Naval War College, JMO Department

Microsoft PowerPoint Tutorial

Semi-Official Handout
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The above image illustrates what you should see when you first open PowerPoint. Your first choice will be whether to open an existing presentation, to begin with a blank presentation, or to create a presentation using an existing template. If you desire to view the PowerPoint slides one of your colleagues has prepared for an upcoming academic session, then click on “open an existing presentation.” A dialogue box entitled, “Open” will then appear. Click on the window in the upper left hand corner of this box and another, smaller dialogue box will appear that lists the available drives, as indicated below:


Select the appropriate drive and then search for the presentation you desire to open or the folder/subfolder containing the presentation you desire to open. Double click on the one you desire to view to open it. 
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Once it is open, immediately save it to your own I-drive (or designated floppy/zip drive) as indicated below (so that you don’t corrupt the master file by attempting to change it). Now the presentation is yours, and you may add to, amend, or shorten it as you desire.
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However, if you desire to build your own briefing from scratch, then you need to go back to your beginning menu and open a “new” presentation. The first choice you’ll be asked to make is to choose a layout for your first slide.
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Highlight and select your choice for your first slide. You are now ready to begin building your own presentation. Your first step should be to establish whatever default background, colors, and fonts you would like to use. Select “view” at the top of your screen and its subsequent sub menus as indicated below. Your goal is to bring up the “slide master,” as depicted in the graphic below:

With this view present, you may now customize your defaults:
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While there are several different ways of choosing your default slide font and color combinations, this handout will only demonstrate one. Begin by clicking on one of the margins of your master slide with your right mouse button. A dialogue box should appear, as indicated below: 

By selecting “background,” you can change the default color for the background of all the slides in your presentation. 
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In the smaller of the two above dialogue boxes, you have a choice of 8 colors offered, or you may choose another color by clicking on “More Colors . . .” Pick a color. Then, select this second dialogue box again, and click on “Fill Effects . . .”
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If you desire to spice up your presentation, a graded “fill effect” can give your presentation a “professional” appearance. Notice that in addition to the “Gradient tab on the pull-down “Fill Effects” menu (above), there are also choices for “Texture,” “Pattern,” and “Picture.” By clicking on one of these tabs, you are offered some alternative backgrounds. For example, by selecting “Picture,” you may insert a picture as the background for an individual slide or for all of your slides. So, make a choice, and click on “Apply” (to apply this background for the selected slide only) or “Apply to All” (if you want this to be the default background for your entire slide presentation).
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Next, you may select your default font and font sizes.
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From the “Edit” menu, click on “Select All” to choose a single default font style for your entire slide, or highlight each section of font that you desire to change individually and select the font size and color of the default font you would like to see on each slide. 
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Before continuing further with slide development, however, I’ll offer some technique advice regarding PowerPoint slides. There are a few good, rules of thumb that every good Pentagon staff officer knows about building presentations.

Briefly stated, these are:

· Arial font is the easiest to read from an audience perspective

· Ensure that you have good contrast between your selected slide “background” and the color of the default font you have chosen (i.e., dark background and light/bright font)

· As a general “Rule of Thumb,” never have more than 4-5 total ‘bulletized’ phrases per slide, with no more than 5 words per bullet. Moreover, a properly focused briefing should not need more than 20 slides. That’s a tough order. But, flag officers routinely ask for such. Why? Their goal is to force you, the action officer to outline the absolute bare essentials of your work, so that your very busy boss can easily comprehend the essentials, without all the fluff. You’d be surprised at how often the essence of cumbersome staff studies can actually be summarized in 20 slides . . . or less!)

· For viewing ease, select the largest font size possible that allows you to still fit all of your “words” on the slide. (Depending upon which “Slide Layout” you’ve chosen, sometimes font size may automatically adjust itself as you type).
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If you desire to place a logo of some type in one corner of your slide master, such as the NWC logo, then the easiest way to do that is to open another briefing that has the logo you want. Copy that logo, and then paste it on your master slide in its desire spot. Any graphic can be pasted and sized and positioned on your slide master (or on any of your subsequent slides).
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Now you’re ready to begin building your slides. Simply click on “Insert” on your menu, and select “new slide.” Choose the layout that you desire for your next slide and begin to type. Note the small symbols circled in the above slide in the lower left-hand corner. Each of these symbols is a shortcut that allows you to move quickly between and among various views, through individual “Slide View, Outline View, Slide Sorter View, Notes Page View, and Slide Show”. For example, if, at any time, you desire to view all of your slides, simply click on the “Slide Sorter View” (as illustrated below). 

