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Software Orientation

Before you begin working in Microsoft PowerPoint, you should be familiar with user interface. When

you first start PowerPoint, you will see a below.

Slides Pane Slide pane (main work area) Title placeholder Subtitle placeholder Ribbon

\ / /

bER |2 Share ‘
fﬁ ’ _ilﬂ e ENNOOO ~ EE L2 ShapefFill v OFind
Paste (h~ New (T Reset - A-L-L’E>06Amn = L_shapeOutline~ | & Replace ~

© | sider Psectons  © 1Y =l = G ) B[ G D shapefects | b select

Clipboard| & Slides Font ] Drawing

File Home  Insert Design Transitions imations Slide Show  Record

Click to add title

Click to add subtitl

Slide 1 of 1 English (United States) /

~

Status bar

Click to add notes

Slide 10f 1 English (United States) Z=Notes [ JComments BB T - —5—+———+ sgx

Note Pane
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Views in Power Point

PowerPoint has four main views. On the View tab, in the Presentation Views groups.

e Normal View

e Slide Sorter View QE

QOutline Slide Notes Reading
e Notes Page View View Sorter Page View

Presentation Views

e Reading View

Normal View

Norma View is the main editing view, where you write and design your presentation.

File Home Insert Design Transitions Animations Slide Show Record Review  View Help 1% Share
5|0 T | ENNCIOOM Lvoera- | Do
© | =
PEQ[EV % T Reset - ‘ . A‘L—L’EDUGE Arlrl:‘_-'l—n;llga Eﬁ [ Shape Outiine v | ¢ Replace ~
. g Slide"ESedion' B I U S &AY. Aa"ﬁ'.ﬂ.' EEEE‘ﬁ”EE" . *e,‘\’\{ }ﬁ - sMes_@ShupaEﬂocts" bSHIld"
Clipboard 5 Slides Font [F] Paragraph ] Drawing 5 Editing

Happy Birthday

30 September 2023
B14, High Street, None Town
Time —13:30 PM to 15:30 PM

Click to add notes

slide1of2 [}  English (United States) =nNotes [ Comments L B ¥ -———+ 5% &

Slide Sorter View

Slide Sorter view is a view of your slides in thumbnail form.

Notes Page View

H Fie  Home lnsert Design  Tansifions  Animations  SideShow Record  Review View  Help 2 Share
You can type your notes in the = = D Go L (B B 3
il e M Guides e Mw‘r::- il iack a0 White ﬁwﬁmm.wﬁv i

Notes pane, which is located just below

the Slide pane, which is located just
below the Slide pane in Normal view.
However, if you want to view and work
with your notes in full page format, on
the View tab, in the Presentation Views

group, click Notes Page. e 3 m——
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Reading View

Reading view takes up the full computer screen, like an actual presentation. In this view, you see your

presentation the way your audience will. You can see how your graphics, timings, movies effects, and

transition effects will look during the actual presentation. To view your slide show.

Add a new slide

Click Home Tab > New Slide in the Slides group.

A = -Layout"
(.

Paste

~

E Section ¥

Transitions

I . ~

B I US &AM A £

Animations

Stz Office Theme
,,,,,,,, Tnrg
Title Slide Title and Content ~ Section Header

Ears Tats Curg marg

Two Content Comparison Title Only
Targ

Blank Content with Picture with

Caption Caption

F& Duplicate Selected Slides
El Slides from Qutline...

i3 Reuse Slides...
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Review Tab

File Home Insert Design Transitions Animations Slide Show Record Review  View Help
- (3 | O =s b T ]
Wi a=x A
Spelling Thesaurus Check Search | Translate Language New  Delete Previous Next Show Compare Accept Reject
Accessibility ¥ ~ Comment  ~ Comments v @
Proofing Accessibility Insights Language Comments

B BIEC

EE’ W= End
N Reviewing Pane Review

Compare

Spelling: Spell checking. But we must know that it is working from the beginning.

Thesaurus: That is a kind of library.

Check Accessibility: To make sure more about using slide.

Translate: You can translate any text that you don't know in slide.

New Comment: You need to use this if you want to write a comment for some sentence or word.

Example;

v

Hide
Ink v

Ink

Slide Show

e e T ]
New  Delete Previous MNext Show
Comment Comments ¥

Animations
V't

Transitions
b
ax

Translate Language
v

Insert

k

Check
Accessibility ¥

Home Design

0

Search

Accessibility Insights Language Comments

Record  Review  View

E\‘> @( ?Zr:ous

Compare Accept Reject =
.

