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Unit 1: Getting Started

Unit Objectives

In this unit, you will be introduced to PowerPoint, explore the interface, learn basic concepts and
apply various settings. Upon successful completion of this unit, you should be able to understand

the following:
O Introduction to PowerPoint
O Basic Concepts

O Settings
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Unit 1: Getting Started Lesson: Introduction to PowerPoint

Lesson 1: Introduction to
PowerPoint

Lesson Objectives

In this lesson, you will learn how to add and format text on slides in a presentation. Upon completion
of this lesson, you should be able to understand the following:

PowerPoint Overview

PowerPoint Window

Ribbon

Ribbon Tabs

Customize Ribbon

Developer Tab

Quick Access Toolbar

O 0O0OO0OO0OoOooao O

Navigation Pane
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Lesson: Introduction to PowerPoint Unit 1: Getting Started

PowerPoint Overview

PowerPoint is a presentation software that enables you to create slides for sharing information in
a clear, organized, and visually appealing manner. It is commonly used in both school and
workplace settings to present ideas clearly and effectively.

A PowerPoint presentation can be used to break down complex information into smaller, more
understandable parts. You can use text, images, charts, and videos to support your key points.
Additionally, PowerPoint includes visual effects that can enhance your presentation and engage
your audience.

For example, if you are preparing a presentation about a new product line, you can use PowerPoint
to create a slide for a new product. Each slide can include design details, images, and even short
video clips. You can apply different slide layouts, use bullet points to highlight main ideas, and
choose colors and fonts that make your slides readable and engaging.

PowerPoint also includes features to animate text and objects, as well as add transitions between
slides. These features enable the content to flow smoothly and maintain your audience's interest.

When creating presentations, keep slides neat and straightforward to follow. Avoid adding too
much information to one slide. Use multimedia elements only when they help explain your topic.
Practicing your presentation in advance can help you feel confident when presenting.
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To practice this skill, access your XperienceED
learning platform or student data files.
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Lesson: Introduction to PowerPoint

PowerPoint Window

The PowerPoint

window contains the familiar Ribbon interface of the other Microsoft Office

programs. If you are familiar with another version of PowerPoint, you will find everything where you
expect to find it, plus some additional features. The image below illustrates a new presentation in
the PowerPoint application window.

Quick Access Toolbar Title Bar
File Tab Ribbon Tab Search Field Ribbon Min/Restore/Max/Close
4
O seach
il n In: Animatior Slide Show Record Review View Help =] % Share
} 4= AN Om OFind Z
rD I 5 gu,ggg- =J & Replace \Q/ L
AL G e o e | o
T
Slide >
Thumbnail
- . Slide
i Click to add title
Click to add subtitle
SplitBar 5
Side 1 of 1 ("35”|(M,_1m| T, Accessibility: Good to 9o N = ot £ T -————t % D
\ 1 t t
slide Navigation Pane Status Bar View Buttons Zoom Options
Quick Access |Positioned above or below the Ribbon, it offers quick access to frequently used
Toolbar commands, and you can customize it to add or remove commands according

to your preference.

Ribbon Tab

The interface at the top of the window that includes tabs and groups to organize
a range of commands and tools, serving as the main control center to access
different features and functions within the application.

Title Bar Located at the top of the window, it displays the name of the open presentation.

Min/Restore/ |These buttons control the size and closure of the PowerPoint application

Max/Close window.

Buttons

Ribbon The main interface in PowerPoint, it provides access to commands categorized
into groups for clear navigation and execution.

Slide It displays thumbnail views of each slide, helping you organize and navigate

Navigation through slides in your presentation.

Pane

Slide Pane

This is the main workspace where you view and edit the selected slide.

Split Bar By dragging this bar left or right, you can adjust the size of the Slide Navigation
or Outline View pane.

Status Bar It displays presentation information, such as the current slide number and total
number of slides, and includes buttons for Notes and various viewing options.
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Lesson: Introduction to PowerPoint Unit 1: Getting Started

View Buttons |These buttons allow you to switch between different views of your presentation,
such as Normal, Slide Sorter, Reading, and Slide Show.

Zoom Slider Positioned on the status bar, use the slider to adjust the zoom level of your slides,
either by using the minus and plus buttons or by dragging the slider. You can
also use the other two buttons to adjust the zoom percentage.

% To practice this skill, access your XperienceED
learning platform or student data files.

Ribbon

The Ribbon is located at the top of the PowerPoint window and contains multiple tabs, each
designed for specific tasks. These tabs provide quick access to tools and commands used during
the creation and editing of presentations.

The Ribbon is dynamic and can change based on the object selected. For example, when you select
a picture or chart, additional contextual tabs will appear. These tabs include tools specific to the
selected object, such as options to resize, format, or apply effects.

Each tab on the Ribbon is divided into groups. Groups organize related commands together. For
example, the Home tab includes groups such as Clipboard, Font, and Paragraph. Each group
contains buttons and menus for carrying out common tasks like copying and pasting, changing
font styles, or adjusting line spacing.

Galleries are also available within the Ribbon. These are visual menus that display a range of
formatting options. For example, in the Design tab, the Themes gallery displays various designs that
can be applied to an entire presentation.

For more detailed settings, you can open dialog boxes using the dialog box launcher , found in the
corner of some groups. Selecting this icon opens a dialog box with advanced options. For instance,
in the Paragraph group under the Home tab, the dialog box lets you adjust alignment and spacing
settings with more precision.

Ribbon Tab Contextual Tab
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Group Dialog Bex Launcher Gallery

By using the tabs, groups, galleries, and dialog boxes in the Ribbon, you can access a wide range of
tools to format slides, manage content, and customize presentation elements. The Ribbon places
commonly used commands in one location, allowing for efficient navigation and editing during the
presentation creation process.

To practice this skill, access your XperienceED
learning platform or student data files.
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Unit 1: Getting Started Lesson: Introduction to PowerPoint

Ribbon Tabs

The Ribbon is divided into tabs, each containing tools related to specific tasks. The following is an
overview of what each tab allows you to do.

Home: Provides tools for formatting text and slides. You can choose fonts, adjust sizes, apply colors,
and use basic layout tools such as alignment, bullets, and paragraph spacing.

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Shape Format = ® Record & Share
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Insert: Add various elements to your slide like pictures, shapes, charts, and more to your slides.

