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Intro to PowerPoint

What is PowerPoint?
With PowerPoint on your PC, Mac, or mobile device, you can:

e Create presentations from scratch or a template.

e Add text, images, art, and videos.

e Select a professional design with PowerPoint Designer.

e Add transitions, animations, and cinematic motion.

e Save to OneDrive, to get to your presentations from your computer, tablet, or phone.

e Share your work and work with others, wherever they are.

Change views
Although the Normal view is probably the most common one used, there are other views that come in handy for
different tasks and preferences.

Home Insert Design Transitions Animations Slide Show Review Q Tell me what you want to do

[__?I & [ Ruler IE Q = Color L-Elg EE EJ:‘I'

[ Gridlines = Grayscale
MNormal Outline Slide Motes Reading  Slide Handout Notes Nat: Zoom  Fitto MNew Switch Macros

View Sorter Page View  Master Master Master [ Guides Window i Blackand White  yindow 52 Windows -
Presentation Views Master Views Show Zoom Color/Grayscale Window Macros

Display Normal view
This is the default view.

e Select View > Normal.

Or, select Normal 12 from the task bar at the bottom of the window.

File Home | Insert Design | Transitions | Animations | Slide Show | Review KUl © Tell me 4+

Slide Sorter [ slide Master s Q = D
= = =
: o

Motes Page Handout Master )
Mormal Outline ? Show  Foom Fitto Color/  Window IMacros

Wiz EM Reading View Notes Master - Window Grayscale -

Presentation Views Master Views Zoom Macros

Welcome to PPT

Click to add subditle




Display Outline View

Use this view to see a text outline or story board of your presentation.
e Select View > Outline View.

File Home | Insert | Design | Transitions | Animations | Slide Show | Review WICUE © Tell me ,!:-_',_

o= [E]=) EE SlideSorter [ Slide Master o Q = D
& = = In;
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Mormal Qutline . Show  Zoom Fitto Color/  Window Macros
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Zoom

Presentation Views IMaster Wiews Macraos

1[C] Welcome to PPT

Welcome to PPT

Click ko add subtithe

Display Slide Sorter view

Use this view to see the order of your slides, or to reorganize your slides.

1. Select View > Slide Sorter.

oo

Or, select Slide Sorter "%  from the task bar at the bottom of the window.

Slide Show | Review |(RUET

File Home | Insert | Design | Transitions | Animations

[E8) Slide Sorter E7] Slide Master ©5 q =
[ | [ 1

Maotes Page Handaout Master
Mormal Qutline ] g. Show  Zgom Fitto Color/
View EF Reading View Motes Master - Window  Grayscale =

Presentation Views Master Wiews Zoom

Welcome to PPT

2. To reorganize your slides, just click and drag your slides to a new location.

Display Notes Page view



Use this view to see how printed notes look, or as cues for yourself while you're presenting.

e Select View > Notes Page

= Mot |2t the bottom of the slide window.

Or, select Notes

View Q Tell me

Transitions | Animations | Slide Show | Review

File Home | Insert | Design

[@ Slide Sorter [E7] Slice Master B Q =] ==
Motes Page Handout Master .
Mormal Outline 5 g. Show  Zoom Fitto Color/  Window|
View EE| Reading View Motes Master - Window Grayscale = -
Zoom

Presentation Views Master Views

ek bes e Lt

Display Reading View
Use this view to resize the window while viewing animations and transitions.

1. Select View > Reading View.

2. To close Reading View, press Esc or select another view in the task bar at the bottom of the window.

Welcome to PPT

Display Master Views



To change the Slide Master:
1. Select View > Slide Master.

Note: Be careful when making changes to the Slide Master, since changes to layouts in the Slide Master will be applied
to all slides in your presentation that use that layout.

2. To close a master view, select Close Master View.

File SEAVEES Home Insert  Transitions  Animations Review  View @ Tellme joi
= m M @ [ &
|L—| |:, = Title _}2\@_ _j
Insert Slide Insert = Master Insert Footers | Themes Background  Slide Close
Master Layout Layout Placeholder = - M Sizev | Master View
Edit Master Master Layout Edit Theme Size Close

Click to edit Master title style

Click to edit Master subtitle style

Change the color of the view
1. Select the View tab.
Select Normal, Outline, or Slide Sorter view if you're not already in one of these views.
2. Select Color, Grayscale, or Black and White to see how your presentation looks on the screen or printed.
Add a Ruler, Gridlines, or Guides
1. Select the View tab.
2. Select the options you want:
o Ruler - to show horizontal and vertical rulers.
o Gridlines - to show a grid.

o Guides - to show automatic alignment guides.



Create presentations

Build presentations from templates
Get off to a fast start by using PowerPoint themes, that provide ready-made designs with built-in graphics, borders,
fonts, and content placeholders. You can also download templates with content, such as awards and certificates.

Select a theme
Themes are ready-made presentation designs with pre-built colors, fonts, and layouts.
1. Open PowerPoint. Or, if PowerPoint is already open, select File > New.

2. Select one of the Themes.

Landon Hotels Bosrd of Directors Guide - PowetPordt

New

Suggested sesches  Presentations  Budness  Ovientation 43 [ducstion  Blue Personad
Save

Seve Ay

Take a @
tour

Export

Blark Presentation Welcome 1o Power Point

Close

Organic

Account
o e

Options

’ 3
. “

' Gwon o WOOD TYPE

3. Select a color variant.

4. Browse through More images if you like.



Two Content Layout
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5. Select Create.

6. Select a placeholder to start typing.
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The fonts and colors depend on the theme.

7. Onthe Home tab, select the New Slide drop-down to view other layouts in this theme.



Slide Show
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1. Open PowerPoint. Or, if PowerPoint is already open, select File > New.
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A template gives you a slide that's pre-made with a design theme and content built right in.

Arrange Quick

Drawing
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2. Select Search for online templates and themes and type in a keyword, and select the magnifying glass.
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3. Select a template, and select Create.

Tip: You can also select one of the Suggested searches just below the search box.



Or, double-click the template.

4. Select inside the placeholder text to add or change what you'd like.

File Home Insert Design Transitions Animations Slide Show Review View @ Tell me what you want to de Cecilia F
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Clipboard  ra Slides Font '. Paragraph ] Drawing i

1T =
ﬁ%_

Presenter's Name and Title

5. Select File > Save As, select where you want to save it, type a name, and select Save.

Save As

OneDrive - Landon Hotel Older

cecilia@landonhotel.com
OneDrive - Landon Hotel

Sites - Landon Hotel

cecilis@landonhotel.com

OneDrive - Landon Hotel

OneDrive
This PC
Add a Place

Browse
Account

Options

Now whenever you need it, you can open and make changes to use it again.



Create presentations from scratch
You can always do it your way when it comes to creating a presentation.

Create a blank presentation
1. Open PowerPoint.
Or, if PowerPoint is already open, select File > New.

2. Select Blank Presentation.

PowerPoint §

Suggested semches:  Presentafions  Business  Orientation  4:3  Education  Blue

Recent

You haven't opened any presentations recently. To browse

Pessonsl

for a presentation, start by clicking on Open Other h Ta ke a witn PowerPoint and Offce Mix

Presentations,

Blank Presentation tour B Office Mix

™ Open Other Presentations Blank Presentation Welcome to PowerPoint Create an Office Mix

Organic

Organic

Depth

PowerPoint opens the default slide layout with placeholders.
3. Click inside the placeholder to start typing content.

