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Course contents
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Overview: Get set with the basics
Lesson 1: Create your slides
Lesson 2: Choose a theme, add more content

Lesson 3: Proof, print, and prep for the show

Each lesson includes a list of suggested tasks and a set of
test questions.
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Overview: Get set with the basics

e -

Have you been asked to put together a
Power Poil nt presentati on,
not sure how to start?

This course will teach you everything
you need to know to create and deliver
a presentation.

Youol | fi nd out how t o cC
content on them, and make them look
good. Then youol | | ear n

speaker notes and handouts and get
ready to present.
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Course goals

- S ——————

Create slides and add text.
Insert pictures and other content.
Apply a t heme f
Print handouts and notes.

Prepare to give the show.

or

t

h e

present
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Create your slides

— =

This is a glimpse of
the PowerPoint
window.

Click to add title
This lesson will give
you an introduction to
the window and help
you feel comfortable
working there.

Click to add subtitle

Click to add notes

Youol | al so see how to add new sl i des,
for a slide, and add text as well as reuse slides from
another presentation.

Finally, youoll find out how to prepar e
create the show, to refer to when you present.
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Get to know your workspace
..
This is the view that
first opens in
- Power Poil nt
Adventure Works ; .
sales _pgnpnsal| Normal view.

Click to add subtitle

You work here to
create slides.

Click to add notes | £ l

EEET e o

There are three main areas of Normal view.

@ Theslide pane is the big area in the middle. You work
directly on the slide in this space.

@® On the slide, the boxes with the dotted borders are
called placeholders. Here0s where you type your
insert art, or add other content.
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Get to know your workspace

..

Adventure Works
sales _p_rnpnsal|

Click to add subtitle

Click to add notes | £

This is the view that
first opens in
Power Poi nt
Normal view.

You work here to
create slides.

There are three main areas of Normal view.

® On the left are small, or thumbnail, versions of the

slides in your presentation, with the

on highlighted. This area is the Slides tab.
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Get to know your workspace
..
This is the view that
first opens in
- Power Poil nt
Adventure Works ; .
sales _pgnpnsal| Normal view.

Click to add subtitle

You work here to
create slides.

Click to add notes | £ l

EEET e o

There are three main areas of Normal view.

@ |n the bottom area is the notes pane, where you type
the notes that youol | refer to whil e
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Add new slides

When PowerPoint
opens, there
one slide in the show.

You add the other
slides.

The most obvious way to add a new slide is by clicking
New Slide on the Home tab, as the picture shows.
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Add new slides

When PowerPoint
opens, there
one slide in the show.

You add the other
slides.

There are two ways to use the New Slide button:

@ I you click the top part of the button, where the slide
icon is, a new slide is immediately added beneath the
sl ide that 0s Slglesltab.ct ed on t he
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Add new slides

When PowerPoint
opens, there
one slide in the show.

You add the other
slides.

Title Slide Title and Content

There are two ways to use the New Slide button:

@® If you click the bottom part of the button, you get a
gallery of layouts for the slide. You choose a layout, and
the slide is inserted with that layout.
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Add new slides

Title Slide Title and Content

If you add a slide
without choosing a
layout, PowerPoint
applies one
automatically.

You can change it if you want: Right-click the slide that
has the layout you want to replace, and then point to
Layout.
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Pick layouts for slides

1

Title Slide

Title and
Content

A slide layout
arranges your slide
content.

For example, you may
want both a list and a
picture on the slide, or
a picture and a
caption.

Layouts contain different types of placeholders and
placeholder arrangements to support whatever your

content is.
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Pick layouts for slides

g (— | The picture shows the
Title Slide | | Teand |a.yOUtS that
S | PowerPoint starts with
automatically.

ck to add subtitle

@ The Title Slide layout, shown here as it looks in the
layouts gallery, is applied to the first slide in the show
(the one thatos already there when yo

® On the slide, the Title Slide layout contains placeholders
for a title and subtitle.
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Pick layouts for slides

The picture shows the
1 = 3
Title Slide | | Titie ana |a.yOUtS that
PowerPoint starts with
automatically.

® The | ayout youdl | probably use the mo
called Title and Content, shown here as it looks in the
layouts gallery.

