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Introduction to PowerPoint

PowerPoint is a presentation graphics program that sj@u to create professiodabking

presentations, incorporating text, graphs, clipart, drawing objects, sound and video. A PowerPoint
presentation is also known aslaleshow It gives you the flexibility to make presentaticarsl

display thenusing aprojection device attached to a computer.

Starting PowerPoint

To start PowerPoint, click on the Start Button, then point to Programs, and then click Microsoft Office
PowerPoint 200Mote The procedure for opening PowerPoint may vary depending on the setup of

thecomputeryou are using

Working With Sides
Creating the Title Slide

The first slide of a presentation is called Thiée Slide. Its purpose is to introduce the presentation to
the audiencéWWhen you open PowerPoint 2007, the title slide is immediately visiblesaieady set

up with two text boxes; place holders thetitle and subtitle. Entering text in slides is a little different
from typing text in Microsoft Word (actuglit's more like entering text in Publisher). All text on your
slides must be contained withirtext box. Thetext boxesan be created anywhere on your slide and

can be moved, resi zed, filled wi

t h

col

or s, and

Noticein Figure 1the slide has two placeholdera title placeholder and a stile placeholderThis

opening screen of PowerPoint 200Taterred to adlormal View.

]@ H ) (L} ¥ Presentationl - Microsoft PowerPoint
a
- Home Insert Design Animations Slide Show Review View Add-Ins
/e"l | Layout ~ S| = = 2 Shape Fill
Tabs — j & ~ | A A |’5’L| =t e | sl v
1T £ [55) Reset == ‘ LZ Shape Outline

(B2 U e & &-aa|[A-[E=

Paste New
¥ J || Slide~ & Delete
Slides

Shapes Arrange Quick
v od Styles
Font

Clipboard ™ Drawing

Shape Effects

34 Find

25 Replace ~

g Select ~

Editing

©
\%—-l— Ribbon
i

Slides (Qutine x| L J
15" S Y
Slide and Group
Outline
tabs
Text
placeholders
Click to add title
Click to add subtitle
Speaker's
Notesarea
Click to add notes
Zoom
Slide1of1 | "Office Theme® [EEErC Controls
Figure 1: The opening screen of PowerPoint 2007 with initial title slide placeholder.
St. Josephds College 1
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Adding Text to a Slide
1) Left dick once inside the title placehold@ext boX and entethe presentation titld he text
you typewill replace the place holder text (e.g., "Click to add title") withintthe box
2) To deselectthe text box|eft click outside of the box when you are finished.
3) Left dick once inside thsubtitle placeholder and type a possible sulitle. For example

Presented by (Pressthe Enter key)
(Your Name) (Pressthe Enter key)
St. Josephod6s Coll ege

Editing Text and Spell Check

There are two keys you can use to remove &xtkspaceand Delete Backspacewill remove text by
erasing any text to theft of the flashing cursoiVhereas, sing theDeletekey will erase any text to
theright of the flashing cursor. Pressiay RL+Backspacg¢or CTRL+Deletg will delete entire words.

If you notice a red squiggly line under a word, you can right click the word to view a list of possible
spelling corrections. Simply left click on the correcthelled word or manually edit the misspelling.
Additionally, you can run a complete spell check of the entire presentation at any time by pressing the
F7 key on your keyboard or by cliolg the Spelling option found on th&eviewtab of the Ribbon.

The Spellingdialog box appears and you can use the options presentedSugpestionsist areaand

the buttons on the right side of the oxcorrect the wordseeFigure 2).

Introduction to PowerPoint
o)
o e e B L e s .'
| Preented by |
|
Mot in Dictionary: |Preented :
Change to: IPresented | Ignore | Ignore All l :
Suggestions: Presented a 1
Prevented :l Change I Change All | B
Preened
Printed L‘ Add I Suggest I
Options... I AutoCorrect I Close l

Figure 2: The Spelling dialog box presents many correction options.

Inserting New Slides and Working with Layouts

You can usenultiple slidelayouts to arrange objects and text on a slide. Layouts contain placeholders,
which in turn hold text, such as titles and bulleted lists, and slide content such as SmartArt graphics,
tables, charts, pictures, shapes, diphd. Layouts themselves just define positioning and formatting

for content that will appedateron a slide.

St. Josephdés Coll ege 2
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Microsoft Office PowerPoint 2007 includes nine standard layouts. Each is explakigdra3 and

the tablebelow.

