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PowerPoint Window Item Descriptions

1. [image: image42.png]


The application minimize-maximize-close buttons allow you to minimize, maximize, or close the PowerPoint slide you currently have open. 
· These are located in the upper right-hand corner of the PowerPoint window.
2. The Ribbons introduced in PowerPoint 2007 are have been retained in PowerPoint 2010. 
· Instead of needing to click on a menu bar, find a category and click on that, and then find a sub-category, you now need only click on the button for that operation. 
3. The Ribbon Tabs give you access to every operation available through Microsoft PowerPoint. 
· The |Home| tab displays items pertaining to text formatting. 
· The other tabs will display other options related to the tab’s name

4. The horizontal and vertical page rulers can be helpful in placing elements. 
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Notice that when you move your cursor, corresponding lines appear on the ruler so that you can place elements accurately. 
· Also, the horizontal ruler controls your tabs and indents. 
· Can’t see your rulers?? Click on the |View| tab and in the Show category, check the Ruler checkbox.
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The status bar tells you what slide you are currently working on and how many slides are in the presentation. It also tells you what template style you are using. 
6. Scroll bars take you to different areas of your slideshow, vertically and horizontally. 
· They will appear to the right and along the bottom of your current slide window and along the right side of your slide pane once you have more than one slide in your presentation. 
· You can use the arrows, click and drag on the scroll bar, or click above and below the scrollbar. 
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In the slide view, when you drag the vertical scrollbar, it will tell you what slide will come up when you let go.

7. The Help button will bring up a PowerPoint help search box. 
· Ask a question, get an answer!! 

View Options
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 There are four basic view options in PowerPoint 2010.   

· The View Selector Buttons are located in the lower right-hand corner of the PowerPoint window.

· Click on any one of these four buttons to change your PowerPoint view.
Let’s take a look at each of the views:
8. Normal View: This view combines three different views with three different viewing panes all in the one PowerPoint window: the outline view, the notes view, and the slide editor view. 
· Unfortunately, with three different views all visible at the same time, working in the Normal view can be very confusing. 
[image: image47.png]


It’s so easy to forget that words are the most important aspect of your presentation. Use the outline view to help you to focus on your ideas.

The slide editor is where you combine words, pictures, and overall design. 

The notes section is where you write notes to yourself…little reminders of what to say and when. 
· Since each area has its own viewing pane, use the resize bars to focus on the area you are working on at the time. 
· In the picture below, I have expanded the notes pane to give me more room to add information that I don’t want to forget to mention during my presentation.
[image: image48.png]



9. [image: image49.bmp]Slide Sorter View: See all your slides at once, sort them, move them around, and experiment.
· To move a slide, just click and drag it to where you’d like it to be shown during the presentation.
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Slide Show View: Use this view to see the results of all your hard work.

· Using this view you are able to see how your actual presentation will look. 
· Click on a slide or press [Enter] to advance through your show.
· Hit [Esc] to exit the show.
11. The Notes Page View shows what your notes pages will look like printed. 
· These pages can be printed out to use as a reference while you are making your presentation.

· The notes do not show on the screen during the presentation.

· You enable this view by going to |View| and in the Presentation Views category select [Notes Page].

12. The final view, the Reading View, is new to PowerPoint 2010.

· It is very similar to the Slide Show View except the Reading View allows access to the PowerPoint status bar and the Windows task bar.

· The slide is shown full screen, but the title bar is visible while the ribbon and the slide panes are not visible. 
· You are able to advance through the slides by clicking on the forward and backward arrows located next to the view selection buttons.

13. And one last thing…

· This little button located next to the zoom slider allows you to fit the slide to the current window. 

The File Tab in PowerPoint 2010

The |File| Tab replaces the Office Button in PowerPoint 2007 and introduces you to the Backstage View of PowerPoint 2010. 

Microsoft describes the Backstage view as “everything you do to a file that you don’t do in the file.” 
· Basically, the Backstage view hides the presentation that you are currently working on and presents a page with a menu of activities related to the hidden file.

