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PowerPoint Basics

6. Introduction

Every PowerPoint presentation is composed of a series of slides. To begin creating a slide
show, you'll need to know the basics of working with slides. You'll need to feel comfortable
with tasks such as inserting a new slide, changing the layout of a slide, arranging existing
slides, changing the slide view, and adding notes to a slide.

6.1.Understanding slides and slide layouts

When you insert a new slide, it will usually have placeholders to show you where content
will be placed. Slides have different layouts for placeholders, depending on the type of
information you want to include. Whenever you create a new slide, you'll need to choose a
slide layout that fits your content.

Officetheme 1
Title Slide Title am; IConlEn-ét Section Header
T-r:.-'lc Cu:nt:ilnt Cornparison Title Only
Blank Content with Picture with

Caption Caption

Placeholders can contain different types of content, including text, images, and videos. Many
placeholders have thumbnail icons you can click to add specific types of content. In the
example below, the slide has placeholders for the title and content.



Click to add title

* Click to add text

6.2.To insert a new slide:

Whenever you start a new presentation, it will contain one slide with the Title Slide layout.
You can insert as many slides as you need from a variety of layouts.

1. From the Home tab, click the bottom half of the New Slide command.
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2. Choose the desired slide layout from the menu that appears.
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The new slide will appear. Click any placeholder and begin typing to add text. You
can also click an icon to add other types of content, such as a picture or a chart.
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Click to add title
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To change the layout of an existing slide, click the Layout command, then choose the desired
layout.
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To quickly add a slide that uses the same layout as the selected slide, click the top half of the
New Slide command.
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6.3.0rganizing slides

PowerPoint presentations can contain as many slides as you need. The Slide Navigation
pane on the left side of the screen makes it easy to organize your slides. From there, you can
duplicate, rearrange, and delete slides in your presentation.
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6.3.1. Working with slides

o Duplicate slides: If you want to copy and paste a slide quickly, you can duplicate it.
To duplicate slides, select the slide you want to duplicate, right-click the mouse, and
choose Duplicate Slide from the menu that appears. You can also duplicate multiple
slides at once by selecting them first.
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e Move slides: It's easy to change the order of your slides. Just click and drag the
desired slide in the Slide Navigation pane to the desired position.
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o Delete slides: If you want to remove a slide from your presentation, you can delete it.
Simply select the slide you want to delete, then press the Delete or Backspace key on
your keyboard.

6.3.2. To copy and paste slides:

If you want to create several slides with the same layout, you may find it easier to copy and
paste a slide you've already created instead of starting with an empty slide.

1. Select the slide you want to copy in the Slide Navigation pane, then click the Copy
command on the Home tab. Alternatively, you can press Ctrl+C on your keyboard.
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2. In the Slide Navigation pane, click just below a slide (or between two slides) to
choose a paste location. A horizontal insertion point will appear.
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Click the Paste command on the Home tab. Alternatively, you can press Ctrl+V on
your keyboard.
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4. The slide will appear in the selected location.
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6.4.Customizing slide layouts

Sometimes you may find that a slide layout doesn't exactly fit your needs. For example, a
layout might have too many—or too few—placeholders. You might also want to change how
the placeholders are arranged on the slide. Fortunately, PowerPoint makes it easy to adjust
slide layouts as needed.

6.4.1. Adjusting placeholders
e To select a placeholder: Hover the mouse over the edge of the placeholder and click

(you may need to click the text in the placeholder first to see the border). A selected
placeholder will have a solid line instead of a dotted line.

11



Shelbyfield Animal Rescue

Adoptable Pets

o To move a placeholder: Select the placeholder, then click and drag it to the desired
location.

Shelbyfield Animal Rescue

Adoptable Pets

o To resize a placeholder: Select the placeholder you want to resize. Sizing handles
will appear. Click and drag the sizing handles until the placeholder is the desired size.
You can use the corner sizing handles to change the placeholder's height and width at
the same time.

Shelbyfield Animal Rescue

Adoptable Pets

“

e To delete a placeholder: Select the placeholder you want to delete, then press the
Delete or Backspace key on your keyboard.

6.4.2. To add a text box:

12



Text can be inserted into both placeholders and text boxes. Inserting text boxes allows you
to add to the slide layout. Unlike placeholders, text boxes always stay in the same place, even
if you change the theme.

1. From the Insert tab, select the Text Box command.

Insert Design Transitions Animations Slide Show Review View Q Tell me..
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Slides Tables Images Illustrations Comments Text

2. Click and drag to draw the text box on the slide.

3. The text box will appear. To add text, simply click the text box and begin typing.

I
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6.4.3. Using blank slides
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If you want even more control over your content, you may prefer to use a blank slide, which
contains no placeholders. Blank slides can be customized by adding your own text boxes,
pictures, charts, and more.

e To insert a blank slide, click the bottom half of the New Slide command, then choose
Blank from the menu that appears.
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While blank slides offer more flexibility, keep in mind that you won't be able to take
advantage of the predesigned layouts included in each theme.