Home Insert Design Animations Slide Show

5= Layout ~ o7

ER | E Reset
L || New
Slide ~ | % Delete

Title Slide

Slide Layout Description

Used at the start of your presentation, or to divide
sections of your presentation.

rd ™= Office Theme

N Outl

Introduction|

o “
Two Content Comparison Title Only
Blank Content with Picture with
Caption Caption

=] Duplicate Selected Slides
GZ] Slides from Outline...

Title and Content

The default slide layout and the most commonly
used slide layout.

Section Header

Use this sliddype to separate different sections o
the same presentation, rather than use an additic
Title slide. It can also be used as an alternate to
Title slide layout.

Two Content

Use this slide layout if you wish to show text in
addition to a graphic coent type.

Comparison

Similar to the Two Content slide layout, but this
slide type also includes a heading text box over
each type of content. Use this type of slide layou
compare two types of the same content tyjoe
exampletwo different charts

Title Only

Use this slide layout if you want to place only a ti'
on the page, rather than a title and subtitle. You ¢
then insert other types of objects such as clip art,
WordArt, pictures or charts if desired.

=] Reuse Slides...

Figure 3: The nine pre-built slide layouts
available when creating a presentation.

Blank

A blank slide layout is often edl when a picture or
other graphic object that needs no further
information will be inserted to cover the whole
slide.

Content with

Content (most often a graphic object such as ac

Caption or picture) will be placed on the right side of the
slide. Theleft side allows for a title and text to
describe the object.

Picture with Picture with Caption The upper part of the slide is

Caption used to place a picture. Under fietureyou can

add a title and descriptive text if desired.

You have several options for inserting new slides into your presentation:
¢ Inthe Slides talbn the left side of thBlormalworking aregseeFigure 1), right click the slide
after which you want a new slide insert@then, selediew Slide i OR1
¢ On theHome tabin theSlides groupclick theNew Slideoption. If this is the second slide in
the presentation, immediately after the title slide, PowerPoint automatically ugedetaand

Content layout. Otherwisethe new slide's layout and theme will be the same as the preceding

slide.iT OR1

e On theHome tahin theSlides groupclick the arrow next tblew Slideand click a slide

layout

Slides such as thBtle and Contenlayout contain both a text box for a bulleted list and a content
placeholder. Add text into the text box tovdbp a bullet list (press the Enter key to add items to the

list).

St. Josephods
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When you choose a slide layout that includesraent placeholder, you

can pick from one of six objects: a table, chart, SmartArt graphic, picture
from file, ClipArt image or a media agt. Click the appropriate choice
from within the placeholder areaq shown irFigure 4) to build the

content item Directions for inserting and formatting each of these contgnt
items can be found later in tmsanual.

Figure 4: The content placeholder

. . . as shown in a slide layout.
Inserting Links to Web Sites

Links to websitescan beset upfrom eithertext orobjects When clicked, these linksill opena web
browserto display aspecific website

To change existing text into a clickable link:
1) Display the slide on which you want to create a.link
2) Select the text, image, or shape which wilchekable aghe link.
3) From thelnserttab, in theLinksgroup, clickHyperlink (or usethe keyboard shortcut
CTRL+K). Thelnsert Hyperlinkdialog box appears.
4) In theAddresdield, type the complete UR({web siteaddress)You do not need to enter the
prefix (http://).

Address: lhttp:ﬁwww.sjcny.edul L]

OK I Cancel

Figure 5: Enter the web site address in the field at the bottom of the /nsert Hyperlink
dialog box.

5) Click the OK button and then click away from the linked object. The link will be clickable
when you view the presentation in Slide Show mode.

To draw a new text box with a text link inside:

1) Displaythe slide on which you want tiraw the new text box armteatethelink.

2) From thelnserttab, in theTextgroup, clickText Box.

3) Move your mouse cursor into positiononthesiide er e you6d | i ke the ne
Hold down the left mouse button and drag across and down to create the shape. Release the
mouse button when the shape is sized appropriately.

4) Enter the text you want to be clickable inside the text Bok exanple, you might type in
"Click here to visit the sité.

5) Select the text which will be the link.

6) From thelnserttab, in theLinksgroup, clickHyperlink (or use the keyboard shortcut
CTRL+K). Thelnsert Hyperlinkdialog box appears.

7) IntheAddresdield, type the complete UR{website addressY.ou do not need to enter the
prefix (http://).