For example, to add a title, select Click to add a title.

As you type, PowerPoint automatically wraps the text inside the placeholder.
4. Press Enter to add a new line.

If you add a new line and decide you don't want it, press Delete.

BANDED

?

Cecilia-Forteau
ceciia@landonhotel.com
Switch account

Make Interactive Videos
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https://support.office.com/en-us/article/d4a50ea2-4273-4f92-afc9-bf342b75380e
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Slide Show Review
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Landon Hotels

Board of Directors Guide
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Drawing

5. Click outside the placeholder to see the content without the placeholder borders.

6. To save your changes:

®
0’0

7
0‘0

Select File > Save as.

Select a location.

J _‘:J Shape Fill «
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4" L Shape Outline ~
- Amange Quick

Styles - ¥ Shape Effects ~

Account

Options

Presentation] - PowerPoint

Save As

OneDrive - Landon Hotel Older
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OneDrive - Landon Hotel
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OneDrive - Landon Hotel

OneDrive

This PC
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Cecilia Forteau
A Find
P& Replace ~

[ Select -
Editing
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% Type a name for your presentation.

«» Select Save.

= S

.';-1 * 1 B Desktop » v & Search Desktop y -]

Organize « New folder e v o

L)
[ Microseft PowerPc
'% Homegroup

4 . Favorites

I Desktop l } Jess Stratton
8 Downloads
| Recent places 4
"k This BC
< R,
¥ Homegroup
— b
3 Libranes
(& This PC v ==l v
File name: Landon Hotels v
Save as type: PowerPoint Presentation v
Authors: Cecilia Fortesu Tags: Add atag

» Hide Folders Tools ~ Save Cancel

7. To close your presentation, click the X in the top right corner.
8. When you reopen PowerPoint, your new file is listed in the Recent list.

You can click the file to open, or select Open Other Presentations and open it from there, or Browse.



Powerpoi nt Search for online templates and themes

Suggested searches:  Presentstions  Business  Orientation 43

Recent

Jode Take a

Al andon Hotels Board of Directors Gui...
P

Desktop tO U l'

[mw Open Other Presentations Welcome to PowesPoint

Organic

Berlin §

Add and delete slides

Here are the common ways to add, re-arrange, and delete slides in your presentation.
Add a new slide
1. Select Home > New Slide, or select a layout from the New Slide drop-down.
2. To rearrange the order of the slides, select and drag the slide thumbnail where you want it.
Tip: To select multiple slides, press Ctrl while you select each slide. Then drag them as a group to the new location.

3. To add a new slide, you can also right-click a slide in the thumbnail area, and select New Slide, or press Ctrl + M.


https://support.office.com/en-us/article/8bf2b58d-df6c-4e5f-90e3-ade289a2d64d
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The layout of the new slide is the same layout for the previous slide.

4. Select Home > Layout to select a different layout.

Animations
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Delete a slide

e Select the slide you want to delete and press Backspace or Delete on your keyboard.

Or, right-click the slide and select Delete Slide.

Select and apply slide layouts
Arrange slide content with different slide layouts to suit your taste and preference, or to improve the clarity and
readability of the content.

1. In Normal view, select the slide that you want to apply a layout to.

2. Select Home > Layout, and then select the layout that you want.

File Home Insent Design Transitions Animations Slide Show Review View J Tell me what you want to do..
“'ﬁ % | [ tayout - , } Text Direct BN NOoO Aj
- = Retrospect » Algn Text .;. g B ’ L:" é‘ G-
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1 Title Shde Title and Content Section Header Two Content
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2 | Click to add text

ture wit Custom Layout ile

Caption

esignated pet rooms

wed everywhere.

Mot heani n »
e 4' Par——
b= - sy0ms COMRGHT LANDION VT E18 3015 CONFOCRTAL

The layouts contain placeholders for text, videos, pictures, charts, shapes, clip art, a background, and more. The layouts
also contain the formatting for those objects, like theme colors, fonts, and effects,

3. Select Home > Reset if you made layout changes you don't like, and want to revert to the original layout.

Using Reset doesn't delete any content you've added.


https://support.office.com/en-us/article/d98e245b-7cd5-4813-a893-70a3dac60971

Add and format text

Add text to slides

In PowerPoint, you can add text to your PowerPoint slides with text boxes and shapes.
Add a text box

1. Select Insert > Text Box.

2. Onthe slide, select and drag where you'd like to put your object and start typing into it.

UNTLLUTS EYCHCTILE P OWE P U

Ansmations Side Show

X Cut L Layoue = |14 Yest Dvsecsion = o2 ape Fil - L ot

Colibri(Bedy) =18 <~ A A % Z-i=- o "
B3 Copy * 3 Pt u Aign Text ~ A Ml ) . z O‘ o Shape Outbhne = 55 Replace =
New 8 Iru e I - 22 . = - Ny s . Ameege Quick
¥ Format Paftes  guq, - Section ~ 5 e L e\ ™ Convert to SmanAn - ‘. { 1 wis Stybes = oF hape [fects - } Select -
whoard » Y font 9 Fatagraon . M ow g » taming

efaul Secton

J Functigns and Events ¢
5 % ©

pat et Koeemn

Note: The text box will shrink to fit the size of the text you're using, but its eventual height and width will wrap to the
size you created.

Add text to a shape

1. Select Insert > Shapes, and then select your shape.
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Note: To add text to a shape, you must select a closed shape, such as a rectangle, arrow, or circle.

2. Select and drag where you'd like to put your object and start typing into it.
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Format lists on slides
Change the size, font, and text style in your PowerPoint presentation to add emphasis and to highlight content.

Format text in a placeholder

1.

2.

Select the placeholder text you want to format.

On the Home tab, select a formatting
option: Font, Font Size, Line Spacing, Bold, Italic,
and more.

Note: If you'd like to change the position of your placeholder
box, select the placeholder's rotate handle, hold Shift, and
move the rotate handle in your preferred direction.

Copy and paste text into your presentation

1.

Select the placeholder that you'd like to copy text to.
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Cut
b Copy -~
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Stices Font

Functions and Events
>
o

\Nedd-‘“gs
N‘ee(\ng‘—"’ -
co\‘\‘e‘e“ce _

Ge\eb"a‘—‘on

2. Copy and paste text from another source like a Word document.

3.

In PowerPoint, right-click and select a Paste Option for your text:

o Use Destination Theme - Use the current theme's formatting.

o Keep Source Formatting - Use the original formatting from Word.

o Picture - Paste text in as an image.

o Keep Text Only - Use no formatting for your copied text.
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Format lists on slides
Bulleted lists focus your message to your audience, and help them follow along with your key talking points.

