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What do you want to know today? 
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Pre-requisites 
You should have a certain number of skills already if you are going to progress further with 

any word processing program. You should know:  

 

a) How to (Beginners 101 - 103): Start a program, Open and save a file, Move around the 

text, Make changes (edit) to text  

b) How to access and navigate around a website (Internet 105) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Need a website? 
 

 
 

Get all the tools you need to create, maintain, optimise and promote 

your website to new and existing clients. Includes:  

 

 Website builder to create and maintain as many pages and menus as you 

want. 

 Website builder that enables you to place “analytics code” on each page so 

you can see where your website visitors are going. 

 Website builder that allows you to enter keywords, page descriptions and 

page titles to optimise your website for search engines like Google. 

 FREE scripts (online programs) that you can use to make your website 

interactive, including blogs, forums and email newsletters. 

 Statistics to show you what your visitors are looking at 

 

Visit www.123ezy.com for more information. 

 

http://www.123ezy.com/
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Ribbons  
 

 
 

This is the standard ribbon bar and contains different buttons in each ribbons accordingly. For 

instance, in the Home ribbon, there is a New Slide button. If you move your mouse over a 

button (and keep the mouse still) you will see that the computer tells you what that button 

does. In each ribbon, buttons are organised in separate groups by their function. When you 

move your mouse over each button, apart from its description, there is also the short cut to 

commands.  
 

You can customise the ribbons by clicking Options in the File ribbon and you can even add 

new button groups in the ribbons. If the computer you are working on looks different to your 

home one or any other computer you use it can simply be because some of the ribbons look 

different. Right Clicking on the ribbon bar will give you options to customise the ribbons 

(same as clicking Options in the File ribbon).  
 

Here is a brief description of some ribbons in PowerPoint: 

 Home ribbon gives you the most frequently used buttons in PowerPoint.  

 Insert ribbon is also useful if you want to insert different kinds of objects in the 

presentation.  

 Design ribbon is available for you to change and apply themes in the entire 

presentation.  

 Transitions and Animations ribbons offer different options to make the presentation 

even more interactive and engaging with audience 

 To set up and start the slide show, all the related buttons and commands are contained 

in the Slide Show ribbon.  

 

Several ways to do the same thing 
Most commands in Excel can be achieved by several different methods: 

 

a) Click on the ribbon and select the command 

b) Use a shortcut (next to some commands, eg. Ctrl+S to 

save) 

c) Click on a “command” button in a Quick Access 

Toolbar  
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Personalised Ribbons in 2016  
In the lastest version of Microsoft Office ribbons are personalised, showing the buttons you 

have used most recently at the top (can be changed in File, Options).  
 

Notice that all available options are shown and that there are two columns. To shoe the 

commands in the ribbon. Select the related options in the left and click Add >> to add the 

command the corresponding ribbons and groups.  
 

To remove the custom command, click on related options in the right and click << Remove. 

 

 
 

Dialog Boxes 
Some commands you select 

will have a dialog box from 

which to make selections. In 

this example, you can see 

what options are available to 

you when you perform font 

formatting.  
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The PowerPoint Screen 
 

 
 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

 ...............................................................................................................................................  

There are a lot of things to look at when you start PowerPoint. There are buttons, rulers, scroll 

bars, task bars, toolbars and lots more. Below is a list of some things which are important on 

the screen.  

 

Your Turn… 

 

Put a line to each of these in the diagram above and place the letter from the list below.  

 

A - Ribbons Bar B - Minimize PowerPoint C - Minimize File button 

D - Close Program E - file name F – Quick Access Toolbar 

G – Buttons groups H - Scroll bars I - Outline Pane 

J - Slide Pane K - Notes Pane L – View Icons 

M - New Slide button N - Status Bar 

 

a 
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The first screen 

 
 

When you first launch PowerPoint this screen allows you to  

a) Create a new presentation using  

a. Online Templates and Themes,  

b. Design Template or  

c. Blank Presentation, or  

b) Open an existing file. 

 

If you click Blank Presentation, you can open and file or create a new file just as you would in 

Word or Excel. 
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Slide Views 
 

Notes Pane Comments Pane Reading View  Slide Show 

 

 

 

 
Normal View  Slide Sorter 

 

These icons allow you to change the way you view your presentation, changing the focus 

between the four main panes: Outline Pane; Slide Pane; Notes Pane; and Comments Pane. 

 

Normal View button allows you to switch between normal view and outline view, whereas 

other buttons just to enable or disable that particular view option.  