8) Click the OK button and then click away from the linked object. The link will be clickable
when you view the presentation in Slide Show mode.

St. Josephdés Coll ege 4
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If you would like toeditor removea link, right click the linked tex{image or shapeand choos&dit
Hyperlink... Edit the URL as needdd the Addresdield or click theRemove Linkutton. Thenclick
the OK button.

Deleting Slides
There areawo easy way$o delete a slid from a presentation while in Normal or .
Slide Sorter viewsee the related section later in this manual for information o] || — %"
working with slide views o EgReset
e Right click the slideéhumbnail and chood®elete Slidefrom the context | *'%¢” :J_‘?e"’“e
menu that appears.OR T Slides
¢ View the slide and therlick the Deleteoption in theSlidesgroup axthe  Figure 6: The Siides

Hometab (seeFigure 6). gmg ;?bt;oen Home tab

Rearranging Slides

While workingin Normal view(seeFigure 1), you can easily change the order of your slides by

dragging the thumbnaiin the Slide tab.As you drag the slidep a down a solid line appears

between slides as an indication of the new slide location. Release the left mouse button when the slide
is positioned where you want it to appear in the presentation.

Saving Presentations
To save your presentation, follow tleesteps:

[ On
1) Click theMicrosoft Office Button “~* in the upper left corner of the program.
2) Click theSave Asoption in the Office Button menu.
3) In theSaveastypefield, choose a file format from the drop dolst (seeFigure 7).
a. If you are planning on working with and viewing the presentation using a computer
with PowerPoint 2007, choose tRewerPoint Presentation (*.pptx) format
b. If you are planning onending the presentation to someone who does not have
PowerPoin2007, or viewing it on a computer thddes not have PowerPoint 2007,
choose th@?owerPoint 972003 Presentation (*.ppt) format
c. If you want to send a needitable version of the presentation to somecae-mail,
choose théDF (*.pdf) format.

File name: IIntroduction to PowerPoint.pptx

L]

| |»]«

Save as tYPe! |pawerPaint Presentation (*.pptx)
80 F D
PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPoint 97-2003 Presentation {*.ppt)
PDF (*.pdf)

¥PS Document (*,xps) i
PowerPoint Template (*.potx) ¥

Figure 7: The Save as type options available in PowerPoint 2007.

4) In theFile namefield, enter a detailed file name (do not use any characters other than letters,
numbersa hyphenor an underscoje

5) Browse to a location to store the presentation using the options foundSavbeaTield at the
top.

6) Click the OK button when finished.

St. Josephdés Coll ege 5
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Formatting Sides

PowerPoint offers many options for changing the appea@rsiele text and layouts. This section
will illustrate how to change the appearance of font faeas alignmentsline spacingandslide
layouts.Directionsare also included in this sectifor adding headers and footers to slides.

Formatting Slide Text

You can changeextsize, style, color, and other optiomsing the tool$oundon the Ribbonthe

options in the Font dialog box, via keyboard shortcuts

1) Select the text you want to charged use one of the methods listed below to change the font
formatting:
a. Ribbon option: From theHometab, use the options in tif@ntgroup to format text

(seeFigure 8). As you hover the mouse arrow over a font face, sizeolor you will
see a preview of the change on the slide.

Calibri (Headings ~ 44 ~ | A° A" |2
Dialog box launcher

BzgabesgvAav;\_'-/

Font "

Figure 8: The Fontgroup found on the Hometab.

b. Font dialog box option: Click the dialog box launcher in the lower right corner of the
Fontgroupfoundon theHometab.Browse through the many font formatting options
available in this dialog bogseeFigure 9). Adjust the settings for theifitfaces using
the options in th&ontdialog boxand dick the OK buttorwhen finished.

Font 2| |

FOD..tl Character Spacing |

Latin text font: Font style: Size:
| +Heading | |Regular | e =
All text
Font color 2 v |gnderline stylel (none) vl Underine color v |
Effects
[~ strikethrough [~ Small Caps
™ Double Strikethrough [~ allCaps
™ Superscript Offset: ]o% E‘ [T Equalize Character Height
[ Subscript

OK I Cancel |

Figure 9: The options available in the Font dialog box.

c. Keyboard shortcut option: Use basic keyboard shortcuts for common formatting
choices: CTRL+B (Bold), CTRL+I (Italics), CTRL+U (Underline), CTRL+SHIFT+>
(increase font size), or CTRL+SHIFT+< (decrease font size).