Create a bulleted list

1. To format the title, select the text, and change the font style to

Calibri(E~ {20 - A" A 3= =
what you'd like. RoO¢T =~ =2 ranS|c2‘n

" Rooms T Exp

London Los

2. Toinsert a bullet, place the cursor at the end of a bulleted line,
press Enter, and start typing.

3. To create a sub-bullet, place the cursor in front of the text, and press
Tab. Rooms

London
Cambridge
Oxford

_New York City

4. To delete a bullet, press Backspace, or select the line and press Delete. Mok T

Kingsley

5. To demote a bullet, or un-bullet it, place the cursor in front of the text
and press Shift + Tab.




Insert Design Transitions Animations Slide Show Review View Format

= a
- - S —r — T . .
Etayout Calibri (Body) ~120 ~| A" A" % BEESi= - 3= 1=- “*{ et Direction f
5 New Eheet [ Abgn Text -
aste ew AV . 2 L Ees == =
- > Slide - o Section ~ B Lol S A A — Il : : ™ Convert to SmartArn ~
lipboara - Slides Font s Paragraph L)

&

Rooms ara Expansio

o

"Rooms

London

|Cambridge
Oxford

oNew York City (o)
Regent

Kingsley

outdent shift + tab

- —

6. To change the bullet style, on the Home tab, select the Bullets ‘= down-arrow, and select a bullet style.
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Select Bullets and Numbering... for more options, or to change the size and color of the bullets.
Create a numbered list
e To format the header, select the text, and change the font style to what you'd like.

e Select the lines of text that you'd like to number.

g —

e Onthe Home tab, select Numbering = .
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To insert a numbered item, place the cursor at the end of a numbered line, press Enter, and start typing.

PowerPoint automatically renumbers the list. You can also delete a numbered line and PowerPoint renumbers the list.
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Check spelling in your presentation
As you work on a presentation, PowerPoint automatically checks spelling and basic grammar and you can check the
spelling of an entire presentation with ease.

Fix spelling as you work
1. Right-click on a word with a red squiggly line underneath.

2. Select the correct spelling from the list of suggestions.
Or you can choose:

o lIgnore All: Ignores the error and removes the red squiggly line.

o Add to Dictionary: Adds the spelling to the dictionary so that spelling will not show an error in the
future.

« Discuss branding options for the QT series

* What are reasonable expectations for Cstick cstogrer retirn
rate?

* Consider options as if you're the customer.

Check your entire presentation
1. Select Review > Spelling.
2. Inthe Spelling pane, select the correct spelling from the suggestions.

3. Select Change to fix the error or Change All if it appears more than once in the document.
Or you can select:

o lIgnore: Ignores the error and removes the red squiggly line.
o Ignore All: Ignores the error and removes the red squiggly line for all instances in the presentation.

o Add: Adds the spelling to the dictionary so that spelling will not show an error in the future.
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Add math to slides

PowerPoint makes adding equations to your slides simple.
Insert an equation

To insert a built-in equation, select Insert >Equation, and then choose the equation you want.

ant to de Cecilia Forteau £ Share

e =) + A o P oo, A
S g @ =2 ) T g s : ) | B 4 - 7T )
ctures Online Screenshot Photo  Shapes SmartArt Chart 3 My Add-ins = } Comment Text Header WordArt Equation 5,mb Video Audio Screen
Pictures > Album ~ . Box & Footer 0 b \ ~  Recording

Images ustrations Add.Ins Links Comments Text Pythagorean Theorem

Design Transitions Animations Slide Show Review View ; Tell me what you w

Qusadratic formula
-b + b — 4ac

Trig Identity 1

i _
sina £sinf = 2sinz(a + B)cos=(a+ )

Trig Identity 2 L\

4
cosa+cosf = _‘L‘os;'a + fBlcos-{a—f)

Or select Insert > Equation for a blank equation.

1. Under the Equation Tools Design tab,
select Fraction, Script, Radical, Integral, Operator, Function or Symbols to insert your elements into your
equation.
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Create ink equations
1. Select Ink Equation.
Note: Ink equations are ideally done with a stylus, but you can also use a mouse.

2. Write in your equation, and then select Erase or Select and Correct to modify and choose which elements of
your written equation to keep.

3. To put your equation into PowerPoint, select Insert.
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Import a Word outline into PowerPoint
If you've already jotted down an outline of your presentation in Word and now need a quick way to add it to your slides,
you can import a Word outline into PowerPoint.

Create an outline in Word
1. Open Word.
2. Select View > Outline. This automatically generates an outline and opens the Outlining tools:

o If your document has headings (any heading levels from H1-H9), you’ll see those headings organized by
level.

o If your document doesn’t have headings and subheadings yet, the outline will appear as a bulleted list
with a separate bullet for each paragraph or body text. To assign or edit headings, heading levels, and
set up your document structure:

= Select a bulleted item.

= Inthe Outline Level box, select a heading level as needed.
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. 7 Show Levek:  All Levels - 2l
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¥ Show Text Formatting S
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Author Landon craved hotels that had essence of local flavor
@® Employee Defined
Regularly works for Landon Hotel on a wage or salary basis
Non-exempt
Exempt
Regular full-time
Regular part-time
Temporary
@ xempt:
Employees whose positions meet specific criteria established by the Fair Labor
Standards Act (FLSA) and who are exempt from overtime pay reguirements.
Non-Exempt
Employees whose positions do not meet FLSA criteria and who are paid one and one-
half their regular rate of pay for hours worked in excess of 40 hours per week.




File Qutlining Home Insert Draw Design Layout References
] T @7 Show Level: All Levels - =
= € Level2 v > S
v Show Text Formatting TR
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@® Non-Exempt
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Mailings Review
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Outline Toals Master Document Close
@ Landon Hotel Employee Guide
@® The story behind Landon Hotel
@ Founded in 1852
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@® Employee Defined
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e Exempt I
@& Regular full-time
© Regular part-time
@ Temporary
@® Exempt:
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=  When finished or to edit your document, select Close Outline View.

Save an outline in Word

View

Google Drive

e To save your document, select Save, name your file, and then select Save once more. Select Close to close your

document.

Note: Your Word document must be closed to insert it into a PowerPoint presentation.

Import a Word outline into PowerPoint
1. Open PowerPoint, and select Home > New Slide.

2. Select Slides from Outline.
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3. Inthe Insert Outline dialog box, find and select your Word outline and select Insert.
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paragraph in your content.



Add hyperlinks to slides

Add links to your presentation to show related information on the web, quickly get to a different slide, or start an email

message.

Link to a website

1. Select the text, shape, or picture that you want to use as a hyperlink.

2. Select Insert > Hyperlink.

3. Select Existing File or Web Page, and add the:

Note: If you link to a file on your computer, and move your PowerPoint presentation to another computer, you'll also

o Text to display - Type the text that you want to appear for your hyperlink.

o ScreenTip - Type the text that you want to appear when the user hovers over the hyperlink (optional).

o Current Folder, Browsed Pages, or Recent Files - Select where you want to link to.

o Address - If you haven't already selected a location above, cut and paste, or type the URL for the web

site you want to link to.

need to move any linked files.

4, Select OK.
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Link to a place in a document, new document, or email address
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1. Select the text, shape, or picture that you want to use as a hyperlink.
2. Select Insert > Hyperlink and select an option:
o Place in This Document - Link to a specific slide in your presentation.
o Create New Document - Link from your presentation to another presentation.
o E-mail Address - Link a displayed email address to open a user's email program.
3. Fillin the Text to display, ScreenTip, and where you want to link to.

4, Select OK.

Add SmartArt to a slide

Add SmartArt to your PowerPoint slides to create visual impact to your text and bullets.
Add SmartArt
1. Select the text that you'd like to work with.

2. Select Home > Convert to SmartArt, and then select a SmartArt graphic.
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3. Under the SmartArt Tools Design tab, you can choose from:
o SmartArt Styles - Select a SmartArt style to apply to your slides.

o Change Colors - Change colors of your SmartArt style.
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Add pictures to SmartArt
1. Select the image placeholder inside your SmartArt.
2. Select Browse, go to a photo you'd like to use, and select Insert.