 

Your Turn… 

1. Click on Blank Presentation 

2. Click on File in the menu bar and open the file called SSCT Slide Show 

3. Now click on the Outline View button at the bottom left of the screen (notice that you 

can still see the Outline pane, Slide Pane and Notes Pane but they have changed 

proportions. 

4. Click on the Slide View button 

5. Click on the Slide Sorter View button (notice that you can now see a miniature of 

every slide and the order in which are will be presented). 

6. Lastly, click on the Slide Show button to have a look at the complete slide show 

7. Click to see an effect on the first page 

8. Click to go to the next slide and keep clicking at your own pace until you get to the 

end of the presentation where you will see a blank screen, click again and you’ll be 

taken back to PowerPoint where you can edit the slides. 

 

This is what PowerPoint is used for in lots of companies, but it can also be used to create 

basic brochures and leaflets. 
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Navigating through Slides 
There are several ways to get from slide to slide 

 

Using the Keyboard 
Ctrl + Home To the first slide 

Ctrl + End To the last slide 

Ctrl + PgUp To the previous slide 

Ctrl + PgDn To the next slide 

 

Using the scroll bar 
 You can move from slide to slide by using the scroll bar, it just depends on the zoom of 

the slide. If you click and drag the elevator box, you will see which slide you’ll end up at. 

 

 
 

At the base of the vertical scroll bar are two double up and double down arrows. Click on 

either of these and you will move from slide to slide.  

 

 

 

Using the Outline Pane 
If you click on a slide in the Outline Pane you will be taken to that slide. 

 

Your Turn… 

1. Make sure the file SSCT Slide Show is open 

2. Press Ctrl + Home to get to the first slide 

3. Press Ctrl + PgDn to go to slide 5 

4. Click and Drag the elevator box till you get to slide 2 (Training Options) 

5. Change to Outline View (notice that the slides show up almost as bullets) 

6. Click on Slide 6 
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Running a slide show 
To run a slide show all you need to do is press F5, there are several things that you can do 

though to help in your presentation. 

 

Exercise: running a slideshow 
1. Open the file EzyRate presentation 2.ppt 

2. Press the F5 key (top of keyboard) 

3. Press n (keyboard) and notice that it takes you to the next slide. 

4. Click anywhere (using the mouse). Notice that this too takes you to the next slide. 

5. Press the space bar. It also takes you to the next slide. But what if you want to go 

back to the previous slide? 

6. Press the p button (keyboard) and notice that you now go to the previous slide. 

7. Press w (keyboard) and notice that the screen goes white. This is so that you can then 

spend some time talking about what your audience has just seen and they’ll give you 

your full attention because there is nothing to see on the screen. 

8. Press w again and the screen you were looking at comes back into view. 

9. Press b and the screen blanks out (rather than whites out). Press b again and you have 

your original screen. 

 

There are even more things that you can do.  

 

Exercise: working with a slideshow 
1. Make sure you are in EzyRate presentation 2.ppt 

2. Run the slide show (press F5) 

3. Move your mouse around the screen and notice that in the bottom left hand corner 

few small symbols appear, these are the list of options when running a slideshow 

(you could also Right-click anywhere on the screen)  

4. Click on the Pointer Options (the third button) and then move across and up to Pen 

and click on it. Notice how your mouse cursor is now a pen? 

5. Right click anywhere on the screen, move the mouse to Point Options and then 

across to Ink Colour. A list of colour appears. Move your mouse to Blue and click. 

(Notice your pen’s colour has changed from Red to Blue) 

6. Click and Drag your mouse around the screen and you’ll see that you can draw all 

over the slide. This drawing disappears when you progress through the slide show and 

then go back to it. 

7. When you end the slide show, a dialog box pops up. Click Discard to cancel the ink 

annotations.  
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Creating a Presentation using Templates and Themes  
Let’s have a look at a quick way to create a presentation. The quickest way to create a 

presentation that contains  

1. Professional formatting and  

2. Structure  

Is to use the Templates and Themes. 

Exercise: Using the Templates and Themes 
1. Click on File ribbon, New 

2. You’ll now have the first screen of creating a presentation and you are presented with 

a lot of different templates and themes.  

 

 
 

3. Scroll down the page and click on Ion 

4. After clicking it, a preview dialog box pops up. You can click the left and right 

arrows beside “More images” to navigate and preview few layouts of the particular 

template 

5. At the right of the preview dialog box, there are several colour variants. You can 

choose the one looks good to you.  

6. Click Create  

 

You are now brought to the first slide of the presentation. As you have chosen the Ion 

theme to be the presentation theme, you can create your presentation using this 

particular theme. 

