CSE111 Introduction to Computer Applications

Lecture 7
Introduction to MS PowerPoint 2010-Part 1

Prepared by Asst. Prof. Dr. Mohamed KURDI
Revised and presented by Asst. Prof. Dr. Samsun M. BASARICI



Summary of Last week
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= Working with Tables. = Working with Page Layout. ;‘
* Introduction * Inserting Headers and Footers —
* Inserting Tables * Inserting Page Numbers E‘
* Navigating & Selecting Tables  Changing the Page Margins }
» Adding Borders & Shading  Changing the Page Orientation ﬁ—
* Aligning Table Text  Changing the Number of Columns -
* Inserting & Resizing Rows and * Inserting Page Breaks %_:
Columns * Inserting Section Breaks Ej.-r
* Merging and Splitting Cells - Inserting a Table of Contents -
- Sorting Table Data o
* Deleting Rows, Columns, and Tables =
= Working With Images E'EH“
* Inserting & Resizing Images %
* Rotating & Cropping Images é

* Positioning Images.
= Inserting Equations



earning Objectives
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Apply the following skills:

1. Creating a Title Slide 13. Inserting an Audio to a Slide
Inserting a New Slide 14. Inserting a Symbol to a Slide

Inserting a Slide with a Different Layout 15. Inserting an Hyperlink to a Slide

. Changing the Layout of a Slide
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3

4

5. Inserting a Text Box to a Slide
6. Inserting a Table to a Slide

7. Inserting an Image to a Slide

8. Inserting a Clip Art to a Slide

9. Inserting a Screenshot to a Slide

10. Inserting a Shape to a Slide
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11. Inserting a Smart Art to a Slide
12. Inserting a Video to a Slide
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= [ntroduction = [nserting an Audio to a Slide
= MS PowerPoint 2010 Interface = [nserting a Symbol to a Slide
» The Ribbon = |nserting an Hyperlink to a Slide

= Creating a Title Slide

= |nserting a New Slide

= |nserting a Slide with a Different Layout
= Changing the Layout of a Slide
= |nserting a Text Box to a Slide

= |nserting a Table to a Slide

= |nserting an Image to a Slide

= |nserting a Clip Art to a Slide

= |nserting a Screenshot to a Slide
= |nserting a Shape to a Slide

= Inserting a Smart Art to a Slide
= Inserting a Video to a Slide
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Introduction

/

—

« MS PowerPoint 2010 is a software for preparing presentations and
graphics.

* |t enables you to present your ideas in a professional way.

» Widely used in education and business.

 Each presentation consists of series of slides that can include any kind of data from text
to tables, images, audio files and movies.

« Animation and transition effects are supported to increase the visual interest.

« Since it is an another member of the MS Office 2010 Family, it shares a lot of features
with MS Word 2010 like the Backstage View, Home tab, Insert tab, Ruler, etc.
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: MS PowerPoint 2010 Interface
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The Ribbon
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Home tab: to provides access to PowerPoint’s most basic commands, such as inserting a new
slide, choosing a slide layout, and formatting text.

Insert tab: to insert objects into your presentation, such as tables, pictures, shapes and music.
Design tab: to customize your slides’ background, theme design or colors.

Transitions tab: to apply, change, or remove transitions (how one slide flows into another).
Animations tab: to animate text and objects on your slides.

Slide Show tab: to start your slide show, customize the settings for your slide show, and hide
individual slides.

Review tab for spell-checking, adding comments, or comparing one presentation to another.

View tab: to access different PowerPoint views, open the slide master, and turn on or off the ruler
and gridlines.

File tab: to access to the commands that allow you to do things to your presentation, such as
saving, printing, and emailing it.
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Click to add title

Click to add subtitle

MS PowerPoint 2010

Training File
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To create the first slide (title slide) 5 ;

* Click once in the Click to Add Title—>§ Click to add title
field and type the presentation title.
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To create the first slide (title slide) 5 ;

* Click once in the Click to Add Title—>§ Click to add title
field and type the presentation title.

« If you want to add a subtitle, click Click to add subtitle

once in the Click to Add Subtitle —>
field type the subtitle.
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Skill'1 - Wﬂe Slide
/

To create the first slide (title slide) e i il A A ..
* Click once in the Click to Add Title—>§ Click to add title

field and type the presentation title.
« If you want to add a subtitle, click Click to add subtitle

once in the Click to Add Subtitle —>
field type the subtitle.

Notes:

* You can change the character format using the Mini Toolbar or the Font group of the
Home tab like what you have done in word 2010.

 You can change the location of any text field (or text box) by clicking and holding on
any point of its border, then dragging it to the desired location, exactly like what you
have done in Word 2010.
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Home | Insert  De: ons  Slide Show i MathType  Acrobat pteeint e
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New .
Slide ~ = Section ~
Slides Font Drawing B Editing

Inserting a New Slide

Pre-Primary Education: It involves the education of children in the age group of 3 to 5 who have not
. - reached the age of compulsory primary education, on an optional basis.

M S POWGrPOlnt 2 0 1 0 Primary Education: It involves the education and training of children in the age group of 6 to 14.
Primary education is compulsory for all citizens. Itis free at the State schools and lasts eight years.
Towards the end of the primary school, pupils are given information about both general vocational
and technical high schools and the types of vocations they may undertake.

Training File - Secondary Education: It comprises high schools of a general or vocational and/or technical character
giving four-year education following primary education.

Higher Education: After graduating from high school. students can enrol in higher education, which
is compatible with the Bologna three-cycle system.

Click to add notes
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- Inserting a New Slide

To insert a new slide: /Q o
EReset
s'ﬁ'é‘;‘i = Section ~ B 7 U S

* Click on the top half of the New Slide icon located on the
Slides group of the Home tab.

Slides

Mew 5lide (Ctrl+M)

Add a slide to the presentation.
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SKill 2 - Inserting a New Slide

/

To insert a new slide:

* Click on the top half of the New Slide icon located on the

Slides group of the Home tab.