6.4.4. To play the presentation:

Once you've arranged your slides, you may want to play your presentation. This is how you
will present your slide show to an audience.

1. Click the Start From Beginning command on the Quick Access Toolbar to see your
presentation.

14
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2. The presentation will appear in full-screen mode.

You can advance to the next slide by clicking your mouse or pressing the spacebar
on your keyboard. Alternatively, you can use the arrow keys on your keyboard to
move forward or backward through the presentation.

4. Press the Esc key to exit presentation mode.

(98]

You can also press the FS5 key at the top of your keyboard to start a presentation.

6.5.Customizing slides

6.5.1. To change the slide size:

By default, all slides in PowerPoint 2013 use a 16-by-9—or widescreen—aspect ratio. You
might know that widescreen TVs also use the 16-by-9 aspect ratio. Widescreen slides will
work best with widescreen monitors and projectors. However, if you need your presentation
to fit a 4-by-3 screen, it's easy to change the slide size to fit.

o To change the slide size, select the Design tab, then click the Slide Size command.
Choose the desired slide size from the menu that appears, or click Custom Slide Size
for more options.

me what you want to do... Merced Flores (q_ Share

| [

Slide Format
Size = Background

Variants L
\:] Standard (4:3) R

|:| Widescreen (16:9)

Custom Slide Size...

6.5.2. To format the slide background:

By default, all slides in your presentation use a white background. It's easy to change the
background style for some or all of your slides. Backgrounds can have a solid, gradient,
pattern, or picture fill.
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1. Select the Design tab, then click the Format Background command.

me what you want to do... Merced Flores Fl:',_ Share

B |

Size ~ Background

Variants Customize L

2. The Format Background pane will appear on the right. Select the desired fill
options. In our example, we'll use a Solid fill with a light gold color.

Format Background T

O
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Gradient fill
Picture or texture fill
Pattern fill

Hide background graphics

Colar Ty

Transpareng Il

Theme Colors

p ﬁl o

Gold, Accent 4, Lighter 80%

CENNENENER
Standard Colors

[ N EEEEE

vy More Colors...

Applyto Al | |£f Eyedropper

3. The background style of the selected slide will update.
4. If you want, you can click Apply to All to apply the same background style to all
slides in your presentation.
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6.5.3. To apply a theme:

A theme is a predefined combination of colors, fonts, and effects that can quickly change
the look and feel of your entire slide show. Different themes also use different slide layouts,
which can change the arrangement of your existing placeholders. We'll talk more about
themes later in our Applying Themes lesson.

1. Select the Design tab on the Ribbon, then click the More drop-down arrow to see all
of the available themes.

File Home Insert Design Transitions Animations Slide Show Review

View

Aa Aa Aa

Themes

2. Select the desired theme.
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File Home Insert Design Transitions Animations Slide Show Review View

This Presentation -
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Office
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Save Current Theme...

3. The theme will be applied to your entire presentation.

DID YOU KNOW?

Pet owners experience
benefits such as:

MAN'S BEST _ e
FRIEND b A B Sl cpfor st

Exarece
Stress ralisf

Lower blood pressure

Try applying a few different themes to your presentation. Some themes will work better than
others, depending on your content.

18



6.6.Applying Transitions
6.6.1. About transitions

There are three categories of unique transitions to choose from, all of which can be found on
the Transitions tab.

o Subtle: These are the most basic types of transitions. They use simple animations to
move between slides.

Subtle

0 e =
MNone Cut Fade Push Wipe Split Reveal Random Bars
Shape Uncover Cover Flash

o Exciting: These use more complex animations to transition between slides. While
they're more visually interesting than Subtle transitions, adding too many can make
your presentation look less professional. However, when used in moderation they can
add a nice touch between important slides.

Exciting
Fall Ower Drape Curtains Wind Prestige Fracture Crush Peel Off
% B W M
L B B ©
Page Curl Airplane Origami Dissolve Checkerboa... Elinds Clock Ripple
o il
I B C @
Honeycomb Glitter Vortex Shred Switch Flip Gallery Cube
=
Doors Box Comb foom Random

e Dynamic Content: If you're transitioning between two slides that use similar slide
layouts, dynamic transitions will move only the placeholders, not the slides
themselves. When used correctly, dynamic transitions can help unify your slides and
add a further level of polish to your presentation.