St. Josephdés Coll ege 6
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Changing Text Alignment

To align text horizontally within a text box, click once inside it and choose an option from the
Paragraphgroup on theHometab. Options includeAlign Left, Center Align Right or Justify If you
need to align more than one line of text, simply highlighie@glall lines of text and pick an alignment
option from theParagraphgroup.

“A = The vertical alignment
i= - == EE|iE- P | _—  buton
The horizontal alignment :J-
buttons — || = = = =E||EE-|
o=t el | Tt | s - 1 b Dialog box launcher
Paragraph

Figure 10: The Paragraphgroup found on Hometab.

To align text vertically within a text box, click once inside it and choose an option frofigimeT ext
button found in th&aragraphgroup on theHometab. Options include sliding text to the top of a text
box, positioning it in the middle or towards the bottom. Yimayneed to make a text box larger than
the amount of text inside it in order to see this adjustni@rections for resizing text boxesrcae
found later in this manual.

Changing the Line Spacing
To adjust the amount of spacing between lines of text, follow these steps:
1) In your presentatiorselectthe paragraph of textr the entire bullet lisbn a slide for which
you want to change the line spacing.
2) On theHometab,in theParagraphgroup,click theLine Spacingoption
3) Click one of the preset amounts, or click thee Spacing Optionshoice.
a. Underthe Spacingarea do the following:
i. To specify an exact amount of space to be inserted before or after each paragraph
of text, enter the measurements you want irBire andAfter boxes.Click the
OK button when finished.
ii. To change the amount of automatic spacing between lines of @x@ragraph,
underLine Spacing select the option you war@lick the OK button when
finished.

~ Spacing

Before: 16 pt 3‘ Line Spacing: W At ll.S 5‘
After: IO pt E‘

Figure 11: The line spacing options.

Changing the Slide Layout

Slide layouts can quicklige change with justa few clicks.Suppose you initially decided on a layout

that includes a title placeholder and a content item. After adding text and the content item (for
example, an image), you decide you want a second content item (another image). You can change the
layout so i refleds your new needdn theHometab, in theSlidesgroup, clickLayout and then click

the new layout (for example, Two Content)

St. Josephdés Coll ege 7
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Adding Headers and Footers
Elements that appear on each slide are referredheaaters and footer®owerPoint gives you the
ahlity to add slide numbers, a date and time stamp, and other text to your slideseaswith just a

few mouse clicks.

1) Move tothe 2%slidein your presentatioand clickHeader and Footerfrom theTextgroup on
thelnserttab. The Header and Footeiatbg box appearséeFigure 12).

2) Click theSlidetab and in théate and timesection, either use th&pdate automaticallydate
format or use dFixed" date style (enter in the actual date you want to use there).

3) Check he boxes to include a slide number and additional footer text such as youclzsse,
office, or presentation topic.

4)

Check the box at the bottom to display the footer information on all but the title slide.

5) Click theApply to All button to add the footer to all slidestheApply button to add the new

footer information to just the slide you are working on

Header and Footer

Check here to add a date to tr

slide footer. Then choose a = dlide |Nutes and Handouts |

qlat.e format in the pull do Include on slide
listing.

[ Date and time
{* Update automatically

Check here to add a fixed date Language: Calendar bype:
that does not update Endli
; glish {1J.5.) | |Western -
automatically. — I J I J
" Figed

Check to add a slide number
to each slide or additional™———
footer text that will appear on
each slide.

Slid b
~‘l_ ide oumber

v Fooker

ISt. Joseph's College

Apply ko Al

Apply

Cancel |

Prewiew

2%

Click to apply your footer
N\ options to eithethe slide
you are working on or to all
slides in your presentation.

Watch the preview area
change as you check and
uncheck each footer option.

[ Don't show on title slide

Figure 12: The Header and Footer dialog box.

St. Josephods
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Working with Side Themes

A themeis a quick and easy way to give a professional and modern look to anRentieePoint 2007
presentationA presentatiortheme is a set of formatting choices that incalset of colorsa set of
fonts(including heading and body text fontggrying object positioningand a set of effects
(including lines and fill effects)Jsing a presentation thenesuesthat all elements in your
presentation complement one another.

Everypresentatiorthat you create using PowerPoint 2007 has a theme ind§ideven blank, new
presentationsThe default theme ©ffice Theme with a white background and dark, subtle colors.
When you apply a new theme, Office Theme is replaced by a new look, such as the dark background
and bright colors of the Metrmr Modulethemes.