« A Title and Content slide will appear in your presentation.

* Click once in the Click to Add Title field [#==

and type the Slide title.

* Click once in the Click to Add Text field
and type the text you want to add.

*Use the Paragraph group from the Home
tabe to format a paragraph like what you
have done in word 2010.

Slides

l =] Layout -
/ _|Reset
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Slide | ) Section ~ B 7 1

Mew Slide (Ctrl+ M)

Add a slide to the presentation.

e Press F1 for more help.
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SKill 2 - Inserting a New Slide

/

To insert a new slide:

* Click on the top half of the New Slide icon located on the

Slides group of the Home tab.

« A Title and Content slide will appear in your presentation.

* Click once in the Click to Add Title field [#==

and type the Slide title.

* Click once in the Click to Add Text field
and type the text you want to add.

*Use the Paragraph group from the Home
tabe to format a paragraph like what you
have done in word 2010.
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Add a slide to the presentation.

e Press F1 for more help.
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Click to add title

* Click to add text

Click to add notes
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Inserting a New Slide

* Pre-Primary Education: It involves the education of children in the age group of 3 to 5 who have not
reached the age of compulsory primary education, on an optional basis.

* Primary Education: It involves the education and traiming of children in the age group of 6 to 14.
Primary education is compulsory for all citizens. Itis free at the State schools and lasts eight vears.
Towards the end of the primary school pupils are given information about both general vocational
and technical high schools and the types of vocations they may undertake.

high schools of a general or vocational and/or technical character
giving four-year education following primary education.

+ Secondary Education: Tt

* Higher Education: After graduating from high school students can enrol in higher education, which
is compatible with the Bologna three-cycle system.

Inserting a Slide with a Different Lavout

Bachelors Degree
* Awarded after the completion of a four-year

Masters Degree

* Atwo-year program leading to the Master of
Arts (MA) or Master of Sciences (MS).
* course of study. The duration of study for
dentistry, veteri dicine and * There are two kinds of Master's programs,
pharmacy is five vears and that of medicine with orwithout a thesis.
is six years. The qualifications in these four 1. The Master's with thesis program is a
fields are considered to be the equivalent of two-year program generally consisting of
a Master's degree. seven courses with aminimum of 21
credits followed by submission of a
thesis.
2. Non-thesis programs are to be
completed in one and ahalf years and
call for the completion of ten graduate
courses of aminimum 30 credits and a
term project.
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To insert a new slide with a different layout:

« Click on the bottom half of the New Slide icon located ==

on the Slides group of the Home tab.

» The Office Theme gallery will appear, displaying nine
slide layouts.

« Select the desired one by clicking once on its icon.

» The selected slide layout will now appear in your
presentation.

Note:
Clicking on the top half of the New Slide icon inserts the
last type of slide used.
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Picture with
Caption
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Click to add text . Click to add text * Click to add text

* Clickto addtext * Clickto addtext
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To change the slide layout with a different layout:

* Click on the layout icon located on the Slides group of
the Home tab.

» The Office Theme gallery will appear, displaying nine
slide layouts.

« Select the desired one by clicking once on its icon.

» The new selected slide layout will now appear instead
of the old one in your presentation.

Note:

You can create your own layout, it is not obligatory to
use one of the nine built-in layouts.

S

Two Content
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Elank

Content with
Caption

Picture with
Caption
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1l 5 - Inserting
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/SRiII 5 - Inserting a Text B
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When there is no text placeholder, you can insert text anywhere on a slide:

A = 5 (FiE
» From the Insert tab, in the Text group, click the Text Box button. — = 4 j ﬂ”ﬁ

Header WordAr Date Slide  Object
Box |& Footer - & Time Mumber

Text
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/Skill 5 - Inserting

When there is no text placeholder, you can insert text anywhere on a slide:

| ¥ =
» From the Insert tab, in the Text group, click the Text Box button. j ﬂ @
Header WordArt Date Slide  Object
Bn:{ & Footer = & Time Mumber

Text

* Your cursor will turn into an upside-down cross text box cursor |
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/Skill 5 - Inserting

When there is no text placeholder, you can insert text anywhere on a slide:

& &

Text | Header WordArt Date Slide  Object
Box |& Footer - & Time Mumber

— 1
A — 5
» From the Insert tab, in the Text group, click the Text Box button. AR 5 ‘cﬂ =0

Text

* Your cursor will turn into an upside-down cross text box cursor |

» Click the area on your slide where you want to add a text box, a text box will appear with
an insertion point inside. o

.
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/Skill 5 - Inserting

When there is no text placeholder, you can insert text anywhere on a slide:

& &

Text | Header WordArt Date Slide  Object
Box |& Footer - & Time Mumber

» From the Insert tab, in the Text group, click the Text Box button. AR Q ‘cﬂ =0

Text

* Your cursor will turn into an upside-down cross text box cursor |

» Click the area on your slide where you want to add a text box, a text box will appear with
an insertion point inside. o

* Now , you can type your text in it.

* The contextual Drawing Tools Format tab will appear to enable to add extra format to the
text box.
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serting a Table to a Slide

=
_ﬂ

Click to add title Inserting Tables

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

Face-to-face Education Generally, in most of the Turkish Higher
Education Institutions, face-to-face type
of education is practiced. In this type of

« clic

education, students are required to
attend their courses or practical work
| ; . sessions
=2 'I ‘I - Distance Education: Students may follow their programs
al | i through radio, television or training tools.
Since 1982, the Open Education Faculty of
Anadolu University has offered distance
education delivering two-year and four-
vear undergraduate programs. Today. in
addition to the Open Faculty of Anadolu
University, many other higher education
institutions are offering distance education
via internet (e-campus).
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To insert a table to a slide:

» On the Insert tab, in the Tables group click on the Table
button, drag across the grid until you select the desired numbers

of rows and columns, and then release the mouse button. \MWE

* The table will be inserted into the slide.