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Shape Format = @ Record
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New Table Pictures Screenshot  Photo Shapes Icons 3D SmartArt Chart Zoom Link Action | Comment Text  Header WordArt Date & Slide Object | Equation Symbol Video Audio  Screen
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15 Share

Slides Tables Images Links Comments Text Symbaols Media ~

Draw: Use this tab to draw items onto a slide, and then convert the drawing to text or a shape.

File Home Insert Draw Design Transitions Animations slide show Record Review
a t 7 O
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Input Mode Drawing Tools Stencils Convert Replay

Design: Includes options for selecting slide themes, colors and background styles.

File Home Insert Draw Design Transitions Animations slide show Record Review View Help shape Format = ® Record 1
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Transitions: Add special effects when you transitioning from one slide to another.

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Shape Format = @ Record
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B O = L1 <) e B g

None Morph Fade Push Wipe Split Reveal Cut Random Bars  Shape |
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Preview Transition to This Slide Timing

Animations: Provides tools for animating objects on a slide like displaying text or moving images.

File Home Insert Draw Design Transitions Animations Slide Show Recerd Review View Help Shape Format = @ Record 15
. AL i, . i\ﬁ 7 Animation Pane Reorder Animation
O R T G G (R | GRS SR ~ G 0 ©
Preview None Appear Fade Fly In Float In Split Wipe Shape  |= Add . -
~ Animation ~ 735 |G
Preview Animation Advanced Animation Timing

Slide Show: When you are ready to present, this tab includes options for presenting from the
beginning or current slide, rehearsing timings, and using presenter view.

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Shape Format =
) |_—"1;r F@ g‘j% Use Timings ] Moritor: | Automatic v | [ Always Use Subitles
From From Custom Slide Rehearse SetUp  Hide Rehearse Record . ==
& Subtitle Setti =
Beginning Current Slide T T ey Slide Show Slide Timings . Play Marrations Show Media Controls [ Use Presenter View ubtitle ings
Start Slide Show Rehearse Set Up Monitors Captions & Subtitles
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Lesson: Introduction to PowerPoint Unit 1: Getting Started

Record: Displays options for recording a presentation, including narration and slide timings. You
can create a video version of your slideshow for playback on other devices.

File Home Insert Draw Design Transitions Animations Slide Show Record
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Preview Camera Record Edit Export Help

Review: Offers tools for proofreading and collaboration. You can check spelling, add or edit
comments, and track changes in your presentation.
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View: Use this tab to view your slides as a list or full screen. You can also zoom in or out.
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Each tab contains tools that allow you to build, format, and manage your presentation. Using the
Ribbon, you can apply design elements, insert media, adjust layouts, and prepare your slides for
sharing or presenting.

Customize Ribbon

The Ribbon in PowerPoint can be customized to include the tools and commands you use most
frequently. You can add new tabs, create groups, or remove tools you do not use often.

To practice this skill, access your XperienceED
learning platform or student data files.

Customizing the Ribbon allows you to streamline your workflow. By organizing commands in a way
that suits your preferences, you can access key tools more quickly and reduce the time spent
navigating menus.

To customize the Ribbon in PowerPoint:
1. Gotothe File tab at the top left corner of the window.
2. Inthe menu that appears, choose Options. This will open the PowerPoint Options dialog box.

3. Inthe dialog box, select the Customize Ribbon option on the left.
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PowerPoint Options ? x
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@E] Customize the Ribbon.
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4. You will notice two main columns: one for the tabs and another for the tools within each tab.

To add a tool to the Ribbon, select the tab where you want to add it from the list on the right side.

Then, choose the specific tool you
two columns to add it

want to add from the left side. Use the Add button between the

PowerPoint Options ? *
General
IEB‘[E] Customize the Ribbon,
Proofing
. Choose commands from: (0 Customize the Ribbon: ()
ave ] 1
| Popular Commands v | Main Tabs v
Language
Accessibility EEA(UDH Settings al Main Tabs al
37 Add Animation H] > @ Merge
Advanced FAdd Table 5 > @ Grayscale
Custormize Ribbon e > [ Black And White
E‘,mnmin-mtmn Styles 2] » I Slide Master
Quick Access Toolbar = JBcng Fonyard > @ Handout Master
[],Bring to Front S otes Iranter
Add-ins = Bullets |> > R fact R \
M Dackgroun emova
Trust Center E@CC’F’Y 2
X cut > [ Home (Master Views)
A’ Decrease Font Size = | B Home S
| Draw Table | I > Clipboard I |;|
[EDuplicate Slide 2 Slides |T|
EAEmail > Font ‘l’ T
Select the tool to add to the Select the Add button Ensure the group is selected
selected Ribbon tab for the new tool

To remove a tool from the Ribbon,

select the tab that currently contains the tool from the list on the

right side. Then, select the tool you want to remove from the left side, and then the Remove button

between the two columns
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PowerPoint Options

General

Egé] Customize the Ribbon.

Proofing
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The tool will be placed
alphabetically in this list

Select the Remove button  Select the group or tool to be

removed from the Ribbon tab

Once you have added or removed the tools you want, select the OK button at the bottom of the
PowerPoint Options dialog box to save your changes.

By customizing the Ribbon, you can have quick access to the tools that are most important to you,
making your PowerPoint experience more personalized and efficient.

Developer Tab

The Developer tab contains advanced tools for adding interactive elements to your presentation.
This tab is not visible by default, but it can be enabled in the PowerPoint settings.

To practice this skill, access your XperienceED
learning platform or student data files.

Once enabled, the Developer tab allows you to insert form controls, run macros, and access tools
for customizing content. For example, you can add buttons, text fields, and other interactive
features that respond to user actions during a slideshow.

To turn on the Developer tab:

1. On the File tab > Options > Customize Ribbon.

2. Inthe Customize Ribbon Section select Developer by putting a checkmark next to it.

3. Select OK to save your changes.
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PowerPoint Options ? X
General . .
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@Add Table > > @ Background Removal
Customize Ribbon F[=/Animation Pane > @ Home (Master Views)
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When you return to PowerPoint, you'll notice the Developer tab at the top of the screen.

The Developer tab includes tools for creating and editing custom commands, adding interactive
buttons and form controls, and accessing advanced programming features such as macros and
Visual Basic for Applications (VBA).