Help  Shape Format

=

End
v [[IReviewing Pane Review

Compare

£

Hide
Ink v

Ink

Microsoft

o Spell check complete.

Hanov B

e

irthday

er 2023

> None Town

Time —13:30 PM to 15:30 PM

Click to add notes

Siide10f3  English (United States) % Accessibility: Investigate

ZNotes [ comments

File Insert

L

Check
Accessibility v

Slide Show

VRl om
New  Delete Previous Next
Comment  ~

Transitions Animations
(7] Vv
5% At

Translate Language
v

Home

Spelling| Thesaurus

Design

S0

Search

]

Show
Comments v

abc
v

Proofing Accessibility Insights Language Comments

Record  Review  View

Help  Shape Format

B E

Compare Accept Reject

2 Next End
< v [T Reviewing Pane Review
Compare

@

o

Happy

Birthday

30 September 2023

B14, High Street, None Town
Time —13:30 PM to 15:30 PM

Click to add notes

Slide 10f 3 English (Unit

Hide
Ink ~

Thesaurus ~ %

4 Content (adj.)
Content
Contented
Pleased
Glad
Joyful
Cheerful
Blissful
Exultant
Ecstatic
Delighted
Cheery

English (United States) 3
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Choosing a layout

When you create your presentation, first you must dois choosing layout. Microsoft PowerPoint
provides possible layouts. You can quickly and easily switch layouts, try different layouts until you find
the one that best illustrates your message. When you switch layouts, most of your text and other content,

colors, styles, effects, and text formatting are automatically carried over to the new layout.

Office Theme
= Click to add title
Title Slide Title and Content ~ Section Header
* Click to add text
[U53 EUSZ)| | imame Tecg
Two Content Comparison Title Only
marg
Blank Content with Picture with
Caption Caption
Flﬂ Duplicate Selected Slides
El Slides from Outline...
i Reuse Slides...

Insert Chart Insert SmartArt Graphic
Insert Table 3D Models
\\ | [ //
// / \\
Pictures Insert an Icon
Stock Images Insert Video
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Insert Bullet

Select text that you want to insert bullet. Click Home tab and click Bullet icon in Paragraph Group.

== = 3= 1=, lA ¥ \.l: Bullets and Numbering ? %
e = = e AT
Bulleted | Numbered
.
[e]
None .
None o
I .
o
L a e Q - Ve v
Q < Vg v
n g B Q - . g
n | 3
Size: 100 -5 %oftes o
. Color | &1+ je—
re v ustomi
> v
rd v
= Bullets and Numbering...

If you click “Customize...”, you can find more Bullets.

Write down here and find

Symbol ? X
Font: | Webdings < sz
hm@"s@g g || v o | % g8 new bullets.
F_OF |« ~v«pimil mle
oA | | 5|l e e i Ty 24 o i N §
) ©| 9 b ublesl i & [ (v 5=,
Recently used symbols
yieleloo|™s]2|<][2]+|x|oula
:,ni::g::m: Character code 32 from: | Symbol (decimal) v
cance

Insert Numbering

Select text that you want to insert numbering. Click Home tab and click Numbering icon in Paragraph

Group.
1 1 ) Bullets ar‘vd Numbering ?
None 2 2) Bulleted | Mumbered
3. 3) 1. 1) I
None 2. 2) Il
| A. a) 3 3) 1.
1. B. b) A. a) a. i
. C. c) B. b) b. i
C. c) c. i
a. i o 2] %oftext
b i. -
C. iii.

E Bullets and Numbering...

Cancel

Page 7 of 16




Insert Table

You can create your own table layout using the insert table. These
choose how many rows and columns you want.

Home

i

Table

v

Insert Design

Il 4. Screenshot

Photo Album

Pictures

Insert Table

include rows and columns. So you can

You can do it here. But it only contains
10 columns and 8 rows. If you need
more, you can't do it here.

I
COOOO00
CoOOa00d

o o

E Insert Table...

E:{] Draw Table

ﬁ Excel Spreadsheet

ErEE | Here, how many columns and rows do you

take as much as you want.

I | Design your own table by drawing the cell,
can even draw diagonal lines and cells within cells.

After drawing table, you can change design in Table Design Tab.

?

X

Insert Table

Number of columns: lS

4y (4

Number of rows: 2

need? You can

Cancel

row and column borders yourself. You

Change the color behind the selected
text, paragraph or table cell.

