CHAPTER 1

Microsoft PowerPoint 2010 - Module 1

GETTING TO KNOW POWERPOINT

INFOcus
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Microsoft PowerPoint 2010 is part of the suite of programs known
as Microsoft Office. You can use PowerPoint to create and share
dynamic presentations, or slide shows as they are most commonly
called.

Now that you know why you’d use PowerPoint, let’s start at the
beginning and learn about the PowerPoint window and its features.

In this session you will:

v learn how to start PowerPoint

gain an understanding of the PowerPoint window and its
main elements

gain an understanding of how PowerPoint works
learn how to use the Ribbon

learn how to use the ribbon KeyTips

learn how to minimise the ribbon

gain an understanding of Backstage View

learn how to access the Backstage View

learn how to use shortcut menus

gain an understanding of dialog boxes

learn how to launch dialog boxes

gain an understanding of the Quick Access Toolbar

learn how to add commands to the Quick Access
Toolbar

gain an understanding of the status bar
learn how to customise the status bar
learn how to exit safely from PowerPoint.
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Microsoft PowerPoint 2010 - Module 1

STARTING POWERPOINT

To create a new presentation, or to edit an the Start menu, for example, or you can start it
existing one, the first thing you need to do is to from the desktop shortcut that may have been
start Microsoft PowerPoint. There are several created on the desktop when you installed
ways to start PowerPoint. You can open it from Microsoft Office.

Try This Yourself:

Calculator

Before you begin ensure you | Getting started L
are viewing the Windows ; Documents
d kt Connectto a Projector
esktop...
Sticky Motes
o Click on the Start button at the Q@ v
QuickTime Player
bottom left-hand corner of the
screen to display the menu % ShiphingTes!
3 Control Panel
It's a round button with the 5GP rome .
Windows logo... < XS Viewer
Default Programs
Click on All Programs 5-1 Windows Fax and Scan T "
elp and Suppor
% Remote Desktop Connection
Click on Microsoft Office S
rograms

q q | Shut do
Click on Microsoft "SR aE

PowerPoint 2010

After a few moments a new,
blank presentation will open in
PowerPoint 2010 KPS Viewer

1 Accessories

. Adobe

. Adobe Design Premium G54

L Bwira Documents

. Games
|| HyperSnap Pictures
. Maintenance
. Microsaoft Office
@ Microsoft Access 2010
@ Microsoft Excel 2010
m Micrasaft InfoPath Designer 2010
m Microsoft InfoPath Filler 2010
[E Microsoft OneMote 2010
,Q ficrosoft Outlook 2010
|E Microsoft PowerPoint 2010
[B] Micrasaft Publisher 2010
@ Microsoft SharePoint Workspace 207
@ Microsoft Ward 2010
. Microsoft Office 2010 Tools

1 Back

| |S2arch progroms and fites

ol B

For Your Reference... Handy to Know...
To start PowerPoint: You can also start PowerPoint by:
1. Click on the Start button e Double-clicking on the PowerPoint shortcut
2. Click on All Programs on the desktop or Taskbar if available
3. Click on Microsoft Office e Double-clicking on a PowerPoint
4. Click on Microsoft PowerPoint 2010 presentation file (.pptx) to open the

presentation in PowerPoint.
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THE POWERPOINT SCREEN

Once you know your way around the elements, like the Ribbon and Backstage view,
PowerPoint screen you'll find it much easier to are common to all other Office 2010 applications so
use. The PowerPoint screen is made up of a once you know how they work you won’t have to
number of different elements. Some of these relearn them when you use other applications.

g -
R 9 O ... i:cri1 '™ Wircromort PomerPoint [E=SEER)
—W Insert  Design  Transitions  Animations  SlideShow  Review  View > @
& H= [ Layout - . S s &~ NOeoo- %& T, 5 shape Fill - 84 Find
| By~ 5 Reset - ElAlLL ¢ ol & shape Outline - | 23 Replace =
Paste New .- B UGS #-pa-|A-|= Arrange Quick
- 3 Slide = 3 Section ~ =

Clipboard 15 Slides Font

Slides

Paragraph Drawing Editing

===1= 2|4~ { b 7 Styles~ b Shape Effects = | (b Select~ |

1

Click to add title

Click to add subtitle

Click to add notes Rl | E— e

The File tab is used to access Backstage view, which contains file management functions, such as
saving, opening, closing, printing, sharing, and so on. PowerPoint Options are also available so that you
can set your working preferences and options for PowerPoint 2010.