File Home Insert Draw Design Transitions Animations slide Show Record Review View Developer

BEA O L B AzEcme @

Visual Macros Macro Add- PowerPoint COM = = T
| @ View Cod
Basic Security ins Add-ins  Add-ins = ﬁ e ode

Code Add-ins Contrals

To practice this skill, access your XperienceED
learning platform or student data files.
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Quick Access Toolbar

The Quick Access Toolbar is located in the top-left corner of the PowerPoint window, above the
Ribbon. It provides access to frequently used commands, such as Save, Undo, and Redo.

AutoSave (@ off)

You can customize the Quick Access Toolbar by adding commands you use frequently and
removing those you don't need. This allows you to organize tools in one place for quicker access
and a more efficient workflow.

To customize the Quick Access Toolbar:

1. Scan for the Quick Access Toolbar at the top left corner of the window.

2. Select the Customize Quick Access Toolbar drop-down arrow.

3. Inthe menu, there are commands that you can add to the toolbar.

4. If the command you want is not in the menu, select More Commands at the bottom. This will
open the PowerPoint Options window.

5. Find the Quick Access Toolbar section.

6. There are two lists: one with the commands currently on the toolbar and another with
commands you can add.

7. Toadd acommand, choose it from the list on the left then select Add button in the middle.

8. To remove a command, select it from the list on the right and then Remove button in the
middle.

9. Tochange the order of the commands, use the arrows on the right side.

10. When you have finished customizing the toolbar, select OK to save your changes.

PowerPoint Options 7 4
General
gy Customize the Quick Access Toolbar,
Preofing —
Sa Choose commands from: (L Customize Quick Access Toolbar 2
oz Popular Commands - For all documents (default) -
Language
Accessibility I <Separator> — Turn AutoSave On/Off
Advanced IEl Action Settings Save
" Add A » ¥
Customize Ribban T dd Animation V‘?’ Undo |
] Add Table > ) Redo
Quick Access Toolbar |
f7 Animation Pane T From Beginning |Start From Begi...
Add-ins T Animation Styles » Symbols [Z]
Trust Center [y Biing Forward ID New File ]
I".J Bring to Front |j Mew Shde | ¥
= Bullets » Add>> *
|_‘D Copy << Remove o
A Cut
Decrease Font Size
P Neaw Tahle
Select the tool to add to the Add er remowve the tool Move the tool up or down in
Quick Access Toolbar using these buttons the Quick Access Toolbar
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Customizing the Quick Access Toolbar allows you to place frequently used commands in a single,
accessible location. This helps streamline your workflow by reducing the need to navigate through

multiple tabs.

Navigation Pane

The Navigation Pane in PowerPoint is a helpful tool that enables you to navigate and organize your
slides. It is located on the left side of the PowerPoint window and displays a list of thumbnail images

of your slides.

To practice this skill, access your XperienceED
learning platform or student data files.

You can use the Navigation Pane to navigate through your presentation. Instead of scrolling
through all your slides, you can jump to a specific slide by selecting it from the list in the Navigation
Pane. This can save you time when searching for the slide you need.

Use the Navigation Pane:
1. Locate the Navigation Pane on the left side of the window. If the Navigation bar is not displayed
make sure you are in the normal view by going to the View tab > Presentation Views group >

Normal.

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help
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Normal[fOutline Slide Notes Reading Slide Handout Notes L Gridiines Notes Zoom  Fitto EGrayscaIe
View Sorter Page View Master Master Master (7] Guides Window :Blackandwhite

Presentation Views Master Views Show N Zoom Color/Grayscale

2. The Navigation Pane has a list of thumbnail images representing your slides. The thumbnails

are a small preview of each slide.
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Paste Mew Reuse — B I ¢ AV ) £ A 3 Shapes Amange Editing | Createand Share | Dictate | Designer | Jasperactive

5 Slide - Slides [ % et > - 5 Adobe PDF i for Office

Clipboard Slides. Font Paragraph Drawing Adobe Acobat | Voice | Designer | CClLeamning ~
- (R TR [EREY! [REXF PRI EERF REET EXTN] 1) (REXE] 2 3 o B L e e 1K =

4 Default Section
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ENVIRONMENTAL
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4 Summary Section
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.| Click to add notes
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3. To navigate to a specific slide, simply scroll through the list in the Navigation Pane and find the
slide you want to view or edit.

4. Onceyou find the slide, you can select its thumbnail image to make it the active slide. The active
slide will be displayed in the main slide area of the PowerPoint window.

5. Torearrange the order of your slides, select and drag a slide's thumbnail image to a new position
in the list. This allows you to reorganize your presentation without having to manually cut and
paste slides.

The Navigation Pane allows you to view and organize your slides using thumbnail images. You can
quickly locate specific slides by selecting them from the list or using the search feature. This helps
maintain structure and makes it easier to manage your presentation content.

Lesson Assessments

Sl Access your XperienceED learning platform or student data files and
complete the Practice Questions and Practice Exercises for this lesson.

~ Topractice thisskill, access your XperienceED
learning platform or student data files.
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Lesson 2: Basic Concepts
Lesson Objectives

In this lesson, you will learn how to perform important tasks in PowerPoint. You will be able to create
new presentations, open and save presentations, work with templates, save presentations in
different file formats, print presentations, and customize printing options. By the end of the lesson,
you will have a solid understanding of these essential skills in PowerPoint. Upon completion of this
lesson, you should be able to understand the following:

O Create a New Presentation
Open a Presentation

Save a Presentation

Change a Template

Save a Template

Save a Presentation as a PDF
Save a Presentation as Images
Save a Presentation as a Video
Print a Presentation

Print Layout Options

Print Handouts

O OO O0OO0Oo0Ooooao o

Print Color
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Lesson: Basic Concepts Unit 1: Getting Started

Create a New Presentation

To begin a new presentation in PowerPoint, open the application and select the File tab in the top-
left corner of the screen. This opens the Backstage view, which contains options for managing your
presentations.

In the Backstage view, select New to access templates and themes. Use the search bar to enter
keywords related to the topic or style of your presentation. PowerPoint will display matching
templates and themes.

Suggested searches provide predefined categories that can help you explore relevant design
options. In the template gallery, each theme or template is shown as a thumbnail of the first slide.
This preview helps you see how the layout and style will appear.

To begin without a predefined layout or style, select Blank Presentation. This opens a title slide
with no colors, images, or design elements applied. You can then add your own text, choose colors,
insert images, and apply other formatting to customize the presentation.

