MAIYIINYINISADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl




g2\ N1AJYIINYINISADUWILADS
i *| COMPUTER SCIENCE DEPARTMENT, CMU

&7/ nousSnenians ukidnerduideatsl

Creating a Presentation

User Interface of PowerPoint 2016
Creating a New Presentation
Formatting Your Presentation
Shapes

Other Objects
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Multimedia Objects
Animations
Slide Show
. Slide Master (and Other Masters)
. Saving Presentation as Other File Types

. Printing
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1. Creating a Presentation
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1. Creating a Presentation

Microsoft PowerPoint is an application software for creating slide show
presentation, where you can include text, images, sounds, ,animations,

and even special effects to tell an interesting story

Steps in Creating a Presentation

1) Plan your contents (topics)

List topics necessary in your presentation. Planning them ahead will

prevent you from missing any important points

2) Adding details

Adding contents to each topics. However, take care not to add too

much into your slide (the “wall of text” problem)
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3) Adding objects
Add picture, shapes, charts, tables, or other objects to enhance your
slides

4) Adjust looks and formatting
Make some adjustment such as choice of fonts and colors

5) Adding animation
Animations (in moderation) such as page transition can make your
slides more eye-catching

6) Practice your presentation

Actual practice will make sure that you can make all your points in
allotted time

7) Prepare handouts

Make sure you handouts are properly formatted (page number,
headers and footers, etc.) and printed in suitable format
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2. User Interface of PowerPoint 2016
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2. User Interface of PowerPoint 2016

Ribbon Title bar Status bar
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Title Bar :

Quick Access Toolbar File name Window management

MySlides - PowerPoint

Ribbon Display Options

Ribbon : Grouping commands into tabs

Active tab Inactive tabs Groups Dialog box launcher
Insert Design Transitions Animations Slide Show Review View
ola | X v & - . — L— ——— — = A .
N | ElLyout~ ([ riBody) <0 || & & | % | =-=. == 1=, ”:‘
o ] Reset (-
e New _ B I U S aw M- Aa- - EEEE =
# ¥ Slide~ CJection~ X} ]
Clipboard = Slides Font [ Paragraph ['rﬂ
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Tab: Related commands organized into groups

As pictured: the Home tab, with Clipboard,
Slides, Font and half of Paragraph groups shown.
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ScreenTips : appears when you move your mouse icon
over a command (mouseover). It will give you a rough idea

what the command will do and how to you it.

Hyperlink Action Comment

—| Add a Hyperlink (Ctri+K)

Create a link in your document for
quick access to webpages and files.

Hyperlinks can also take you to
places in your document.

© Tell me more

View Shortcuts Zoom Slider Zoom

= Notes Bl Comments = 58 B 9|- i + 52% F—+— Zoom to Fit

Status Bar : At the bottom of the window
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3. Creating a New Presentation
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3. Creating a New Presentation

3.1 Creating a new Presentation
3.2 Adding a new Slide into the Presentation

3.3 Views

3.4 Opening and Saving a Presentation
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3.1 Creating a new Presentation

You can create a presentation from a few starting points:

® Blank Presentation will creating a presentation with one blank

slide. The user can add details on their own

®* Design Template will create a presentation from a design

template, with font, color, and some effects pre-chosen, but no
content. You can change/select a design template later

® Content Templates will create a presentation from a Content

Template, which is like Design Template plus some generic
content, which can be altered further to match the user’s
preference. May need some downloading
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Creating a new Presentation
Click File tab > New

Presentation2 - PowerPoint H
@ Sign in

New

Metnr

Open Search for online templates and themes Do Sea I'Ch for

Suggested searches:  Presentations  Business  Industry  Education Labels Persopal  Animation _C
ontent

Take 3 @ b TeH\ plate
tour I

tati 6“ Presentation Welcome to PowerPoint Gallery Des i g Nn

—
s Atlas
Madison

Madison Atlas Parcel
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3.2 Adding a Slide

Retrospect
File Home Insert Design Tran:
alln g!] Cut El Layout - : . —_—
D E = a Picture with Content with Title Slide
5 Copy L -] Reset Caption Caption
Paste MNew
= ¥ Format Painter  gige~ 0O Section~
Clipboard P Slides —"- —.": .—": —ar | Tar

Title and Content Two Content Comparison
1) Click Home tab — New Slide
2) Select the slide layout Custom Layout Blank

3] Duplicate Selected Slides
E|:L| Slides from Qutline...

i3 Reuse Slides...
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3.3 Views