If you'd like to format your photo, you can choose:

o Crop - Crop your photo or use the tool to adjust your photo's fit in the placeholder. Select Crop to

confirm the change.
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3. Ifyou'd like to change your selected SmartArt style, under the SmartArt Design tab, select the drop-down arrow

for Layouts > More Layouts.

4. Select a SmartArt style you like, such as Picture, and then select OK.
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Add WordArt to a slide

Insert WordArt to visually transform your text and slides.
Add WordArt
1. Select the text you'd like to work with.

2. Onthe Drawing Tools Format tab, you can select WordArt Styles, Text Effects, and more to add style to your
text.

LML BN TYMTTIEI Ry © F AT

Insert Design Transitions Animations Slide Show Review View

1< Edit Shape - L2 Shape Fill « 1) Bring Forward = [T Align~ :
E] Text Box ‘ Ane ‘Anc - LZ Shape Outline = A A A [ Send Backward ~ £ Grou 2

Merge Shapes * G2 Shape Effects - h 5i; Selection Pane “ARotate-  * 1!

apes Shape Styles i N A Amange 5

29 Clear WordArt

‘Wrap Up

'CLICK TO ADD TEXT
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Edit an entire placeholder of text

1.

2.

Select the text placeholder you'd like to edit.

On the Drawing Tools Format tab, you can change the font properties for all text in the placeholder, such as the

size, bolding, or color.

Select the WordArt Styles drop-down arrow or select Text Effects to format text all at once.
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Apply themes to presentations
A fast way to give your slides an attractive, professional look is to apply a theme. You can apply a theme to all slides, or
specific slides, for a unique impact.

1. On the Design tab, hover over the Themes to preview how it looks, and select the one you like.

ARRIVAL INFO

Select More ™ to see more Themes.

By default, the theme you select applies to all slides in your presentation.

2. Inthe Variants group, select More " to change Colors, Fonts, Effects, and Background Styles.
3. To apply a theme to only one or a few slides:
o Select the slide or slides.

o Right click the theme you want, and select Apply to Selected Slides.
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Create, merge, and group objects on a slide
PowerPoint has many standard shapes to add to your presentation. Or you can merge and group objects to make your
own.

Create a shape
1. Select Home > Shape.
2. Select the shape you want to use.

3. Click and drag across the slide, drawing the shape to the desired size.

4. With the shape selected, you can change the Shape Fill, Shape Outline, or Shape Effects.
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Tip: Select the shape and press Ctrl+D to create a duplicate shape.
Rotate or flip an object
1. Select an object.
2. Select Drawing Tools Format > Rotate and then select:
o Rotate Right 90°
o Rotate Left 90°
o Flip Vertical
o Flip Horizontal

o More Rotation Options
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Merge shapes
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1. Select the shapes to merge. To select several objects, press Shift, and then select each object.

2. Onthe Drawing Tools Format tab, select Merge Shapes, and then pick the option you want:

o

e}

Union: Turns all the selected objects into one object.

Combine: Turns all the selected objects into one object, but removes the overlapping portion.
Fragment: Turns larger objects into many smaller ones based on how they overlap.

Intersect: Trims portions of the larger objects and leaves only the portion that overlaps each object.

Subtract: Removes a portion of the last selected object that does not overlap.
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3. Once you get the shape you want, you can resize and format the shape, just like a standard shape.

Group objects

Format Tell v Cecili
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1. Press and hold Ctrl while you select each object. A B - Lreoutines T Send Backwart - [EiGroups
T £\ Text Effects ~ 5is Selection Pane 1 gmp(}
WordArt Styles > Arrange

2. Under the Drawing Tools (or Picture Tools) Format tab,
select Group > Group.

Ungroup objects
1. Select a grouped object.

2. Under the Drawing Tools (or Picture Tools) Format tab,
select Group > Ungroup.
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Align and arrange objects on slides
If you have several objects on a PowerPoint slide, you can align and arrange your elements using guides to give your
presentation a neat and polished look.
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H Master Guides Window = Blackand White  yingow U5 Move Split
near GUIdes' Show R Zoom Color/Grayscale Window

w
Grid Settings

Customuze the settings for the gnid
lil and the alignment gusdes in your
ey document

J i

2. Toturn on or double-check that your guide lines
are on, make sure that Display smart guides
when shapes are aligned is selected.

3. Select OK.
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Color/Grayscale
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Grid and Guides

Snap to
Snap objects to grid

Grid settings
v| 008 |2

Spacing: (1112
Display grid on screen

Guide settings
Display drawing guides on screen
v Display smart guides when shapes are aligned
Cancel

Set as Default o& |

Use guide lines
1. Open Windows Explorer, browse to the images or objects you'd like to use, and then drag and drop them into

your slides.
2. To align and arrange your objects using guide lines:

Once you've set the size for one object, you can resize another by selecting and dragging it up or down
until a guide line—a dotted red line—appears. This will help align objects at the top and bottom. You

e}

antto do

need to have at least two objects on the slide.
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o To space out your objects, select one and drag it until a red double-arrow line appears—this indicates
that your object has been evenly spaced out. You need to have at least three objects on a slide.

g

Animations Slide

v Review  View Format @ Tell mie what you want to do CeciliaFortesu . §

L7 Picture Border « .1 Bring Forward = [T Align + faal | #0073 23
! gl 33
- O Picture Effects - 1 Send Backward - =0
e 2. Crop F 5¢s
%5 Picture Layout = | 1; Selection Pane A Rotate ~ S
Picture Stytes . Artange Saze .

o Toresize all objects at once, hold Shift and select all objects. Select a placeholder corner to slide, shrink,
or enlarge your objects collectively.

ns Animations Slide Show Review View Format @ Tell me what you want to do... Cecilia Forteau R Share
g 7 Picture B . ' Brino Forw v |T Align =
s | g g W2, Picture Border .1 Bring Forward : Align ; 333 .
e imr e ‘ il adl e Ig « O Picture Effects - L1 Send Backward - 1= Group -
—_— =T (S s ey om— Crop ==
5 Picture Layout ~ h : Selection Pane “A Rotate = B
Picture Styles ) Amange Saze
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Layer objects on slides
When you add pictures, shapes, or other objects, they can overlap. But you can change the stacking order. For example,

you may want one shape that is behind another shape to move to the front.
Move an object to the back or front
1. Select the object.
2. Right-click and select an option:
o Send to Back > Send to Back - to move the object behind, or in back of another object.

o Bring to Front > Bring to Front - to move the object in front of another object.

— — =

% Paste Options:

B e e
=2 5

:.':.l. -~ L

Change Picture..

Bring to Front
Send to Back

Hyperkink... — Send Backward

Save as Picture.., ﬁ‘ "

Size and Position,,

Format Picture...

Change slide masters
Use a slide master to add consistency to your colors, fonts, headings, logos, and other styles, and to help unify the form

of your presentation.
Change the Slide Master
1. Select View > Slide Master.
2. Make the text, color, and alignment changes you want.