14. The following commands are now tabs running vertically along the left side of the PowerPoint window, but they function the same as they did in previous PowerPoint versions:
· |Save| and |Save As| ([Ctrl+S]), |Open| ([Ctrl+O]), |Close| ( x), and |New| ([Ctrl+N]).

15. If you have just created a presentation and have not named it and you click on |Save|, Word will take you to the Save As dialog box where you can select your desired file format in the Save As options box. 

· Your work can be saved as a PowerPoint presentation, a PowerPoint Template, or a PowerPoint 97-2003 presentation. 

16. The |Info| tab is a new feature in PowerPoint 2010. 

· Here you can see the properties of your presentation, set permissions (decide who can edit your presentation),convert a presentation into the PowerPoint 2010 format, prepare the presentation for sharing, and see previous versions of the presentation. 
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17. Instead of automatically showing you a list of your most recently used files as in PowerPoint 2007, PowerPoint 2010 provides you a new option called |Recent|.
· Recent will provide you with a list of recent presentations and a list of recent folders you have opened.


· In the Display section of PowerPoint Options, you can set how many recent presentations and folders PowerPoint will display for you. We’ll cover this in the Setting Options in PowerPoint 2010 section coming up next.

· You can select up to 50 recent presentations, but be careful!! Listing that many presentations can become unwieldy and will ultimately defeat the purpose of this useful shortcut.

· At the bottom of the Recent window, you have the option of choosing to Quickly access this number of Recent Presentations:
· By selecting this option and setting a number here, the number of recent presentations you selected will always be immediately available to you along the left pane of the recent window.

18. The Pushpin is not only still around but it has been expanded to include recent folders!! 

· The pushpin option is available under the |Recent| tab.

· If you “push” a pushpin (click on it), the selected document or folder will stay in the recently used file list until you unpin it.


19. |Print| not only allows you to print, it also allows you to change your print options right on the same page. 
· Here you can change your printer, page orientation, paper size, margins, what part of your presentation or presentation you would like printed and more. 

· You are also able to preview your presentation here. 

· The preview will be displayed on the right side of the window and you will be able to click through each slide of your presentation to see what they will look like when the presentation is printed.

20. Doesn’t it drive you crazy when you go to attach a presentation to an email but you can’t remember whether you saved it first?? 

· The new |Save & Send| feature removes all doubt by saving the presentation before attaching it to your email!! ( 

· You can send a copy of your presentation either as an email or an internet fax.


21. |Help| allows you to access the PowerPoint help menu.

22. |Options| is an item we will explore in depth next.

23. |Exit| allows you to exit the presentation.

The Quick Access Toolbar

PowerPoint 2010 has a handy little feature called the Quick Access Toolbar. This little gem is your friend, your life-saver, the maintainer-of-your-sanity while you are working with PowerPoint.

24. The Quick Access Toolbar is used to store shortcuts to frequently used features in PowerPoint 2010. 
· Although the ribbons in PowerPoint 2010 are customizable, the Quick Access Toolbar is still extremely useful and it can be a real time saver.
25. Whenever you try to find a command in a ribbon and can’t find it easily, put that command in your Quick Access Toolbar and end the cycle of wasting time looking for button that will allow you to play your slide show. 
· Next, I’ll show you how to use the drop down arrow to customize this toolbar and put on it all the buttons you use often.
26. You have your choice of showing the Quick Access Toolbar above or below the ribbon. 
The Title Bar

The Title Bar is located next to the Quick Access Toolbar. 

· Here PowerPoint displays the name of the current, active presentation.

· Until you have saved your presentation and given it a specific name, PowerPoint will title it Presentation1 – Microsoft PowerPoint.
A Word about the Mini Toolbar

When you right-click on a cell, not only do you see the options menu; you also see a toolbar called the Mini Toolbar. 
· The Mini toolbar helps you work with fonts, font styles, font sizing, alignment, text color, fill color, and numbering features. 
· To use it, just click on the command you wish to use.  