Presentation] - PowerPoint a7 - o X
Blank Presentation
Office  Personal
Search for online templates and themes o 44— Search field
Suggested searches:  Presentations  Themes  Education  Charis  Disgrams  Business  Infographics————  Suggested Searches
PRESENTATION 5 CONTOSO
gus) ¥ ALL-HANDS
Flosal flourish Themesand
-+
1 Templates
Annual & R
Feedback GALAXY i S o e "
[
Options By &

e

7= To practice thisskill, access your XperienceED
learning platform or student data files.
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Open a Presentation

To open a presentation you have already created, select the File tab, then choose Open. From there,
you can browse your recent presentations or navigate to the folder where your file is saved.

TA Marketing.pptx « Saved to this PC Demo Learner e &/ 2 = o X
‘@ T £ Search

m e Folders

Files share
;_“Q\ Shared withMe 4+—— .

with you O Neme Date modified
Personal

Pinned

‘OneDrive - Personal
demo_learner@outlook.com

List of files you

Pin files you want to easily find later. Click the pin icon that sppears when you hover over a file, #———
frequently use

Today
Other locations

[F misec (5]
First Presentation.pptx

@ Add a Place &
Desktop = SW Desktop ltems = PPT Exercise Files = StarterFiles

= Browse T

TA Marketing.pptx
Desktop » SW Desktop tems = PPT Exercise Files » StarterFiles

Save as Adobe

11/1/2023 937 AM

11/1/2023 9:37 AM
Print

Share

Share as Adobe:

List of files recently used
PDF link

Recover Unsaved Presentations

View a list of recently opened presentations in the Open section. If the file you need is not listed,
select Browse to search through folders on your computer or choose a different file location such

as OneDrive or a connected drive.

@ Open

& ~ 4 &> ThisPC > Downloads

Organize = Mewfolder

@, OneDrive - Personal Earlier this year (30)
- [ This PC 3] U2 Format Text Level 1 Presentation.pptx

3D Object: 127U Document Views Level 1 Presentation.pptx
3 jects

1] Desktop 133 U1 Document Settings Level 1 Presentation.ppbc
Documents 13 U7L3 Presentation.pptx

4 Downloads 3] U7L2 Presentation pptx

D Music 2] UTL1 Presentation.pphx

[&] Pictures 2] PC PowerPoint (1).pptx

& Videos 3] U4 Data Presentation (1).ppix

3] U4 Comments and Notes Presentation.ppbx
127 U5 Pivot Charts Presentation.pptx

£27) U5 Pivot Tables Presentation.pptx

2)U5 Sparklines Presentation.pptx

3] U5 Chart Element Types Presentation.pptx

i, Local Disk (C)

= System Reserved (D7)
= STORAGE #1 (E)

— STORAGE #2 (F)

i Network

2] U1 Work with Documents Level 1 Presentation.pptx

13| US Charts Presentation pphx

127 U1 Work With Workbooks Presentation.|
12| U4 Graphics Presentation.pptx

13:] U4 Forms Presentation.pptx

135 U4 Macros Presentation pphx

13| U4 Comments Presentation.pphx

13| U4 Advanced Data Presentation.pptx
12| U4 Data Presentation.pptx

12]]U3 Advanced Functions Presentation.pp
13 U3 Dates and Times Presentation.pptx
137 U3 Text Functions Presentation.pptc
127]U3 Functions Presentation.ppb

12:]U3 Errors Presentation. pptx
12]U3 Formulas Presentation.pptx

X

v & | Search Downloads r

Foe

Select a file to preview

File name: |

| |AlowerPoint Presentations (=

Tools v Open Cancel

I+

After locating your presentation, select it

and choose Open. The presentation will load in

PowerPoint, allowing you to review, edit, and update its content as needed.

To practice this skill, access your XperienceED
learning platform or student data files.
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Lesson: Basic Concepts Unit 1: Getting Started

Save a Presentation

When you work on a presentation, it's important to save your progress so you can access it later. To
save a presentation, go to the File tab > Save. When you select the Save command for the first time,
the Save As page appears. This allows you to choose a storage location and enter a file name for
your presentation. If you have previously saved your presentation and want to change the file name
or location, choose the Save As option.

TA Marketing.pptx » Saved to this PC Demo Leamer @~ » - o x

Save As

" 2 Desktop > PPT Exercise Files > MyProjects
L <+— File Name field
sentation (*.ppx) *— Save as File Tvpe field v || B save

KT‘/ Recent

Personal

- OneDrive - Personal

demo_leamer@outiook.com ] New Folder

ther loeations
~

= Name T Date medified
%4 This PC
@ Add a Place | @] First Presentation pptx 11/1/2023 945 AM
= Browse 3

B3] MyFirst Presentation.pptx 1/1/2023 948 AM

List of locations you can
select to save the file

In the Save As window, the left side displays standard file locations such as OneDrive, This PC, or
other connected drives. You can select one of these options or choose Browse to navigate to a
specific folder.

In the File name field, enter a name for your presentation. You can also use the Save as type
dropdown to choose the file format. By default, PowerPoint saves the file as a PowerPoint
Presentation (*pptx).

& save As X
&« v 4 » ThisPC » Documents » New folder ~ & Search New folder y-=l

Organize ~ MNew folder B - (2]

A i Fy i
Crestive Cloud Files Name Date modified Type Size

Audition No items match your search.

@ OneDrive - Personal

& This PC
M 3D Objects
[ Desktop
] Documents
4 Downloads
B Music
&= Pictures

B Videos v

Rl ew Presentation.pp] ”

Save as type: | PowerPoint Presentation (*.pptx) ~

Authors:  CCl Learner Tags: Addatag Title:  Add atitle

. Hide Folders Tools = Save Cancel
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Unit 1: Getting Started Lesson: Basic Concepts

I

To practice this skill, access your XperienceED
learning platform or student data files.

Change a Template

A template in PowerPoint provides a predefined layout that includes coordinated colors, fonts, and
background styles. You can apply a different template to change the overall appearance of your
presentation without altering its content.

To change the template, go to the Design tab. In the Themes group, select a new theme to apply
to your presentation. You can also choose from Variants to adjust colors, fonts, and effects within
the selected theme.

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help Shape Format (=} ® Record

08 |8
; mmmam - ‘_- = | Slide  Format Designer

Size » Background

Themes Wariants Customize Designer

I

Save a Template

You can save a custom template to reuse a specific design or layout in future presentations.

To practice this skill, access your XperienceED
learning platform or student datafiles.