3. Select Close Master View.



File Slide Master Home Insert Transitions Animations Review

alute o ‘Aa B Colors + 3] Background Styles « li‘ B

e B

style

| Ggg] L Te (A
(2 Rename Vom— A|Fonts -
Insert Shde Insert Master Insert Footers  Themes
Master  Layout e C { Placeholder ~ - J Effects =
Edit Master Master Layout Edit Theme

View @ Tell me what you want to do

. Hide Background Graphics

Shide Close
Sze~  Master View

Backgrouno - Sze Close

= Click to edit Master

Organize slides into sections

{CLICK TO EDIT MASTER SUBTITLE STYLE

Use sections to organize your slides into meaningful groups, much like you use folders to organize files.

Add a section header

1. Select an in-between point in your slides where you'd like to add a section header.

2. Select New Slide > Section Header.

Add a section

1. Right-click between two slides where you want to add a section.

2. Select Section > Add Section.

Collapse or expand a section

e Select the small triangle next to a section name to collapse or expand it.

Tip: To collapse or expand all sections, right-click a section
name and select Collapse All or Expand All.

Rename a section

1. Right-click the section you want to rename, and
select Rename Section.

2. Enter a name for the section, and then select Rename.

4 Untith-4 € - -
,—— =l Bename Section b

p & Remove Section
Remowve Section & Slides

Remoye All 5ections

Move Section Up I

Collapse All

Expand All
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Remove a section

e Right-click the section you want to remove, and

then select Remove Section.
View all sections in a presentation

e On the View tab, select Slide Sorter.

Add footers to slides

Add the date and time, slide number, and other information to the bottom of your slides by adding a footer.

Add a footer to a slide
1. Select Insert > Header & Footer.
2. Inthe Header & Footer box, on the Slide tab, choose the options you want.

Tip: To hide the footer in the title slide, select the Don't show on title slide checkbox.

3. Select Apply to add header and footer to the current slide, or select Apply to All to add the header and footer to

all slides.
B Dessgn Transitions Animations Slide Show Review Vrew YT
Photo SmartAnt Chart a Comment
Album *

mages IHustrations Add.in Linky Comments

Header and Footer

Shkde  Notes and Handouts

Include on shide

V| Date and time
. upoﬁg automatically
10 August2015 I

Language

English (United States

) Fixed

"] Slide number
| Footer

Don't show on titie ghde

Apply

Header
& Footer

Text

............

Apply to All Cancel




Add transitions between slides

Slide transitions are the animation-like effects that happen when you move from one slide to the next during a
presentation. Add slide transitions to bring your presentation to life.

Add a transition to a slide

1. Select aslide.

2. Select the Transitions tab, and then choose a transition in the Transition gallery.

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

-\ ) 4 4-‘ = i ” | ‘ _ 44, Sound [Nu‘iuuu.‘;

Duration:

. T3 Apply To All

THE
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BOARD OF DIRECTORS GUIDE

After you choose a transition, you'll see a preview of how it will look.

3. To change how the transition looks, select Effect Options.

Animations  Slide Show  Review  View @ Tell me what you want to do..,

f oo : m 2 : 4, Sound: [No Soun
1 € l €3 | “ =)
il . = | ’ ‘ -’ - 2 Duratior:
Fade Push Wipe Splt Reveal Random Bars Shape < Effect = e
Options = 3 Apply To All
nsition to This Shde ]
L : | From Bottom
l-) ! From Left

Ly

THE =
LANDON
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Note: Not every transition has effect options.

4. To speed up or slow down the transition, change the number in the Duration box.
Tip: To see your changes in action, select Preview.

5. To add a sound, choose one in the Sound box.

6. To make your presentation automatically go to the next slide after a certain amount of time, select

the After checkbox, and enter the time you want. I
: | [Me Sound) *  Advance Slide
7. To add this transition to all slides, select Apply to All. be 0100 = || [ On Mouse Click
Ta Al After
ming ‘t‘;

Change or remove a transition
e Select Transitions > None.

If you'd like to remove all transitions from your slide, select Transitions > None > Apply to All.

Get design ideas for slides
With PowerPoint Designer, just insert a picture and then select the design you want. PowerPoint automatically
generates great-looking design ideas, to help you create professional looking slides.

Note: This feature is only available if you have an Office 365 subscription. If you are an Office 365 subscriber, make sure
you have the latest version of Office.

Get design ideas
1. Select Insert > Pictures and choose the picture you want.

The first time you use Designer, a message appears asking your permission to get design ideas for you.

Q Tel me whet you want to do DevidRaens S Shre

o Prctuse Boeder g v [ Align .
— 3 ”v"“‘ ght: 313
- (O Prcture Effects - Send Backward -
Lron Lo Width

* % Picture Layout ~ Selection Pane A Rotate «

Trarstiors  Animations Shide Show  Revew

ki
L
ki
ki
ki :

W
PowerPoint can automatically generate grest
looking thdes for you based on the content
you've sdded

Do you want to try Design Meas? If 10, we'll need

CLICKTOADDTITLE . to send your slide to an onine Office service.



https://products.office.com/en-us/buy/compare-microsoft-office-products
https://support.office.com/article/ee68f6cf-422f-464a-82ec-385f65391350
https://support.office.com/article/ee68f6cf-422f-464a-82ec-385f65391350

Note: To learn more, see the Microsoft Privacy Statement.

2. Select Let's Go to use PowerPoint Designer.
3. Select the design you like from the Design Ideas.

You can also bring up Designer by selecting a picture, and then
selecting Design > Design Ideas.

Testions  Animabons ~ SideShow  Redew  View ) Telme whel you wantto do Devdfoers 9 St

b e

Theme: yivts utonts i

10 I
1 j
L W I [

Sae+ Background | [ldens

Note: To turn off Design ldeas, select File > Options, and in General, uncheck Automatically show me design ideas in

the PowerPoint Designer section.

Design Ideas e

Turn on intelligent services to
let PowerPoint automatically
create more impactful slides for
you.

Turn on Mot now

Intelligent services work across all Office apps to
help you be maore productive.

To provide intelligent services, Office needs to be
able to collect your search terms and document
content.

About intelligent services

Privacy statement
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Present slideshows

Use Slide Show and Presenter View
With Presenter View, you can see your speaker notes and the next slide in your presentation on your computer, so you
can focus on what you want to say, and connect with your audience.

Show your presentation
1. Select the Slide Show tab.
2. Select an option:
o From Beginning - starts the presentation from the beginning.
Or, press F5.
o From Current Slide - starts the presentation from the current slide.

Or, press Shift + F5.

Filo Home Insert Desgn Trarmitions Animations Shide Show Review View Q@ T me what you want to do
- B = 2 1 x /! Pliay Narations o
iC ?" 3B DT __TT A L 'LI & L o~ =9 Monitor: | Automatic
& = = o = . 7! Use Timings
From From Present CustomSlide  SetUp  Hide  Rehesrse Record Slide 7 _5 ! 7 Use Presenter View
Beginning Cumrent Shide Onfine = Show=  ShdeShow Side  Timmgs  Shawe ) Show Media Controls

Start Side Show SetUp Monitors
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Navigate between slides
1. To go to the next slide:
o Click the mouse.
o Or, press the Right Arrow key.
2. To go back, press the Left Arrow key.
3. Press Esc to exit the presentation.
Blank the screen
1. Right-click the slide.

2. Select Screen > Black Screen or Screen > White Screen.



; h‘(‘#?f“ 1| You'll feel at home

Next
Previous
Last Yiewed
ACCOMMODATIONS ROOM SERVICH t§SERVATIONS MEETINGS & EV

See All Slides

Zoom In

Show Presenter View

Sgreen Black Screen

Painter Optichs White Screen

T <
@ Show/Hide ink Markup
Show Taskbar

End Show

Note: For a keyboard shortcut: Press W to white out your screen, or Press B to black it out instead.