ElIE| 1 EH = EE |— q o bl i
— — |[EE SHE B
Marmal Outline Slide Motes Reading  Slide Handout MNotes
View Sorter Page Wiew Master Master Master

Presentation Views Master Views

View tab

"  Presentation Views Group

® Normal where you can add new slide, adding contents into a slide

and format a slide

¢ Outline View will show text content for each slide, in appropriate

levels

¢ Slide Sorter will show all slides, where you can arrange their

ordering

® Notes page will show the slide with emphasis on the slide’s note,

suitable for practicing
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"  Master Views Group

® Slide Master will let you adjust the overall look of

all slides in your presentation (master slide),

adding new layout, or changing existing layout

® Handout Master let you adjust the overall look of

the presentation’s handout pages

® Note Master let you adjust the overall look of the

presentation’s note pages
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3.4 Opening and Saving

® Opening an existing file
1) Click File tab — Open — Browse

2) Select folder and file you want

® Saving afile
1) Click File tab—> Save — Browse
2) Select the folder you wish to save the file

3) Select afile type from Save as type: If you choose
PowerPoint Presentation, the extension will be .pptx

4) Enter the file name in File name: then click Save
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4. Formatting Your Presentation
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4. Formatting Your Presentation

4.1 Setting Slide Size
4.2 Setting Slide Orientation
4.3 Setting Presentation’s Theme

4.4 Setting Background
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4.1 Setting Slide Size

/D 1 1) Click Design tab —> Slide Size

Slide Format
Size = Background

\:] Standard (4:3)

[ ] Widescreen (16:9)

2) Select preset slide size
(Standard, Widescreen) or
choose Custom Slide Size to set

Custom Slide Size...

your own slide side
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4.2 Setting Slide Orientation

Click Design tab — Slide Size — Custom Slide Size

Slide Size ? >

Slides sized for Crientation

Jn-screen Show [4:3 Slides

Select orientation

Width: () Portrait
/ 254 cm i 3 @I__andscape _ fOI' your S|ideS

Height:
19.05 cm 5

Motes, Handouts & Outline

e ® rorat  zmmm | Select orientation

- IL':I Landscape

1 =

Set your

slide size for notes,

8] 4 Cancel

handouts, and

outline pages
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4.3 Setting Presentation’s Theme

Theme is a predefined set of colors, fonts, and special
effects for you to set the look of your presentation quickly
and easily. More themes are available for download at

Microsoft’s website. You can even create your own

® Theme Colors is set of colors for different part of the

slide such as background, text, shape and other objects

® Theme Fonts is the selections of fonts used in the

presentation

® Theme Effects is the set of special effects assigned to

objects in the presentation
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Selecting a Theme

1) Click Design tab

2) Select a theme your like form Themes group

File Home Insert Transitions Animations Slide Show Review

Changing Color Scheme, Font Set
or Effect Style —== o=
1) Click Design tab I:% mmmmme | (= |
2) Click More button [zl under |2 ="
Variants group W Sl

3) Click either Colors, Fonts or Effect
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4.4 Setting Background

Click Design tab — Format Background

_, L @/ ¢ Solid fill: one color
': Slide Farmat

Size v Background °®

Gstinit . Gradient fill: one color
| Format Background s changing gradually into anothel
SeTe‘ct type of background ® Picture or texture: use image
| ‘ ® Solid il ‘ file or provide texture image
") Gradient Al

® Pattern fill: use pattern as

| Picture or texture fill

I Pattern fill

__| Hide background graphics baCkground! you can seIeCt

Color BN pattern colors (foreground,

Transparency I — | 0%

background)
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5. Shapes
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5. Shapes

5.1 Inserting a Shape Object

5.2 Formatting a Shape Object

5.3 Copying an Object

5.4 Rotating and Flipping and Object
5.5 Arrangement of Objects

5.6 Grouping of Objects
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5.1 Inserting a Shape Object

1) Click Insert tab —> Shapes 0| B g e
qﬁqps SmartArt Chart &y \p Addeins = |
2) Select a Shape e
ENNOCOAL LY G

3) Place the shape (left-clickand | ‘%

Lines

T L T s A e e IS W

Rectangles

N 0 I L 6 O
Basic Shapes

4) To enter text into the shape, FOANINSOOO®®
: : : eocodOr Ly oo e
either right-click the shape and |coo~DoowaCao
(0] ¢

select Edit Text or left-click the | seckamow

DGO OTCHBPR IS

. & VDD [BHLId]M
object and type Do
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5.2 Formatting a Shape Object

Left-click the Shape, Format tab (for Shape) will
appear.