The Ribbon is the tabbed band that appears across the top of the window. It is the control centre of
PowerPoint 2010. Instead of menus, you use the tabs on the Ribbon to access commands that have
been categorised into groups. The commands include galleries of formatting options that you can select
from, such as the Drawing gallery shown here.

The Slides pane provides a preview thumbnail of each slide in your presentation. You can also use this
pane to re-order your slide sequence.

The Outline pane provides a text view of the words that are typed on the slides. This is a useful view if you
only want to concentrate on the text, rather than other objects on your slides.

The Status bar appears across the bottom of the window. It displays the current slide number and the
Theme that is applied to your presentation.

The View buttons let you change the view of your slides while the Zoom Slider lets you increase or
decrease the zoom ratio (magnification) of your slides.

The Notes pane allows you to enter notes for the presenter that won’t be seen by the audience.

The Slide window shows the content on the slide and is where you can add effects, objects, text, and so
on.

The Scroll bar (currently not shown) indicates your current position in the slide/presentation and lets you
move to other positions in the slide/presentation by clicking or dragging. The arrows can also be used to
move through the presentation.
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How MICROSOFT POWERPOINT 2010 WORKS

For a new user the PowerPoint screen may seem
tricky — particularly the commands area at the top
of the screen. The screen comprises three key
areas. The data you type is placed on a slide.

The data can be manipulated using commands on
the Ribbon. The slide is part of a larger entity
known as a presentation or file, and everything you
do to the file is controlled in Backstage view.

The Slide

If you create a new blank presentation, it will
appear as a blank Title slide in the document
window. When you click in one of the text
placeholders and type, the text will appear
centred in the placeholder. You can also
create a new presentation from a template,
where specific information will appear by
default in the slide, and you can edit it and
add your own data as desired.

The Ribbon
When you need to do something with the data

on a slide, such as format it, move it, copy it, and much

more, you'll find all of the relevant commands on the Ribbon. The Ribbon has the commands
organised thematically using a series of tabs across the top.

Insert Design Transitions Animations Slide Show

Review

« @

View

72 v AN

B I U § she V- Az~ |

& S (=] Layout =
B: 5

2
B Reset
Paste Mew ..
- slide~ 3 Section -
Slides

Clipboard 1 | Fant

I

& Shape Fill
L# Shape Outline

44 Find

;','u Replace =

[3 select -
Editing

E~~Ooo- B [
AT To0c- E W
,%-\f\{ }*:Arrange Quick

- Styles ~ = Shape Effects

Drawing ‘

Paragraph |

Backstage View

®H9- =

When you want to do something

Insert

Formatting Pictures final.pptx - Microsoft PowerPoint

Design  Transitions  Animations Slide Show  Review  View

with the data in your document,
such as save it so that you can
access it again later, print it,
share it with a colleague, send it
to your boss, protect it from
prying eyes, or whatever, you
will need to access the
Microsoft Office Backstage
view of Microsoft PowerPoint.
Backstage view is accessed
using the File tab on the
Ribbon. Rather than offering
you commands on a Ribbon,
Backstage view occupies the
entire screen and has a series
of options down the left side. In
our sample to the right, the
Print option is active, and that
is why you can see a preview of
the document and a series of

[ save
B saveas
& Open
L Close

Info
.