To create a custom template, first design a presentation with your preferred colors, fonts,
backgrounds, and slide layouts. Once your design is complete, follow these steps:

1. Gotothe File tab > Save As.
2. Choose the location to save the template.
3. Inthe File name field enter a name for the template.

4. In the Save As window, Save as type choose PowerPoint Template (*.potx).

TA Marketing.ppbx » Saved to this PC Demo Learner @ A2 = o X
‘I3 Documents > Custom Office Templates
@ Recent
[ 74 Marketing ]
Personal [PowerPoint Template (* potx) -] ‘ [ save |
More options..
a OneDrive - Personal
demo_leamner@outlook.com ] New Folder
Other locations
Save We didn't find anything to show here.
‘ [ mispc ‘
Save As
1 AddaPlace
Save as Adobe
PDF
= Browse
Print
Share
More.

5. Select Save.
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Lesson: Basic Concepts Unit 1: Getting Started

When you want to access your custom template for a new presentation, select it from the list of
templates in the File tab> New > Custom or Personal templates.

New

~ Topractice thisskill, access your XperienceED
learning platform or student data files.

Save a Presentation as a PDF

PowerPoint allows you to export your presentation as a PDF or XPS document. This format
preserves the layout and formatting, making it suitable for viewing or printing on devices that do
not have PowerPoint installed.

Save your presentation as a PDF or XPS document:

1. Goto the File tab > Save As.

2. Choose where to save the file.

3. Inthe Save As window > File name field, enter a name for your file.

4. Inthe File Type drop-down, choose PDF or XPS Document from the menu.

DemoLewmer (@ & 7 oD x

T4 Marketing.potx - Savedto this PC.

Save As

Personal

a OneDrive - Personal

dema_Jeamer Boutlook.com

Otner ocations

‘I [F3 Documents > Custom Office Templates.
(D) Recemt

T Marketing
PIF (*.pc)
Mote options.

1 New Folder

We didn't find

‘E‘;, This PC
£ Addapiace
[ Browse

(5 save

5. Select Save.

The exported file is saved as a PDF or XPS document and can be opened using a compatible reader,
such as a PDF reader or XPS viewer. This ensures the presentation’s layout and formatting remain
consistent, even on devices that do not have PowerPoint installed.

3296-1 © CCI Learning Solutions Inc.
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Unit 1: Getting Started Lesson: Basic Concepts

Save a Presentation as Images

PowerPoint allows you to save your slides in an image format, such as JPEG or PNG. This creates
separate image files for each slide, which can be used in other documents, uploaded to websites,
or shared individually.

% To practice this skill, access your XperienceED
learning platform or student data files.

Microsoft PowerPoint «| To do this, select File > Save As, choose the location,
and then select an image format from the Save as
o s L LI LT type dropdown. PowerPoint will prompt you to
Just This One Cancel export either the current slide or all slides as images.

Saving slides as images allows you to use individual slides outside of PowerPoint. For example, a
specific slide can be saved and uploaded to a website or included in a document. This format is
useful when slides need to be shared or repurposed in other formats.

Save a Presentation as a Video

PowerPoint provides the option to save your presentation as a video file. This creates a movie

~ Topractice thisskill, access your XperienceED
learning platform or student data files.

version of your slideshow that can be played on any device with a compatible media player.

Save your presentation as a video:

1.  Gotothe File tab > Save As > choose where to save the file.

3. Inthe File name field, in the Save As window, enter a name for youir file.
4. In the File Type drop-down, choose MP4 or WMV as the video format.
5.

Select Save.
PowerPoint  will change your
presentation into a video file. This file
Agenda can be played with video players or

shared with others. It will include all
the slides, transitions, animations,
Bl oot oo souere and timings from your original
bt presentation. You can upload the

3 -Lnnlun work personalti . . . .
1 - P — : video to video-sharing websites,
Building listening skills

a send it by email, or play it ona TV or
What did | really say? 4
What really does collaborating mean to you? s p rO_] eCtO r.

Role piaying

My Teamwork Seminar Video
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Lesson: Basic Concepts Unit 1: Getting Started

Learn Task ‘
o J-
Ly

To practice this skill, access your XperienceED
%" learning platform or student data files.

]
Lo
i

Print a Presentation

Printing physical copies of your slides is useful for creating handouts, reviewing content offline, or
having a reference copy during a presentation.

Print a PowerPoint presentation:
1. Select the File tab > Print.
2. Inthe Print pane, select how many copies and which printer to use.
3. Use the Settings section to customize the following print options such as:
e Print All Slides, Print Selection, Print Current Slide, or enter a Custom Range of slides
e Print Layout options and Handout options
e Collated or Uncollated
e Color, Grayscale, or Black and White
e Edit Header & Footer

After completing the print settings and selecting Print, your presentation will be sent to the printer.
A physical copy of your slides will be produced, ready for distribution or personal reference.

My Annual Review - summary z00m.pptx » Saved to this PC & 2 - o x
@ Copies: |1 . ﬂ
Print
- 0]
Printer
Adabe PDF
= TOLANO
Printer Properties
Save As -
Settings ENVIRONMENTAL
Save as Adobe PDF Print All Slides
= CONSULTING
e | o
Shre [] Fopssesiies . ANNUAL REVIEW
. Print 1 slide per page
Fpam Collated
O 1o 23 123
Close . o
olar -
Edit Header & Footer
— _
[——
Options
]
More...
1|I|ofﬂ » 0% ———+—+———+ @

. To practice this skill, access your XperienceED
learning platform or student data files.
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Unit 1: Getting Started

Lesson: Basic Concepts

Print Layout Options

-

Print Layout

[ ]

Full Page Slides

MNotes Pages

Outline

Handouts
1 Slide 2 Slides 3 Slides

i
[=I=] ooo
oo oo
4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal

— == —

Frame Slides
v Scale to Fit Paper

High Quality

l:l Full Page Slides

Print 1 slide per page

To choose a layout option:
1.  Goto the File tab > Print.

When printing a presentation, choose from several layout
options to control how slides appear on the printed page. These
options determine the number of slides per page and whether
notes or outlines are included.

Full Page Slides:

Prints each slide on a separate page, filling up the entire page.
Notes Pages:

Prints your slides along with any speaker notes.

Outline:

Prints only the text content of your presentation in an outline
format, without slide graphics. It includes slide titles and text.

In the Settings section, select the Full Page Slides drop-down option.

