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* The objectives of studying power point:
1. Displaying information about your school in an interesting, easy and attractive way. 

2. Summing up of one of your school lessons

3. Collecting ideas and researches and presenting them through a nice presentation.
* To start power point program:
1. Start menu

2. Programs

3. Microsoft office ( office 2003)

4. Microsoft power point.
* To exit power point program?

1. File menu.

2. Exit.

N.B:-

On exiting power point an Alert box appears which indicates that you didn't save the presentation, so you can select:-

1. (Yes) to save the presentation.

2. (No) to exit the program without saving.

3. (Cancel) to cancel the command.
Components of power point interface
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*The name and function of the power point bars:
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1. It shows the programs name and the default name of the presentation.
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It has the icons (minimize – maximize – close) of the window
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- It includes a group of commands that has a sub menu of other options and commands 
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    Standard tool bar
- It has a group of icons that can be used instead of the menu commands.
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        Formatting bar
- It has a group of icons that can be used instead of the commands to select font size and type etc ……..
*To show one of these bars if they are hidden?
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- View menu. 

- Tool bars then select the bar you need.

*To format a text?

Highlight the required text and make the suitable changes.
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*To insert a picture from Clip Art?
1- [image: image19.png]


Press on this picture 

2- A select picture menu appears.

3- Choose the required picture then press "Ok" button.

4-  Or press on the picture you choose twice, the picture will be inserted.

Or: 
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1- Open insert menu.

2- Choose picture.

3- Click "Clip Art …" 

5- Then open Organizer Clips "Microsoft Clip Organizer" 

   begins to display a group of pictures collections choose the collection you want.

6- A group of pictures will appear.

7- Press on the picture you choose twice, the picture will 

    be inserted or right click on the picture then copy then pasted it in the slide.
*To insert a picture from a File?

[image: image21.png]swem [ Myooomens 5]
@y petres
By s
=
Favortes
Places Save as type: [Presentation v Cancel





1- Press the on the picture within the slide. 

2- Insert picture window begins to appear.

3- Select the required file "picture".

4- You must define the disk on which there is the sound file.

5- Press insert button, the picture will be inserted.

Or:

1- Open insert menu.

2- Choose picture.

3- Click "From File …" 

4 -Select the required file "picture".

5- Press insert button, the picture will be inserted.

* How can you save a presentation on a disk?

To save a presentation in a file on a disk, we should follow these steps:-

1- From menu bar click "File".

2- Choose " save as"
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Worksheet 
*Complete:

1. From the objectives of studying power point ……………………………………………………...

2. To start power point program select 
…………….. - …………….. - …………….. - ……………..
3. To exit power point program select ………………. from ……… menu.

4. Title bar shows the programs ……. and the default name of the ………..

5. To insert a picture from clip art choose ……. then ……….From ……… menu

*Put (√) or (×):

1. You can insert a sound to a slide from clip art only.(  ) 

2. Displaying information about your school in an attractive way is one of the objectives of power point.                 (   )

3. To exit power point program select Exit from insert menu.(  )
4. To save a presentation in a file on a disk Choose  " save as" from view menu.           (    )

5. To format a text, Highlight the required text and make the suitable changes.            (    )

*Complete the following picture:

Components of power point interface
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How to Add – Move – Copy – Delete slide
Add a slide

To add new slide select new slide from insert tab
Move a slide 

To change the position of slides select slide sorter view then drag the slide you want move then drop it in its new position.

Copy a slide

Select slide sorter view then right click on the side you want copy then right click on an empty space then select paste.

Delete a slide 

Select slide sorter view then right click on the side you want delete it then select delete from shortcut menu. 

Select the side you want delete it then select delete from keyboard.
Worksheet 
- How to add a slide?

…………………………………………………………………………………………

- How to move a slide?

…………………………………………………………………………………………

- How to copy a slide?

…………………………………………………………………………………………

- How to delete a slide?

…………………………………………………………………………………………

Slide transition 
What are slide show transitions?

Slide show transitions are special effects you can add to a slide show to determine how one slide moves or blends into the next slide within the presentation.
Add transition effects between slides

To add transition to a slide show

Select slide transition from the slide show menu, to display the slide transition dialog box.
* Select the transition you require from the Effect drop down list.

Click on the transitions to see a preview of them applied to the picture in the preview box. To see the transition again, click on the picture.

 * Select how fast you want the transition to take place by selecting Slow, Medium, or Fast. You can preview the speed you have chosen in the preview box.

To change the transition of the current slide only, click on Apply . To change the transition of all slides in the presentation, click on Apply to all.
Change transition effects between slides
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to modify an existing transition effect, 
simply apply a new transition using 
the slide transition dialog box.

Worksheet 
Complete:
1- Slide show transitions are special …………….. you can add to a ……………….

2- To add transition to a slide select ………………………................ from  

     ………………… menu.

Custom animation
To add animation to text or picture on the slide 

Select Custom animation from the slide show menu, to display 
the Custom animation dialog box.
Select the text or picture the select animation you want.


Printing 
To print your entire presentation

Click on the print icon, displayed within 

the standard toolbar.
To print just the current slide

Select print from file menu.
 in the print range section of the
 dialog box select the current

slide button then click ok.

To print particular slides

Click on slides in print window then write 

the numbers of slides you want print. 

Worksheet 
Complete:

1- To add animation to text Select …………………………….. from 

     ……………………… menu.
2- To print your entire presentation Click on …………………… icon.

How to make a project?

- Select the topic you want to present it.

- Select the design of the slides.

- Select the transition effects between slides.

- Select the Custom animation.

- Get the number of slides more than five slides.


Practical

Make a project

About Egypt
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Press to save the file on the disk





Type the file name





Press to change folder





The following screen appears








Menu bar





Title bar
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