3. Click your mouse to go back to the presentation. ——

N V! Play Narations

Turn on Presenter View with one monitor Ld &
Rehearse Record Slide

= Monitor: | Automatic
Use Timings
[ Use Presenter View

Timags  Show= ) Show Media Controls

Set Up Monitors

Note: Presenter View is typically used with two monitors, but this
tutorial covers how to activate and practice with Presenter View when you only have one monitor.

1. Select the Slide Show tab.

2. Select Use Presenter View, if not already selected.

3. From the Monitor drop-down, select the monitor you want to have Presenter View on.
Start Presenter View with one monitor

1. Select Slide Show > From Beginning to start the presentation.

2. Right-click the slide and select Show Presenter View.
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Presenter View

Show Pz{:;nlm View

Screen 3

Fairter Options »

Hely

Use Presenter View
e Timer - shows the time you've spent presenting the current slide.
e Current time - shows what time it is.
e Current slide - shows the slide your audience sees, on the left.
e Next slide - shows the next slide in the presentation, on the right.
e Speaker notes - helps you remember what to say about that slide.
e Make the text larger and Make the text smaller - to make the speaker note font larger or smaller.
e Pen and laser pointer tools - to make annotations.
e See all slides - to jump to another slide.
e Zoom into the slide - to zoom in on a slide.
e Black or unblack slide show - to blank the screen while you're talking, to focus the audience on you.
e Left and right arrows - to go to next slide or go back.

e END SLIDE SHOW - to end the slide show.



No Notes.

Add speaker notes

Add speaker notes to help you remember what to say when you present. You can see your notes on your computer, but
your audience only sees your slides.

Add speaker notes

1. Select Click to add notes below the slide.

= MNotes

If you don't see Click to add notes, select Notes at the bottom of the screen.

2. Type your notes.

3. Select Notes if you want to hide your speaker notes.

Design Trarsitions Anmimations Shide Show Reviews View QD Te8 me what you want to do,

Arrange

i THE
s LANDON

; HOTEL
e BOARD OF DIRECTORS GUIDE

Chck to add notes
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Practice and time your presentation
PowerPoint has tools to record and time your presentation, so you can practice your timing before you're actually in
front of an audience.

Note: If you're an Office 365 subscriber, you have an updated version that looks and works a little different than this
video.

Rehearse your presentation

Design Transitions Animations Slide Show
1. Select Slide Show > Rehearse — B o B 4 —[} x 71 Play Narrations
Timings. & =5 & o o, ® ! Use Timings

From From Present Custom Slide SetUp Hide Rehearse Record Shde
eginning Curent Shde  Online ~ Show = Shde Show  Slide Timings  Show-

7| Show Media Controls

Set Up

2. Start speaking.
PowerPoint records your rehearsal.
3. Click the mouse or press the Right Arrow key to go to the next slide.
4. If you have a video, select Play to play it, to see how long your presentation is with the video.

5. Select the Pause icon if you want to pause recording. Select Resume Recording to resume.

> fif 00013 & 00046

Rooms and Expansions

Rooms Expansion

London 1. Los Angele

Cambridge 3 .

g & 2.  Munich
Manchester Microsoft PowerPoint
OXfo rd 0 Recording paused.

NeW York C|ty [ hcsumchccorqu ill rk
Regent 5. Vienna

Kingsley

Note: The number to the right of the Pause icon is the time for the current slide. The time to the right of that is the time
for the whole presentation.

6. Press Esc to stop recording and exit the presentation.
7. Select Yes to save the slide timings, or No if you don't want to save them.
View the timings

1. Select View > Slide Sorter.
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Print presentations
In PowerPoint, you can print your slides, your speaker notes, and create handouts for your audience.

Print your presentation
1. Select the File > Print.
2. For Printer, select the printer you want to print to.
3. For Settings, select the options you want:

o Slides - from the drop-down, choose to print all slides, selected slides, or the current slide. Or, in
the Slides: box, type which slide numbers to print, separated by a comma.

o Print Layout - choose to print just the slides, just the speaker notes, an outline, or handouts.
o Collated - choose if you want them collated or uncollated.
o Color - choose if you want color, grayscale, or pure black and white.
o Edit Header & Footer - select to edit the header and footer before printing.
4. For Copies, select how many copies you want to print.

5. Select Print.
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Landon Hotel Board of Directors Guide - PowerPoint
Print All Shides
Print entire presentation
| I Print Selection
* Onlyprintm%mlsﬁdes
L*‘ Print Current Slide
== Only print the current slide

Custom Range
Enter specific shdes to print

Sections
ntro
Hospitalty
Lompeany Info
Executives

Wrap Up

Arrival Info
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&mport Shyrties svadabie

Print All Slides
Print entire presentation

Full Page Slides

A it
i Print | shide per page

Collated
1 123 1,23

Options

. Color -

Edit Header & Footer

Record presentations
You can record your presentation, slide and animation timings, and more. Here's how to record, play, and clear
recordings.

Note: If you're an Office 365 subscriber, you have an updated version that looks and works a little different than this
video.

Record your presentation

1. Select Slide Show > Record Slide Show.

Shde Show

2. From the drop-down, select an option: i o Play Narrations
) L tide | Rehearse SRRERRE | U= Tmings Use Present
o Start Recording from the Beginning v Side  Timogs | Sh{ye. | ShowMedis Controls
4D Start Recarding from Beginning
o Start Recording from Current Slide & Star Recording from Cument Slide

Clear

3. If prompted, select what you want to record:

o Slide and animation timings

o Narrations, ink, and laser pointer

Record Slide Show

Select what you want to record before you begin recorcng.
[¥] Shige and animation tmings
(V] Marrstions, sk, and laser pointer

‘S;nt B«nrd;r;a A I Cancel

4. Select Start Recording.
Pause and resume recording

1. Select Pause to pause while recording.



2. Select Resume Recording to resume recording.

Stop recording

e Press Esc.

You will see a speaker icon on the lower right of the slides that were recorded.

Play recording

1. Select the speaker icon on
the slide.

2. Select Play.

THE
LANDON,
HOTEL

BOARD OF DIRECTORS GUIDE

TN T A0 [OF 112 BILE COMTOAL

To adjust the volume, hover over the speaker icon and adjust the slider to the volume you want.

Clear timing and narration

1. Select Slide Show > Record Slide Show.

2. From the drop-down, select Clear and
select an option:

o

e}

Clear Timing on Current Slide
Clear Timings on All Slides

Clear Narration on Current
Slide

Clear Narrations on All Slides

Landan Hotel Board of Directors Guide - PowerPoint

Shde Show

O ¥ Play Narsations =
g .L\J 4 =Y Montor. | Automatic .
i5e AR T Use Timings
hearse S e Use Presenter View

imngs  Shows Show Media Controls
& Start Recarding from Beginaing Monitors

.

& Start Recording from Cument Slide
L b <lear Liming on Current Shcde
Clear Timings on All Shides

Clear Narration on Current Shide

Clear Narrations on All Shdes
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Add audio and video

Add, format, and record video
In PowerPoint, you can add animated GIFs, videos from your computer or online videos, recordings, export your
presentation as a video, and even add captions to videos.