Shape Fill : the color (or pattern) inside the shape

Transitions Animations Shide Show Review View Format
'« | 2 Shape Fill -

Shape Effects ~

s

/Ehape Styles

Shape Styles : preset of fill, Shape Effects : special

outline and effect of the shape effect on the shape

Shape Outline : the color/formate of the line around the shape
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5.3 Copying an Object

To copy an object, beside Ctrl+C —» Ctrl+V or using

Copy — Paste, there is another way to copy and
object quickly:

1) Select the object
2) Press and hold Ctrl

3) Left-click the object and drag to copy, release the
mouse at where you want to place the copy
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5.4 Rotating and Flipping and Object

o Rotating
o 1) Select the object
. 2) Click ©> and rotate
‘/
- Flipping
Ie Aign~ w0 gz em 2
S 1) Select the object — click Format
“NRotate~ e 224cm -

tab (or double click the object)

“k Rotate Right 90°

A7 Rotate Left 90° \ 2) Click Rotate under Arrange group

= Flip Vertical

4. Flip Horizontal 3) Select type of flipping

More Rotation Options...
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5.5 Arrangement of Objects

Changing Order of Objects
Moving Object to The Front

1) Select the object — click Format tab
(or double click the object)

2) Click the triangle next to Bring
Forward under Arrange group

3) Select:

.1 Bring Forward - lign -

| T Bring Forward : Move object forward 1
1 Bring Forward [l Group

T, Bring te Front Ik Rotate step

Arrange

Bring to Front : Move object to the front
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Changing Order of Objects

Moving Object to The Back

1) Select the object — click Format tab
(or double click the object)

2) Click the triangle next to Send
Backward under Arrange group

3) Select:

.1 Bring Forward -
1 Send Baclkward -

gn ~
Group Send Backward: Send the object

O Send Backward i Rotate~ backward 1 step

O%  Send to Back

Send to Back : send the object to the
back
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5.6 Grouping of Objects

Grouping allows user to adjust grouped objects as
one object. This will make moving, rotating, resizing

or formatting easier

1) Select all objects you wish to group

Method 1 : Drag mouse around all
objects

Method 2 : Left-click the first object,
the Shift + left-click the
rest

2) Right-click — Group — Group
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To cancel grouping

. 1)Select the group

2) Right-click — Group — Ungroup
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6. Other Objects
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6. Other Objects

6.1 Pictures

6.2 Special Objects

6.3 Tables

6.4 Header and Footers
6.5 Hyperlinks

6.6 Comments

6.6 Charts
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6.1 Inserting a Picture

Insert Design Transitions
Insert tab —> LE' e @, =
Pictures Online Screenshot Photo
Pictures v Album -
Images group Images

® Pictures : inserting a picture from a file
® Online Pictures : inserting a picture from web
® Screenshot : insert a picture from screenshot

of windows current running

*You can find more details form Microsoft Word

2016 slides (part 5)

AuLduatml _
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6.2 Inserting Special Objects
®* SmartArt: Inserttab —> SmartArt | 1

Smartfrt

A

® TextBox: Inserttab — TextBox

Text
Box

*  WordArt : Inserttab — WordArt A

WordArt

® Symbols : Insert tab — Symbol Q

Symbol

7T

Equation

*You can find more details form Microsoft

Word 2016 slides (part 6)
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6.3 Inserting a Table

Click Insert tab — Table

[n=ert
| vone R oo o
- @

B e such as merging/deleting

Insert Table

(Snninnnnnnl cells/rows/columns etc., form

SEissmiess
OOO000000n Microsoft Word 2016 slides
innEEEEEEEE

I [
0000000000 (part 4)

i Inzert Table...
[ Draw Table
i Excel Spreadsheet ]

You can find more details,
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6.4 Inserting Header and Footer

Inserting footer into the slide (no header)
Click Insert tab — Header & Footer

» x| ®* Date and times :

Header and Footer

slide  Motes and Handouts .
Include on slide Preview * Sllde number :
Date and time g g e P .
i) Update automatically FOOter " CheCk and type
[osio7/60 . .
Langusge _ Gelengartpe - text that will display at
[Thai [ [Thai Buddhist
2 | the bottom of the page
Slid;ﬂumber Y y .
& Eooter Dont’s show on the title

204100 T AND MODERN LIFE |

@ Don't show on title slide SIide : ChGCK tO nOt

display footer on the
title slide
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Inserting header and Footer into note and handout pages

Click Insert tab — Header & Footer —» Notes and Handouts

Header and Footer
slide Motes and Handouts

Include on page
Date and time
@ Update automatically

[06/07/60

—

Language:

=71 |
e
w |

™

Preview

LCalendar type:
(Thai Buddhist.