Adjust other print preferences, such as the number of copies or color options.

To view a preview of the printed document, select Print Preview.

o 0~ WD

When you're ready, select Print to start printing.

Choose the layout option you want, like Full Page Slides, Notes Pages or Outline View.

My Annual Review - summa ry 20am.pptx + Saved to this PC
Select the number

%)

Preview of the presentation

P rl nt of copies to print with selected options
_ v :
E] Copies | 1 j
Print
Select the printer
Printer .
g EPSONSTID34 (ET-3760 Sesi. .
TOLANO
Settings ENVIRONMENTAL
Print All Slides
O - CONSULTING
Slides:
O if:"'if:l'ﬂ:? n . ANNUAL REVIEW
Bt rmamensscon.
== \CZI?‘T_H 123 T
E G

Edit Header & Footer

Select print options to

print the presentation

41 Jofii B

To practice this skill, access your XperienceED
learning platform or student data files.

i~
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Lesson: Basic Concepts Unit 1: Getting Started

Print Handouts

Printing handouts allows you to display multiple slides on a single page. This option is useful for
creating condensed versions of your presentation for distribution. Handouts can include space for
notetaking and are often used to help viewers follow along or review key points after the
presentation.

Steps to print handouts:
1. Gotothe File tab > Print.

2. In the Settings section, select the Full Page Slides drop-down option and choose from one of
the Handouts layouts options such as 2, 3, 4, 6, or 9 slides.

3. When you're ready, select Print. A Print Preview will appear in the right pane.

TA Marketing.pobe - Saved to this PC Dema Learner @ & 2 = u] X
a1 Home
Copies: |1 .
B3 New = S
Print
£ Open
: ®
Printer
fnfe EPSONS73D34 (ET-3760 Seri... Travel the Werld with Tolano
" =} Ready M
Save
Printer Properties
Save As . :
Settings
Save as Adobe [ P Al sides
PDF (] Print entire presentation
i Slides: | |@
Print
3 Slides
=
Share Handouts (3 slides per page)
Print One Sided
Share as Adobe Only print on one side of th...
PDF link
[ Coated
123 123 123
— 23 123 12,
D Portrait Orientation -
Close
W .
Account Edit Header & Footer
Feedback : a
Options
4of5P 7 R S E—CH

e

" To practice this skill, access your XperienceED

J

“°  learning platform or student data files.
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Unit 1: Getting Started

Print Color

Lesson: Basic Concepts

PowerPoint provides different printing options depending on your needs. You can choose to print

in Color, Grayscale, or Black and White.

Color printing preserves the original colors used in the presentation, which is useful for printing
slides that include charts, images, or color-coded content. While Grayscale converts colors to shades
of gray. This option is useful when printing text-heavy slides or when conserving printer ink.

Select color options for printing:
1. Gotothe File tab > Print.

In the Print settings, select the Color dropdown.

2.
3. Then choose Color, Grayscale or Pure Black and White.
4.,

When you're ready, select Print.

g Copies: |1
Print
Printer
Adobe PDF
B ey
Printer Properties
Save As .
= Settings
Save as Adobe POF Print Al Slides .
B Print entire presentation
Full Page Slides |
Share -
OJ Print 1 slide per page
Collated
T a3 123 123 T
. Calor

E.:Is.k:l.eam'_&.mm«.

Feedback
Options

More...

A1 Jotm b

My Annual Review - summary zoom.ppix » Saved to this PC

TOLANO
ENVIRONMENTAL
CONSULTING

ANMUAL REVIEW

0% —

+ @

Remember to think about your audience and the purpose of your presentation when

between color and grayscale options for printing.

. To practice this skill, access your XperienceED
learning platform or student data files.

Lesson Assessments

Sl Access your XperienceED learning platform or student data files and
complete the Practice Questions and Practice Exercises for this lesson.

choosing

24
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Lesson: Settings Unit 1: Getting Started

Lesson 3: Settings
Lesson Objectives

In this lesson, you will be able to understand and apply various techniques and settings related to
presentation properties, protection, inspection, compatibility, and version control in PowerPoint.
You will learn how to protect your presentations, inspect them for sensitive information, set
presentations as read-only, mark them as final, and ensure compatibility with different versions of
PowerPoint. Upon completion of this lesson, you should be able to understand the following:

Presentation Properties
Set as Read-Only
Password Protect

Mark as Final

Compatibility

O 0OoO0ooo o

Inspect a Presentation
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Unit 1: Getting Started

Presentation Properties

Presentation Properties are details and settings that give information about a PowerPoint
presentation. They include things like the title, author, subject, and keywords. These properties help
to organize and manage presentations.

Lesson: Settings

To access the presentation properties in PowerPoint, go to the File tab > Info. There, you can change
or add the properties of your presentation.

®© Info

MyFirst Presentation.pptx = Saved to this PC

D:moLeam:r@ F

{n} Home
MyFirst Presentation
[0 New Desktop » PPT Exercise Files » MyProjects
= open ‘ & Upload ‘ |4} Share | @5 Copy path ‘ @ Copy local path | 5 Open file location
o E_ Protect Presentation
Q Contral what types of changes peaple can make to this presentation.
Save Protect

Presentation ~

Save As

Save as Adabe Inspect Presentation
PDF @3 p

Before publishing this file, be aware that it contains:

E Advanced Properties
See more document

properties
Title Add atitle
Tags Add atag
Categories Add a category

_ Check for = Document properties, document server properties, content type infarmation
Print Issues and author's name Related Dates
®  Presentation notes
Share = Custom XML data Last Modified ~ Todlay, 10:19 AM
= Content that people with disabilities might find difficult to read Created 6/14/2016 11:48 AM
Share as Adobe = Asetting that automatically removes properties and personal information s e
PDF link when the file is saved
Allow this to be saved in your file
- Related People
port
Author @ —
. . emo Learner
Close @ Version History
View and restore previous versions, Add an auther
Version
History Last Modified By Hlot saved yet
o : Related Documents
ccoun .
Manage Presentation
O D Open File Location

Feedback ] There are no unsaved changes.
Manage

Presentation ~

Options

Show All Properties

- O *

General Summary Statistics Contents Custom
Title: Amazing PowerPoint

Subject: Art

Author: John Smith

Manager:

Company:

Category:
Keywords:  paint, picture, draw

Comments:

Hyperlink |
base:

Template:

8 save preview picture

Cancel

Presentation1 Properties ? X

Learn Task

To add properties to the file or to customize the properties
information, select Properties > Advanced Properties to
open the Properties dialog box. Using this dialog box, add or
customize properties for the document, such as its subject

or category. Each tab in this

information to view or modify t
use the Summary tab to

pertaining to this file.