Applying a New Presentation Theme
On theDesigntab, in theThemegroup, click thepresentationheme that you wartb use or click

More 7 to seea gallery ofall availablepresentatin themegseeFigure 13). If you click theMore
button, you can choodke presentatiotheme that you want to uf®@m theBuilt-In areaIn
PowerPoint, you can applypresentatiotheme to all slidesr to seleatd slides only. Rightlick the
presentationhemefrom the gallery choiceand then click the option that you want.
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Figure 13: The Themesgroup found on the Designtab. Scroll the Theme list or Change the theme

click the More button. options here.
Modifying a Presentation Theme
To customize @resentationheme,changehe colors, fonts, or the line and fill effects that are used.
Changesnadeto one or more of these theme components immediately affect the styles applied in the
activepresentationPowerPoint 2007 allows you to mix and matchntie colors, fontsand effects so
you can use fonts from one theme and colors from another.

The colors in th&heme Colorsbutton(foundin the Themegroupon theDesigntab)
represent the current text and background colors. The set of colors that you see next @
Theme Colormiame after you click theheme Colordutton represent the accent and

hyperlink colors for that theme. When you change any of these colors to aeatew set of theme
colors, the colors that are shown in fifeeme Colordutton and next to thEheme Colorsrame will
change accordingly.

Theme fonts contain a heading font and a body text font. When you clické&mee Fonts
button(foundin the Themesgroupon theDesigntab), you can see the name of the headinga]ronts -
font and body text font that is used for each theme font beloWwiteme Fontsiame. You
can change both of these fonts to create your own set of theme fonts.
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Theme effects are setslofes and fill effects. When you click tHéheme Effectsbutton —
(foundin theThemegroupon theDesigntab), you can see the lines and fill effects that a
used for each set of theme effects in the graphic that is displayed withahee Effecthiame.The
effect settings are applied to shapes you draw and SmartArt graphics youAltkategh you cannot
create your own set of theme effects, you can choose the one that you want to uspnesgoiation
theme.

Inserting Tables

Entering text into a table makes it easy for you to align text, insert new data or display columns and
rows of information tadhe audienceAfter you add the table to your presentation, you can use the table
features in PowerPoint 2007 to quickly changettible style or add an effeGhere are two ways to

add a table to a slide: "manually” add the table using an option found in the Ribbon or insert a new
slide that uses a layout containing a table content placeholder. Both methods are listed below.

To "manually" add the table using an option on the Ribbon, follow Ufs/ i:o:e —
these steps: = ‘ —

1) Move to the slide you want to add a tableltmecessary, insert a j =] jﬂ B% 4

new blank slide or one with a title only. [Tabte | | Picture Clip  Photo Sha

2) On thelnserttab, in theTablesgroup, clickTable (seeFigure 14). | Ir:sertTabIe e

3) Do one of the following: .

e Move the pointer to select the number of rows and columns tH[l‘ %%%%%%%%E

you want and then click. OR OOOO0OOOOoOoOd|

e Click Insert Tableé , then enter a number in theimber of LICIC] 'R‘- I |

columnsandNumber of rows lists. E%%E%E%E}

4) To add text to the table cells, clicka cell andype in thetext. OoOoonoonnl

Click outside the tablefter you entethetext ooonoooooon.

‘ 3] | InsertTable... ]

. . .. Figure 14: The Insert Table
To insert a new slide that uses a layout containing a table content option on the /nsert tab.

placeholder, follow these steps:
1) Move to the location in your presentation where you want to add the new slide.

2) On theHome tabin theSlides groupclick the arrow next tdlew Slideand then click a slide

layoutthat contains the content placehold&eethe related section on

pages 24).
3) Click the iconfor the table placeholdéseeFigure 15).
4) Choose the appropriate number of columns and rows imseet Table (Insert Table]
dialog box.
5) Click the OK button. Figure 15: The table
6) To add text to the table cells, clicka cell and thetype in thetext. content placeholder.

Click outgde the tablefter you entethetext.

G
v TIP: Use thelabkeyor the arrow keys on your keyboaalquickly move around the table and entfr
data.