Recent

New

Print

Save & Send

Help

|3 options

B et

Information about Formatting Pictures final
CAERProfiler\Content\Microsoft PowerPoint 2010\Formatting Pictures final.pptc

Permissions
Anyone can open, copy, and change any part of this
presentation.

&

Protect
Presentation -

Properties =
Size 3.41MB
Slides 1

Hidden slides 0

Title PowerPoint Prese...
Tags Add a tag
Categories Add a category

Prepare for Sharing

Before sharing this file, be aware that it contains:
Document properties, author's name and cropped out
image data

Content that people with disabilities ar unable to
read

@

Check for
Issues ™
Related Dates

Last Modified 25/06/2010 1:55 PM

Created 25/06/2010 10:32 AM

Last Printed Never

Versions
Today, 10:31 AM (when I closed without saving)

el

Manage
Versions

Related People

Author Watsonia Publishing

Add an author

Last Modified By  Watsonia Publishing

Related Documents
Ji Cpen File Location

Show Al Properties

print-related options on the right
side of Backstage view.
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USING THE RIBBON

The Ribbon is the command centre for
PowerPoint. It provides a series of commands
organised into groups that are placed on
relevant tabs. Tabs are activated by clicking on

Microsoft PowerPoint 2010 - Module 1

their name to display the command groups.
Commands are activated by clicking on a button,
tool or gallery option. Everything you could possibly
want to do in PowerPoint will be on this Ribbon.

A a W Insert Design Transitions Animations Slide Show Review View
Try This Yourself: Fi & cut Q BEvout” (CpiBoy |32 A AT | B == 4
B3 Copy - . Reset : __ 1
Before you begin, ensure e gFormatPamter smrr_v Ssein- | B 7 U 8 M- [ A- EFE
that your computer |S Clipboard Slides Font 7}
switched on and that the
W|ndOWS desktOp IS e Home Insert Design Transitions Animations Slide Show Review View

displayed on your screen...
Table

Examine the groups on the e

Picture Clip Screenshot Photo

Text  Header

Shapes Smartart Chart
= Box & Footer

Hyperlink Action
= Album ~

Ilustrations Links

Images

Home tab, e.g. Clipboard,

Slides and Font

The Home tab features the
most commonly-used
formatting and editing
commands...

Table

Tables

Click on the Insert tab

Funnily enough, the Insert
tab contains a range of
commands for inserting
things, such as tables and

lﬂn Home Insert Design

Picture Clip Screenshot Photo

Slide Show Review View

B B

Text  Header
Box & Footer

Transitions Animations

N Album ~
Images

Smartart Chart ‘ Hyperlink Action

Used Shapes
B~ NOoO0ALL SO
CIRTAS I

Lines

SNSNTLLT LRNG %
Rectangles

I Y L s [ B 0

Basic Shapes

EOAMNOACODO®®

pictures...

Click on Shapes in the
Illustrations group to
display the Shapes gallery

This includes a huge range
of shapes...

Click on each of the tabs
and examine the
commands

Some of these open dialog
boxes...

On the View tab, click on
Zoom in the Zoom group to
open the Zoom dialog box

Click on [Cancel] then click
on the Home tab

@Gouarhyooig
O0@AHEY B[ D™
oL

Block Arrows

SRR TR i Yo (I
6 9wnpoD » Ll

ODo<0Oobldeoad
OUON@B X ¢ AVED
QOO

Stars and Banners

MRS A HESH
o 2 0 6 [T IR (Y

Callouts

)0 3.8 A A% A i A

Action Buttons

(= [=1 ] ][] (] ] (=] O] [ =] L[]

For Your Reference...
To use the Ribbon:
1. Click on a tab to display the commands

2. Click on a button to activate a command,
display a gallery or open a dialog box

Handy to Know...

