Learning Powerpoint
By Gary Martin –Coedcae School

Email: gary@scfc.co.uk
Load Microsoft Powerpoint by going to 

START -> Programs -> Microsoft -> Powerpoint

The program should look like this when it opens
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It will be slightly different if using an earlier version but not much.

Where it says “Click to add title” click and type Chinese Cookery
In the subtitle box type Chicken Fried Rice
Move your mouse up to the INSERT menu and click NEW SLIDE
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In the right hand pane, click on the Title, Text and Content box (1st box in the 7th row)
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Replace “Click to add title” with Preparation
Replace “Click to add text” with Finely dice half an onion. When you press enter a new bullet appears. Add the following ..

· Dice a piece of cooked chicken to the same size

· Dice a rasher of lean bacon the same way

· Beat an egg in a cup with a level teaspoon of salt

· Defrost half a cup frozen peas


Next click on the “Insert picture” icon (1st in the 2nd row) and navigate to the Tutorial folder (ask for help if needed) where you will find a file called Chef and then click on INSERT.
Move your mouse up to the INSERT menu and click NEW SLIDE

In the right hand pane, click on the Title, Content and Text box (2nd box in the 7th row)

Replace “Click to add title” with Cooking the rice
Next click on the “Insert picture” icon (1st in the 2nd row) and navigate to the Tutorial folder (ask for help if needed) where you will find a file called Sospan and then click on INSERT.
Replace “Click to add text” with 

· Fill a mug with long grain rice

· Bring a half full saucepan of water to the boil

· When boiling, add the rice and stir until it comes back to the boil
· Boil for 9 minutes only

· Remove from heat and fill with cold water

· Drain into a sieve

· Return rice to the empty saucepan and cover
Move your mouse up to the INSERT menu and click NEW SLIDE

In the right hand pane, click on the Title, Text and Content box (1st box in the 7th row)

Replace “Click to add title” with Making the fried rice
Replace “Click to add text” with 

· Have all the ingredients to hand

· Heat 3 tbsp oil in a wok or large frying pan

· Add the onion and bacon and fry for 2 minutes

· Turn down the heat and add the beaten egg

· Cook until it sets

· Stir to break it up into small pieces and then turn up the heat
· Add the chicken and peas
The text box is now getting full and if you keep typing the text size will get too small. So we will resize the picture frame to make room for an extra text box underneath it.

To do this, highlight the picture frame by clicking it. Eight white circles appear around its outline. Carefully place your mouse over the bottom middle one and when it changes to a 2-sided arrow, drag the bottom frame halfway up the page.
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Next, draw a text box beneath it. 

Go to INSERT -> TEXT BOX. The cursor changes to an upside down crucifix. Draw a box under the picture frame.

Click on the BULLET ICON in the toolbar
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and in the new text box type

· Stir and add 1 tsp of soy sauce

· Mix in the boiled rice

· Season with salt & pepper and stir and heat through 
Next click on the “Insert picture” icon (1st in the 2nd row) and navigate to the Tutorial folder (ask for help if needed) where you will find a file called Chef2
Save your work (FILE -> SAVE AS) and call it chinese1.

You are now ready to view your masterpiece.

Go to the SLIDE SHOW menu and click VIEW SHOW

You can advance your presentation by clicking the mouse, pressing the spacebar or by using the right arrow key.

OK it works, but it’s not very exciting.

Go to FILE -> SAVE AS and call it chinese2.
We now have a copy to work on.

Our presentation will look better if we get each item to appear one piece at a time.

In normal view, have slide 1 on the screen and highlight CHINESE COOKERY
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Go to the SLIDE SHOW menu and choose CUSTOM ANIMATION

[image: image9.emf]


While CHINESE COOKERY is highlighted, go to ADD EFFECT, choose ENTRANCE and then choose APPEAR. If you have done this correctly, a little grey box will appear alongside Chinese Cookery on the slide.
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Next highlight Chicken Fried Rice and using CUSTOM ANIMATION choose ENTRANCE -> FLY IN.

Select slide 2 from the left hand pane.
Then select each bullet point in turn (by highlighting the text) and CUSTOM ANIMATE to APPEAR.

Be careful to select all the text for each bullet point.

Repeat this for slides 3 and 4 but choose the Chef as the last thing to appear on slide 4.

Save your work (chinese2) and run the slide show.

Finally save your open file as chinese3.

We are now going to add a DESIGN TEMPLATE.
Drop the down arrow in the top right to reveal SLIDE DESGN – DESIGN TEMPLATES
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Click on the COMPASS design (hover over each one to find it) and run your slide show to see the effect. It looks much better.

I prefer using the CURTAIN CALL. Try it yourself. Stick with the one you prefer.
Finally I want to add one extra slide at the start and one extra at the end; a blank slide at the start and one saying BON APPETIT at the end.

Go into SLIDE SORTER VIEW (in the VIEW menu).
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With the first slide selected click on INSERT -> NEW SLIDE. It appears as slide 2 so just drag slide 1 to the right of it.

Next highlight slide 5 and INSERT -> NEW SLIDE.

Select slide 6 and go to NORMAL VIEW (VIEW menu).

Choose the first layout from the top right (right hand pane) and enter BON APPETITE in the title. You can delete the subtitle box by right clicking on its outline and choosing CUT.

Now all that’s missing is some music.

Click on slide 1 and from the INSERT menu, choose MOVIES & SOUND -> SOUND FROM FILE.
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Navigate to the TUTORIAL directory and choose WFORGET. 
Choose yes from the dialogue box that appears.

Right click on the speaker icon that appears on the page and choose CUSTOM ANIMATION. 

In the right hand pane click the drop down arrow alongside the box containing wforget.mid 
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Choose EFFECT OPTIONS and select the following settings (see next page)
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· Start playing from 00:00 seconds

· Stop playing after 6 slides

· Tick “Hide when not playing”

Save your work and run the slide show.

