Using Powerpoint

Part 2
Find and open the presentation you were working on in the first session.  If you didn’t attend the first session, find the presentation on the server entitled Powerpoint Presentation, open it and then select Save As, and change the filename to Powerpoint Presentation AB (where AB are your initials).
Inserting Clip Art

Firstly, make sure you choose an appropriate layout for your slide. In normal view, right click on the slide and select Layout and choose one that will give you enough space to insert your image.

Alternatively, double click on the slide you want to add the image to, in order to display it.  Select Insert – Clip Art.  Search for your image and click on it in order to insert it into your slide.

Note that there is now a new Tab called Format.  This contains all the picture formatting options and settings.
Manipulate the size of the image by dragging your mouse cursor over the edges of the picture, as defined by the white dots.

Inserting a saved image

This procedure is the same as above, except you need to select Insert – Picture.  A list of all the pictures you have previously saved in your My Pictures file will be displayed.  Click on the one you want to insert, and select Insert.  You may need to move it around and resize it.
Using images from the Internet in a presentation

Minimize Powerpoint and open the Internet.  Go to Google images http://images.google.com
Type in a search for anything you like (examples: a flower, computer, book, pair of sunglasses, smiling person, etc).  
Find an image to import into your presentation. 
Right click on the image and select Copy.  

Minimize the Internet and reopen Powerpoint.  Right click on the slide where you would like your image to appear, and select Paste.
Manipulate your image using the Format tab, as before.

If you prefer, you can save your image into your My Pictures folder if you wish to use it in other applications or in a future presentation. 
Be careful about using copyrighted images.   

Entering links to a webpage
It is possible to enter a link to a website into a Powerpoint slide and then use that link to connect to a webpage during a presentation.

Either type in the address of the webpage if you know it, or Copy and Paste it from the Internet.  Press the space bar or return key after you have typed in the address, so it changes to a Hyperlink.
On your title slide, type in the address for the PTE website – www.lutherkinghouse.org.uk.  Run your slide show and double click on the hyperlink to open the page.
Run your presentation and double click on the Hyperlink.  The webpage should open in a new window. 

Using sound in your presentations
To use a sound file in your presentation, or to play music from a CD, double click on the relevant slide whilst in Slide Sorter view.  Select Insert – Movies and Sounds.  Then select either Sound from File or Play CD Audio Track, depending on whether your music is saved on the computer or is to be accessed from a CD.
You can select whether the music plays on a loop, and whether it will start automatically or with a mouse click.  When selecting to play from a CD, you can select any specific track or part of a track.
You will have a small sound icon on the slide that you will need to click in order to start the sound.
Using SmartArt
Powerpoint 2007 has a built in package containing different graphic images to help you illustrate your presentations.

Click on the Insert tab and then click on SmartArt.  Select a design, click ok and then add some text (just insert 3 random words, eg. friends’ names, types of fruit, etc.)  Make sure the font is consistent with the rest of the text in your presentation.  To change the font, right click on the text box and adjust the settings.  

Select a SmartArt style from the ribbon and change the colour scheme.
