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            INTRODUCTION

          

        

      

    

    
      In PowerPoint 365 for Beginners we covered the basics of working in PowerPoint, including how to choose a design theme to work with, how to add, edit, and format text, and how to present or print your presentation.

      This book continues from there and explores intermediate-level topics like how to add tables, images, and charts to a presentation. It will also cover how to work with SmartArt and Shapes. We’ll also touch on some more obscure topics such as inserting 3D Models and Equations or creating sections in your presentation.

      Note that I am writing this in October 2023 and that Office 365 is a constantly evolving product. So most of what I say here should remain relevant long-term, but I can’t guarantee that they won’t change the program in some way that means what I tell you here no longer works quite the same way.

      At the end of this book we’ll touch again on how to find additional help if you ever need it. As long as you know that something is possible, even if they change things slightly, you should still be able to do it with a little boost from the help function.

      Okay, then. Let’s get started with a recap of the terminology I’m going to use in this book.

    

  


  
    
      
        
          
          

          
            BASIC TERMINOLOGY RECAP

          

        

      

    

    
      These definitions were already covered in PowerPoint 365 for Beginners, so I’m going to go through them fast. Even if you think you know them all, at least skim if you haven’t read the beginner book because I may have my own quirks and you’ll need to know them to understand the rest of the book.

      

      
        
        Tab

      

      

      I refer to the menu options at the top of your PowerPoint workspace as tabs. This is because in older versions of Office when you selected an option at the top of the screen, it looked like a file tab. In more recent versions of Office they’ve eliminated that appearance so that now the selected tab is simply underlined.

      Examples of tabs are Home, File, Insert, Draw, etc.

      

      
        
        Click

      

      

      If I tell you to click on something, that means to move your cursor over to that option and then use the mouse or trackpad to either left- or right-click. If I don’t say which, left-click.

      

      
        
        Left-Click / Right-Click

      

      

      Left-click simply means to use the left-hand button on your mouse or to press down on the left-hand side of your track pad. (For me on my track pad, it’s the bottom of the track pad, but I think some have those buttons at the top instead.)

      Right-click simply means to use the right-hand button on your mouse or to press down on the right-hand side of your track pad.

      

      
        
        Left-Click and Drag

      

      

      If I ever tell you to left-click and drag this just means to go to that selection, left-click and hold down that left-click while moving your mouse or cursor until you’ve selected all of the text, images, etc. or until you’ve moved that object where it needs to go.

      

      
        
        Select or Highlight

      

      

      Before you can make changes to your text, such as size, font, color, etc. you need to select the text you want to edit. If I ever tell you to select text, that means to go to one end of that text, and then left-click and drag to the other end so that the text is highlighted.

      Another way to select text is to click at one end of the text you want to select, hold down the Shift key, and then use the arrow keys to select the text you want.  You can also select separate sections of text by selecting the first one and then holding down the Ctrl key as you left-click and drag to select the next section of text.

      To select an object, left-click on it. When an object is selected, there will be circles around the perimeter of the object.

      To select more than one object, you can click on the first one and then hold down the Ctrl key as you click on the next one.

      Ctrl + A can be used to Select All. If you are clicked into a specific text box and you use it, you will select all of the text in that text box. If you are not clicked into a specific text box, then Ctrl + A will select all of the objects on the page.

      

      
        
        Dropdown Menu

      

      

      Often there will be additional choices available if you right-click somewhere in PowerPoint. I refer to this additional set of options as a dropdown menu even though sometimes it will actually drop upwards instead of downwards.

      You can also find dropdown menus in the options at the top of the workspace under the tabs where there’s an arrow to the right or bottom of an option.

      

      
        
        Expansion Arrow

      

      

      Another way to see more options in that top menu is to click on the expansion arrows that are sometimes visible in the bottom right corner of various sections. Clicking on an expansion arrow will either open a dialogue box or a task pane.

      

      
        
        Dialogue Box

      

      

      The old-school way for Office programs to show you additional options was to use dialogue boxes which appear on top of the workspace. Some of the expansion arrows will open a dialogue box as will some of the dropdown menu options. You can see one if you right-click in the main space and choose Font from the dropdown menu or if you click on the expansion arrow in the Font section of the Home tab.