By clicking on a slide to select it, you may then double click on that slide to view it or by clicking on a slide and holding down the mouse button, you may move a slide to a different position within your presentation. By selecting “Insert” from your menu, you may also insert a slide from another PowerPoint presentation located on one of your drives (i.e., your “A,C, E, I,” or even the “S” drive).
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Such as:
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Be advised that when you insert a slide from another presentation, the inserted slide will default to the background and colors that you chose on your “Slide Master.” Don’t be afraid to experiment with these various commands. You can always “undo” a command if things go awry.

[image: image19.png]g e O R ——————

7l Edt View Insert Format Tooks Slds Show Window Help =18] ]
Dl &Y ® ¢ FEROI oS0 - B

T Hew Ramen -z <|BIU A~ E

TS Pl m
[timers e B T |

B W e B vl it TOBES S
1055 g o i il o TSREE

it e s

Dl e P Tt ot CCELAT sdCPLAS

ey oy o . Bs A A

& Coap Dokgaaach G o ot o CE8 ol ox
i e RS

H D e aming B g el
RIS i b o e s gl

ey vk 8 e P T v by

&) o i B el 2 TS g

H s e i e

autoshapes - N\ N IO B 4l Q-.l-A-_
Motes 1 of 28 ()

iStart| Binbos - Microsoft Dut..| [ Mistosoft Word - Pow... | I Mictosoft Bockshel 1. | [ & Microsoft PowerP | BI<{- & P54 3350

Tenle

m




[image: image20.png]=181 x]

57 Fle Edt view Insert Fomat Tooks Sige Show window Help JRETE)
Iozagv|smedo-o temEmwEos0m« -
|=]=En - - B % P

B
Checkerbaard Down
E] TR 2 @
2 s @ s
e
* e oy |
- E
EE
o ST
R 52
] s
T Side Sorter I © ox
g Start| 2inbox - Microsaft.| 37 Microsolt word -..| I Mictosolt Baoks... | [ =] Microsoft Po. [ WEBe® s08pM




By selecting the “Notes View” from the shortcut in the low left of your screen, you can now add whatever speaking notes you believe are necessary to support your slide, such as: 

Note that in the circled window in the above slide, you may select whatever “Zoom” magnification you desire. This may enable you to more easily see what you’re typing.

Before your presentation is complete, you may also want to consider adding some “Slide Transition Effects.”  These “effects” govern the way that your presentation, when viewed, moves from slide to slide. In the “Slide Sorter” view, select each slide to which you want to add a transition effect (or hold down the shift key and select them all) and then click on the desired effect (I prefer “Box In” or “Box Out”). You may also choose “Random Transition,” which randomly mixes transition effects (though this is not recommended for professional briefings—it’s too distracting). 


Once you complete building your presentation, you may want to print a paper master copy of your slides—either for yourself or for distribution to those whom you are briefing. Before printing, there are a few tips you should follow and some questions that you need to ask of yourself before printing. For example, do you want to print every slide? Can you accept 2, 3 or 6 slides to a page? Additionally, if you’re printing to a black and white printer, it’s very important that you check the square at the very bottom of the print dialogue box marked “Pure Black and White.” This will speed up the printing process because the printer is not trying to print your colored background (which also wastes a considerable amount of toner and generally makes your printed copy unreadable and impractical for photocopying). 

While there is certainly much more that can be said and illustrated regarding PowerPoint presentations, hopefully this handout provided you with enough basic background information to enable you to create useable presentations on your own—from scratch. Once you are comfortable with the basics of building presentations, then you can be more adventuresome in experimenting with many of those as-yet-unexplored facets of PowerPoint.

Doug Hime/May 8, 2001/x16363/C-423/himed@nwc.navy.mil
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