 To format your table, use the two Table Tools contextual tabs:
Design and Format like what you have done in Word 2010.

SKill'6 - Inserting a Table to a Slide

[P/ i 7~ O =N

File Home Insert De
[

— | EE o
| Y JJ "i‘li"""

Table Picture Clip 5creenshot
Art -

I
I
I [
%DDDDDDDD
]

I
I
I
N

Insert Table...

Draw Table

Excel Spreadsheet

el B B L0000
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SKill'6 - Inserting a Table to a Slide

/

To insert a table to a slide:

» On the Insert tab, in the Tables group click on the Table
button, drag across the grid until you select the desired numbers

of rows and columns, and then release the mouse button. \MWE

* The table will be inserted into the slide.

 To format your table, use the two Table Tools contextual tabs:
Design and Format like what you have done in Word 2010.

Note:

If you want to insert a table with more than 8 rows
or 10 column:

e Click the Table button, click Insert Table to

[P |1l 7~ O =S

E Home Insert De

| BEm
H+H | | HME] [En+
Table Picture Clip  5creenshot
Art -

I

I
I
I
L0
L0

I
I
I
N

T Insert Table..,
j Draw Table
_@ Excel Spreadsheet

open the Insert Table dialog box. \)Immame T e

 Enter the desired numbers of rows and columns, | number of columns: |5
and then click the OK button Number of rows: |2

e
-
e
-

| |

QK ] [ Cancel

L
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erting an Image to a Slide
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' Click to add text

il

Inserting Images

NATIONAL QUALIFICATIONS FRAMEWORK FOR HIGHER EDUCATION IN TURKEY
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HIGHER EDUCATION HIGHER EDUCATION MOCATIONAL
LEVELS HIGHER EDUCATION
SUARRATINE QUALIFICATIONS
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“To insert an image to a slide: bl BE o EH !
Picture | Clip  5Screenshot Photo 5

* On the Insert tab, in the Images group click on the Picture—> &t~ - sibum-
button_ Images

Insert Picture from File

Insert a picture from a file.

6 Press F1 for more help.
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To insert an image to a slide: ha gE @+ EE |
Picture | Clip  5Screenshot Photo 5

* On the Insert tab, in the Images group click on the Picture—> &t~ - sibum-
button. e

Insert Picture from File

 Inthe Insert Picture dialog box, locate and select the image | mserts picture from s fie.
that you want to insert, and then click the Insert button
[plicen P ot

D] -« My couses » CSEitt » CSELLENweld » < |4y | seorn CsiitLecureio P

A @ |

e Press F1 for more help.

Organize ¥ New folder
& OneDrive &
2| Recent Places L\

4 Libraries é I 1 ; ; \ “
o B K : = 3: g

|5 Documents

&) Music Powerpoint 2010 | en_yeterlilikprofill

lew B'i;cmap
=T for Windows - erijpg age.bmp
|| Pictures Designing EEESSSSSS
¥ videos = Effective Poster...

1% Computer
&, Local Disk (C)
ca Local Disk (D))
s LG_EXT_HDD (F}) \
e CDDrive (H) ‘
\

File name: en_yeterlilikprofilleri.jpg v [A\Pictures (*.emf;".wmf;*,jpg;” ']

Tools ~ [ﬁsert ‘v] [ Cancel ]




~ To insert an image to a slide: \@[ e @ A
Picture | Clip  5Screenshot Photo 5

* On the Insert tab, in the Images group click on the Picture—> &t~ - sibum-
button_ Images

 Inthe Insert Picture dialog box, locate and select the image | mserts picture from s fie.
that you want to insert, and then click the Insert button

6 Press F1 for more help.

Insert Picture from File

| P| Insert Picture

 The picture will be inserted into B e e e — :

the slide and the contextual

. . Organize ¥ New folder
Picture Tools Format tab will YSTE——
appear to enable you to adjust S ;
1 4 Libraries > et

your Image' [%] Documents F R ,;;i — -
J} Music Powerpoint 2010 |en _yeterl.ilikprofill ew Bitmap
] Pictures forD\glslir;:zgs - erijpg age.bmp
¥ videos = Effective Poster...

1% Computer
&, Local Disk (C)
ca Local Disk (D))
s LG_EXT_HDD (F})
&y CD Drive (H:)

File name: en_yeterlilikprofillerijpg v [A\Pictures (*.emf;*.wmf;*.jpg;’
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Skill 8 - Inserting a ClipArt to a Slide  ~™*" 47,

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

' Click to add text
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SKill'8 -1

/

erting a ClipArtto a Slide

" To insert a Clip Art to a slide: bd B2 5. EE
« On the Insert tab, in the Images group click on the Clip Art/"mymfi'r’? T
button. g
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SKill'8 -1

/

Toinsert a Clip Art to a slide:

» On the Insert tab, in the Images group click on the Clip Ar

button.

 Inthe Clip Art dialog box, type a name for the desired Cilp
Art in the Search for: field, then click on the button Go.

erting a ClipArtto a Slide

EE@ |
(]
Art i

re  Clip |Screenshot Photo

Images

Album =

Clip Art
\Fean:h for:
academic

Results should be:
All media file types

Indude Office.com content

ig-{R

o
(o
&

{ &) Find more at Office.com
g Hints for finding images
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SKill 8 - Inserting a Clip Art to a Slide  etnod

Toinsert a Clip Art to a slide:

button.

 Inthe Clip Art dialog box, type a name for the desired Cilp
Art in the Search for: field, then click on the button Go.

* Once the search is finished, click on one of the clips of the
search results to have it inserted into the slide.

bd| B

re  Clip |Screenshot Photo

* On the Insert tab, in the Images group click on the Clip Art/mﬁ At |

Images

Album =

Clip Art
\Fean:h for:
academic

Results should be:
All media file types

Indude Office. com content

{ &) Find more at Office.com
g Hints for finding images
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~SKill 8 - Inserting a Clip/Art to a Slide  wetho

/

Toinsert a Clip Art to a slide:

button.