Additional tabs known as Contextual tabs
appear in specific circumstances. For
example, if you insert a picture or have
selected a picture, the Picture Tools:
Format tab will appear. This provides quick
access to all of the tools you may need to
modify and work with the picture.
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USING RIBBON KEYTIPS

The Ribbon is normally accessed with a mouse.
However, you can also use the keyboard to
access Ribbon commands. When you press @
the letters known as KeyTips or access keys,

Microsoft PowerPoint 2010 - Module 1

will appear next to commands on the ribbon.
Pressing a key on the keyboard will activate the
corresponding command on the Ribbon just as if
you’d clicked the command with the mouse.

Try This Yourself:

Before starting this exercise
ensure you have a blank

Presentation2 - Microsoft PowerPoint

Design Transitjons Animations Slide Show RepEe Vi
e e e Rl e
i .Layoutv CalibriBocy) <132 - A" A7 | B = -iT-| 2

|55) Reset
New .. V. . L= =
sige~ “Ssedion~ | B £ U 8 abe AV~ Aav | A :i

presentation Open Clipboard r] Slides Font F]

Press | ait I to dlsplay the e @9 0= Presentation2 - Microsoft PowerPoint -

KeyTlpS Home Insert [Tkgn] Transitions Animations Slide Show Review View
| B

Press 6 ] to activate the ?ﬂg Aa  ||Aa ||Aa “ Aoy E

Design tab and display the 04 Oriel@ionv ==

KeyTips for the Design 2003 -

commands e ®ldY- o= n . Presentation2 - Microsoft PowerPoint -—

Press @ to dISpIay the Home Insert Design Transitions Animations Slide Show Review View

Slide Orientation options

Press |esc | twice to return to
the previous level of access
keys

Press [1ab] several times to
cycle through the

Aa

Aa

Aa

o A

et |2

Themes

commands on the Design

tab

To activate a selected
command, you would

simply press Enter|...

Setup Orientation -
Page Setup

Presentation2 - Microsoft PowerPoint

AnirFLajaions SIidF_S{'low
A] 15

e |

itions
KJ

Aa

Review
&

Press |Esc| to return to text

entry mode

i

Page

Setup Orientation -

eliﬂ-ﬂ-m:

Presentation2 - Microsoft PowerPoint

Insert Design Transitions

Animations Slide Show Review View

Slide

Page Setup

Aa Aa

=1l

Themes

e |

For Your Reference...
To use KeyTips to access commands:
1. Press|ait]to display the KeyTips

2. Press the letter key of the command or tab
that you want to select

3. Press [esc] to return to text entry mode

Handy to Know...

You can still use the shortcut keys for menu
commands that were available in previous
versions of Office. For example, [ctr1] +
@applies bold to selected text.
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MINIMISING THE RIBBON

The Ribbon at the top of the screen, valuable as
it is, does tend to occupy a reasonable amount of
space. You can minimise the Ribbon so that only
the tabs appear visible. You can minimise the

Microsoft PowerPoint 2010 - Module 1

Ribbon as a once-off operation, or have it remain
constantly minimised and display full commands
only briefly while a tab has been clicked.

o Home Insert Design

Transitions Animations Slide Show Review View

Try This Yourself: 5|

Table | Picture

Tables

Before starting this
exercise ensure you have

Clip Screenshot Photo
A

------ =0

=

Shapes SmartArt Chart Text

| Box

Header
& Footer

Hyperlink Action

Album ~

Images Tllustrations | Links

a blank presentation
open...

Home

Insert Design Transitions Animations Slide Show Review View

sides |

Click on the Insert tab to 1

display the Insert
commands

Double-click on the Insert
tab to minimise the ribbon

AN

While the tabs stay

visible, the rest of the

Animations Slide Show Review View

Insert Design Transitions

commands are hidden... E
Page Slide

Setup Orientation =
Page Setup

Click on the Design tab to
display the ribbon, this

Aa

Aa

Aa

ud N

ot 2

Themes

time with the Design
commands

Click in the slide

A N

The ribbon will hide again
— it only becomes visible

en Home Insert Design Transitions Animations Slide Show

Review View

hal

Picture

when you need it. You
can display it permanently
though...