      To close a dialogue box, click on the X in the top right corner.

      

      
        
        Task Pane

      

      

      In newer versions of Office, they tend to use what I refer to as task panes. These are separate work spaces that are visible to the sides or sometimes below your main work area.

      You can close a temporary task pane by clicking on the X in the top right corner. You can also left-click and drag to undock a task pane and move it around. Or you can change the task pane’s width by holding your mouse over the inner margin until you see an arrow that points left and right and then left-clicking and dragging to your desired width.

      

      
        
        Mini Formatting Menu

      

      

      If you right-click in the main workspace you will see at the top or bottom of the dropdown menu a mini formatting menu with the most common formatting options. This can be especially useful when working on a computer with a small screen where the menu options up top are not fully visible.

      

      
        
        Scrollbar

      

      

      To navigate between slides in a large presentation and through a long list of options in a dropdown menu, you will need to use the scrollbars. They run along the right-hand side or bottom of a given space when needed.

      

      
        
        Control Shortcut

      

      

      A control shortcut is when you hold down the Ctrl key (or sometimes another key) and then the specified letter to perform an action. So if I write Ctrl + C, that means hold down the Ctrl key and the C at the same time to copy something.

      

      
        
        Undo/Redo

      

      

      Ctrl + Z will undo the last thing you did. Ctrl + Y will redo the last thing you undid.

      There is also a dropdown menu at the very top of the page with a backward-pointing arrow that will let you undo multiple steps at a time.

      

      
        
        Slider

      

      

      Some options in PowerPoint use a slider, which is a horizontal bar with a perpendicular line along the bar that marks the percent value currently being used.  You can click along the slider or drag that perpendicular line to change the value.

    

  


  
    
      
        
          
          

          
            ADD OTHER ITEMS TO A PRESENTATION SLIDE

          

        

      

    

    
      In PowerPoint 365 for Beginners we focused on how to do a basic presentation that only used text. Now we get to cover the many, myriad other options you can add to a standard presentation slide.

      If you look at a blank presentation slide that’s been set up for it, you will see that there is usually a “Click To Add Text” note at the top of the main text box, but then somewhere below that text is a faded grid of icons. Like this:
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      There are currently eight of these icons in my version of PowerPoint. They are, in order from top left and across and then bottom left and across, Stock Images, Pictures, Insert an Icon, Insert a SmartArt Graphic, Insert Cameo, Insert Video, Insert Table, and Insert Chart.

      These icons may not stay the same and they may not stay in the same position. For example, in the two weeks since I wrote the first draft of this book and now when I’m editing it, they put Insert Cameo in there and removed Insert 3D Model. In the five years since I wrote the first PowerPoint guide, they’ve changed the order of these icons and increased the number from six to eight.

      Good news is if you hold your mouse over each one it will tell you what it is.

      Also, you can always use the options in the Insert tab to add any of these as well as a couple others:
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      Stock Image is under the Pictures dropdown menu and Video is at the far end of the Insert tab, but you can see all the rest in the screenshot above as well as a few other choices like Shapes.

      I am going to devote an entire chapter each to Tables, Pictures, Videos, SmartArt, Shapes, and Charts. But before we cover those I want to very briefly touch on Stock Images, Icons, 3D Models, and Cameos.

      

      
        
        Stock Images

      

      

      Click on the icon for Stock Images in a text box or click on the dropdown menu for Pictures in the Images section of the Insert tab and then choose Stock Images from there. Either way will bring up the Stock Images dialogue box.

      By default it shows you a series of random stock photos, but there is also a search box you can use that will let you search for stock images by topic.

      I’m not including a screenshot of that here because using stock photos can sometimes be an issue if you don’t have the correct rights to use them. In general, stock is supposed to be safe, but it’s always a good idea to read the fine print when using someone else’s images. That’s also why I’m not covering this topic in detail.

      If you’re just using stock images for a personal, small group presentation that won’t be posted online, you’re probably fine to use stock images.

      If you’re going to use them
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