 
 



401 PowerPoint v7 160421  www.ezylearnonline.com.au  

©2005-16 Steve Slisar 10 Phone: 1300 888 869 

Online Templates and Themes 
Apart from the built-in templates and themes, Microsoft PowerPoint enables you to search for 

a template and theme online by searching key words.  

Exercise: Using Online Templates and Themes 
 

1. Click on File ribbon, New 

2. Instead of choosing templates and themes, you can search for key words in the 

search box. Alternatively, click on Business in suggested searches (just below the 

search box) 

 

 
 

3. Search results are now displayed on the screen. Click on one of the templates, a 

preview dialog box pops up again. You can click the left and right arrows beside 

“More images” to navigate and preview few layouts of that particular template. 

4. Click Create 

 

After downloading the theme, you now have a whole complete presentation template 

and you can make changes to suit your own requirements. 
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Editing Slides  
Now that we have a slide presentation we can start to make some changes to it so that it suits 

your presentation. The first thing to remember is that every piece of text or image in a slide is 

contained within a frame or placeholder. 

 

We are going to change some of the text in our presentation. 

 

Exercise: Edit a slide 
1. Make sure the file EzyRate Coolers is opened. 

2. In the first slide click on the word Filtered. Notice that the outline of the text frame 

appears and you can now edit the text as if you were using a Word processor. 

3. Click on the text at the top of the first slide where it says EzyRate Cooler. Notice 

every slide has the same information on it. This is because that text, the date and the 

slide number are part of what is called the Slide Master (more on that later). 

4. Go to the 2
nd

 slide and click in the main paragraph.  
 

 
 

5. Highlight all the text and replace it with this: To provide economical fresh and 

chilled drinking water for small to medium businesses and never run out of 

water. 
6. Go to the third slide, highlight all the text in the large text box and delete it. Type in 

the following text: 

Steve Slisar 

In business since 1992 and has successfully launched a 

business from scratch & sold it. 

Operated a water filter business from 1992 till 2000 

supplying water filter systems, replacements and parts 

7. Go to the last slide (Ctrl + End) and click on the insert a new slide ( ) button. 

8. Click on the Title and Content option. A new slide will be created where you can 

type in your own heading and other text. 
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Create a new blank presentation  
If you just want a hand organizing the type of slides you want and their layout then this is the 

option for you. You can always apply your formatting later on, even Automatic Formatting. 

 

Exercise: Create a new blank presentation 
1. Click on File, New. 

2. Click on the thumbnail Blank Presentation  

 
 

 

The first thing you need to do is pick the type of new slide you want. Notice that you 

are presented with have various templates and themes. This is a way that Microsoft 

has made it easy for you to make a consistent and professional presentation quickly.  
 

(the above diagram is how it looks using PowerPoint 2016 – notice that the task pane 

which appears in previous versions is now removed) 
 

3. In the Home ribbon, click on the Layout button and notice that it presents you the 

slide layouts and its name in the drop down box. In PowerPoint 2016, click on a 

Layout and the slide will immediately change. 

4. Click on each of the Layouts to see the range available. 

5. Click on the Layout button again and select the Title Slide Layout. You now have a 

presentation with one slide and you can start to edit the slide. 

6. In the Slide Pane, click in the where it says “Click to add title”. Notice that the text 

then disappears and the program is waiting for you to type something. 

7. Type in the words EzyRate Water Cooler. 

8. Click where it says Click to add subtitle and type in No waiting for deliveries 

9. Save this file as EzyRate presentation. 
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Adding Slides and AutoLayouts 
We will now add slides and use different preset Layouts to our Slide Presentation. 

 

Exercise: Inserting Slides 
1. Make sure that the file EzyRate Presentation is still opened. 

2. Click on the new slide button, choose the Title and Content Layout and click OK. 

3. Click in the Title Placeholder and type Our Mission Statement 

4. Click in the bottom content placeholder and type: 

To educate our clients about innovative and cost effective products which are an 

alternative to the norm. 

Notice that the text above seems is bulleted? 

5. Make sure your text cursor is in the text you have just written and click on the bullets 

button to turn the bulleting off. 

 

Exercise: New slides using AutoLayouts 
Keep going… 

6. Create a new slide and use the Title and Content Layout. 

7. In the title placeholder type Bottled Water. 

8. In the content placeholder beneath the title placeholder type the following text 

Rent the cooler, then press Enter.  

Notice that where you are about to type is now bulleted as well. Every time you press 

enter the new line will be bulleted. If you don’t want to have bullets simply press the 

backspace key.  