St. Josephdés Coll ege 10
Last Revised August 2007



Microsoft Office PowerPoint 2007

Modifying the Table Design (Quick Styles)
You can change the font used for text inside a table by simply selecting (highlighting) the text you
want to change anchoosng the options on thelometab, in heFontgroup

A quick way of formatting the appearance of an entire table is to tasdestyle (orQuick Style). A
Quick Styleis a combination of different formatting options, including color combinatiooier
settingsand fontghat are derived from the theme colors. Any table that you add has a table style
applied to it automaticallylo change the tabl®uick Style, follow these steps:

1) Click in the tablevhereyou want to apply a new or different table style.
2) UnderTable Toolson theDesigntab, in theTable Stylegroup, click the table style that you

want(seeFigure 16). To see more table styles, click tere ™ button. When you place your
pointer over a Quick Style thumbnail, you can aébve preview" ofhow the Quick Stylavill

alter the appearance thfetable.
Change table style colors,
borders, and effects here.

Oa .‘z‘ L Bl U] ¥ Introduction to PowerPoint.pptx - Microsoft PowerPoint Table Tools -2
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Figure 16: Many table formatting tools are available on the Designtab when you click in a table.

3) To remove a table style, undEable Toolson theDesigntab, in theTable Stylesgroup, click

theMore '™ button and then clickitherClear Table at the bottom or thBlo Style, No Grid
choice

You can apply a table style to specific partshaftable by selecting options in ti@ble Style Options
group.This includes the following options:
e To emphasize the first row of the table, selectthader Rowcheck box.
To emphasize the last row it table, select thEotal Row check box.
To have alternating striped rows, selectBaeded Rowscheck box.
To emphasize the first column of the table, selecEtrst Column check box.
To emphasize the last column of the table, seledtakeColumn check box.
To have alternating striped columns, selectBaaded Column check box.

You can change the cell or table shading, bomleeffects using the options found in the three buttons
just to the right of the table Quick Styles [iseeFigure 16). Choose the area of the table you want to
modify before changing the optio@lick inside one cell, select a group of cefislect a columnro

row, or select the entire table using ®electoption found on théayouttab undeableTools

TIP: To change to a color that is not in the theme colors, Mimte Fill Colorsand then either click
the color that you want on the Standard tab, ieryaur own color on the Custom tab. Custom colors
and colors on the Standard tab are not updated if you later change the document theme.
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Modifying the Table Layout

Using the options found in theayouttab undefableTools you can adjust the numberrofvs and
columns, merge or split cells, adjust text alignment in the cells, change the overall table size, and
arrangehe table on the slide.

L'ﬁrv ‘A - 5 Introduction to PowerPoint.pptx - Microsoft PowerPoint Table Tools - X
o -
—/ Home Insert Design Animations Slide Show Review View Add-Ins Design Layout o)
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Figure 17: Many table layout options are available on the Desjgntab when you click in a table.

To add a row to a table

1) Click a table cell in the row above or below where you want th| | %' B e

HH Insert Left
new row to appear. Delete | Insert

2) UnderTable Toolson theLayouttab, in theRows & Columns - Above EHF Insert Right
group,choose one of the options based on the following: Rows & Columns
e To add a row above thativerow, click Insert Above. Figure 18: The Rows & Columns
e To add a row below thactiverow, click Insert Below. group found in the Layout tab

3) To add a row at the end of a table, click ldmt cell of the last rowunder 7able Tools
and presshe TAB on the kgboard

To add a column to a table
1) Click a table cell in the column to the left or the right of where you want the new column to
appear.
2) UnderTable Toolson theLayouttab, in theRows & Columngroup, choose one of the options
based on the following:

e To add a column to the left of the selected column, d¢fiskrt Left. 7 OR1
e To add a column to the right of the selected column, ttiskrt Right.

To merge table cells ﬁ D:_Ii

1) Select the table celthat you want to combine. It is not possible to select

. . Merge Split
multiple, noncontiguous cells. Cells  Cells
2) UnderTable Toolson theLayouttab, in theMergegroup, clickMerge Merge
Cells. Figure 19: The Merge
group found in the
To split table cells Layout tab under

i . Table Tool
1) Click the table cell that you want to split. e 100

2) UnderTable Toolson theLayouttab, in theMergegroup, clickSplit Cells and then do one or
moreof the following:
e To divide a cell vertically, in thBlumber of columnisox, erter the number of new cells
that you wanti OR'
e To divide a cell horizontally, in thdumber of row$ox, enter the number of new cells
that you wanti OR'
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e To divide a cell both horizontally and vertically, in thember of columniox, enter
the numier of new columns that you want and then inNloenber of row$ox, enter
the number of new rows that you want.