Fill the text with a solid color, gradient,

picture or texture.

File Home Insert Design Transitions Animations Slide Show Record Review View \Nﬂ{ Table Design Layout
Header Row [ ] First Column | mm——— ===== ===== |~| & Shading - y A~ > EZ/j (¥
[ Total Row  [] Last Column == el B B B B B v |+ Borders A - 1pt
= = —f= === Quick ————————— Draw Eraser
Banded Rows | | Banded Columns | & Effects ~ Stylesv v | EaPenColorv  Taple
Table Style Options Table Styles WordArt Styles S Draw Borders

Add visual effects to the table, such as a
shadow or reflection.

Turn your work into a work of art.

When you want to split, insert or delete, you have to use Layout Tab.

File Home Insert Design Transitions Animations Slide Show Record Review View Help Table Design Layout 122 She
e - — T Height: B Bring Forward ~ [E5Align~
T B BB B [ e O[Sz [ [ Deoshnn | Do B
) ) Slwidth: 2612 cm [15end Backward ~ L] Group ¥
elect | View Delete Insert Insert Insert Insert Merge Split = ~1E5 Distribute Go E E} Text Cell L2 : - = : )
~  |Gridlines - Above Below Left Right Cells  Cells 653 an . LR Direction ¥ Margins ¥ | [ | Lock Aspect Ratio i Selection Pane ~IRotate ¥
Table Rows & Columns Merge Cell Size Alignment Table Size Arrange
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Insert Chart

Click to add title

* Click to add text

shown below. Enter what you want to describe in

Funnel

] i
Insert Chart;
Insert Chart ? X
z) Recent
oo [lline 0 o et 83 9
If you want to use e Lne Clustered Column
@ P Chart Tide
Insert Chart, you | o :
have to click this. " e , I I I I
[82 XY (Scatter) : I I I I
@ Map Caogon J—
Then the Insert Chart log box appears. Among them, | &
you can choose the one you like or the most suitable for % .-
. . R . @ sunburst
you. After selecting, it will appear along with Excel as | i oo
89 Box 8 Whisker
Ml waterfall
F
'

Combo

Excel.

Chart designs, Shape Style and WordArt Styles can be

changed to your liking.

Category 1 a 2
Category 2 25 4.4 2
Category 3 3.5 1.8 3
Category 4 5)
Chart Title +
6
5 /
: )14
| I
2
1
Category 1 Category 2 Category 3 Category 4
WSeries1 WSeries2 M Series 3
O O 0
File Home Insert Design Transitions Animations Slide Show Record Review View Help Chart Design ~ Format

_ _ : S
Aﬁ;n iﬁg ce b o bt B 1 e bt kbl ok bt bl ot nq Miﬁw/ﬂ %’g@ C!I]g

Element v Layout v | Colors v = Column  Data Datav Data Chart Type

Chart Layouts Chart Styles Data T
File Home Insert Design Transitions Animations Slide Show  Record Review  View Help Chart Design Format ‘ 12 Sh

Chart Area | NN

% Format Selection Oo0o

O Shape Fill v A~ ICT‘ Chering Forward v [BAlign v | 4 .
[12.09em
[Z Shape Outline ~ A A A A= H

L—‘DSEnd Backward v :@Gmup v

c
Change

afc] »
af<]»
al <] »

Alt = S
§F] Resetto Matchsyle | A LT Shape v & Shape Effects v A~ ot | CWSelectionPane  ARotatev | £3292Tcm [
Current Selection Insert Shapes Shape Styles K] WordArt Styles I3 Accessibility Arrange Size [
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Insert SmartArt G

raphic

A SmartArt graphic is a visual representation of your information and ideas. You can create SmartArt
graphics by choosing from among many different layouts to quickly, easily, and effectively communicate

your message.

Choose a SmartArt Graphic

v

i}
&

Process
Cydle
Hierarchy

Relation...
Matrix
Pyramid

Picture

@B PSE R i

Office.co..

Underlying about Text Pane

The text pane is the pane that you can use to enter and edit the text that appears in your SmartArt

graphic. The Text pane appears to the left of your SmartArt graphic.

] O [e]
Type your text here \
N—
! [Text]
® [Text]
* [Text] —
~—
Vertical Curved List X
Use to show a curved list of information. To
add pictures to the accent circle shapes, apply a | | |{ [Text]
picture fill \
Learn more about SmartArt graphics / -~
C O 8

Add Shape
When you select the Sm

artArt graphic on slide, two tabs will appear.