To practice this skill, access your XperienceED
learning platform or student data files.

dialog box displays different
he presentation. For instance,
insert specific information
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Lesson: Settings

Unit 1: Getting Started

Set as Read-Only

IEL Protect Presentation
a,

Control what types of changes p
Protect

Presentation ~

Always Open Read-Only
) Prevent accidental changes by asking
readers to opt-in to editing.

Encrypt with Password
q Require a password to open this
presentation.

D Restrict Access

(=) Grant people access while removing »
their ability to edit, copy, or print.
Add a Digital Signature

Ensure the integrity of the presentation
by adding an invisible digital signature.

D Mark as Final
+~" Let readers know the presentation is
final.

Marking a presentation as read-only prevents others from making
changes to the file. This is useful when you want others to view the
content without the ability to modify it.

To mark a presentation as read-only, go to the File tab > Info >
Protect Presentation > Always Open Read-Only. This setting
prompts users to open the file in read-only mode unless they choose
to enable editing.

Marking a presentation as read-only helps preserve its content by
discouraging edits. This is useful when sharing a finalized version
that should remain unchanged, ensuring the presentation is viewed
as intended.

To practice this skill, access your XperienceED
learning platform or student data files.

Password Protect

In some instances, you may decide to add password access to your presentation to restrict who can
open or edit the file. If you choose this option, be sure to share the password only with trusted

individuals who need access.

Add a password to your presentation:

1. Gotothe File tab > Info > Protect Presentation > Encrypt with Password.

Protect
Presentation ~

Always Open Read-Only
T Prevent accidental changes by asking
readers to opt-in to editing.

Encrypt with Password
&% Require a password to open this
presentation.
Restrict Access
@ Grant people access while removing
their ability to edit, copy, or print.

Add a Digital Signature

D Mark as Final
.~ Let readers know the presentation is
final.

IEL Protect Presentation
@

Control what types of changes g

>

Ensure the integrity of the presentation
by adding an invisible digital signature.

2. The Encrypt Document dialog box will appear. In the Password: field, enter your chosen
password. Make sure to choose a strong password that contains a mix of characters, numbers

and symbols.
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Unit 1: Getting Started

Encrypt Document ? X

Encrypt the contents of this file

Password:

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding document names in a safe
place.

(Remember that passwords are case-sensitive.)

Lesson: Settings

3. Confirm the password by entering it again, then select OK to apply it.

Password encryption is an excellent way to protect and keep your work private. It gives you control
over who can view and make changes to your presentation, ensuring that your information remains
secure.

oo

To practice this skill, access your XperienceED
learning platform or student data files.

Mark as Final

D Mark as Final I}
+./" Let readers know the presentation is

IEL Protect Presentation| TO preventaccidental edits, mark a presentation asfinal. This signals
< Control what typesof changes g~ that the file is complete and restricts further editing by opening it
Presentation ~ in read-only mode. While users can still choose to enable editing,
Always Open Read-Only the feature serves as a notification that no more changes are
T Prevent accidental changes by asking :
readers to opt-in to editing. Intended‘
EL Encrypt with Password To mark a presentation as final, on the File tab > Info > Protect
Qﬁ Require a password to open this . .
presentation. Presentation > Mark as Final.
Restrict Access

© Grant people accesswhileremoving > | ONCe you mark the presentation as final, a banner on the slides will

their ability to edit, copy, or print.

Add a Digital Signature

indicate that it's final and should not be changed. This helps others

(3 Ensure the integrity of the presentation understand that the presentation is finished and should not be

by adding an invisible digital signature.

final.

edited.

(1) MARKED AS FINAL An author has markes] this presentation as final to discourage editing,

Edit Anvyweay

.

2 a

To practice this skill, access your XperienceED
learning platform or student data files.
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Lesson: Settings Unit 1: Getting Started

Compatibility

To ensure a presentation functions properly across different devices or software versions, it's
important to check for compatibility.

For instance, if a presentation is created using the latest version of PowerPoint and includes newer
features such as transitions, animations, or effects, those elements may not display correctly when
opened in an older version. In some cases, formatting may shift or specific features may be
unsupported.

Check the compatibility of your presentation:
1. On the File tab > Info > Check for Issues > Check Compatibility.

2. Review the Compatibility Report: A report will be displayed highlighting any potential issues.
This report lists features, fonts, or media elements that may not work correctly in earlier versions
of PowerPoint or on other devices.

e Fix Compatibility Issues: Pay attention to the issues mentioned in the report and make
changes to solve them. For example, if certain fonts are causing problems, try using more
common ones such as the Serif fonts. If there are features or effects that don't work, remove
them or replace them with alternatives.

e Save and Test: Once any necessary changes are made, save the presentation and test it on
different devices or versions of PowerPoint to confirm that all content displays and functions
as expected.

Microsoft PowerPoint Compatibility Checker ? X

The following features in this presentation are not supported by
i) earlier versions of PowerPoint. These features may be lost or
degraded when you save this presentation in an earlier file format.

Summary

No compatibility issues were found.

4] Check compatibility when saving in PowerPoint 97-2003 formats.
By checking for compatibility issues, you can avoid problems when others try to open your
presentation. It ensures everyone can view it correctly, regardless of their device or software. It is

important to have a smooth and consistent experience for your audience when they view your
presentation.

To practice this skill, access your XperienceED
learning platform or student data files.
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Inspect a Presentation

Inspecting a presentation involves reviewing the file for hidden data, personal information, or
content that may not be intended for sharing. This step is useful when preparing to distribute a
presentation to others.

For example, inspecting a file can help identify comments, speaker notes, document properties, or
invisible content that may contain sensitive or private details.

To inspect a presentation, navigate to the File tab > Info > Check for Issues > Inspect Document.
If you have not saved your presentation, a warning message may appear before the Document
Inspector runs. The prompt will remind you that some data removed by the inspection cannot be
restored later. To avoid losing any unsaved changes, select Yes to save your file before continuing
with the inspection, or select No to proceed without saving.

Microsoft PowerPoint X

e Before you use Document Inspector...
Make sure you save your changes because the Document Inspector might remove data that can't be restored later. Do you want to save your file now?

