) Now, add a background design to make the presentation look a little more professional:

Format | Tools  Slide Show  Mee
A Font...

= Slide Design... |
2= ™slide Layout...

"'—l (Mac) You won't see a panel on the right.
Instead, a dialog appears; select a design in
the dialog and click Apply.

,__,l Make your slides readable

= Maximum of & points per slide

= Maximum of & words per point

= Use light background, dark text

= Use contrasting but complementary
colors

The Blend style (shown in example at right) is a nice,
subtle design, but you can choose whatever catches your

fancy.
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Part 2: Enhancing the presentation for teaching purposes

These steps demonstrate tasks that you may want to do for teaching purposes: adding images,
linking to web pages, and showing points one-by-one.

Exercise 2: Adding a slide with an image

1. Choose Insert > New Slide. [ insert | Format_Tools i
= [uew Slide  Ctrl+M
lide Number
Date and Time...
Picture 3
{73 Diagram...
“5| TextBox
Movies and Sounds  k
|H_], Chart...
1 Table...

2. Change the format of this new slide to Title Only  : gige 1 ayout ——
by clicking the Title Only layout in the Text
Layouts section of the panel on the right side of
your window. Apply slide layout:

Text Layouts
"—l (Mac) You won't see the panel on the right e
side of your window. Instead, a dialog appears
in which you should click the Title Only layout
and then click OK. pp—

3. Type a title. o
Copy from the example at right, or make up your own title. 50”;3‘ pictures are worth 1000

words
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4. Choose Insert > Picture > From File.

5. Locate the image file on your hard drive and click

Insert.
For this workshop, locate sample.jpg in the FTP folder on
the desktop.

6. The picture appears on your slide.

7. (Optional) Click on the picture and drag to
reposition it. Or click in the corner of the image
and drag in or out to resize.

8. (Optional) In the Drawing Toolbar (at the bottom
of the window for Windows users) click the
Arrow button and then click and drag on the slide
in order to draw an arrow (as if you want to point
out a specific part of the image).

"J (Mac) Your Drawing Toolbar is likely
to be at the left side of your screen. The
button you want is the Lines button; click
on it and then choose the arrow. Then
click and drag on your slide to draw.

If you have time, double-click on the arrow, and
try changing its color and style (thickness).
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Inzert | Format Tools Tz

Break...
Page Mumbers. ..
Date and Time...

Symbal...

Picture » |

&]| dipArt...

)

=27

Hyperlink... Ctrl+K

¥

= [ From File...
@'9 rom Scanner or Camera...
] il

| Organization Chart

!ﬂ Chart

Some pictures are worth 1000

words

i Draw ~ | Agmshapes@) =M.
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Exercise 3: Adding a link to a web page

1. Type the text that you want to serve as a link (if it

hasn't been typed already).
For this workshop, go to slide 2 or 3, and add a point: “See
Saylor Guidelines for more tips".

2. Select the text you want as a link. .
For this workshop, select “Saylor Guidelines". See Saylor GU|deI|ne§

3. Choose Insert > Hyperlink. [ Insert | Famat_ To0ks s

=] Mew Slide  Cirl+M

Slide Mumber
Date and Time...
Picture 3

2| Diagram...

¥ e
L]

| TextBox

Movies and Sounds ~ »
Chart...

Table...

®LE

H\,rEerIi_nk... Cirl+& |

by m

4. In the Address field, type the web address (URL) of the web site to which you want to
link.

For this workshop, type http://people.csp.edu/saylor/etfective_powerpoint.htm , unless you have a
different web page to which you want to link.

Address: http://people.csp.edufsavlor feffective_powerpoint.htm w

"'—l (Mac) You'll find a Link To field rather than
an Address field. Type the URL in this field.

Tip: Both Mac and Windows versions make it easy to enter the URL of a web page you
have recently viewed, while in the Insert Hyperlink window:

(Windows) Click Browsed Pages button, and then click on a web page title in the list.
(Mac) Click History and select from the pop-up menu.