"|'_-| Add Shape v € Promote T Move Up
‘=AddBullet  —> Demote \L Move Down
] Text Pane (—_) Right to Left .%. Layout ¥

Create Graphic

File Home  Insert  Design  Transitions  Animations  SlideShow  Record  Review  View  Help  SmartArt Design  Format ‘ 12 Sha
= E=lo== £ b . . - <-,‘ pr
== | == % ] O | — ?=_ &0
=l|lolls C—F =] A= /Lo < p P p p p v
B \ ’ -i*— = | / = Bl Change 1_ ’- :: ,_ e = Reset Convert
Colors v Graphic v

Layouts SmartArt Styles Reset

Add Shape will help you to get more shape in your Graphic group. In Add shape,
the ones that can be used will be light, and the ones that cannot be used will be
dark. Because it depends on the SmartArt Design that you are using.

=
&, Standard
% Both
E? Left Hanging

IEE Right Hanging

-

Add Shape After

Add Shape Before

il 60 ol O W

Edit Layout of Shape

Select Shape that you want to edit. After that how you want to change. We have
4 Layout design like Standard, Both, Left Hanging and Right Hanging.
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Add a background style to your presentation

Click the slide or slides that you want to add background style. In this Design Tab, you need to be
careful. Right-click the background style that you want, and then do one of the following:

- To apply the background style to the selected slides, click Apply to Selected Slides.
- To apply the background style to allow the slides in your presentation, click Apply to All Slides.

5

File Home  Insert ~ Design  Transitions  Animations  SlideShow  Record  Review  View  Help

N . -

Themes Variants Customize

0 o)
Slide  Format
Size v Background|

al <[>

ale] >

You can also choose background styles in Format Background, too. If you use Solid Fill, you can choose
one color. In Gradient Fill, you can mix colors. Picture or texture Fill, you already know that you can fill

with any picture or texture you like. And we also have Pattern Fill.

Format Background

V)

O &
Slide | Format
Size v | Background

Sormal Be Format Background ~ %

Rl

Solid fill
Gradient fill

Theme Colors

af <[>

Solid fill
® Solid fill I I I I I I‘ *® Gradient fill

Customize

Format Background
)

4 Fill

® Picture or texture fill

Gradient fi Picture or texture fill

Standard Colors Pattern fill

mE EEEEE
More Colors...

ra Eyedropper
Color

Tansparency +——— [

Picture or { Pattern fill

Hide background graphics

Pattern fill Hide background graphics

Picture source

= =

Texture =

Hide backe
o Solid fill S

Gradient fill

Picture or texture fill

Preset gradients

Type

Pattern fill Direction Transparency ——— &3 Texture

Angle + Tile picture as texture

Hide background graphics
Gradient stops

. -
Transparency — Color O~
Position

Transparency —— m

Brightness ~— — =i [E5F3 -

Offset X

Offset Y

Scale X

Scale Y

Alignment Top left
Mirror type

with ith

Rotat ape
Apply to All Reset Background

Ro 1ape
Apply to All Reset Background

Apply to All Reset Background

Apply to All Reset Background
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Transitions and Animations

Slide transitions are the animation-like effects that occur in Slide Show view when you move from one

slide to the next. You can control the speed of each slide transition effect, and you can also add sound.

File Home Insert Design  Transitions  Animations  Slide Show  Record  Review  View  Help
& <)) Sound: Advance Slide
L4 (=) 4 &3 (= ) [ ]
P D |:| El 'J Iml (O Duration: On Mouse Click
(T None Morph Fade Push Wipe Split Reveal Cut Random Bars Effect =
Options » | (& Apply To Al [ After:
Preview Transition to This Slide '\ \ Timing
Subtle
LN = =
None Morph Fade Push Wipe Split Reveal Cut Random Bars
© €& B £ Every Transition can
Shape Uncover Cover Flash
= change effect here.
Exciting
a = M W~ & ¥
Fall Over Drape Curtains Wind Prestige Fracture Crush Peel Off Page Curl
L] [ "] 23]
Airplane Origami Dissolve Checkerboa.. Blinds Clock Ripple Honeycomb Glitter H ere I YOU Wi ” See a bOUt
O = -
Vortex Shred Switch Flip Gallery Cube Doors Box Comb Tlmlng. If y0U Wa nt tO
input time or sound, you
Zoom Random
: ’
oymamic Content can doit. It’s depended

I
[al

e B =

Pan Ferris Wheel ~ Conveyor Rotate Window Orbit Fly Through

Using Custom Animation

You need to select the text that you want to add custom animation.

