PowerPoint basic skills
Reorganise slides
You are going to use PowerPoint XP to reorganise a presentation. Please follow these instructions in the order presented and ask if you need help or advice.

Open your presentation
· download the presentation Reorganise these slides and save it to your PC’s hard disk
· open it using PowerPoint
· Note there are nine slides and move to the second slide ‘Reorganise these bullets’
Click and Drag to reorganise bullet points

· Click on item three’s bullet and drag downwards to just below the word ‘item’ in bullet item four, then release. The cursor changes to a four-way arrow when you click on the bullet and you should see a line indicating where the item will be dragged to.
· Note that all of item three, including its two sub-items (alpha and beta) move to the new location.
· Practice dragging bullet points until you are confident in your technique.

Click and Drag to reorganise slides

· Select Slide Sorter from the View menu and note the numbered slides.

· Click and drag to move slide 7 in between slide 1 and slide 2, then release. You should see a line indicating where the slide will be dragged to.

· Practice dragging slides until you are confident in your technique.

Hiding slides

· Right-click on slide 7 and choose Hide Slide from the context menu. Note that a ‘hidden’ icon shows that this slide is hidden in Slide Sorter view.
· You can use this to quickly adapt presentations for a specific use without needing lots of different versions.

· Note that there is a Print Hidden Slides check-box on the Print dialogue box, so make sure it is not checked to avoid including the slides you have hidden in your printed handouts.

Speaker Notes

You can easily add speaker notes to your PowerPoint slides. You can print these and use them to support your presentation, or read them on-screen if you are using a laptop computer and a data projector. It is not recommended that you literally read your notes like a scripted speech. You can use them for key facts, figures, names, dates or quotes that you want to include. Alternatively they might include supplemental material, references and web-links for students to follow up after the presentation.
Modify the Notes Master Slide

The default text size for notes is usually 12 points which is too small to easily read on screen or paper when delivering a lecture, but you can easily set the default font style and size you need.

· Select Master > Notes Master from the View menu
· Triple-click to select all of the text levels in the Notes Body Area below the slide

· Select the font and size you need from the toolbar – e.g. Arial 18 point
· Select Normal from the View menu to return to normal edit mode

Adding notes to a slide

· Select Notes Page from the View menu

· Type or copy-and-paste your text into the area beneath the slide
· Select Normal from the View menu to return to normal edit mode

· You can print your notes by selecting the appropriate option on the Print dialogue box:
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Printing slide handouts

If you want to provide paper copies of the slides before or after your presentation, simply choose the appropriate option on the Print dialogue box:

· Select Handouts from the Print what: drop-down menu (see above)

· Choose how many slides per page you want to print. Three is a good choice since it leaves space along-side each slide for the student to write their own notes.
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Include a hyperlink in a presentation
You can include links to resources on the web so that you can easily access them during a presentation. The easiest way to do this is to display the page you want to link to in your Web browser and then select that page from the ‘browsed pages’ in PowerPoint’s Insert Hyperlink dialogue. You can also easily create links to any of your Favorites (bookmarks).
· Add a new slide at the end of the example file ‘Reorganise these slides’
· Type the title Web links and add three bullet points: Google, Venus and Research paper
The first step is to visit the web pages you want to make links to:
· Use the Windows Start menu to open Internet Explorer and access Google www.google.com
· Search for ‘9 planets venus’ and click Google’s I’m Feeling Lucky search button

· Briefly look at the web page about Venus and then use the Back button to return to Google
· Click the link Scholar just below the Google logo to search Google Scholar
· Type in a search term(s) related to your own discipline and click the Search button
· Click on one of the links to see a research paper
The second step is to make links to those pages
· Switch back to PowerPoint
· Select the text ‘Google’ and click on the Link icon on the toolbar – or select Insert > Hyperlink
· On the Insert Hyperlink dialogue, choose:
Link to: Existing File or Web Page
Place: Browsed Pages: Google
· Select Google from the list of browsed pages, as shown below. Note that this method only works with Internet Explorer, not with other Web browsers such as Netscape, Firefox or Opera.
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· Click OK to complete the link
· Select the text ‘Venus’ and repeat the procedure to make a link to Venus in the list above

· Finally, select the text ‘Research paper’ and make a link to the matching URL (link address)

Adding images

It is easy to add digital images and clip-art to your presentation. Images must be JPEG, GIF or BMP format.
Locating images for educational use

· Open Internet Explorer and access the Resource Discovery Network www.rdn.ac.uk 

· Click the link that supports your discipline (e.g. artifact for Arts & Creative Industries)

· Search for ‘image archive’ and follow one of the links found to view an educational image that you have permission to download and use
Note: you should not copy images from the Internet to your presentations unless you are certain that they are free for educational use. You should normally include a reference to each image’s source URL, just as if you were citing a research paper.

· To copy the image, right-click on it and select Copy
· Switch back to PowerPoint, view the slide where the image will be used and select Paste
· You may need to re-size the image – click to select the image and then click-and-drag one of its corner selection handles to adjust the size. Avoid using the side handles as you will distort the image.
· If you enlarge a small image, it may appear quite fuzzy when projected. If you need to make a large image much smaller, you should compress it to avoid making your PowerPoint file too large. Right-click on the image and choose Format Picture. Click on the Picture tab and then on the Compress button. Click OK and the Apply. The image will be compressed to its new size

Adding Clip Art.

Microsoft have made a huge amount of clip-art freely available online for you to download and use.

· View the slide you want to add clip-art to

· Select Picture > Clip Art from the Insert menu

· The Clip Art task pane appears on the right of the screen. Type in your search term and click the Go button.

· Scroll through the clip art found – when you see one you want to use, simply click-drag it on to the slide. You can easily re-size it using its selection handles.