Add an animated GIF Insert Design  Transitions A1
1. Select Insert > Pictures. C a+ =
Table Pi Online Screenshot Photo  Sha
. v Pictures . Album ~
2. Select the animated GIF you want to add. Slides  Tabdes images

3. Select Slide Show to see the animated GIF play.

Add a video

Select Insert > Video and then choose:

e Online Video: Add a video from YouTube or paste in
an embed code. @ TE m ‘D =4
. . Object  Equation Symbol | Vid Audi 5
e Video on my PC: Add a video that's stored on your Jec quation Symba R U0 Screen
- v *  Recording
computer. Symbals E%' Online Video...

] Video on My PC... %

Screen recording
1. Select Insert > Screen Recording.
2. Select the area you want to record.

3. Select Record.



Polser Tool
Comvector X
A Teat

Production Workflow

Record your presentation
1. Select Slide Show > Record Slide Show.
2. Select if you want to:
o Record from Current Slide
o Record from Beginning
Add captions to videos

Note: Captions can't be added to online videos. For more information, see Create closed captions for a video.

1. Select the video you want to add captions to.
2. Select Video Tools > Playback > Insert Captions.

3. Select the caption file and select Insert.

File Home Inset Design Transitions Anmimations ShideShow Review View Addiins Help Storyboarding  Format [JRESHESRISS v Tell me what you wan!

- ¥ Start InC - =

+ . : "\\n Start: In Click Sequence ] Loop untl Siopped =

iFadeln: 0000 Play Full Screen 1

lay Add  Re Trim - * Volume i . | Rewind after Playing Insert
Bookmark Bookmark Video *!FadeOut 0000 « || Hide While Not Playing Captions *

piew Bookmarks Editing Video Options G t-j w

» Laser pointer
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Export your presentation as a video
1.

2.

Select File > Export.

New

Select Create a Video.

Open -!;_ Create PDF/XPS Document

Save a Copy

Select your settings.

Select Create Video. Share

Export

Close

Export

Create a Video
Save your presentation as a video that you can burn to a disc upload t

®  Includes all recorded timings, narrations, ink strokes, and laser poi

Print . Create a Video ®  Preserves animations, transitions, and media

© Gethep buming your slide show video to DVD or uploading it to

Package Presentation for CD

Presentation Quality

Largest file size and highest quality (1920 x 1080)

Create Handouts

Account

Don't Use Recorded Timings and Narrations

#® No timings or namrations have been recorded

Feedback Q‘ Change File Type Saconds spent on each side: 0500 &

Options

Format your video

Select and drag to resize and move your video around.
Select Format to put frames and effects on your video.

Select Video Effects, Video Border, or Video
Shape to add effects, borders, or crop your video
to a shape.

Select Corrections or Color to adjust the video’s
color tone.

Select Poster Frame to choose the video’s
opening frame, and then click and drag with your
mouse to select your preferred frame.

Select Poster Frame > Current Frame to confirm
your choice.

Presentation Quali
N

Largest file size and highest quality (1920 x 1080)

'ﬂnﬂ Don't Use Recorded Timings and Marrations
‘BS Mo timings or narrations have been recorded

Seconds spent on each slide: | 05.00 :

5
Create %

Video




Add and record audio

Add or record audio, such as music, narration, or sound bites, to your PowerPoint presentation.

Add audio
1. Select Insert > Audio.
2. Select how you’d like to add audio:
o Audio on My PC — Insert an audio file already on your PC.

o Record Audio — Record audio from a microphone attached
to your computer.

Add recorded audio
1. Select Record Audio.
2. Type in a name for your audio file, select Record, and then speak.
3. To review your recording, select Stop and then select Play.
4. Select Record to re-record your clip, or select OK if you’re satisfied.

5. To move your clip, select and drag the audio icon to where you want
it on the slide.

LECIa ronesu - >4 dSnare
rren

Video Apdio Screen
$  Recording
4} Audic on My PC

Record Sound

Hame: Welcome
Total sound fength: 4

C.N B Cancel —t

Note: If you're using more than one audio file per slide, it’s advisable to put the audio icon in the same spot on a slide to

find it easily.
6. Select Play.

Adjust recorded audio

1. Select the Audio Tools Playback tab, and then select which options you'd like to use:

o To trim the audio, select Trim and then use the red and green sliders to trim the audio file accordingly.

o Tofade in or fade out audio, change the number in the Fade Duration boxes.

o To adjust volume, select Volume and select the setting you prefer.

o To choose how the audio file starts, select the dropdown arrow and select an option:

= On Click — Plays the audio file automatically with a click.

=  Automatically — Plays automatically once you advance to the slide that the audio file is on.

o To choose how the audio plays in your presentation, select an option:

= Play Across Slides — Plays one audio file across all slides.
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= Loop until Stopped — Plays an audio file on loop until it’s stopped manually by clicking
the Play/Pause button.

o To have the audio play continuously across all slides in the background, select Play in Background.
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Delete audio

e To delete audio, select the audio icon on the slide and press Delete.



Add and format images

Add images to slides
In PowerPoint, add pictures to your presentations to complement and bring your text to life.

1. Select Insert > Pictures.

2. Inthe dialog box that opens, browse to the picture that you want to insert, select that picture, and then
select Insert.

Note: If you're an Office 365 subscriber, the Design Ideas pane appears when you insert a picture. For more info,
see What's PowerPoint Designer?.

3. With a picture inserted into your presentation, you have several options to format it:
o To move the picture, select and drag it to the location you want.
o Toalign the picture with other objects on the slide, use the guidelines that appear.
o To resize the picture, select and drag the outside points.

o To undo all your actions, on the Picture Tools Format tab, select Reset Picture > Reset Picture & Size.

Add screenshots to slides
With a screenshot in your PowerPoint presentation, you can create powerful visuals for your slides.

1. Prepare your screenshot by opening up another source like a web browser, and go to the content you want to
use.

2. Select Insert > Screenshot > Screen Clipping.
3. When the screen turns white and a crosshair appears, select and drag to highlight the area you want to capture.

4. In PowerPoint, your screenshot will automatically be added to your presentation. You can now resize your
screenshot by selecting and dragging the placeholder points.
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Format images on slides
Once you add a photo, graphic, or picture, you have many ways to enhance the picture, such as backgrounds, shadows,
and effects, to get your message across even better.

Make adjustments and add effects
1. Select the picture you want to change.

2. Under Picture Tools, select Format > Corrections.
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If you do not see the Picture Tools Format tab, make sure that you selected a picture. Depending on your screen size,
the Corrections button may look different.

3. Hover over the thumbnails to preview the options, and select an option:
o Sharpen/Soften - more softness on the left, more sharpness on the right.

o Brightness/Contrast - less brightness on the left, more brightness on the right, less contrast on the top,
more contrast on the bottom.

Tip: To fine tune a correction, select Picture Corrections Options. Then move the slider for Sharpness, Brightness,
or Contrast, or enter a number in the box next to the slider.

4. Select an option from the Artistic Effects drop-down, to add an artistic effect if you like.
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6. Select Compress Pictures to compress the images and reduce the file size.
7. Toremove changes and start over, select the picture, and then select Format > Reset Picture.
The picture will reset to how it was when you inserted it into the slide.

8. In Picture Styles, hover over a style to preview it, and select the style you want.
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Select MoreEI to see more styles.

9. Select an option from the Picture Effects drop-down to add an effect.
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Use Format Painter
A quick way to apply the same format to another object is to use Format Painter.
1. Select the picture with the formatting you want to copy.