[06/07/60

Page number
E Header

Footer

| Applyto All | . Cancel
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Header : check and type
text that will display at
the top of the page
Footer : check and type
text that will display at
the bottom of the page




6.5 Hyperlinks

Hyperlinks are shortcuts to slides in the presentation, a

webpage, a file, and e-mail address, among other things
To insert a hyperlink
1) Highlight part of text, or select an object you wish to

create a hyperlink from

2) Click Insert tab — Hyperlink

® Hyperlink : determine the destination of the link

iy
H—
==s R

Hyperlink Action [

Action : set and event (go somewhere, play sound, or

Links

run a program) when you click an object or move you

mouse over an object
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Linking to a Slide in The Presentation

Insert Hyperlink ? >
Link to: Text to display: iigﬂi.liﬂi‘ﬂ-i!ir | | ScreenTip...
Select a place in this document: slide preview:
Eﬂﬁilﬂpﬁrf - B 3. mead el A
i -9, 3.1 eflpensamaninaualvai 33 sguaniaasilan
, 210 2.2 rswindlag Tl . Y e
11.3.3 Alast o :
; T e Phe 300 BIAIRIDH | e e sl
Place in This : * Passriation Virm S =
Document - Ml H hiadaed o v alaladll e Do

wlaad umpmnesapyigeld
. ﬂ-lul.'in-lﬁquuI!;ll'n{aiuﬁa-ilu':dﬂnﬂlkllﬂlhr
i A

)iﬁ - E-uu-:l-wrrdu aunpaHsanalad fnen renmimlas due
C[Eﬂtf EEW Hates. pags An qmu:rh-uuiu'l s R e E AT
Cocument (v Taiadin v ad el o 18 i A Bl
: o i
1) Click
@ < Show and return

E-mail

Place in Pl

This Document

oK | Cancel

2) Select the slide you

want to link to 3) Click OK

s\ NMAYIINYINISADUWILODS
| *] COMPUTER SCIENCE DEPARTMENT, CMU
=2/ prusanenmans uranenagdualsu




Link to a File or a Web Page

Insert Hyperlink ? x
Link to: Text to display: iuﬁﬂn‘mi"nm | | ScreenTip...
Lookin: | | 204100 ~] Ba & [l
Existing File = =
or Web Page @ 03_Microsoft_Powerpoint P Bookmark...
1| Gument | =) 9780735607799
@ Ii_lr"| For_M_Bee
Place in This @ o
. . = Document Browsed ] )
1) Click EXlStlng e @S outline ppt_forkloi
& | outline_pptl
File or Web Page: ... | | ... /4" powerpoint2016 1 s
Document Eile @ powerpoint2016_2_wiéii
ﬂ_lh powerpoint2016 3 wiifil hd
@ i"http‘.#gu ogle.com/ [ I
E-mail -
Address
oK | Cancel

2(b) Or, in case of linking to

2(a) In case of linking to a
a web page, type the URL

file, select the file 3) Click OK
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6.6 Comments

Comment is for a user to leave a note in the presentation,

without altering the slides themselves other users can

make a reply to the comment.
® Comments will not appear when you’re showing the
slides £
1) Click Insert tab — Comment

2) The icon . will appear. Drag it to where you

Comment

Comments

want to leave the comment. Comments v
T New £ |23
3) Type the comment in 4 CSB308 10 minutes ago

- z ,
DELUDRLADILET § LRI
fdlnl=AnEnm

Comments Pane on the right _
— L . . eply...
J ,,«-‘ AA2YI2NEINISADUWILODS ’
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6.7 Charts

Charts are graphical representation of data. Charts are useful tools for
data analysis and comparison. They are also making communicating
you points user data clearer and easier. However, you need to pick a
correct chart (or more than one) for your job

Chart Examples

® Bar Chart displays each
. Manufacturing

data value in a bar. The o
bars can be horizontal or Is
vertical. This make Flfipee

. Marketing
comparison between each iR
value easy to do 0 100 200 300 400 500

[Ref: Pakorn Indhatep, http://pkieindruck.exteen.com/20140416/entry]
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® Stacked Bar Chart is suitable for

showing component values of a

data point.

® Line Chart is useful for

displaying periodical
numerical data. With line
graph, you can clearly see the
changing trend of a variable

over time.
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® Pie Chart is good for

showing proportion of
each variable to the

whole.

