PowerPoint 2016 - Beginner

Gingerbread Cookies!

Photo by Mira on Unsplash

First Steps:

Open PowerPoint

Create new PPT presentation by clicking once on “Blank Presentation” or choosing a
preset template such as “Wisp” (whichis the one we use in this tutorial). If you choose a
template then the slide information regarding a font (type, color, size) will be set and you
do not need to customize anything in the Master template. If you wanted complete
control over the template you need to use Master Slide. Master Slide is the menu where
additional edits to the template can be made. (Master Slide is covered in-depth in
PowerPoint Intermediate class so make sure to register and attend that class as well.)

Making Slides:

Title Slide is created by default (title slide is a type of a layout and it is a slide that usually
goes first)
Type your title as “Holiday Cookies”
Type subtitle as “Fun Project”
If you used the template did you want to change the font (type, color, size)?
o Highlight the slide text in order to change the font (Arial Rounded MT Bold)
o Highlight the subtitle text in order to change the font (Berlin Sans FB Demi)
o Highlight the font to change the size if the title goes over the page
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o There are a few ways of going about this:
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You can click on the top banner of the program where it says “New Slide”
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- New slide is created on the left side we can see it in the navigation pane (left side of the
screen)

- Because the new slide is identical to the first (Title Slide) we can make a change and click
to adapt it to a working layout
o On the banner click “Layout” and then select “Title and Content”

Presentation4 - PowerPoint

Transitions. Animations Slide Show Review View Q Tell me what you want to do...

Clipboard & Wisp Paragraph Drawin g Editing ~

Title Slide Title and Content ~ Section Header

- P [ T (-

Title Only

- Inthe newslide (Slide 2) type: “Tools” as a title
- Right click a few more times and create duplicates of that new slide because we will need
it going into the rest of the presentation

- Then list the items necessary for the cookie project in each new slide we have created:
o An electric mixer

2 medium bowls

Whisk

Plastic wrap

Rolling pin

2 baking sheets

Cookie cutters

Spatula
o Baking trays

- Right click on the slide and select “New slide” (or if you already have exiras just proceed)

- Type "Baking Ingredients” into the title of the slide

- Type the following instructions into the body of that one slide to make a bullet point list:

2 3/4 cups all-purpose flour (3309)

1/2 teaspoon baking soda

3/4 teaspoon salt

1/2 tablespoon ground ginger

1/2 tablespoon ground cinnamon

3/4 teaspoon cloves

1/2 teaspoon nutmeg

1/2 cup butter (1209)

1/2 cup brown sugar (20g)

V2 SKOKIE
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- Right click on the slide and select “New slide” (or if you already have exiras just proceed)
- Type in the rest of the recipe and baking instructions following the same format we have
started above

Adding Images:

- The next thing we need to do is to find and place the images we might find useful to our
presentation

- From the PPT: you can now search the photos on the web (via Bing Search):
o Click on the “Insert” tab
o Click "Online Pictures” and type into the Bing search what kind of photo you would like

FHS O3 - Presentationl - PowerPoint DRAWING TOOLS ? EH - x
FILE HOME  INSERT | DESIGN  TRANSITIONS ~ ANIMATIONS — SLDESHOW  REVEW  VIEW FORMAT -

D E LR e BORax S D EDAEBDS TQ O

New Table  Pictures Online Screenshot Photo  Shapes SmartArt Chart aMyApps -+ Hyperlink Action Comment  Text Header WordArt Date & Slide Object Equation Symbol  Video Audio

Slide ~ - Pictures - Album ~ - Box & Footer - Time Number - -
Slides = Tables Images Tllustrations Apps Links Comments Text symbols Media A
1 Online Pictures -
Find and insert pictures from a
variety of online sources.
o Forexample type in “electric mixer” and select an image that you like and click
“Insert”

= Remember you can resize the image and move it around the screen
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= An electric mixer
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- From the Web Browser:
o Go to aweb browser (Google Chrome, Internet Explorer, ' ef&,lé@d(elcﬁ
o Typein www.google.com into the browser search bar
o Type “electric mixer” press “enter” on the keyboard P U B |_ | C
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o Then select the “image” near the search box

o Find the image andright click on it “save image as” and in the dialog box that shows
up make sure to select “"Desktop” or any other easy to find folder such as the “Pictures”
folder

- From the Computer (temporarily images on SPL desktop just for this lesson):
o Go back to the PPT presentation slide number 2 and click the Insert tab — Picture —
Desktop location - find the image titled “electric mixer” — click Insert
Move the image at the appropriate place in the presentation
Go to the slide number 3
Click on the “Insert picture from file”
Browse for the photo on the desktop fitled “cookie cutter”
Select the image - Picture Tools tab — Format — Picture Styles — “Reflected Rounded
Rectangle” — Picture Effects — Soft Edges
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Adding Transitions Between Slides:
- Click on the Transitions tab
- Select "Wipe” and on the right side of the screen click “Apply to all”
o Although you can use multiple transitions it is useful to keep everything consistent and
just stick with one type of transition.

Adding Animations:
- Go to the slide number 4
- Select the image and click on the Animations tab — Click on the Shape animation — There
are additional options concerning the animation — Effect options — Direction: In — Shape:
Circle
o You can use multiple animations for your images just do not go crazy with adding too
many because they will be distracting.

Credits:
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PowerPoint Idea >> No copyright infingement intended. Cookies are so yummy! :/
Source: http://cookiescupcakesandcardio.com/2p=4629
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