@ On the slide, this layout has a placeholder for the slide

title, and a second, all-purpose placeholder that contains
text as well as several icons.
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Type your text

In the all-purpose

Calibri (Body) =~ 3= 1= p|aceh0|der Shown
‘B I U 8 abe & -| = & .
rersRNElE = = prewously,_ you can
& % Pagrph T add graphic elements
Current products or text.
(0]

L ettty O------=-=====-=----- o
'+ Qutdoor gear '
— Camping
» Duffle bags
= Backpacks

— Frame packs
— Day packs

Let 6s t al k a

The default formatting for text is a bulleted list.

@ You can use different levels of text within bulleted lists to
make minor points under major points.

@® On the Ribbon, use commands in the Font group to
change character formatting, such as font colour and
size.
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Type your text

Calibri Body) - |32 - | [#= |+ i= -||I=-|llf -

/B I U & abe 2| |iE :E|| EMN I
A - Aa-||A" a7 ||=5 ||  E
= =

Fant

'
[
4

-

‘aragraph

Current products
(0]

L ettty O------=-=====-=----- o
'+ Qutdoor gear '
— Camping
» Duffle bags
= Backpacks

— Frame packs
— Day packs

In the all-purpose
placeholder shown
previously, you can
add graphic elements
or text.

Let 6s t al k

The default formatting for text is a bulleted list.

® Use commands in the Paragraph group to change
paragraph formatting, such as list formatting, text
indentation, and line spacing.
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Insert slides from another presentation

: Reuse Slides YOU may need tO Use
= Insert slide from: |Ci:Presentations. .. Slldes from an eXIStIng
” ...................................................... — § presentation in your
-l;:f'ic; Theme - n::;:::'m . Sh OoWw.

Hereds how t

s . b st

4 [+ Keep source Form atting

@ On the Home tab, click the arrow next to New Slide, as

if you were going to insert a new slide and choose a
layout for it first.

@® Below the layout gallery, click Reuse Slides.
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Insert slides from another presentation

Reuse Slides YOU may need tO Use

Fa

4 | Insert slide from: |} :Present ations. .. Slldes from an eXIStIng
el . — | presentation in your

Slide + Reuse Slides

Office Theme - Insert side from: . ShOW.

This i1s how to do it.

s . b st

4 [+ Keep source Form atting

® Inthe Reuse Slides task pane, under Insert slide from,
click Browse to find the presentation or slide library that
has the slides you want. Then click the arrow to open
those slides in the task pane.
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Insert slides from another presentation

: Reuse Slides YOU may need tO Use
= Insert slide from: |Ci:Presentations. .. Slldes from an eXIStIng
” ...................................................... — § presentation in your
-l;:f'ic; Theme - n::;:::'m . Sh OoWw.

This i1s how to do it.

s . b st

4 [+ Keep source Form atting

@ \When you find the slide you want, take notice of the
Keep source formatting check box at the very bottom
of the pane. If you want to retain the exact look of the
sli des youdre I nserting, be sure this
before you insert the slide.
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Insert slides from another presentation

: Reuse Slides YOU may need tO Use
= Insert slide from: |Ci:Presentations. .. Slldes from an eXIStIng
” ...................................................... — § presentation in your
-l;:f'ic; Theme - n::;:::'m . Sh OoWw.

This i1s how to do it.

s . b st

4 [+ Keep source Form atting

@ Click each slide you want to insert. Each one is copied
into the open presentation, below the currently selected
slide or below your <cursor, i f youdve
a slide thumbnail.
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Create speaker notes

Use speaker notes to
5 : elaborate on the
s points on a slide.

The Gains

The Opportunity e

Good notes can help
you keep your

» How should we expand our inventory? : c
= Consider the concept of "just-in-time” retail. ' £ . au d lence en g ag e d

* Our range will outdo the competition.

- and prevent text

1 overload on the slide.

@ As you develop the content on your slides, type your
notes in the notes pane, below the slide.

® You can enlarge the notes pane SO
work in by dragging the split bar.
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Create speaker notes

The Opportunity e

The Patential

The Gains

» How should we expand our inventory?
* Consider the concept of "“just-in-time” retail.

