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Powerpoint
Transport – Exercise 1
	1.
	Open the PowerPoint program - a Title Slide appears automatically as the first slide.



	2.
	Click in the top box ‘Click to add title’.  The box will act like a text box and allow typing to be entered.



	3.
	Enter the word TRANSPORT


	4.
	Click in the box below and enter the text OPTIONS AVAILABLE


	5.
	Now save your first slide and call it Transport.

Click on File – Save As – Select a suitable drive –  save as ‘Transport’


	6.
	Select the New Slide button from the Format Bar – on the right hand side of the screen a slide layout menu should appear


	7.


	From Slide Layout choose ‘title and text’.

	8.
	Click in the ‘Click to add Title’ box and type OPTIONS



	9.
	Select the second placeholder with the bullet points and enter the following text – ensure the enter key is pressed after each word and a new bullet point will appear.

· Cars 

· Trains

· Buses

· Walking

· Bicycles



	10.
	Select a third slide from the New Slide button



	11.
	Choose Title and 2-column text style – second row slide on the right.  
Your slide layout will change straight away.


	12.
	In the Title box enter
BUSES




	13.
	Then click into the left hand box with the bullet point and enter:

Advantages of buses:

· Reading or sleeping as you travel

· Less pollution

· Season tickets can make this economical

Now click into the right hand box and enter:

Disadvantages of buses:

· Waiting at bus stops

· Expensive for families

· Restricted times to travel



	14.
	Save the presentation.



	15.
	You now have a three-slide presentation.




Exercise 2
	1.
	Still using the Transport presentation you have created select the new slide button.


	2.
	Scroll down the slide layout panel on the right and choose title, text and picture



	3.
	Enter the following text into your new slide:

Trains

· Comfortable

· Quick

· Convenient

· Direct to city centre

· Refreshments


	4.
	On slide 2 centre the text in the list. 



	5.
	On slide 3 embolden the sub titles Advantages and Disadvantages 


	6.
	On slide 4 give the title a Shadow effect



	7.
	On slide 4 on the right hand side select the option to add clip art.
Insert a picture of a train from clip-art.


	6.
	Resize the picture to fill the right hand side of the slide.



	7.
	Select slide no 3 from the Transport presentation



	8.
	Highlight all the bullet points under Advantages



	9.
	Select Format – bullets and numbering

Choose a different style for the bullets points 
Click OK




	10.
	Do the same to the Disadvantages column



	11.
	Still on slide no 3 from Transport



	12.
	Place the cursor at the end of travel on the final point under disadvantages.

Press enter and a new bullet point arrives on the next line.



	13.
	Type Restricted routes.



	14.
	Highlight the new line – click the indent button on the standard toolbar,
the new line will appear as a sub bullet.
 

	15.
	On your Transport presentation – select slide no 2



	16.
	Highlight the bulleted list – choose Format – line spacing (click on the arrow at the bottom of the sub-menu if necessary to reveal this option)



	17.
	In the dialog box select 2 for double spacing.  Click OK



	18.
	The text in the slide is now in double spacing.



	19.
	To add a footer with your name to the slide - Go to View – Header and Footer and the following appears: 
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Here you can insert a fixed date

a slide number and 

a footer with your name.

Ensure that when you confirm you select the box – ‘Apply to All’ – then the information will be applied to all slides.




Exercise 3

Still using the Transport presentation you shall now add some more slides using the Outline view.
	1.
	Click on the tab ‘Outline’ in the panel on the left of your screen.



	2.
	Position the cursor at the beginning of the last slide of the presentation.  Press the return key to make a new slide and enter the following:

Cars 

Press enter 
Type Walking – press enter

Type Bicycles – press enter

You should now have three extra slides as shown on the right.



	3.
	Position the cursor on slide no 4 at the end of the word Cars

Press enter.


	4.
	A new slide will appear between Cars and Walking – press the tab button on the keyboard – this will return you to slide no 4 with a new bullet point under Cars.



	5.
	Enter the following text:

· Convenient

· Reliable

· Cost effective

· Image conscious


	6.
	Position the cursor on slide no 5 at the end of the word Walking
Press enter.

	7.
	Again a new slide will appear – press the tab button – when you have been returned to slide no 5 enter the following text:

· Good exercise

· Keeps you fit

· Beneficial to health

· Promotes local awareness




Exercise 4 – Using the Slide Master 
	1.
	On your Transport presentation choose View – Master – Slide Master
 

	2.
	Select the title text in the top textbox – change the font to Tahoma and the colour to blue


	3.
	Select the first and second level bullet points in the next textbox.

Change the font to Verdana and the colour to green


	4.
	Now switch to the Slide sorter view and see that PowerPoint has changed all the text in your slides.  Do not save the presentation yet.




Changing the background in the slide master

	5.
	Choose View – Master – Slide Master to view your slide master again.




	6.
	Select Format – Background. 

From the dialog box click on the

downward arrow - select More colours. 
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From the colour displays select a 

light yellow – click OK – then Apply to All.

Now switch to the slide sorter view
To see how your presentation looks.

To see how it looks to your audience switch to

the slide show view and click the mouse

to move through the slides.



	7.
	Now save your presentation as Transport-yellow.


Applying a decorative background

	8.
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In Normal view choose Format – Background and click on the downward arrow – then click Fill effects in dialog box.
On the Gradient tab – select Preset – in the drop down option select Daybreak – click OK then Apply to All


	9.
	Now View – Master – Slide Master.  Select the text levels and choose a dark green colour. 

          

	10.
	Now switch to the Slide show view and look at your presentation.

The dark green text provides a better contrast against the background pattern.  Save the presentation again.



Exercise 5
Adding the date, slide numbers and footer

	12.
	With the Transport-yellow version on screen, choose View – Header and Footer



	13.
	In the slide tab check the Date and time box.

· If you want the date to the updated automatically, select Update Auto option button – then specify the format required.

· If you want to use a fixed date, select Fixed option then enter date.



	14.
	Click the slide number box to number the slides 



	15.
	Select the Footer box and enter the text required



	16.
	Click Apply to All to apply changes to all slides

Or click Apply to add changes to current slide only



	17.
	Switch to slide sorter view to confirm changes have been made.




Inserting a Picture from file onto Master Slide

	18.
	In normal view – select View – Master – Slide Master
Go to Insert – Picture from file

	19.
	Double click on the picture you require – it will appear in your master slide

	20.
	Resize the picture using the diagonal corner tabs.

Position it in the master slide so that it does not obscure any text

	21.
	Select the slide sorter view to see the picture on all the slides in the same position.

Save your presentation.
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