 Inthe Clip Art dialog box, type a name for the desired Cilp

Art in the Search for: field, then click on the button Go.

» Once the search is finished, click on one of the clips of the

search results to have it inserted into the slide.

Note: Clip At
- earch for:
We can filter the search results by .

selecting the media type. e ro
All media file types

c Tlustrations
o Fhotographs
o Videos
e Audio

gl

ba | B8

re  Clip |Screenshot Photo

* On the Insert tab, in the Images group click on the Clip Art/mﬁ At |

\Sean:h for:
academic

Album
Images
Clip Art -
Results should be:
All media file types |E|

Indude Office. com content

{ &) Find more at Office.com
g Hints for finding images
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' Click to add text
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3
To insert screenshot of an opened (maximized) @i+ B P24 @ Al =-
WindOW rficreegshnt;‘gsﬁ_lnv Shavpes Smartart Chart Hyperlink Action TBE;: ;Ezg
» On the Insert tab, in the Images group click o

the Screenshot button.

Buriaambug jo fynaey Aussanw sasapuapy
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To insert screenshot of an opened (maximized) w- = 1P 72 gl

Screenshot| Photo Shapes Smartart Chart

window: - |Album=-| -

Available Windows

* On the Insert tab, in the Images group click o

.
=
5 &

the Screenshot button. =

» The Available Windows from your desktop will
appear. select the window you would like to - -
capture as a screenshot, The screenshot will\-: n
appear in your slide. —

@t Screen Clipping

=]

Buriaambug jo Agmoe]  mpsaanmy) seaapuEp Ut
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To insert screenshot of an opened (maximized) s H P D il «

Screenshot| Photo Shapes Smartart Chart

window: - |Album=-| -

Available Windows

* On the Insert tab, in the Images group click o

Notel: if all windows are minimized to the taskbar, the available —...cnot prote  sno

- Album ~ i

windows list will be empty. =

@st Screen Clipping

,_3

——

=

the Screenshot button. e =y | | = i
» The Available Windows from your desktop will 5
appear. select the window you would like to - - 5
capture as a screenshot, The screenshot wiII¥ H 3
appear in your slide. = .
.Ta_-|+ Screen Clipping E

-

T =

- B G =g

E

e

F



SKill'9 - Inserting a Screenshott a Slide

/ 2- A Screen Clipping fror

—~

To insert screen clipping of an opened (maximized) window:

- On the Insert tab, in the Images group click on the ... B [P 22 gl
ScreenShOt button Screevnshnt Photo | Shapes Smarttrt Charl

Album = =
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/

-

To insert screen clipping of an opened (maximized) window:

- On the Insert tab, in the Images group click on the ... B& [P 22 gl
ScreenShOt button Screenshot| Photo | Shapes Smartart Charl

- Album ~ -
...... [llustrations

) i I I st Screen Clipping
Click Screen Clipping N —

*\ Screen Clipping ‘

Insert a picture of part of the
screen into the file,
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SKill'9 - Inserting a Screenshot to a Slide

- 2- A Screen Clipping aWindow

To insert screen clipping of an opened (maximized) window:
« On the Insert tab, in the Images group click on thg) o B D 2 g

ScreenShOt button Screevr'lshcnt ATEDtD* Shavpes Smartsrt Char
. . . . Eﬂ_ Screen Clipping [llustrations
Click Screen Clipping > —

Screen Clipping

« A faded view of your -current
desktop will appear, and your cursor

will turn into a cross shape +.

Insert a picture of part of the
screen into the file,
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SKill'9 - Inserting a Screenshot to a Slide

w— 2- A Screen Clipping aWindow

To insert screen clipping of an opened (maximized) window:

« On the Insert tab, in the Images group click on thg> s E P 2 pl
SCreenShOt button Screenshot| Photo | Shapes Smartart Charl

- Album ~ -
...... [llustrations

° i I I st Screen Clipping
Click Screen Clipping N —

Screen Clipping

« A faded view of your -current
desktop will appear, and your cursor

will turn into a cross shape +.

Insert a picture of part of the
screen into the file,

* Click, hold, and drag on the area of
the window that you want to capture. +

» The screen clipping will appear in
your slide.
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To you want to insert a snapshot of whole screen including the current PowerPoint window:

* Press the PrintScreen
key.
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—~

To you want to insert a snapshot of whole screen including the current PowerPoint window:

* Press the PrintScreen
key.

* Press Ctrl+V keys.
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* Press the PrintScreen ==

- L ; aTieer ¥ g —
u As E= ™ jes - @ snapettecs | g Select~ | pocumen
key. —
b EEEENEEE 3o 2 1 o [N 1 2 EEEENEEE EEEENERE |
° + -
P ress Ctrl V keyS ' SKill 8- Inserting a Screenshot to a Slide
- 3- A Screenshof of the-current view — —

» The current view will
appear in your slide.

To you want to insert a snapshot of whole screen including the current
PowerPoint window:

* Press the PrintScreen key.
* Press Ctrl+V keys.

* The current view will appear in your slide.
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* Click to add text
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Inserting Shapes
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SKill'10 - Inserting a Shape to a Slide  ethoc

To insert a shape to a slide:
* Click once in the blank portion of the slide.

» On the Insert tab in the Illustration group, click on the
Shapes button.

* Click once on the desired shape icon from within the gallery.
* Your cursor will appear as a thin plus-sign +.
 Using your mouse, draw the shape on the slide.

 The shape will be inserted and the contextual Drawing Tools
Format tab will appear.

* Click once on it to make it active, and use it to format the
shape.