* Our range will outdo the competition.

I
1

Use speaker notes to
elaborate on the
points on a slide.

Good notes can help
you keep your
audience engaged
and prevent text
overload on the slide.

® Your notes are saved in a notes page, which contains a
copy of the slide along with the notes. This is the page

you print to refer to as you give the presentation.
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Suggestions for practice

Get familiar with the areas of the PowerPoint window.

Type text.

Add new slides.

Navigate and add more text.
Use text indents and formatting.
Work with text automatic text fit.

Type and view notes.
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Test 1, question 1

- —

|l n t he Power Pol nt wWiI ndow, what 6s
slide content? (Pick one answer.)

1. The Slides tab, where the slide thumbnails are, on the left of
the window.

2. The notes pane.

3. The slide pane, in the middle of the window.

Create your first presentation
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Test 1, question 1. Answer

The slide pane, in the middle of the window.

Work in the slide pane to add text, pictures, shapes, media files, or other
content to your slides.
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Test 1, question 2

- —

When you add a new slide, how do you choose a layout for it
first? (Pick one answer.)

1. Onthe Home tab, click the top half of the New Slide button.

2. On the Home tab, click the bottom half of the New Slide
button, where the arrow is.

3. Right-click a slide thumbnail on the Slides tab, and click New
Slide.

Create your first presentation




Test 1, question 2: Answer

On the Home tab, click the bottom half of the New Slide button, where
the arrow Is.

Clicking the arrow displays the slide layouts. When you select one, a
slide Is inserted with that layout.
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Test 1, question 3

—

What 6s a quick way to repl ace
different layout? (Pick one answer.)

1. Click the bottom half of the New Slide button on the Home
tab.

2. Right-click the slide that has the layout you want to replace,
and point to Layout.

Create your first presentation
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Test 1, question 3: Answer

e -

Right-click the slide that has the layout you want to replace, and point to
Layout.

This opens the gallery of layouts. You click one to apply it to the slide.
Another way is to select the thumbnail of the slide with the layout you
want to change, and click Layout on the Home tab. That displays the

gallery, where you choose a layout to apply.
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Choose a theme, add more content

As a colour scheme
for your presentation,

Adventure Works Adventure Works basic black will do the
2008 Sales Proposal 2008 Sales Proposal jOb.

LINDA MARTIN
SENIOR VICE FRESIDENT

i But how about when
youore 1 n th
more colour and a

vibrant design?

Go straight to the PowerPoint themes gallery and try
out whatods there. Choosing a theme 1 s r
flipping a switch.

You can also put other elements on your slides, such
as pictures and captions, then handily align them so
that everything is neatly arranged.
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The beauty of themes

Adventure Works 2008 Sales
Proposal

Adventure Works

2008 Sales Proposal
Linicds Martan

Sarnzoe Vatw Prewdens
Wt b e Sales

Every presentation
has a theme.

Some are just more
colourful than others.

The theme determines the look and colours of your
slides and gives your presentation a consistent
appearance.

Here, you see three title slides that have the same
content but that use different themes.
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The beauty of themes

—

Every presentation
has a theme.

Adventure Works 2008 Sales
Proposal

Some are just more
colourful than others.

Adventure Works
2008 Sales Proposal
Linicds Martan

Sarnzoe Vatw Prewdens
Wt b e Sales

A theme includes these elements, offered as a package:

A Background design
A Colour scheme
A Font types and sizes

A Placeholder positions
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The beauty of themes

The colour scheme
affects background
adventure voris 2008 saies [N colours, font colours,
ey fill colours for shapes,
T border colours,
2008 Saiesroposal | hyperlinks, and slide

S Vi Breni B elements like tables
and charts.

And if you have placeholders, the theme honours the
| ayout youbve chosen,; It jJust moves thi
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Choose a theme

Every new
presentation starts out
with the default theme,
called Office Theme.

Adventure Works To fmd and apply
2008 Sales Proposal another one, start by
clicking the Design
S onr e sapee tab on the Ribbon.

@ Theme samples, in the form of the small thumbnails you
see here, will show in the Themes group.

® To see additional themes, click the More button on the
right of the group.
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Choose a theme

Every new
presentation starts out
with the default theme,
called Office Theme.