Yes No

Selecting Inspect will launch the Document Inspector dialog box which includes a list of
checkboxes representing the types of content the tool will search for.

To check the document for the selected content, click Inspect.

Comments
Inspects the document for comments.

Document Properties and Personal Inf ti
Inspects for hidden metadata or personal information saved with the document.

Content Add-ins
Inspects for Content add-ins saved in the document body.

[/ Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

Embedded Documents

Inspects for embedded documents, which may include information that's not visible in
the file.

Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX controls.

Revision Tracking Data
Inspects the presentation for revision tracking data.

Inspect Close

These options include:

¢ Comments and annotations

Document properties and personal information
e |nvisible on-slide content

o Off-slide content

e Custom XML data

e Headers, footers, and slide notes

To view all available inspection options, scroll down in the list. This ensures you don’t miss any
content types that might need to be reviewed or removed. Select or deselect any of these options
based on what you want the Document Inspector to check.
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Lesson: Settings Unit 1: Getting Started

After reviewing and selecting the appropriate options, select Inspect to begin the scan.

e Take action: Once the inspection is done, the Document Inspector will display a report of what it
found. Observe the report and decide which things you want to get rid of or fix. This could mean
deleting personal details or removing comments that you don't want to share.

Document Inspector ? X
Review the inspection results.
~
| comments Remove All
The following items were found:
* Comments
! Document Properties and Personal Information Remove All

The following document information was found:
* Document properties

* Author

* Document server properties

* Content type information

Content Add-ins
We did not find any Content add-ins.

®

Task Pane Add-ins
We did not find any Task Pane add-ins.

®

Embedded Documents
No embedded documents were found.

Macros, Forms, and ActiveX Controls
No macros, forms, or ActiveX controls were found.

© ©®

A Note: Some changes cannot be undone.

Reinspect E Close l

e Save and share: After making any necessary changes based on the inspection, save the
presentation.

Inspecting the presentation ensures that unintended or private information is removed before
sharing. This step supports consistency with professional standards or organizational guidelines.

7~ To practice this skill, access your XperienceED
learning platform or student data files.

Lesson Assessments

a,

M. Access your XperienceED learning platform or student data files and
m complete the Practice Questions and Practice Exercises for this lesson.

Unit Assessments

z=] Access your XperienceED learning platform or student data files and

-

“=]  complete the Objective Assessment and Create Project for this unit.
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Unit 1 Key Terms

Term

Definition

Compatibility

Ensure your presentation works well on different devices and software]
versions.

Contextual Tabs

Tabs that appear in the Ribbon when certain objects or elements, such as|
images or charts, are selected.

Developer Tab

A specialized tab in PowerPoint that provides advanced tools and features
for creating interactive and customized presentations.

Dialog Box Launcher

A small icon or button within a group in the Ribbon, represented by a small
arrow or ellipsis.

Max/Close Buttons

Galleries Visual displays within the Ribbon that present different options or styles in a
graphical format.

Groups \Within each Ribbon tab, groups are clusters of related commands and tools
that serve a specific function or purpose.

Handouts Make copies of your presentation with several slides on each page to
distribute to others.

JPEG Joint Photographic Experts Group, a standard image file format commonly|
used for photographs and realistic images.

Min/Restore/ These buttons control the size and closure of the PowerPoint application

window.

Navigation Pane

A pane located on the left side of the PowerPoint window that displays a list|
of thumbnail images representing the slides in a presentation.

PDF Portable Document Format, a file format commonly used for sharing and
distributing documents, including presentations.
PNG Portable Network Graphics, a common image file format that supports

lossless compression.

PowerPoint

A computer program that helps you make presentations.

Quick Access Positioned above or below the Ribbon, it offers quick access to frequently

Toolbar used commands, and you can customize it to add or remove commands
according to your preference.

Read-only Use this feature to share presentations with others to view only and not
make changes in the file.

Ribbon The main interface in PowerPoint that provides access to commands
categorized into groups for clear navigation and execution.

Ribbon Tab The interface at the top of the window that includes tabs and groups to
organize a range of commands and tools, serving as the main control center
to access different features and functions within the application.
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Slide Navigation
Pane

It displays thumbnail views of each slide, helping you organize and navigate]
through slides in your presentation.

Slide Pane This is the main workspace where you view and edit the selected slide.

Split Bar By dragging this bar left or right, you can adjust the size of the Slide
Navigation or Outline View pane.

Status Bar It shows presentation information, such as the current slide number and
total number of slides, and includes buttons for Notes and various viewing
options.

Template A pre-designed and formatted file that serves as a starting point for creating
new presentations.

Theme A predefined set of design elements and formatting styles that determine
the overall appearance and visual consistency of a presentation.

Title Bar Located at the top of the window, it displays the name of the open

presentation.

View Buttons

These buttons allow you to switch between different views of your
presentation, such as Normal, Slide Sorter, Reading, and Slide Show.

Zoom Slider

Positioned on the status bar, it enables you to adjust the zoom level of your
slides, either by using the minus and plus buttons or by dragging the slider.
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Microsoft PovwerPoint
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LEARN MORE: https://products.ccilearning.com

Build the essential skills to create, design, and deliver engaging presentations with Microsoft PowerPoint
2024. This hands-on course prepares you to manage slides, format text and visuals, apply transitions and
animations, and collaborate on presentation materials—all key skills for professional or academic settings.

Learn how to create and format slide layouts, insert multimedia, and build visual elements like SmartArt
and charts to enhance your content. You'll also explore how to manage slide shows, rehearse timings, and
share presentations for collaboration or distribution.

Whether you're crafting a business presentation, educational slideshow, or personal project, this course
builds the foundational skills needed to communicate effectively and impress your audience.

Key Learning Outcomes:

« Manage Presentations: Modify slide masters, layouts, and views to organize your presentations.

+ Format Text & Visuals: Apply formatting styles to text, insert and format images, shapes,
and multimedia.

« Design & Insert Graphics: Add SmartArt, charts, and 3D models to enhance the presentation’s
visual appeal.

« Apply Transitions & Animations: Use slide transitions and animations to engage your audience
and guide the flow of your presentation.

« Configure & Deliver Slide Shows: Set up slide shows, rehearse timings, and use Presenter View
for smooth delivery.

« Prepare for Collaboration: Protect presentations, manage comments, and export slides
for distribution.
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