The PowerPoint 2010 Primary Ribbons
Microsoft PowerPoint 2010 has the same user interface (i.e. ribbons) that was introduced in PowerPoint 2007.

· Located on the ribbons are tabs, buttons, command categories, dialog box launchers, and dropdown arrows.

27. According to Microsoft, “The commands in PowerPoint 2010 are in their optimal position.” That doesn’t mean they are easy to find!!

The key to keeping sane while deciphering the PowerPoint ribbons is to start from the bottom of a ribbon and read up.
The category names are at the bottom of each ribbon.
· For example, the categories on the PowerPoint 2010 |Home| ribbon are: Clipboard, Slides, Font, Paragraph, Drawing, and Editing.
28. Each Ribbon tab displays a different contextual ribbon containing groups of commands or functions. 
· To view complete dialog boxes for those groups, click on the diagonal arrow dialog box launcher located in the lower right-hand corner of the individual category boxes

If you do not know what a button means, put your cursor over it. You will get an explanation of what it does as well as a tool tip.
Setting Your Options in PowerPoint 2010
Microsoft PowerPoint 2010 has many options that can be set to your personal preferences. However, there are a few options that are recommended for the smooth operation of PowerPoint:

29. To access the PowerPoint 2010 options menu:

· Click on the |File| tab 

· Go to the |Options| button, located along the left side of the window. 
· This is where you control how Word 2010 works for you.

30. For time’s sake, I will just do snapshots of how you should set your options. Some are optional, based on how you like to work (some people love having the mini toolbar come up when they highlight something, but others hate it). 

31. Important, don’t-forget-to-check-this features are starred. 
32. Since the Quick Access Toolbar is so important, it will be discussed in the next section. 

33. Add-Ins and Trust Center contain items you may never use, so we won’t cover them in this class.
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AutoSave and AutoRecover

34. Your program state is automatically saved In Microsoft PowerPoint 2010. However, there is an additional benefit to enabling AutoRecover or AutoSave.

35. If you enable the AutoSave and AutoRecover options, some aspects of the state of the PowerPoint program are recovered when the program is restarted after it closes abnormally.

· To enable these features, please do the following:

a. Click the |File|\tab.  
b. PRIVATE "TYPE=PICT;ALT=Button image"Click |Options|.   
c. Click [Save].
d. Select the Save AutoRecover information every x minutes check box.
e. In the minutes list, specify how often you want the program to save your data and the program state.
36. Tip: The amount of new information that the recovered file contains depends on how frequently a Microsoft Office program saves the recovery file. 
· For example, if the recovery file is saved only every 15 minutes, your recovered file won't contain your last 14 minutes of work before the power failure or other problem occurred.
· Optimally, you should set your AutoRecover time for at least every 5 minutes. 

· If you have a powerful computer and frequent saving won’t bog it down, I would set it to save every minute.
37. Optionally, in Microsoft PowerPoint, you can change the location (specified in the AutoRecover file location box) where the program automatically saves a version of your open, active files.
The PowerPoint 2010 Primary Ribbons
The Home Ribbon
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The |Home| ribbon is the formatting toolbar of PowerPoint 2010. 

The Insert Ribbon
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Most insert commands have context-sensitive (contextual) ribbons that will appear based on what is selected. 
The Design Ribbon
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Here is where you can create and adjust the look of an individual slide or your entire presentation.

The Animations Ribbon
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The |Animations| ribbon is where you can choose and customize animations in your presentation and where you create your slide transitions and transition effects, if you decide to include them in your presentation.

The Slide Show Ribbon
You will use this ribbon when you are ready to see your presentation in action, add narrations, and rehearse timings. This is also where you set the Presenter View for your PC during your presentation.

The Review Ribbon
The |Review| ribbon is where all of the review options for your presentation are located.
The View Ribbon

The |View| ribbon is where you will find the different presentation views and different window screen options.
The Developer Ribbon

The |Developer| ribbon contains specialized functions that won’t be covered in this class.

Questions for the Instructor
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