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Objectives 
• PowerPoint  2007-2010 

1. Setup options 
2. Built-in templates 
3. Quick Access Toolbar 

• Prepare basic presentation 
1. New presentation 

• 2007:  Home – New – Blank presentation 
• 2010:  File – New – Blank presentation 

2. Layout using templates (pictures-text-graphs) 
• 2007:  Home – New – Microsoft Office Online 
• 2010:  File – New – Office.com Templates 

3. Insert New Slide or Insert Duplicate Slide 

4. Slide view – Slide sorter – Slide show (F5) 

5. Background – Text boxes – Font style–size–color 
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Online  Handouts 

http://  webclass.org 



4 Larry Nelson - Instructional Technology - LNELSON@episd.org -  http://webclass.org 

PowerPoint  2007  Ribbon 

Home 
Button 

Tabs 
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PowerPoint  2010  Ribbon 

File menu 

Tabs 
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Quick-access  Toolbar 

Eliminates or decreases tab use 
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Options 
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Options  ─  Save 

PowerPoint  Presentation  97-2003 
myfile.ppt – myfile.pptx 

My Documents 
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Options  ─  Advanced 

End with 
black slide 
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Options  ─  Advanced 

De-select all  
Print 

options 
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Options  ─  Advanced 

Use the following 
Print settings 
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Quick  Access  Toolbar 

Click arrow 
for menu 
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All  Commands 

Select  All Commands  
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New Bullets & numbering 
Open  Close 
Save  Duplicate Selected slides 

Print preview Insert picture from file 
Spelling Line spacing 
Undo  New slide  
Redo  Print ─ File Print 
  Save As 

Quick  Access  Toolbar 
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Arrange  Icons 

• Highlight shortcut 

• Use UP-DOWN arrows 
 to position shortcut 

X 
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New  Presentation 
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New  Slide 
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Open  File 
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Close  File 
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Save  File 



21 Larry Nelson - Instructional Technology - LNELSON@episd.org -  http://webclass.org 

Save  As 
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Bullets  and  Numbering 
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Duplicate  Selected  Slides 
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Insert  Picture  from  File 
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Line  Spacing 
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Print  Preview 
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Print 
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Spelling 
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Customize  Toolbar 



Microsoft  Office 
────────────────────────  

Student 
Presentation 
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Presentation  Goal 

Insert text, pictures, and background 

Life slide show – All About Me, such as 

music, sports, hobbies, special interests 

Habitat – student describes habitats of 

certain organisms 

Personal Flag – Think of five important 

things about yourself.  Create a symbol for 

each important thing.  

 

•  •  •  
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Life  Slide  Show 



33 Larry Nelson - Instructional Technology - LNELSON@episd.org -  http://webclass.org 

Life  Slide  Show 
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Personal  Flag 
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New  Presentation 

• Click  Home – New 
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New  Presentation 



37 Larry Nelson - Instructional Technology - LNELSON@episd.org -  http://webclass.org 

Zoom 
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Type  Title 
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Design  Tab 

Mouse over 
to preview 
each Design 
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Home  Tab 
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New  Slide 
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New  Slide 
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Add  Text  Box 
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Add  Text  Box 

Blank slide 
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Add  Text  Box 
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Life  Slide  Show 
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Preview  Individual  Slide 
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Preview  Slide  Show 

Individual slide show 

Full show F5 
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View Ruler 

Horizontal ruler will 

appear above each 

slide to help with 

placement 
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Line  Spacing 
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Line  Spacing  Options 
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Line  Spacing  Options 
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Add  Duplicate  Slide 

New Slide 
Duplicate Selected Slides 



54 Larry Nelson - Instructional Technology - LNELSON@episd.org -  http://webclass.org 

Slide 2 

• Do not use  New Slide  icon 

• Use  Duplicate Selected Slides 
       Saves re-formatting slide 2 

 

 

 

• Delete old text line by line 
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Insert  Picture 
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Insert  Picture 
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Insert  Picture  from  File 
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Insert  Picture  from  File 
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Insert  Clip Art 

Drag-n-drop clipart into 

slide and re-size 



Atomic  Learning 
─────────────────────────  

PowerPoint 
Video  Tutorials 
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Login 

http://  atomiclearning.com / login / episd 
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Login 
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Login 

Username – EPISD email 
Password  – EPISD password 
 

EPISD password 
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Main  Menu 

Select  Tutorials 
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Find  Tutorial 

Search  PowerPoint 
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Filters 

PowerPoint 
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Find  Tutorials 

PowerPoint 
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PowerPoint  Tutorials 



69 Larry Nelson - Instructional Technology - LNELSON@episd.org -  http://webclass.org 

Online  Handouts 

http://  webclass.org 