2. Select Home > Format Painter.
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3. Hover over the picture you want to format (notice that the pointer changes to a paintbrush icon), and select the
picture to apply the formatting.

Tip: To copy the formatting to more than one picture or object, double-click Format Painter. The copied formatting will
be applied to everything you select, until you press Esc.



Add animations to slides

Add animations to slides
Add animation to pictures, shapes, text boxes, and more to help bring your PowerPoint slides to life.

Choose an animation
1. Select an object, press Shift, and then select the rest of the objects in your slide if needed.
2. Select Animation > More to view the three animation types:
o Entrance: Control how an object appears on a slide.

o Emphasis: Control what happens to the object while it’s already on the slide.

o Exit: Control how an object leaves a slide.
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3. Select an animation to use.
Change animation settings

1. Select Animation Pane.

2. To determine when and how each animation will happen, select an object, and then select its drop-down arrow.

3. Select an option for each animation:
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o Start On Click: Make an animation start with a click.
o Start With Previous: Make an animation start at the same time as the previous one.
o Start After Previous: Make an animation start after the previous one happens.

4. Toreorder an object, select it and then select the Up and Down Arrows in the Animation Pane.
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Change multiple animation settings at once

1. To change all animations at once, select an animation, press Shift, and then select the last animation. You now
have several options:

o To speed up or slow down an animation, change the number in the Duration box.

Animations - PowerPoint
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o To determine when animations appear with a click, select Trigger > On Click of, and then select an
object.
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Add Excel tables to slides

In PowerPoint, you can embed tables and worksheets from Excel in your presentation slides.
1. Select New Slide.
2. In Excel, click and drag to highlight the cells you want to copy.

3. Right-click the copied cells and select Copy.
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4. Inyour PowerPoint presentation, right-click and select the Paste Options you want:

o Use Destination Styles — Choose to edit your copied cells like a PowerPoint table, but with PowerPoint's
color scheme and fonts.

o Keep Source Formatting — Choose to keep your table editable in PowerPoint while maintaining the same
source formatting from Excel.

o Embed — Choose to keep a copy of your table in PowerPoint in case you want to edit the data, which will
open in Excel.
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Note: If you're working with a large Excel file, it'll inflate your PowerPoint presentation to a big size. You may also
unintentionally be giving more access to your Excel file than you intend to.

o Picture — Choose to paste your table as a picture to get the P
same benefits as embedding except you can format your cells g e‘ -, Ny o

like a picture and add effects to it. You won’t be able to edit o (DR A
data once it’s been pasted though. e Pict

New y Picture (U)

o Keep Text Only — Choose to paste your table as straight text
and to do all formatting in PowerPoint.

5. If you pasted as a picture, on the Picture Tools Format tab, select the quick picture style you want to use. Adjust
the table to your liking.

Share presentations

Save presentations as videos
After you finish creating your presentation in PowerPoint, you can save it as a video to share with others.

1. Select File > Export > Create a video.

2. Select the quality of the video:
o Presentation Quality - Largest file size and highest quality (1920 x 1080).
o Internet Quality - Medium file size and moderate quality (1280 x 720).

o Low Quality - Smallest file size and lowest quality (852 x 480).

Landon Hotel Board of Directors Guide - PowerPoint

Export

Create a Video

Save your presentation as a video that you can burn to a disc, upload to the web, or email

Create PDF/XPS Document
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3. Decide if you want to:
o Use Recorded Timings and Narrations

o Don't Use Recorded Timings and Narrations

6 Get help burning your slide show video to DVD or uploading it to the web
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5. Select Create Video.
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Remove sensitive information from your presentation

Before reusing or sharing a presentation, you can use Inspect Document to find and remove sensitive information or
markups.

Use Inspect Document
1. Select File > Info.

2. Select Check for Issues > Inspect Document.

Info

Landon Hotel Board of Directors Guide

\\wmware-host = Shared Folders » Decktop » Exercice Files

Media Size and Performance

~ Save disk space and improve playback performance by compressing your|
Compress files, Compression might affect media qualty.
Media - Media files in this presentation are 2,7 MB,

More ways to improve media performance

Protect Presentation
»

s Control what types of changes people can make to this presentation.
Protect
Presentation -

s Inspect Presentation
e Before publishing this file, be aware that it contains:
Check for
Issues -

Comments

Document properties and author's name

~-. Inspect Document
L‘} Check the presentation for hidden properties
or personal information., &s are unable to read
’ &y, Check Accessibility

Check the presentation for content that pecple

3. Select the items you want inspected:

Note: If your organization customized the Document Inspector by adding Inspector modules, you might be able to check
your documents for additional types of information.

o Comments and Annotations: If you collaborated with other people to create your presentation, your
presentation might contain items such as comments or ink annotations. This information can enable
other people to see the names of people who worked on your presentation, comments from reviewers,
and changes that were made to your presentation.

o Document Properties and Personal Information: Document properties, also known as metadata,
include details about your presentation such as author, subject, and title. Document properties also
include information that is automatically maintained by Office programs, such as the name of the
person who most recently saved a document and the date when a document was created. If you used
specific features, your document might also contain additional kinds of personally identifiable
information (PII).
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o Embedded Documents: If you added content from other files, such as pasting in a table from an Excel
spreadsheet, the content from those files could be viewable.

o Custom XML data: Presentations can contain custom XML data that is not visible in the document itself.
The Document Inspector can find and remove this XML data.

o Invisible on-slide content: Your presentation might contain objects that are not visible because they are
formatted as invisible.

o Off-slide content: PowerPoint presentations can contain objects that are not immediately visible
because they were dragged off the slide into the off-slide area. This off-slide content can include text
boxes, clip art, graphics, and tables.

o Presentation notes: The Notes section of a PowerPoint presentation can contain text that you might not
want to share publicly, especially if the notes were written solely for the use of the person who is
delivering the presentation.

4. Select Inspect.

Tnfo

Document Inspector ? n
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5. After you see the results, you can choose to Remove items, such as Notes or Author or keep the information.
Or you can choose More Info to find out other information.
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6. When you are done, select Close.

Add and review comments in your presentation
In PowerPoint, you can use comments to collaborate with colleagues to give notes and feedback.

Add a comment

1. Select Review > New Comment. AE + X ol =
. X AU ] ote Prewious Mot Shaw Coi
Or select New if the Comments pane is open. = Comm - Comments *

2. Inthe Comments pane, type your message in the box and press Enter.

Comments v X

5 New

Alex Darrow 20 minutes 290
ap Hove we comdennd a different tithe?

Sara Davis A few seconds ago

We are brarntorming ideas now.
W keep everyone updated

$

4 Sara Davis A few seconds ago
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]
Note: A commenticon ~— ¥ will appear on the slide. You can drag and drop it to put the icon next to whatever it is you
are commenting on.

View and reply to comments

]
1. Click onacommenticon ¥ on the slide. L W e
The Comments pane will open and you can see comments for that slide.
4 Alew Dairow
2. Select Reply to respond to a comment. Harv e Sared &

3. Select the Next or Back buttons to go between comments and slides.

Delete a comment

¢ Inthe Comments pane, select the comment that you want to delete, and
then select the black X.

[
e Ontheslide, right-click the commentsicon — " of the comment that you Py T — a——
want to delete, and then select Delete Comment. Harre wi berecd & different 1
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