Table

Tables

B B P24 @ 5

Clip  Screenshot Photo

=

Header
& Footer

Shapes SmartArt Chart Hyperlink Action

Album ~

Images Tllustrations | Links |

Double-click on the -

Animations tab to display !

the ribbon permanently

Click on the Home tab

For Your Reference...
To hide/display the Ribbon:

1. Double-click on the active tab to hide the
Ribbon

Click on a tab to see the Ribbon temporarily

Double-click on a tab to redisplay the
Ribbon permanently

Handy to Know...

You can also minimise the Ribbon by
clicking on Minimise the Ribbon |« and
then maximise it again by clicking on
Expand the Ribbon [@]. These buttons are
located at the right end of the Ribbon, just to
the left of the blue Help icon.
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UNDERSTANDING BACKSTAGE VIEW

The Ribbon lets you work on the content in a
presentation — you can add more content, format
it, insert pictures into it, copy it, and much more.
Backstage view, which is accessed using the

File tab, lets you do something with the content you
create. You can save it to use it later, print it on
paper, send it via email, and more, using the
options found in Backstage view.

Backstage View

. . . | ) - = Formatting Pictures final.pptx - Microsoft PowerPoint E‘E‘g
The File tab on the Ribbon is not S — S— —
ile ome nsel esign  Transitions  Animations  SlideShow  Review  View = @
a normal tab — as you can tell by —
the fact that it is coloured. Clicking || g ... 1= Print
on the File tab launches a & open Copiess |1 %
.. . . . Print
mini-program within PowerPoint B Close (I
known as Backstage View. - Printer
Backstage, as it's known for 7 HP Color Laserlet CPAOOS P... _
. . Recent Z) Ready
short, occupies the entire screen, T
although the tabs from the e Sestings
Ribbon remain visible across the [y P s i
top_ —— =l print entire presentation
. Slides: ®
At the left of Backstage is a o, N
Ne e age | Flpage i -
navigation pane, which is made — print 1 4 gae=0
up of Quick commands, small @ ot @ -

buttons that execute commands,
and largish tabs, which display |
more options and information to
the right of the screen.

:Co\or -~

Edit Header & Footer

<1 lof1 » 3% O—0—

@@

The underlying purpose of -
Backstage is to let you protect

your data, share it with others,

and provide you with valuable
information both about your data
and the status of Microsoft
PowerPoint.

Quick Commands

The Quick commands provide immediate
access to an operation.

(= save

Save As

Saves the current presentation

Allows you to save the current
presentation under a different
name or location

Opens a previously-saved
presentation

[ Open

£F Close Closes the current presentation
Settings and options to control
how PowerPoint works and
behaves

[] options

Allows you to close and exit
PowerPoint

E Exit

Backstage Tabs

The Backstage tabs provide more options for
working with a presentation.

Provides status information
about the current presentation
and lets you manage versions
and permissions

Info

Provides a list of

S recently-saved presentations

Lets you create a new
presentation and provides
access to a gallery of templates

MNew

Lets you preview and print the

Print .
current presentatlon

Lets you share your

SETE T presentation with other people

Provides access to Microsoft’s
Help network and also provides
licensing information about
your software

Help
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ACCESSING BACKSTAGE VIEW

Backstage View provides options for working on clicking on the File tab on the left of the Ribbon,
presentations and key information about the but it can also appear when specific commands
status of your presentation and of Microsoft and options on the Ribbon have been selected.