File Home Insert Design Transitions  Animations  SlideShow  Record Review  View Help Shape Format
Y/i\lg Q N f / k f ﬁ ~ i/\—, i\—]: f|= Animation Pane D Start: |:| Reorder Animation|
N N dh 7 ? ) Effect Add ;?/2 Trigger v @Duration: - Move Earlier
Preview None Appear Fade Fly In Float In Split Wipe u —
v Options ¥ | Animation ¥ iAiAnimation Painter @ Delay: -~ Move Later
Preview Animation [ Advanced Animation Timing
None
None
Entrance
N
¥ & K K oyt ow  0*
Appear Fade Fly In Float In Split Wipe Shape
A v
G S S ¢ y
Wheel Random Bars  Grow & Turn Zoom Swivel Bounce
Emphasis
Az Yed
Ok ¥ K oK Kk K
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate Darken
lighten  Transparency Object Color Complemen... Line Color Fil Color ~ Brush Color
N
o 3K K 9
Font Color Underline Bold Flash Bold Reveal Wave

We have four different Effects. They are

X More Entrance Effects...
3 More Emphasis Effects... . .
2 MoreEg .. — | Entrance Effects, Emphasis Effects, Exit Effects,
7’:\’ More Motion Paths...

. and Motion Paths Effects.
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Insert Slide Header and Footer

After preparing the slide, if you want to input the Header and Footer, you can use it. The content of the
header and footer repeats at the top and bottom of each printed page. This is useful for showcasing info,

such as file name, date and time. Apply for one page or Apply to All for all pages.

Header and Footer

Slide Notes and Handouts
Include on slide
(] pste and time
Update automatically
12/28/2023
Language:
English (United States)
Fixed
12/28/2023
D Slide number

D Footer

I:‘ Don't show on title slide

v

Calendar type:

Gregorian

Preview

..........

Apply to All Cancel

Notes and Handouts will help you when printing your all slides. It’s included Date and time, Page number,

Header and Footer.

Header and Footer
slide Notes and Handouts

Include on page

@ Update automatically
12/28/2023

Language:

O Fixed
12/28/2023
Page number

D Header

D Footer

English (United States)

Calendar type:

v | |Gregorian

Preview

Apply to All Cancel
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View Tab

File Home Insert Design Transitions Animations Slide Show Record Review View Help
[ =l ] Ruler —
e B8 (2] B O | M=
["] Gridlines EGmys:alE
Outline Slide Notes Reading Slide Handout Notes Note: Zoom Fitto New
View Sorter Page View Master Master Master | || Guides Window EBIackand White
Presentation Views Master Views Show ~ Zoom Color/Grayscale

=

'li'j B Arange Al

Cascade

Window F Move Split

Window

==

-

Switch
Windows v

Macros

Normal

4 Untitled Section

FTATC
Compter Training A cadenny

N =

2l Microsoft Office 2016 Course
»Microsoft Word
icrosoft Excel
»Microsoft PowerPoint

3 Assignments will be included.

4 Multiple Choice
« For Word 30 Questions
* For Excel 28 Questions
* For PowerPoint 30 Questions

5[l Office Application Course
o
|

Slide Sorter

4 Untitled Section

ETATC
Computer Training Academy

= For Word 30 Questions

* For Excel 28 Questions

* For PowerPoint 30 Questions

FTATC

Microsoft Office 2016 Course
6, January, 2024
First batch

FTATC

Microsoft Office 2016 Course
6, January, 2024
First batch

\

Click to add notes
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Notes Page

ETATC
Computer Training Academy

w

You can write notes here!

Reading View

#* PowerPoint Slide Show - [Happy Birthday.pptx] - PowerPoint

FTAT.C
Computer Training Academy

Microsoft Office 2016 Course
6, January, 2024
First batch
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Simple Exercises

FTAT.C
Computer Training Academy

Microsoft

¥ Microsoft Word

Of:ﬁce 2016 #Microsoft Excel

Course

Micsoft Office 2016 Course
&, January, 2024
First bateit

Multiple Choice
* For Word 30 Questions S =
e 3 &
’ Q@ [z °
'Fm'Exrd:B{lgﬂi]oﬂs ~ @ I~
&9 & <
E I « For PowerPoint 30 Questions s f:;?

Office App]ication Course

A 10 Marksh
\

-

30 Marks\!
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