Adventure Works To find and apply
2008 Sales Proposal another one, start by
clicking the Design

SENIOR VICE PRESIDENT

WORLDWIDE SALES tab On the Ribbon.

® \When you point to any theme thumbnail, a preview of it
is shown on the slide.

Click a thumbnail to apply that theme to all your slides.

You can also apply the theme only to the slides you
have selected.
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Insert pictures and things, part 1

Now youol |
methods for inserting
pictures and other
non-text items into
slides.

The first method is to click an icon in a placeholder,
which you got a glimpse of in the first lesson.

Create your first presentation




Insert pictures and things, part 1

Now youol |
methods for inserting
pictures and other
non-text items into
slides.

The picture illustrates how to insert a piece of clip art:

@ Click the Clip Art icon in the placeholder.

@® The Clip Art task pane opens. There, type a keyword in
the Search for box that suggests the sort of clip you

want. Then click Go.
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Insert pictures and things, part 1

Now youol |
methods for inserting
pictures and other
non-text items into
slides.

The picture illustrates how to insert a piece of clip art:

® Clips appear that fit the keyword. Click one of them to

insert it into the slide. The picture is automatically sized

and positioned within the placeholder.
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Insert pictures and things, part 2

Home Insert Design Animations Slide Show Review View Format

- Al % __'%-'Shapes M. Hyperlink - JH ader & Footer | #] Slide Mumber

=| SmartArt % Action ‘ordArt £2 Symbaol
Clip Photo Text
At Album - il Chart 1) Boxg. 31 Date & Time  h§g Object

[llustrations Text

l—.—||

Another way to insert
slide items is to use
the Insert tab on the
Ribbon.

All of the things you could insert from the slide pane are
also available on the Insert tab, plus mored including

shapes, hyperlinks, text boxes, headers and footers, and
media clips such as sounds.
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Insert pictures and things, part 2

Home Insert Cesign Animations Slide Show Review View Format

[] [[# Shapes # Hyperlink - JH ader & Footer | #] Slide Mumber

SmartArt % Action ‘ordArt £2 Symbaol

Picture  Clip Phot _ Text
At .-ILurn il Chart 1 Boxg., 31[""*" < Time "84 Object

[llustrations inks ' Text

l—.—||

The picture shows the
array of things
available on the Insert
tab.

A typical thing to insert
IS a text box, as
shown.

@ Text boxes are handy when you want to add text

somewhere and need another placeholder for it, such as
for a picture caption. On the Insert tab, click Text Box.

@® Draw the box on the slide and type in it.

Create your first presentation




Insert pictures and things, part 2

Home Insert Cesign Animatio

J Ela E'?ﬂ __.'{-'fr'uapes

SmartArt
Clip Photo

At Album - il Chart
[llustrations

NS
# Hyperl

5 Action

Slide Show Review View Format

ink - JH ader & Footer [#] Slide Number

‘ordart L2} symbol
Text
1 BoKa: :1 Date & Time ko Object

Text

l—.—||

What 6s t he
method?

Since you have two
choices for how to
insert some things,
which one is
recommended?

It mostly comes down to what you find handiest. One

thing to consider is how you want the inserted item to be

positioned on the slide.
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Edit slide elements

Picture Tools
[ 2
Animations Slide Show Review View | Format

I — e _.j] Picture Shape » || [ Bring to Front ~ |2 Align =
‘d‘ ‘d‘ - L Picture Border = || 3% Send to Back = [ Group
= L} Picture Effects ~ L_f:'iu Selection Pane [ Rotate -

Picture Styles ] Arrange

—

After inserting a
picture, you may want
to make adjustments
such as resizing,
cropping, or changing
the brightness.

Use Picture Tools for
this.

Picture Tools are available when the picture Is selected.

@ So, select the picture.

@® Picture Tools appear above the Ribbon. Use options on

the Format tab to work with the picture.
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Edit slide elements

Animations Slide Show

= == (e

Picture Styles

-

-

Picture Tools
[ 2
Review View | Format

_.j] Picture Shape = i3 Bring to Front = |= Align -
E Picture Barder “Ea 5end to Back - E Group
= Picture Effects = L_f:'iu Selection Pane [ Rotate -

] Arrange

—

There are tools for the
range of things you
can insert, from
tables, charts, and
SmartArtE graphics to
text boxes and
shapes, sounds, and
videos.