PowerPoint 2010. It is usually accessed by

a ®d9-00= Presentation3 - Micrasoft PowerPoint BRI
Try Th |S YO urs elf Home  Insert  Design  Transitions  Animations  Slide Show  Review  View a @
E e Print
. a [l save As
Before starting this 5 one B e
exercise ensure you — pint
have a blank o Printer
presem‘ation open... 7 HP Color Laserlet CPAOS P...
Recent Ready
o Click on the File tab on New et Pt buopeis
the Ribbon to display .
. - Print All Slides
Backstage view, then — Print entire presentation
click on the Info tab if it shes: =
) Help D Full Page Slides o
is not already selected print 1 lde per page
[ options
—, Collated
9 Spend a few moments B o EB,5s s 10s -
studying the properties, B <
dates and related it Heades & Footer
people information on \ -
the I’Ight I “ Y 41 oft » % o-0—@E )
e Click on the Print tab (at e e A Presentationd ¥ Wicraoft PowerPoint [BSSEER—)
the |eft) to see the Home  Insert  Design  Transitions  Animations  SlideShow  Review  View @
printing options el saue — n
o B savers i ' Microsoft®
A preVIEW Of hOW the 5 Open 0 Microsoft Office Help ﬂDnOﬁlce
resentation will print j Close
p . p = @ Getting Started Product Activated
will appear... B , i .
@ conoas e s
o Click on the Help tab | o e
(on the |eft) to see the New Tools for Working With Office InfoPath.
help options and also Print *|  Options About Microsoft PowerPoint
p op
PrOdUCt !ICenSlng SElREET Egﬂ Check for Updates :Edr:l::nljs:r?j:nlg:: (éj-gby‘rti)ghtlnfnrmatmn
information Part of Microsoft Office Professional Plus 2010
1@ 2010 Microsoft Corporation. All rights reserved.
H Microsoft Customer Services and Suppo
o Click on the Home tab & Options PmductID:02;7-182-0130046-49600 ¢
to close Bac kstage B et Microsoft Software License Terms
view and return to the
document

For Your Reference... Handy to Know...
To access Backstage view: e You can also close Backstage view by
1. Click on the File tab on the Ribbon pressing [esc].
2. Click on the desired tab or quick command e If you have no presentations open in
at the left PowerPoint when you access Backstage

View, the Recent tab will be selected by
default, allowing you to open a presentation
that you have worked on recently.
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USING SHORTCUT MENUS

PowerPoint provides a range of context-sensitive menus save you time by presenting you with only
menus called shortcut menus, which will appear the menu commands that apply to the object or
when you right-click on specific areas on the area in which you have clicked. In some situations,
window or on objects on the slide. Shortcut the mini-toolbar will also appear.

e calibri b = (44 - A" o7 = iE O O

Try This Yourself: B s === A-B-2-F
Before starting this exercise ensure N | c
you have a blank presentation cut
open... 53 | Copy
[{% Paste Options:
o Hover the pointer over one of the =
text placeholders that sits on the
slide, then click with the right Exit Edit Text
mouse button to display a shortcut A Font.
or contextual menu =7 Paragraph...
The shortcut menu displays I= Bullets | »
relevant commands, such as text i=  Numbering | »
formatting commands. As no text is —
C rt to SmartArt
actually selected the Cut, Copy e
and Paste options are greyed out... @ Hyperiink..
e Click anywhere on the slide with i | ’
the left mouse button to close the Ep Translate
shortcut menu 4l Format Text Effects...
o Move the mouse pointer to a blank % Format Shape..
area of the slide, then right-click
to display a shortcut menu e N cut
This time the menu includes By Copy
options relating to the slide... [#, Paste Options:
o Click anywhere on the slide with =
the left mouse button to close the =, Publish Slides
shortcut menu
Ruler

Move the mouse pointer over any

of the tabs on the ribbon, then Grid and Guides..

right-click to display a shortcut Layout ’
menu Reset Slide
Now the menu displays toolbar and @l Format Background...
ribbon options...
e Click anywhere on the slide with e k Customize Quick Access Toolbar..,
the left mouse button to close the Show Quick Access Toolbar Below the Ribbon
shortcut menu Customize the Bibbon...
Minimize the Ribbon
For Your Reference... Handy to Know...
To display a shortcut menu: e To execute a command on the shortcut
1. Point to the object or area of the screen on menu, click on the command with the left
which you want to perform an operation mouse button to select and activate it.