5. Test this slide by clicking the View Slide Show

button in the lower left. Make sure to click the [Q EE\_‘QL%

hyperlink to test it. Then close the browser
window to return to PowerPoint.
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Exercise 4: Animating the bullets on a slide so they appear one-at-a-

time

1. Go to the slide for which you want to animate the
bullets.

Slide 2 will be fine.

2. Choose Slide Show > Animation Schemes.

"'—l (Mac) Instead, choose Slide Show >
Animations and continue holding the mouse
down...

3. Pick an animation scheme from the panel at the

right of your window.
We recommend subtle animations, particularly Appear.

"'—l (Mac) ...pick the animation from the
Slide Show > Animations menu.

4. Test your slide by clicking the View Slide Show
button in the lower left of your screen.

5. Save your presentation.

6. (Optional) Experiment with other animations.
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Slide Show | MeetingPlace  Win

&=l View Show F5

Set Up Show...
.j)‘»‘" Rehearse Timings

| =Y .ﬁ.pimaﬁnn schemes. ..

Egﬂ Ch@tﬂm Animation...
zie| Slide Transition...

| %

No Animation
Mo Animation
Subtle

Appear

Appear and dim
Fade in all

Fade in one by one
Fade in and dim
Faded wipe

Faded zoom

Brush on underline
Dissolve in

Flash bulb
Highlights

Random bars

Wipe

E]EE
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Part 3: Sharing the presentation on your course website

Options for putting your files on your Blackboard web site

Method Issues

Simply save and upload the Students must have PowerPoint.
PowerPoint presentation as you | Large file.

would any file.

student will have to locate it.

Save as a web page and upload. | Inconsistent viewing experience—may be static.

(In PowerPoint, choose File >

PC users have “single web page" option, but plays back

Save as Web Page) only in Explorer browsers.

Regular “web page" option creates multiple files that
need to be uploaded.
Large files.

Save as a pdf file and upload. Need add'l software (unless using Mac OS X)

Static experience.

Convert to Flash (currently with | Need add'l software. ( iCreate available free to faculty
iCreate) until 6/05).

Exercise 5: Using iCreate

1.

In a web browser, go to
http://wep.berkeley.edu.

For this workshop, it's probably easiest to close or
minimize PowerPoint first. Then, if a web browser is not
already open, double-click the Internet Explorer icon on
the desktop. Type “wep" in the address field. (Since it's a
berkeley.edu address, it will be filled in for you.)

Enter your iCreate username and password and

click Login. —————
For this session, your username is ftp04_1, ftp04_2,

ftp04_3, etc, where the number following the word Username: [F077

student is the same as the number of your computer Password: [+ [ Login |

(pasted on the desk, e.g. W-1, W-2, etc.) Password is ftp.

Begister Forgot Youwr Password?

Learning Systems Group 10
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3. Click the Upload PPT button, located on the presentation:
right side of the window. Folder 9

4. On the File Upload page, click the Browse
button and locate the presentation you want to
upload.

For this workshop, use the presentation you just created
and saved in the FTP folder on the desktop.

5. (Optional) Edit the Caption field and/or the
Description field.

E'\ File Upload

Browse and select the FowerPoint file yvou'd like to upload for conversion.

Select the file to U

Pload: [0 dpresentations ppt ( Browse... )

Upload to Folder: Personal folder
Caption: |Go0d Presentations

» presentaticn about giving good
presentations k

Description:

v &

Note:External links will not be uploaded when publishing online. If vou have linked files, please use plugin.

6. Click Submit.

A window appears showing uploading status.

If you were using your own account, you wouldn't need
to wait for the upload. You'd get an email message
telling you when the conversion finished, with a link to
the presentation. (You should not use this link to
distribute the presentation for others to view. To do that,
you will get a Web Share URL, discussed below.)