ﬁﬁléfﬁi W,

Shapes|SmartArt Chart

-

Recently Used Shapes
FORO0#RTORENNO
OOALL®

Lines
SNMSTLTLL T RN D %

Rectangles
) I I A

Basic Shapes
EoAMNIOAOOOOO®®
GLOOOr Ly o od
OO@AHOYR&(DN
()0 24 &

Block Arrows

DA T RLFPR ST
€ duwnpD RN
Lon

Equation Shapes

F=R==5

Flowchart
O0<JO0LFecCay
ODCONKEB X & AVED
QOO

Stars and Banners
st o8 (1) B0 [T 0 R 0

Callouts

10 €000 00 A A i A A
g AQ AQ O

Action Buttons

(=] =] (=] o) ) (2] [w0] (] [ 6 (2]
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* Click to add text

Py

I_IJJL’Q

Inserting a Smart Art

VN
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Skill'11 - Inserting a Smart Art to a Slide

/ | |

—~

To insert a Smart Art to a slide: @ﬁ} = ihh

Shapes SmartArt| Chart

» Click once in the blank portion of the slide. T

* On the Insert tab in the Illustration group, click on the SamrtArt button. /

Buriaambug jo Aynaey Aussanuq) sasapuajy weupy 7|



Skill'11

- Inserting a SmartArt to a Slide e

To insert a Smart Art to a slide: [P 2 ul

Shapes SmartArt| Chart

» Click once in the blank portion of the slide. s

* On the Insert tab in the Illustration group, click on the SamrtArt button. /

« On the dialog box
Choose a SmartArt CheeseaSmartArt Graphi

Graphic double click | = « -

on the desired smart art - v E A
icon from within the

gallery.

&

Cycle
Hierarchy
Relationship
Matrix

Pyramid

@RI e B b

Basic Pyramid

IUse to show proportional, interconnected,
or hierarchical relationships with the largest

Picture

Office.
= com component on the bottom and narrowing up.

Level 1 text appears in the pyramid
segments and Level 2 text appears in
shapes alongside each segment.

0K ][ Cancel ]
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Skill'11

- Inserting a SmartArt to a Slide e

To insert a Smart Art to a slide: [P 2 ul

Shapes SmartArt| Chart

» Click once in the blank portion of the slide. s

* On the Insert tab in the Illustration group, click on the SamrtArt button. /
« On the dialog box

-

(o]

=

| =

==

=k |

=X

=

=

@

Choose a SmartArt Choose a SmartArt Graphi &u E

Graphic Fjouble click | » U -4 E =

on the desired smart art = st ' — N4 A =

- - . =2  Process -

icon from within the | .. ... g
ga”ery F Hierarchy

Eﬂ Relationship —1

- € Matrix oy

« The smart art will be l il x

inserted! and the tWO @ Picture L?::: ::::r:r:pnrﬁonal, interconnected, -E-_

SmartArt Tools @ oficecon e e, | =

Level 1 text appears in the pyrami

contextual tabs Format 2EEL“::S;”gfg?‘:;i“:é‘;fgﬁi“ " %

and Design will appear. Co Jle= Il B

) E'

« Use these two tabs to
format your smart art.
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SKill 12 - Inserting a Video to a Slide O/bjeffife

=

_—I
a

Click to add title Inserting Video Files

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

* Click to add text

MISJIAIU[] SeJapuajy UEHPY

Video from the internet
(YouTube)

Clip Art Video

\ o
~
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To insert a video from a file to a slide:

!ﬂ'i’ @ -j
|‘-.-f|decu | Audic | Embed

Video icon, then click Video from a File - | Flash

£3  Video from File...

» On the Insert tab in the Media group, click on the bottom half of the =

Video from Web Site...
Clip Art Video...

Buriaambug jo Aynaey Aussanuq) sasapuajy weupy 7|



—~

To insert a video from a file to a slide:

&9

» On the Insert tab in the Media group, click on the bottom half of the —> nuato | erved
Video icon, then click Video from a File ~ | - | Fash

£ video from Eile...
Video from Web Site...

* In the Insert Video dialog box, locate and select the video that you
want to insert, and then click the Insert button. ‘l'

Clip Art Video...

"lnsen Video

Organize ¥ New folder =~ 0 @ |

& OneDrive A
] Recent Places L

. Libraries o= F I
=N - : ;

| | Documents

v
@ Music Powerpoint 2010 Wildlife.wvmyv
s = for Windows -
[e=| Pictures D
8 Videos Effective Poster...

1% Computer
&, Local Disk (C)
ca Local Disk (D:)

File name: v [Video Files (*.asf;*.asx*.wpl*.w vl

Buriaambug jo Aynaey Aussanwq sasapuajy weupy 7|

Tools ~ [ Insert |v] [ Cancel ]




—~

To insert a video from a file to a slide:

&4 B

* On the Insert tab in the Media group, click on the bottom half of the =~~~ , * =
Video icon, then click Video from a File v | - | Flash

£ video from Eile...
Video from Web Site...

* In the Insert Video dialog box, locate and select the video that you
want to insert, and then click the Insert button. l'

Clip Art Video...

”‘Inserl: Vldeo

]

111 lecturel0 P

 To format your video, use the two
Video Tools contextual tabs Format

Buriaambug jo Aynaey Aussanwq sasapuajy weupy 7|

Organize v New folder = w ﬁ] @ |
and Playba.Ck. & OneDrive A
= Recent Places L“
3 -
-
. Libraries = } | . -
= -
| t| Documents 44 X Gy >
J’ Music Powerpoint 2010 Wildlife.wmv
R |= for Windows -
|e=| Pictures Designing
8 Videos Effective Poster...
1% Computer
&, Local Disk (C)
ca Local Disk (D:)
File name: v [Video Files (*.asf;*.asx;* . wpl*.w v]
Tools ~ [ Insert |v] [ Cancel ]




Skill' 12 - Inserting a Video.to a Sllde

/ 2- Inserting a Video fi

—~

To insert a video from a file to a slide: AN

» On the Insert tab in the Media group, click on the bottom half of e i
the Video icon, then click Video from a \Web Site. v | - | Fiash

£3 video from File...
Video from Web Site...
Clip Art Videao...
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Skill'12 - Inserting a Video to a Slide

/ 2- Inserting a Video from-a Web Site

-

To insert a video from a file to a slide:

l'i‘ \@ :l...
i‘ L

|‘-.-fidec| |Audin Embed

» On the Insert tab in the Media group, click on the bottom half of

the Video icon, then click Video from a \Web Site. 8 F_Fllash
» The Insert Video From Web Site dialog box appears. \ ‘:Arfw";ﬂ“t
Clip ideo...

