Learning in the digital era
Transcript: Microsoft PowerPoint

In this video we're going to cover the key features of Microsoft PowerPoint; we'll be using the Windows version of the app, but the skills you'll gain are transferable as the tools are similar across all platforms. As we're using the paid version of Microsoft office, some of the features we cover might not be available to you if you're using the free online version. It would be helpful to have the app open at the same time so you can follow along. After covering each section we'll have a pause period where you can stop the video and try out some of the features before moving on.
As with Microsoft Word and Excel, PowerPoint shares the same control layout, using tabs which reveal a new ribbon of tools for you to create some impressive looking presentations! The main page here is the slide you can currently edit, and to the side you can see each slide in your presentation. As you edit each slide, PowerPoint will provide a live preview of any changes you make.
To make a new slide, use this drop down to select a layout that suits the content of the presentation. If you have a nice, themed style that you want to continue onto your next slide, you can right click here, and duplicate the slide. This is useful as it copies everything onto a new slide, ensuring imagery and text is in the same place.
By using the list of slides to the left of the screen, you can reorder them, by simply dragging them up and down. Let's have a quick pause period for you to explore the software. Try inserting a few different slides and play around with the different layouts. Play the video to move on.
Next, let's look at presentation designs and transitions. By heading to the design tab, a new ribbon of tools will become available. There are numerous built-in styles that you can choose from, but by selecting design ideas, PowerPoint will process the style you've selected, the colours on your slide, and will suggest some new designs.
Transitions are the movements that occur between slides as you progress through your presentation. Select the transitions tab, and there are a number of transitions you can choose from. If you want to keep your transitions consistent throughout you can apply them to all your slides. Choose the speed of the transition by adjusting the duration. On top of this you can add sound effects to transitions, and also set them up to automatically transition after a specified period of time.
You can do so much with slide design, so take a moment to have a play around with some of the features. Click play when you're ready to move on.
The final thing we're going to look at is working with graphics. Like Microsoft Word, you can insert pictures via the insert tab, and also draw your own custom shapes. In PowerPoint, you can even animate these graphics. To do this, head to the animate tab where you will find a number of entrances, emphasis' and exits that you can apply to graphics in your presentation. You can also create motion paths to make your graphics move. By clicking add animation you can select the animation you want to use, then open the animation pane, to reorder and edit any of the applied animations, like changing speed and selecting how the animation is started.
PowerPoint is the industry standard for creating professional presentations, therefore it is vital to have a good working knowledge of how to use it.
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