2. Right-click to display the shortcut menu
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UNDERSTANDING DIALOG BOXES

Dialog boxes contain a range of settings and
controls relevant to a particular command or
tool. For example, the Font dialog box contains
settings for working with fonts, such as formatting

Microsoft PowerPoint 2010 - Module 1

and character settings. Dialog boxes appear either
when you click on a dialog box launcher = at the
bottom right corner of a group, or when you click on

a relevant command.

Typical Dialog Box Controls

Dialog boxes have various tools to help you perform tasks. These tools are known as controls and
some typical ones are shown below.

-

Font

BRI

Font | Character Spacing |

Text bOC)i(?S Latin text font: Font style: Size:
are used 1o [ =
+Headin Regular 44
enter text such |N| 9 [=] [Reg [=] | =)
text

as font or size.

Check boxes
turn settings
either on or off.
When on they
display a tick

Effects

Strikethrough
Double Strikethrough
Supersipt
Subscript

and therefore
these controls
are also known
as tick boxes.

Small Caps

All Caps

Font color Underline style n Underline color |33 =

Offset: 0% |3 Egualize Character Height

!

Ok

J [_cance

|
]

Spinner arrows allow you to
type a specific value or use
the up or down arrows to
increase or decrease the
value respectively.

Tabs are used to
provide more
settings on the one
dialog box.

Drop arrows
provide a list of
options for the text
box when the arrow
is clicked. The list
“drops down” from
the arrow.

Command buttons
provide a means of
saving the changed
settings [OK], or
closing the dialog
box without
accepting any
changes made
[Cancel].
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LAUNCHING DIALOG BOXES

Dialog boxes can be launched by clicking on a ... after a menu option indicates that the menu
dialog box launcher = or on a command option, when selected, will display a dialog box.
button, or by selecting a command from a menu. Dialog boxes are generally used for advanced
In a menu, the presence of three dots (an ellipse) features or detailed settings.
I |
h i Y If sitions Animations Slide Show Review View Format
Try This Yourself: A Text Direction
y Calibri (Headings. ~ |44 = A* A7 | B 113t Text Direction N
. . . [ mlign Text ~ AL
Before starting this exercise B J U 8 abe £ Aa- | A~ P Convert to smartart - | % ™
ensure you have a blank Font a) Paragraph A
presentation open... (ke
a Show the Font dialog box.

o Click anywhere in a text S
placeholder, then point to se-
the dialog box launcher =
in the Font group on the

Home tab
A tooltip will appear...
e Click on the dialog box Font * 4 L2 o
launcher [ to open the Font | Character Spadng
Font dialog box _ _
Latin text font: Font style: Size:
This dialog box has a | #ieading [v] [Regiar  [=] [+ F]
selection of controls to make Alltext
formatting fonts easier | Forter Underine style [(rone)  [#] Underline color
i Effects
9 Click on the Character I Bt small Caps
SpaCIng tab Double Strikethrough All Caps
. . .. Superscript Offset: (0% = Egualize Character Height
This displays additional Subsaript
controls that let you adjust
the font spacing and
kerning... ——-
Click on [Cancel] to close - A
. B
the dialog box e o
a " Character Spadi
Click on the dialog box FecEr s
launcher & in the Spadng: By: pt
Paragraph group to open Kerning for fonts: Paints and above

the Paragraph dialog box

Click on [Tabs] to open the
Tabs dialog box

Click on [Cancel] then on
[Cancel] to close both

dialog boxes
(o ][ conce
For Your Reference... Handy to Know...
To launch a dialog box: ¢ In some situations the dialog box launcher
1. Click on a dialog box launcher 7, relevant actually displays a task pane. For example,
command button or menu option if you click on the dialog box launcher in the

Clipboard group on the Home tab, the
Office Clipboard task pane appears.
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