To delete a column or row
1) Click a table cell in the column or row that you want to delete.
2) UnderTable Toolson theLayouttab, in theRows& Columnsgroup, click the arrow under
Delete
3) Do one of the following:
e To delete a column, clickelete Columnsi ORT
e To delete a row, clicbelete Rows

To delete the contents of a table cell
1) Select the cell contents that you want to delete
2) PresstheDeletekey on the keyboard.

Move or Resize a Table or Cells
After you insert a table into a slide, you may find that you need to move it to a new laratitange
the size of the tablédditionally, you can easily adjust the row heights and colunciths.

1 :

To move a table to a new location on a slide | North
1) Click anywhere irthe table that you want to move. . 2005 1000

2) Rest the pointer on the outer most border of the table (but not on th =~ 2006 500
resizedots) When the pointer becomes, click and drag the border  zee7 9000

to move the tabléseeFigure 20). Figure 20: The move

3) Release the left mouse button when the table is positioned correctlyngicator appears over the

border of a table.
To move a table from one slide to another

1) Click anywhere irthe table that you want to move.

2) UnderTable Toolson tre Layouttab, in theTablegroup, click the arrow und&electand
chooseSelectTable.

3) On theHometab in theClipboardgroup, choos€ut or use the keyboard shortcT RL+X.

4) Move to the slide in your presentation where you'd like the table to appieaedra new slide.

5) On theHometab in theClipboardgroup, choos@asteor use the keyboard shortcDTRL+V.

To resize a table
1) Click anywherdan the table that you want to resize.
2) On the table border, point to a sizing hanéleizing handlas the cluster of dots that appears
at thecorners and sides of the table.

3) When the pointer becomesiauble headed arrov I), click and drag the handle to make the
table larger or smaller.
4) Release the left mouse button when the table is sized appebpriat

k‘4| TIP: To keep the table centered on the slide, press andfiétd while you drag to resize the table]
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To resize a column or row

1)
2)

3)

Click in the table that contains the column or row that you want to resize.

Do one or both of the following:
To change the width of a column, rest the pointer over the border of the column that you
want to resizeWhen the pointer becomes a , drag the column to the right or left.

e To change the height of a row, rest the pointer over the border of the row thaaybtow

resize When the pointer becomes g drag the row up or down.

You can also choose the options in @&l Sizegroup to resize the rows

and columns. UndéFable Toolson theLayouttab, in theCell Sizegroup,

enter the size that you want in tHeight and Width boxes(seeFigure

21). The minimum cell height depends on the font size of the text in the

table cell.

Figure 21: The Cell Size
group found in the Layout
tab under T7able Tools

Inserting and Formatting Clip Art and Images

You can insert images directly from the CApt gallery or from a folder location on your hard drive,

flash drive or other media devidenages can be added directly to any existing slide or you can use one
of the slide layouts thatontaina content placeholde@nce inserted, you can use a segraiphics

editing and enhancing tools to adjust the appearance of the image.

To insert a Clip Art image on an existing slide follow these steps:

1)
2)

3)

4)

5)
6)

Move to theslidein your presentation where you want
to adda Clip Art image
On thelnsert tah in thelllu strations groupclick the
Clip Art option(seeFigure 22).
In theClip Art task pangin theSearch foitext box, type
a word or phrase that describes the C“pmagethat Figure 22: The /llustrations group found on the
you are looking for Insert tab of the Ribbon.
To narrow your search, do one or both of the followiny,.
e To limit the search results to a specific collectiolClyp Art, in theSearch inist, select
the checlkbox next to each collection that you want to search.
e To limit the search results to clip @mnd photographsn theResults should best,
selectonly the Clip Artand Photographsheck boes
Click the Go button
In the list of results, left click th€lip Art imageto insert itinto the slide

To insert a Clip Art image on a new slidefollow these steps:

1)
2)

3)
4)

5)

Move to the location in your presentation where you want to add the new slide.
Insert a new slide that slide contains the content placehd¢&erthe

related section on pages4).

Click the icon for the Clip Art placeholdéseeFigure 23).

In theClip Art task pangin theSearch fottext box, type a word or phrase

that describes the clip art that yare looking for

To narrow your search, do one or both of the following:

e To limit the search results to a specific collectiolCtyp Art, in the  Figure 23: The Clip Art
content placeholder.
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