:

Buaaawbug jo Aynae  Ausaanmy) sasapuap| weupy 7|

« Copy the embed code (YURY) of desired e vides rom weo sic NN

To insert a link to a video you've uploaded to & Web site, copy the embed code from that Web site and
paste it into the text box below:

video.

Help and examples

Insert Cancel




Skill'12 - Inserting a Video to a Slide

/ 2- Inserting a Video from-a-Web Site

—~

: : : . —
To insert a video frorr.1 a fileto a.sllde. | ’Q \@ - =
* On the Insert tab in the Media group, click on the bottom half of B . | cone: -
the Video icon, then click Video from a Web Site. &4 S :h é-'
 The Insert Video From Web Site dialog box appears. \ :Idwfw";ﬂ“t :;
B ==
« Copy the embed code (URY) of desired et video rom vis sic NGl -
To insert a link to a video you've uploaded to a Web site, copy the embed code from that Web site and || £E
Vi deo . paste itinto the text box below: m':
=7
« Paste it in the text box, and then click the @
Insert button. E3

Help and examples

E
nJeJ

\nsert Video From Web Site

te itinto the text box below:

<lframe width="420" height="315" src="/www. youtube.com /embed/D-noIKgnd4" frameborder="0"
allowfullscreen= < fiframe =

5'0 insert a link to a video you've uploaded to a Web site, copy the embed code fram that Web site and

Help and examples

Insert l’ Cancel




Skill' 12 - Inserting a Video.to a Sllde

/ 2- Inserting a Video fr

-

To insert a video from a file to a slide: —
" \@ - 3
« On the Insert tab in the Media group, click on the bottom half of ideo | Aucio | Enbe —
the Video icon, then click Video from a Web Site. &4 | Flash g
¢z Video from File... ik ]
» The Insert Video From Web Site dialog box appears. \ ‘:A:w";ﬂ“t =
Clip ideo...
. _‘3
« Copy the embed code (UR}) of desired it video Fom wen sic [N lsesa -
To insert a link to a video you've uploaded to & Web site, copy the embed code from that Web site and L1
Video paste it into the text box below: m':
' =7
« Paste it in the text box, and then click the @
Insert button. &
 To format your video, use the two Video el and exampies T
Tools contextual tabs Format and x
P I ayba.C k . \nsert \.ﬁt_:leo From Web Site
gnsert a link to a video you've uploaded to a Web site, copy the embed code from that Web site and
pste it into the text box below:
<lframe width="420" height="315" src="/www. youtube.com /embed/D-noIKgnd4" frameborder="0"
allowfullscreen= < fiframe =

Help and examples

Insert l’ Cancel




a Slide

Skill 12 - Inserting a Video t

/ 3- Inserting a

To insert a Clip Art Video to a slide: &3 \ﬂ >
Video | fudio | Embed

» On the Insert tab in the Media group, click on the bottom half of the = |
Video icon, then click Clip Art Video. 3 VideofromFile..

Video from Web Site...
Clip Art Video...

Buriaambug jo Aynaey Aussanuq) sasapuajy weupy 7|



a Slide

Skill 12 - Inserting a Video t

/ 3- Inserting a

To insert a Clip Art Video to a slide: &3 x@ >
Video | Audio | Embed

» On the Insert tab in the Media group, click on the bottom half of the - |- | Fsn
Video icon, then click Clip Art Video. &3 Video from File..

* In the Clip Art dialog box, type a name for the desired Cilp Art EE——

Video in the Search for: field, then click on the button Go. oAt - x

Nfor:

e
Results should be:
Selected media file types |Z|
Indude Office.com content

Video from Web Site...

Buriaambug jo Aynaey Aussanuq) sasapuajy weupy 7|




a Slide

SKill 12 - Inserting a Video t

/ 3- Inserting a

—

To insert a Clip Art Video to a slide: &5' x@ :}1

» On the Insert tab in the Media group, click on the bottom half of the Vid*m .Au*dm Efn?fsid
Video icon, then click Clip Art Video. e

 In the Clip Art dialog box, type a name for the desired Cilp Art Clip Art Video...
Video in the Search for: field, then click on the button Go. \Q,’:; v x

* Once the search is finished, click on one of the clip art videos e
of the search results to have it inserted into the slide. (Secidmet s s g

Indude Office.com content

Buriaambug jo Aynaey Aussanuq) sasapuajy weupy 7|




Inserting Audio Files

* Click to add text

2> 1

bl B2 &




Skill 13 - Inserting an Audio to a Slide

/ 1- Inser AUeHo-Irom ¢ -

To insert an Audio from file to a slide: @ s

sudio | Embed

* On the Insert tab in the Media group, click on the bottom half of the —— - | Fissn
Audio icon, then click Audio from File. & Audio from File..

Clip Art Audio...