7. Close the Upload Status window when o
uploading is done and click the "See conversion | prep——
Status" |Ink on the main browser page' z::;zedat :::ENO\‘ 10 12:56:33 PST 2003

Maon Nov 10 12:56:33 PST 2003

Man Nov 10 12:56:40 ST 2003
Conversion duration G sec
Click h'{j to show this presentation.

Go bo U folder that contans uploaded presentabon

]

Thirs prages will bie autamatically refreshed every 10 seconds, i
plhiase chick hare
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8. (Optional) When the window lists the

conversion as Done, click the "here" link to
show the presentation. Close the presentation

-

window when done viewing the presentation.

9. Click the "Go back to the folder..." link to
return to your main iCreate account page where
you will find your presentation(s) listed and
where you can follow steps to make it available

on the web.

10.Click the Web Share link for the presentation you want to publish.

[ [ webvideoOrientationnew 2003/11/10

11.When asked if you're sure you want to
create a public link for this presentation,
click OK.

12.Click the Show HTML button.

View Mode

o Info  [<] emai \{L')Weh Share Download

Copy & P>~ ¢ Assigned Cad

™ webvideoOrientationnew normal

e Teacdien 1 inl-

13.1In the window that appears, select and
copy from the scrolling field.
(To copy, select the text and then type
Ctrl-C on Windows or Command-C on
a Mac.)

If you want a URL to email to potential
viewers or to test in a browser, copy
only the URL (the part in-between the
single quotes).

For Blackboard or to include in a web
page, copy all of the code (and see next
step).

For this workshop, copy just the URL and paste
it in the Address field of the browser window
to demonstrate to yourself that it calls up your

Learning Systems Group
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You can copy the following code and paste it directly to the BODY
of your HTML:

Ihref="http://wep.berkeley.edu:80/icat/publicLink?|
invitationID=667'><br>goodpresentations<br></a>

12
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presentation. (You may find that you can't copy
just the URL, that the quotes are always
included. If this is the case, remove the quotes
in the Address field in the browser in which
you paste in the URL.)

(Optional) Place the link to the presentation in Blackboard by following these instructions:

14.Get into your course in Blackboard, and .
. CONMTEMNMT AREAS
from the Control Panel, click to go to a
Announcements Assignments
content area such as Lectures. - e
Faculty Information External Links
Lectiﬁea
15. Click the Add Item button.
(Fu Add ltem |
[k
i,
16.Paste the copied code into the Text Text: : -
i ) ) <a href='http://wep.berkeley.edu:80/icat/publicLink?
fleld CI'Ck the HTML I’adIO button invitationID=667'><br>goodpresentations<br></a>

O 8mart Text O Plain Text %TML

17. Scroll down and click Submit. Cancel ) 5“@1_)

(Optional, Windows users only) There's an easier way to publish your presentation, if you have installed the
iCreate plug-in (as we have done on the computers here in B-21, and you will be able to do on your own
Windows computer). You can try it now.

1. From the MeetingPlace menu, choose Dbl :' g Localy
- - SmartObjects k
Publish to Flash > Online. :

Audio 3

Preferences
Help

Login
Register
About
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You'll next see the Publish Presentation
window with an iCreate username and
password already filled in. (This is filled
in for you because iCreate embedded
that information when the plugin was
downloaded through your account.)

2. Click Publish.

After the file has successfully uploaded,
you will see an Upload completed
message.

3. Click Close.

Your browser opens, logs you into the
iCreate server (if you're not already
logged-in), and loads a page providing
information about the status of your
upload and conversion.

As is the case when you upload from
within your account, you will eventually
see a screen allowing you to click to
view the presentation and another to
go the folder with your presentation.

4. (Optional) Click "here" to show the
presentation. Close it when it's done or
you've seen enough.

5. Complete the steps for getting the URL

for this presentation. (Start with step 10
on page 12.)
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