Dynamic Content

B E & @ O K [d

Pan Ferris Wheel Conveyor Rotate Window Orbit Fly Through

Transitions are best used in moderation. Adding too many transitions can make your
presentation look a little silly and can even be distracting to your audience. Consider using
mostly subtle transitions, or not using transitions at all.
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6.6.2. To apply a transition:

1. Select the desired slide from the Slide Navigation pane. This is the slide that will
appear after the transition.

2. Click the Transitions tab, then locate the Transition to This Slide group. By default,
None is applied to each slide.
3. Click the More drop-down arrow to display all transitions.

File Home Insert Design Transitions Animations Slide Show Review View
Preview Mone Cut Fade Push Wipe Split Effect
Options

Preview Transition to This Slide

4. Click a transition to apply it to the selected slide. This will automatically preview the
transition.

20
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You can use the Apply To All command in the Timing group to apply the same transition to
all slides in your presentation. Keep in mind that this will modify any other transitions you've
applied.

Transitions Animations Slide Show Review Vi '-:-' Tell me...
. @ H @ E "]l}Sound: [Mo Sound] -
cr (5) Duration: )
Fade Push Wipe Split - ect
. . Options~ I3 Apply To Al
Transition to This Slide Timing

Try applying a few different types of transitions to various slides in your presentation. You
may find that some transitions work better than others, depending on the content of your
slides.

6.6.3. To preview a transition:

You can preview the transition for a selected slide at any time using either of these two
methods:

e Click the Preview command on the Transitions tab.

21



File Home Insert Design Transitions
oo m =

Pre'-riﬂnlt} Mone Cut Fade Push
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e Click the Play Animations command in the Slide Navigation pane.

Play Animaticns

6.7.Modifying transitions
6.7.1. To modify the transition effect:
You can quickly customize the look of a transition by changing its direction.
1. Select the slide with the transition you want to modify.

2. Click the Effect Options command and choose the desired option. These options will
vary depending on the selected transition.

Transitions Animations Slide Show Review i Q Tell me...
. "]l} Sound: |[Mo Sound] -
3 = :
|£| H |: - @ Duration: 01.00 -
Fade Push Wipe Split - FEffect

Options ~ = Apply To All

Transition to This Slide Timing
From Bottomn
\EI From Left I}
From Right
El From Top
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3. The transition will be modified, and a preview of the transition will appear.

Some transitions do not allow you to modify the direction.

N —

[a—

6.7.2. To modify the transition duration:

Select the slide with the transition you want to modify.

In the Duration field in the Timing group, enter the desired time for the transition.
In this example, we'll decrease the time to half a second—or 00.50—to make the
transition faster.

4, Sound: [NoSound] ~  Advance Slide
[ — |

Y S -

= " Duration: 00.50 —1 ¥ On Mouse Click
ect
Options = I3 Apply To All 13 01 After 00:00.00 >

Timing

6.7.3. To add sound:

Select the slide with the transition you want to modify.

Click the Sound drop-down menu in the Timing group.

Click a sound to apply it to the selected slide, then preview the transition to hear the
sound.
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"11, Sound: |[Mo Sound] l Advance Slide

':B' Duratior [Mo Sound] = Click
=3 Apply T [Stop Previous Sound] :00.00 >
Applause
Arrow
Bomb
Breeze

Camera . I}

Cash Register
Chime

Click

Coin

Drum Roll
Explosion
Hammer
Laser

Puzh

Suction
Typewriter
Voltage
Whoosh
Wind

Other Sound...

Loop Until Mext Sound

Sounds are best used in moderation. Applying a sound between every slide could become
overwhelming or even annoying to an audience when presenting your slide show.

6.7.4. To remove a transition:

1. Select the slide with the transition you want to remove.
2. Choose None from the Transition to This Slide group. The transition will be
removed.
Preview Mone Ib Cut Fade Push Wipe Split o| Effect
Options
Preview Transition to This 5lide

To remove transitions from all slides, apply the None transition to a slide, then click the
Apply to All command.
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6.8.Managing Slides
Introduction

As you add more slides to a presentation, it can be difficult to keep everything organized.
Fortunately, PowerPoint offers tools to help you organize and prepare your slide show.

6.8.1. About slide views

PowerPoint includes several different slide views, which are all useful for various tasks. The
slide view commands are located in the bottom-right of the PowerPoint window. There are
four main slide views.

P
¥
Click to add notes
= Notes Wl Comments E B EBE T7|-—1 + 4% [H
e Normal view: This is the default view, where you create and edit slides. You can
also move slides in the Slide Navigation pane on the left.
1
SHELBYFIELD
ANIMAL RESGUE
3
ADOPTABLE PETS
.|| Click to add notes
Slide 1 of 13 English (United States) = Notes B Comments |E| gg @ = - ] +  43%

o Slide sorter view: In this view, you'll see a thumbnail version of each slide. You can
drag and drop slides to reorder them quickly.