Just select the Iinserted item to see the relevant tab on

the Ribbon.
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Arrange slide elements

Picture Tools

| Format

4 Bring to Front -~ |IEI '| 5
'-Ea Send to Back ~ || |=  Align Left [ 3
@ Selection Pane & | Align Center ©
2 Arrange =] Align Right
.,--........................E....----------------. o IIf = Align Top
EI Happy campers with Adventure Align Middle
1

Align Bottom

Once youobve
the things that you
want on the slide, you
need to align them so
they look just right.

For example, in this picture, the text box with the caption

wi | | | ook best once 1 to6® aligned evenly

either flush left, or correctly centered.
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Arrange slide elements

Picture Tools

| Format

4 Bring to Front -~ |IEI '| 5

I= Align Left

Y send to Back ~
@ Selection Pane &
2 Arrange =

8
.r--:.......................-l-...._______________

F:I Happy campers with Adventur T

You use the Arrange
commands to align

we slide elements.

Align Center

Align Right

IIf = Align Top

Align Middle

Align Bottom

@ 70 align the
select both placeholders.

capti

on so 1 toés flush | e

® In Picture Tools, find the Arrange group on the Format

tab.

® Click the Align button, and then click Align Left.
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Suggestions for practice

- S ——————

Choose a new theme.

Insert a picture.

Resize the picture.

Add a caption.

Align the picture and caption.

Bonus: Add an animation effect.
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Test 2, question 1

—

When you apply a theme, it always affects every slide in the
presentation. (Pick one answer.)

1. True.

2. False.
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Test 2, question 1. Answer

S ——————

False.

If you want the theme to apply to only one slide or a few slides, select
those slides. Then display the theme gallery, right-click the theme you
want, and click Apply to Selected Slides.
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Test 2, question 2

—

You can insert a text box from an icon within certain slide
layouts. (Pick one answer.)

1. True.

2. False.

Create your first presentation




Test 2, question 2: Answer

S ——————

False.

You can insert pictures, charts, SmartArt graphics, tables, and media
files by using the icons within content layouts. To insert a text box,
however, you go to the Insert tab. There, click Text Box, and then draw
the box on the slide.
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Test 2, question 3

e

You want to align a caption with a picture on your slide, so
that the caption is centered directly beneath the picture. With
the picture and caption selected, you click the Format tab,
under Picture Tools on the Ribbon. Now, where do you find
the command that will make the adjustment you want? (Pick
one answer.)

1. The Adjust group, Change Picture button.
2. The Arrange group, Align button.

3. The Arrange group, Rotate button.
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Test 2, question 3: Answer

S ——————

The Arrange group, Align button.

This button opens a menu that contains several alignment commands.
The Align Centerc ommand 1 s what youore afte
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Proof, print, and prep for the show

Youove | earn
essentials for creating
a slide show.

Now imagine that your
presentation is ready,
and you want to
prepare to present it.

Youol!l | need to preview it
from others, and check your handouts and notes
before printing them.

Then you can use the PowerPoint packaging feature
to place your presentation on a CD or on the computer
youoll use to present .

Create your first presentation
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Preview on your computer

Insert Design Animations Slide Show Review View

=T -E' g3 5 Record Narratio =) Resaluti
" ] " L4 ReCor arration ] 2301UTI
=) Ei__r =

=E Show Pr
From From Custom ) ——
Beginning Current Slide | Slide Show - s Use Pres

A% Start Slide Show

As you create a show,
you can preview it at
any time in Slide
Show view.

This view gives you an
iIdea of how the slides
will look and behave
when projected.

click a command in the Start Slide Show groupd to
start on the first slide or current slide.

@® Slide Show view fills your computer screen.

Create your first presentation
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Preview on your computer

Insert Dresign Animations 5lide Show Review View AS you Crea’te a' ShOW’
-:E —Q j—r L 3 k5 Record Marration ] |i:.e5r:||uti y0U Can DFEVIGW It a.t
moml) fom | custom Sl any time in Slide

Beginning Current Slide ' Slide Show ~ gs Use Pres

[4: Start Slide Show ; ShOW View_

This view gives you an
iIdea of how the slides
will look and behave
when projected.