Buriaambug jo Aynaey Aussanwq) sasapuaj weupy 7|



Skill 13 - Insertlng an Audlo to a Slide

—~

To insert an Audio from file to a slide: \,@ :EQ ;'
« On the Insert tab in the Media group, click on the bottom half of the i | .
Audio icon, then click Audio from File. ¥ ’;dA ::m:“*--- =N
Clip udio... [=L]
* In the Insert Picture =
P Insert Audio

dialog box, locate and
select the Audio that

1 Organize + Mew folder #= + M @
you want to Insert, and
then CI ICk the I nse rt IEI alepan ez - Music ||brary Arrange by:  Folder =
Sample Music
bUtton L RTIS Mame . Contributing artists ~ Album # Title
B Desktop |
4 Downloads 3 @ Kalimba.mp3 Mr. Scruff Minja Tuna 1 Kalimba
I Google Drive |#% Maid with the Flaxe... Richard Stoltzman...  Fine Music, Vol.1 2 Maid with the Fla
& OneDrive @ Sleep Away.mp3 Bob Acri Bob Acri 3 Sleep Away
| Recent Places —
-l Libraries
@ Documents
J‘i Music
[E5] Pictures
B videos [ €1 m | r i
File name: | - [AudioFilest*.adts;*.adt;*.aac;*. v]

Tools = [ Insert |v] ’ Cancel ]




—~

To insert an Audio from file to a slide:

* On the Insert tab in the Media group, click on the bottom half of the —— -

Audio icon, then click Audio from File.

In the Insert Picture
dialog box, locate and
select the Audio that
you want to insert, and
then click the Insert
button.

To format your Audio,
use the two Audio Tools
contextual tabs Format
and Playback.

| P| Insert Audio

Jod| . v Libraries » Music » Public Music » Sample Music - || Search Sample Music
- m I@I

Organize +

|E| Microsoft PowerPc

i Favorites
Bl Desktop
& Downloads
. Google Drive
& Onelrive

2| Recent Places

-l Libraries
3 Documents

J‘i Music

=] Pictures

B videos

Mew folder

Fs

-

Music library
Sample Music

Mame

@ Kalimba.mp3
(& Maid with the Flaxe...
& Sleep Away.mp3

Contributing artists

M. Scruff

Richard Stoltzman...

Bob Acri

[ |
=i

Embed
Flash

&fl  Audio from File...

Audio

Clip Art Audio...

==

Arrange by:

Album #

Minja Tuna 1
Fine Music, Vol. 1 2

Bob Acni 3

J1

dy WEUPY

=] rl:HII =--r-|-"rr|

Folder *

Title

Kalimba
Maid with the Fl

Sleep Away

4|

(L1

| 3

File name: |

- [Audio Files (*.adts:*.adt*.aac:™. v]

Tools = [ Insert |v] ’

Cancel ]




Skill 13 - Insertmg an Audlo toa Sllde

/ 2- Inserting an Aud yN-a.

—~

To insert a Clip Art Audio to a slide: '@
« On the Insert tab in the Media group, click on the bottom half of the____3 **¥  frese
Audio icon, then click Clip Art Audio | @ Audorom it

Buriaambug jo Aynaey Aussanuq) sasapuajy weupy 7|



Skill 13 - Insertmg an Audlo toa Sllde

- 2- Inserting an Audio from-a

To insert a Clip Art Audio to a slide: '@

[ Audio || Embed

* On the Insert tab in the Media group, click on the bottom half of the__ ™™ %5

Audio icon, then click Clip Art Audio | @ Audio fromFile..
Clip &rt Audio..,
* In the Clip Art dialog box, type a name for the desired Cilp Art
Audio in the Search for: field, then click on the button Go. _ —
\ Search for:
telephone
R;:I::i:dh;zlddi: :ie types E
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Skill 13 - Insertmg an Audlo toa Sllde

/ 2- Inserting an Aud m-a

To insert a Clip Art Audio to a slide: '@
« On the Insert tab in the Media group, click on the bottom half of the___y ™™ %
Audio icon, then click Clip Art Audio | @ Audio fromFile..
Clip Art Audio...

 In the Clip Art dialog box, type a name for the desired Cilp Art
Audio in the Search for: field, then click on the button Go.

\ Clip Art v X
« Once the search is finished, click on one of the clip art Audios e
of the search results to have it inserted into the slide. e i n
el media nie types

Indude Office.com content

o o
way way

Telephone telephone ring s

J J
WA WAA W

Electronic Phone Answer Beep
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* Click to add text
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-Skill 14 - Inserting a Symbol to a Slide

/

To insert a symbol to a slide: T

* Click on the slide where you would like to insert a symbol. /mﬁn symbol
* On the Insert tab, in the Symbols group, click on the Symbols button. rmbals

Buriaambug jo Aynaey Ausaanuq) sasapuajy ueupy 7|



Skill 14 - Inserting a Symbol to a Slide

/

-

To insert a symbol to a slide:

* Click on the slide where you would like to insert a symbol. /mﬁn symbol
* On the Insert tab, in the Symbols group, click on the Symbols button. rmbals

» From the Symbols dialog box,
select the desired symbol, then click
Insert.
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To insert a symbol to a slide:

* Click on the slide where you would like to insert a symbol. /mﬁn symbol
* On the Insert tab, in the Symbols group, click on the Symbols button. rmbals

» From the Symbols dialog box,
select the desired symbol, then click
Insert.

» When you finish click close.
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To insert a symbol to a slide:

» On the Insert tab, in the Symbols group, click on the Symbols button.

» From the Symbols dialog box,
select the desired symbol, then click
Insert.

» When you finish click close.

* The symbol will be inserted and the
contextual Drawing Tools Format
tab will appear.

T Q2
* Click on the slide where you would like to insert a symbol. /wﬂn Symbol
Symbols
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Skill'15 -

' Click to add text

—H

rting an Hyperlink to a Slide

[serting Hyberlinks

* Ahyber link to a web site: visit the web site of highrer education

+ A hyber link to a another file (or progam):

1. Open Word 2010.

2. Open the Penguins [mage.
* Ahyber link to a another slide: go to the Second Slide
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To insert a Hyperlink for a web site:
» Go to the slide where you want to add a link, type the text that you want to turn into a link.
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Skill'15 - Inserting an H

/ 1- A Hyperlink-for-a\Wek ,

—

To insert a Hyperlink for a web site:
» Go to the slide where you want to add a link, type the text that you want to turn into a link.
» Open your web browser, browse to the desired web site, then copy the URL.
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To insert a Hyperlink for a web site:
» Go to the slide where you want to add a link, type the text that you want to turn into a link.
» Open your web browser, browse to the desired web site, then copy the URL.
 Return to your presentation, select the text that you want to turn into a link.
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To insert a Hyperlink for a web site:

» Go to the slide where you want to add a link, type the text that you want to turn into a link.
» Open your web browser, browse to the desired web site, then copy the URL.
 Return to your presentation, select the text that you want to turn into a link. @; L-@J

Hyperlink Action

» On the Insert tab, in the Links gorup, click on the Hyperlink button.