® Radar Chart can represent

complex data, where there may
be multiple related variables to a

data point

Sales in TEUR

W A102
B A200
= A300
mB100
= B200
= B300
= C100
= C200

1 C300
= C400
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Scatter Plots is where each data point is

represented by two variables: one plotted on
X-axis and one on Y-axis. This chart is useful
in showing relationship between the two

variables.

Treemap is good for hierarchical data.

Where a data point can be broken into
smaller data points. Like hard disk space
is occupied by folders, which can be
broken down into files and subfolders. Or
a general category (soft drink consumed
this week) and be broken into subcategory

(Coca-Cola, Pepsi, etc.)

Time Betweer ErLptiors

(Minutes)

Volcano

T T I T T 1 T 1T 1 IEBII
05 10 45 20 25 30 35 40 45 50 55 60 65

Duration of Eruptions
(Minutes)




6.7 Charts (cont.)

Creating a Chart 11
1) Click Insert tab — Chart | crar

Insert Chart ? >

All Charts

w e 00 EA (OR Mo 88 08 J9

il Column
|ﬁ Line

Clustered Column

® Pie ' . -
e |l i
& furface ! PP P P

2 ) Select chart type
'@ Sunburst

il Histogram 3) Click OK

[iid  Box B Whisker
[ Waterfall
iy Cormba
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4) Type in data in Microsoft Excel table

Eﬂ] Chart in Microsoft PowerPoint

4 A | 8 | € | b | E

iR lMu’ﬁinE[ﬁa lSnftware Hardware l

2 lemnal $3 2.4 2

3 lasna 2 | 2.5 4.4 i

4 Nasna 3 | 3.5 1.8 3

5 lasua 4 4.5 2.8 51

(= | -

6 | | g
(<] L

Note: The other, arguably more convenient, way Is
to create the chart in Excel, then copy it to
PowerPoint or Word. This will be covered again in

Excel module.
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5) Click the chart

6) Click on of the side icons to format
the chart Chart Elements

o o 0 /

Chart Title *

6 < <= Chart Styles

Y
5 \
4
3 )
| I I I
| I I I
0

Chart Filters
Lamne 1 lemne 2 lomna 3 larne 4

P
L

W Multimedia | Software [ Hardware
o O

s
:
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¢ Chart Elements : format chart components such as Axes, Axis Titles, Chart Title,
Data Labels (text explaining bar/graph points), Data Tables, Error Bars,

Gridlines, Legend (text explaining each variable), Trendline

o O O
Chart Title

CHART ELEMENTS

HAoes

Aois Titles
Chart Title
Data Labels
Data Table

Errar Bars

RNy |

RIKIRIRIE &R ]

Gridlines

Legend

Axiz Title

Trendline

0
* Click each

element to adjust

additional details

Tamng 2

| Multimedia 4.3 25 35 45

M Software 24 4.4 1.8 25

EE Multimedia BN Software Hamdware — e Linear (Multimedia)
W Hardware 2 2 ﬂms Title 3 5
F

O O O
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® Chart Styles : adjust how chart is displayed and the color scheme

St]rle Color

- Style Color
ﬂ Colorful =]
= ENNEEE
o8¢ =.E HEREN
' T Bsy 2B ===
111 EEEE
— o = =l How do | change these colors?
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® Chart Filters : select which data point will appear, and which names to use

. Values Mames . Values MNames

4 Series |4 Series |

(Select All)

® Rowl
I Multimed Multimedia, Software, ...
ultimedia

) (Mone)
I GSoftware

4 Categories

| Hardware

_ ® Column A
4 Categories

(Select All)

Tesma 1, lasua 2, Tes..

() (Mene)

[<]

Tasuia 1

Tesua 2

K &

Taquna 3

[&]

Tesua d

Select Data... Select Data...

NNAJIYIINEINISADUWILODS
COMPUTER SCIENCE DEFARTMENT, CMU
AMISSnRENAIAas urnianetauduaing



Element = Layout~ Colarst™

Mesaibee 4 00 |i||||h|||| ||| Ih I ‘II

7) Additional Chart Formatting — Click Design tab

Home Insert Design Transitions Animations Slide Show Heview View Design Format

d Dl b bkl bl !

Chart Layouts Chart Styles

Add Chart Element:

Quick Layout : changing layout using preset layouts
Change Colors : change color scheme

Chart Styles : change chart stype (color, layout, etc.)
7 1l

Switch Row/ Select Edit Refresh | Change
Column Data Data~ Data @ Chart Type

Data Type

Switch Row/Column :

Select Data : select which data point will appear
Edit Data : change data in the Excel table
Change Chart Type :

- . e s ]
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