® One way to navigate from slide to slide is to use the
Slide Show toolbar, at the bottom-left of the screen.

@ To get out of Slide Show view at any point, press ESC.

This returns you to the view you left, which is typically
Normal view.
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Preview on your computer

—

Here are some other ways to open Slide Show view:

APress F5 to start on the first slide.
APress SHIFT+F5 to start on the current slide.

AClick the Slide Show button in the lower-right portion of the
PowerPoint window, next to the Zoom slider.

When you do this, the show begins
selected on the Slides tab.

AClick the Slide Show button on the View tab. The show begins on
the first slide no matter which slide is currently selected.
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Check spelling, send for comments

o € o ‘ > 7 Before you present,
g2 -07" youdl |l want

Home Insert Review 5lide Show Review Wiew Format .
-— _ —— out spelling errors and
. . ] = o d ]
= 4 24040 find any other goofs

Spelling| Research Thesaurus Tr Edit Dé W Edit  Delete Previous Mext
) Comment Co Comment -~
Comments ) 5 and gapS.

Spelling

Mancy, you need to add

Mot in Dickionary . ko the lisk For camping pr

Suggestions:
Change

Go to the Review tab on the Ribbon to run a spelling
check.

The Review tab is also where others can go to add
comments as they review your slides.
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Check spelling, send for comments

1 2
Y c s ] =
(Mg | H9-09 -

Home Insert Review Slide Show Review View Format

\ r : .__.__‘_.-"‘ - .. . i i’
Spelling| Research Thesaurus Tr Edit Dé W Edit  Delete Previous Mext
) Comment Co Comment -~
Comments C

Spelling

Mancy, you need to add
Mot in Dickionary . ko the lisk For camping pr
Suggestions:

Change

Before you present,
youol |l want
out spelling errors and
find any other goofs
and gaps.

Once Yy ouo0Reriewotab, do ds ¢he picture
shows:

@ In the Proofing group, click Spelling, and make

selections as the spelling checker moves through your
slides.
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Check spelling, send for comments

1 2
e < A ] =
I;:.-mn- lg ) - 15 =

Home Insert Review Slide Show Review View Format

Spelling| Research Thesaurus Tr Edit Dé W Edit  Delete Previous Mext
) Comment Co Comment -~
Comments C

Spelling

Mak in Dickionary:

Suggestions:
Change

Before you present,
youol |l want
out spelling errors and
find any other goofs
and gaps.

Once Yy ouo0Reriewotab, do ds ¢he picture
shows:

@® You might also want to have others review the

presentation and make comments before you present.

Youol!l | Néw Coohmeanhcemmand in the
Comments group, also on the Review tab.
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Print handouts

Print Preview

@ T . Print What: .1 F:l ':.___":;1 “ __# Mext Page

Print Options | Handouts 3 ... |T| Crientation Zoom  Fitto _} Previous Page | Close Print
- P Window Preview
Print Slides Zoom Preview
Handouts (1 Slide Per Page]

Handouts [2 Slides Per Page]
Handowuts (3 Slides Per Page}.
Handowts (4 Slides Per F'E!:_ZIE]L ;
Handowts (6 Slides Per Page)
Handowts (9 Slides Per Page)
MNotes Pages

Outline View

The most common
type of PowerPoint
printout for audiences
is called a handout.

Handouts can have
one or several slides
per page, up to nine.

A good practice is to use Print Preview to select the
handout type you want, as shown here. That way you
can see how the handout will look before printing.
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Print handouts

Print Preview

@ T . Print What: .1 F:l ':.___":;1 “ __# Mext Page

Print Options | Handouts 3 ... |T| Crientation Zoom  Fitto _} Previous Page | Close Print
- P Window Preview
Print Slides Zoom Preview
Handouts (1 Slide Per Page]

Handouts [2 Slides Per Page]
Handowuts (3 Slides Per Page}.
Handowts (4 Slides Per F'E!:_ZIE]L ;
Handowts (6 Slides Per Page)
Handowts (9 Slides Per Page)
MNotes Pages

Outline View

To print handouts,
start by clicking Print
Preview on the menu
that opens when you
click the Microsoft
Office Button &.