Pay by the bottle, then press Enter 

Heavy bottles, press Enter 

Water runs out, press Enter 

Rely on deliveries, press Enter 

If you wanted to start a new line but not have it bulleted you would press Shift+Enter 

instead of just Enter 
 

 
 

9. Save the file. 
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AutoFit Text 
AutoFit is a function of PowerPoint 2016 where if you type more text than you have space in 

a placeholder PowerPoint will automatically make the text smaller and change the line 

spacing. 

 

Exercise: Using AutoFit Text 
1. Make sure the file EzyRate presentation is opened. 

2. Go to the last slide and create a new slide based on the Title and Content Layout. 

3. In the Title placeholder type EzyRate Cooler Benefits 

4. In the content placeholder below type the following text, pressing enter at the end of 

every line to create a new bullet point. 

Rental plan available 
Filter your tap water 

More economical 

Never run out of water 

Smaller, lighter bottle 

No plumbing required 

Filter replacement indicator 

Replacement warranty  
 

 
 

5. Press Enter and type something. Did the text size shrink so that all the text could fit 

into the text frame? This is called AutoText. 
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Column AutoLayout & Bullet levels 
We’ll now use the Column AutoLayout and show you about bullet levels. What you learn 

about Bullet Levels here will apply to anywhere you have bullets not just in this layout but we 

will show you several things at once. 

 

There are maximum 9 levels of bullets available in PowerPoint 

 

To demote a bullet you press the Tab key on the keyboard. You must make sure that your 

text cursor is at the beginning of the line if that line has text in it.  

 

To promote a bullet press Shift + Tab 

 

You could also use these buttons  which appear in the Home ribbon. If you use these 

buttons your text cursor can be anywhere in the text that you want to demote or promote. 

 

Exercise: Promote & demote using the Tab key 
1. Make sure you are in the EzyRate presentation file. 

2. Go to the last slide (Ctrl+End) and create a new slide using the Two Content Layout 

3. Click in the title placeholder and type Major Differences 

4. Click in the left content placeholder and type Water Bottles then press Enter 

5. Press Tab (notice that the new bullet is indented to the top point) and type Holds 19L, 

press Enter (notice that the new point takes the same level as the previous) 

6. Type Heavy and press Enter 

7. Type Need replacing and press Enter 

8. Type Cost money. 

9. Now position your text cursor at the beginning of the text Cost money and press 

Shift + Tab, notice how the text has now been promoted. 

 

Have another go… 

1. Click in the right side content placeholder and type Filter bottle, then press Enter 

2. Type Filter lasts 150L and press Enter 

3. Type Filter lasts as long as 6 water bottles and press enter 

4. Type Filters your tap water.  

5. Move your text cursor to the beginning of the 2
nd

 line Filter lasts 150L and press 

Tab. Notice the point has been demoted. If you pressed Shift + Tab you’ll see that the 

point is promoted. 

6. Make sure all three points are demoted. 
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Freeform Text using a Text Box 
So far everything we have created is based on an AutoLayout that tells us where the text will 

go. We are now going to create text on a slide using the Text Box button. This button is 

located in the Insert ribbon located at the top of the screen.  

 

 

Text Box button 

 

Text box in PowerPoint. Notice the dotted lines around the border as 

you are editing the text within the box. 

 

Text Box border become normal lines. This happens when you click on 

the border or press the esc key after editing the text inside it. It means 

that the entire box is selected and you can make changes like fill colour 

and border thickness etc. 

 

 

Exercise: Using Text boxes 
1. Make sure you are in the file called EzyRate Presentation and go to the first slide.  

2. Make sure you are in Normal View. 

3. Click on the Text Box button (in the Insert ribbon) and click once in the top left hand 

corner of the first slide, as you type your text the text box will expand automatically. 

Alternatively, you can click and drag to set the size of the text box in advance. 

4. Type Presented by Mr Bill Smith 

5. Move your mouse to the edge (notice the mouse cursor changes and has 4 small 

arrows on it) and click and drag to move this text box to the bottom center of the 

first slide. 

 

Task: Create your own presentation 
Create a presentation of your own with topics that are specific to you. Get images from the 

Internet. If you are not sure of how to do that talk to your trainer. Show the Trainer when you 

have finished. 
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What’s next 
 

Now that you know how to navigate a slideshow, run the presentation and make changes to 

slides, plus add slides you are now ready to incorporate more animation into your slides. 

 

PowerPoint 402 
 

Look at more formatting options, bullets and numbering plus Style templates, incorporating 

images and even using the Outline pane to create a slide presentation from scratch very 

quickly. 

 

 