25
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SHELBYFIELD
ANIMAL RESCGUE

anorrase FeTa

ALL WARM AND MAN’'S BEST
FUZIY INSIDE FRIEND
3 b
Slide 1 of 13 English [United States) E pgEl B = - 1 + 70% [H

e Reading view: This view fills the PowerPoint window with a preview of your
presentation. It includes easily accessible navigation buttons at the bottom-right.

@ PowerPoint Slide Show - [Pet Showcase] - PowerPoint — O 4

SHELBYFIELD
ANIMAL RESCUE

ADOPTABLE PETS

MNext

Slide 1 of 13 @ ® B 25 B ¢

o Slide show view: This is the view you'll use to present to an audience. This
command will begin the presentation from the current slide. You can also press F5
on your keyboard to start from the beginning. A menu will appear in the bottom-left
corner when you move the mouse. These commands allow you to navigate through
the slides and access other features, such as the pen and highlighter.
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ADOPTABLE PETS

6.8.2. Outline view

Outline view shows your slide text in outline form. This allows you to quickly edit your
slide text and view the content of multiple slides at once. You could use this layout to review
the organization of your slide show and prepare to deliver your presentation.

6.8.2.1. To view an outline:

1. From the View tab, click the Outline View command.

Home Insert Design

Transitions Animations Slide Show Rewview View m

Ruler = Q ‘lil’ B color

] ] Gridlines mm Graysc
Motes Reading  Shide Handout Motes .
View | Sorter Page View  Master Master Master Guides

Master Views

El EENESHIEIREE

Maormal |Qutline, Slide

Motes  Ffoom Fitto

Window mm Black:
Presentation Views

Show M Zoom Color/G

2. An outline of your slide text will appear in the slide navigation pane.
3. You can type directly in the outline to make changes to your slide text.
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1 SHELEYFIELD ANIMAL
RESCUE

ADCOPTABLE PETS

2 OUR MISSION
...to rescue, rehabilitate, and re-home

stray or unwanted pets.

The volunteers of Shelbyfield Animal s “ E l B v F I E l n

Rescue are dedicated to helping

animals in need and finding you the

ANIMAL RESCUE
3 DID YOU KNOW?

Pet owners experience benefits such
as:
ADOPTABLE FETS

= Companionship
= Social opportunities
» Exercise -

6.8.3. Slide notes

You can add notes to your slides from the Notes pane. Often called speaker notes, they can
help you deliver or prepare for your presentation.

6.8.3.1. To add notes:

1. Click the Notes command at the bottom of the screen to open the Notes pane.

SHELBYFIELD
ANIMAL RESCUE

ADOPTAELE FETS

_érllateslﬂ\)-mmments B 2 BE —T -—1 + 4% [H

2. Click and drag the edge of the pane to resize it if desired.
28
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SHELBYFIELD
ANIMAL RESGUE

ADOFPTABLE FETS

Click to add notes

= Motes Wl Comments B == BE T -—1

3. Click the Notes pane, and begin typing to add notes.

SHELBYFIELD
ANIMAL RESCUE

ADOFTABLE FPETS

Welcome and intro

Find picture for 5Iide?| i

i = Motes Wl Comments E B EBE 7 -—
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You can also access Notes Page view to edit and review your notes. Just click the Notes
Page command from the View tab. From there, you can type notes in the text box below

each slide.

Home Insert Transitions

Design

Animations Slide Show i iew F

= = = I'_ :] - Ruler = .Cﬂlor

— "M B= “ o (=p
- - [ﬁ ] ] Gridlines ] &= Graysc

Maormal Outline Slide | Motes |Reading = Slide Handout Motes . MNotes | foom Fitto
View Sorter | Page | View Master Master Master Guides Window mm Black:
Presentation Views Master Views Show [ Zoom Color/G

nar@l FETS
O o~

6.8.4. Slide sections

b
‘Welcome and intro

Find picture for slide?

If you have a lot of slides, you can organize them into sections to make your presentation
easier to navigate. Sections can be collapsed or expanded in the Slide Navigation pane and

named for easy reference.

6.8.4.1. To create slide sections:

In our example, we will add two sections: one for dogs that are available for adoption, and

another for cats and other pets.

1. Select the slide you want to begin a section.
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ALL WARM AND
FUZIV INSIBE

MAN'S BEST
FRIEND :

2. From the Home tab, click the Section command, then choose Add Section from the
drop-down menu.
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3. An Untitled Section will appear in the Slide Navigation pane.

o

Untitled Section
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4. To rename the section, click the Section command, then choose Rename Section
from the drop-down menu.
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5. Type the new section name in the dialog box, then click Rename.

Rename Section ? X

Section name:
Dogs|

Eename h‘ Cancel

6. Repeat to add as many sections as you need.
7. In the Slide Navigation pane, click the arrow next to a section name to collapse or
expand it.
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To remove a section, click the Section command, then click Remove Section. You can also
click Remove All Sections to remove all sections from your slides.
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