Then follow the steps
shown in the picture.

@ hPrint Preview, click the arrow in the Print What box

to display the list of handout types.
® Choose the handout type you want.
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Print handouts

—_—— | ‘ To print handouts,

@ - Print What: 1 F:I ':{ “ _ﬁ. Mext Page Start by CIICkIng Prl nt
Print Options | Handouts 3 ... |T| Orientation || Zoom  Fitto _} Frevious Page | Close Print PreVI eW On the menu

il S Window Preview

Print Slides Zoom Preview that OpenS When yOU

Handouts (1 Slide Per Page]

Handouts (2 Slides Per Page) o Clle the MlcrOSOft
Handouts 3 Slides Per Page} . . s
| Office Button &

Handouts (4 Slides Per Page) 8
Handowts (6 Slides Per Page)
Handowts (9 Slides Per Page)

MNotes Pages B — Then fO”OW the StepS
Outline View I I
- shown in the picture.

® When you click the handout type, youb
preview of how your slides will look when printed in that
format. You can navigate through all the handout pages.
The handout type with the 3 slides per page option also
iIncludes lines for audience notes.

When youodOre reafdipt. to print, click
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Print speaker notes

Print Preview | Y O U 6 V e p r I n t

@ : .|| Print What: F;il ':y; “ _§ Next Page handOUtS_ tO give tO
Print Options | | Handouts 3 ... Crientation Zoom  Fitto __r Previous Page | Close Print yOur aUdlence .

~ — Window Preview
Print =M Freview
Handouts {1 Slide Per Page] .
Handouts (2 Slides Per Page] Now pl’|nt Speaker
Handouts (3 Slides Per Page] rarsiere W
Handouts (4 Slides Per Page) Boal Sa Prepe notes fOI’ yourself,
Handowuts (6 5lides Per Page] i x

Handouts @ Slides Per Page] 1 A : WhICh yOU Can refer tO
Motes Pages
s as you present.

QOutline View

| t 6s a good prac
you print them,
them to.
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Print speaker notes

Print Previaw

s34 k|| Print What:

Print Options ||| Handouts 3 ..

Print Slides
Handowuts (1 5
Handowuts (2 5
Handowuts 3 5
Handowuts (4 5
Handowuts (6
Handowuts (9
Motes Pages
Outline View

Orientation

lide Per Page)
lides Per Page)
lides Per Page)
lides Per Page)

Slides Per Page)
Slides Per Page)

[% L

© [=] |-
- Mext Page
{ |[CH | bneerse | 3
Zoom  Fitto __r Previous Page | Close Print

Window Preview
Zoom Preview

To print speaker
notes, click the
Microsoft Office
Button, point to Print,
and then click Print
Preview.

Then follow the steps
shown in the picture.

@ Sclect Notes Pages in the Print What list.

@® Your notes pages are shown in the preview window,

starting with the first slide (unless you specify otherwise).
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Print speaker notes

Print Preview - TO prlnt Speaker

@ - Print What: Ij:i] I';; “ jNext Page nOtesl CIICk the
Print Dptlnns Handouts 3 ... Cirientation Zoom Fit to _}p.-.-:._.-i.;.._.-_-. Page Close Print MlcrOSOft Offlce

Window Preview . .
pintg || Stides Preview Button, point to Print,

Handowts (1 Slide Per Page)

Handouts (2 Slides Per Page) and then click Print

Handowts (3 Slides Per Page)

Handouts (4 Slides Per Page) Preview.

Handowts (6 Slides Per Page)
Handowts (9 Slides Per Page)

Notes Pages ON . Then follow the steps
shown in the picture.

| f something isndot formatted as youod I
text has been cut off, make the necessary adjustments
either in Notes Page view or in Normal view.

After youodove checked your notes and Vyol
print, click Print.
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Add footer text to handouts and notes

Print Preview also
affords you the chance
to add or adjust
footers in your
handouts and notes.

By default, printed handouts and notes have page
numbers.

But they can show other things, such as footer text.
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