Links
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To insert a Hyperlink for a web site:
» Go to the slide where you want to add a link, type the text that you want to turn into a link.
» Open your web browser, browse to the desired web site, then copy the URL.
 Return to your presentation, select the text that you want to turn into a link. QQ i;y{

Hyperlink Action

» On the Insert tab, in the Links gorup, click on the Hyperlink button. -

» The Insert Hyperlink dialog box will open, on the left side of it, click Existing File or
Web Page, paste the URL into the Address field.

* Click on the OK button, the text that you selected will now be a link that is usable during

your show. |
T
. Text to display: |visit the web site of highrer education
a I Look in: , CSE111_Lecture10 |Z|
Existing File or

Web Page , Difference Between an Embed Code & 3 URL Code  eHow_ = Bookmark...

‘f}orlaee’:t , Powerpoint 2010 for Windows - Designing Effective Posters

|| SE714848.tmp
Place in This A359C84C.tmp
Document Browsed Beginning Microsoft Office 2010.pdf
Pages Core Skils Checklist PowerPoint.pdf

: [BF] CSE111_Lecture0@.pptx
Create New Recent Ifﬂ CSE111_Lecturel0.pptx
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To insert a Hyperlink for a web site:
» Go to the slide where you want to add a link, type the text that you want to turn into a link.
» Open your web browser, browse to the desired web site, then copy the URL.
 Return to your presentation, select the text that you want to turn into a link. @.; “1;‘{
Hyperlink  Action

» On the Insert tab, in the Links gorup, click on the Hyperlink button. -

» The Insert Hyperlink dialog box will open, on the left side of it, click Existing File or
Web Page, paste the URL into the Address field.

* Click on the OK button, the text that you selected will now be a link that is usable during

our show. |

g e N ==
Note: Hyperlinks Only Work i . Text to display: |visit the web site of highrer education
when you are displaying your B ek [ et Lecuers ]

. wisting File ar
‘Web Page ifference Between an Embed Code & a ode eHow_ = pokmark...

PowerPOInt ShOW They do nOt i ‘f}orlaz’:t ED'.JEFDEIIH'CBEEIID ﬂ:ur‘u'”Ednl.Js CDES|;:1|n;EI1;f§ctn.e F'Dl—éter M
work in the Normal view. ¢ L] 5E714848.tmp 3

Place in This A359C84C.tmp
Document Browsed Beginning Microsoft Office 2010.pdf
Pages Core Skils Checklist PowerPoint.pdf

: [BF] CSE111_Lecture0@.pptx
Create New Recent Eﬂ CSE111_Lecturel0.pptx
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Skill 15 - Inserting an Hyperlink to a Slide ~ Obiective£> ""m

o 2- AHyperlinkforaFile
To insert a Hyperlink for a file:

» Go to the slide where you want to add a link, type and select the text that you want to turn
into a link.

=
3
-
f=".
=
o3
=
—_
3]
=
f="1.
3]
=
[37]
A
—
=,
-
3]
-
o,
=
o3
o2
=
=
-
=
=
3]
3¢
-
=
=



S ME
Skill 15 - Inserting an Hyperlink to a Slide ~ Obiective£> ""m
s 2- AHyperlinkforaFile
To insert a Hyperlink for a file :

» Go to the slide where you want to add a link, type and select the text that you want to turn
into a link.

* On the Insert tab, in the Links gorup, click on the Hyperlink button. Q@
e | W
Hyperlink Action

Links
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Skill 15 - Inserting an Hyperllnk to a Slide Oblec“"e

/ 2A yp ””””

—~

To insert a Hyperlink for a file :
» Go to the slide where you want to add a link, type and select the text that you want to turn

into a link.
* On the Insert tab, in the Links gorup, click on the Hyperlink button. @
* The Insert Hyperlink dialog will open, on the left side of it, click Existing File rperink acion
or Web Page. o

* Click the drop-down arrow to browse for your file, select the desired file, then click OK.
» The text that you selected will now be a link that is usable during your show.

Insert Hyperlink EE
[
Link to: Text to display: |frf
Look in: | Office14 |E|
Existing File or
Web Page %] VISSHE.DLL » Bookmark. ..
CF%ET %] VISSUPP.DLL
%) WISUTILS.DLL
Place in This %) WVISWEB.DLL
Document Browsed | % VISXDATA.DLL
Pages  |[m VPREVIEW.EXE
ﬂ | VWIEWDWG.DLL
) WWIEWER.DLL
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Create New Recent |
Document Files B WINWORD.EXE b
1% Wordenw.dll &

Address: C:'\Program Files\Microsoft Office\Office 14WINWORD.EXE
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E-mail Address

’ OK ] ’ Cancel
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Skill 15 - Inserting an Hyperlink to a Slide ~ Obiective£> ""m

/ 3- A Hyperlink foranother Slide”
To insert a Hyperlink for a file :

» Go to the slide where you want to add a link, type and select the text that you want to turn
into a link.
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Skill 15 - Inserting an Hyperlink to a Slide ~ OPiective £

/ 3- A Hyperlink for-another Slide -
To insert a Hyperlink for a another slide:

» Go to the slide where you want to add a link, type and select the text that you want to turn
into a link.

* On the Insert tab, in the Links gorup, click on the Hyperlink button. Q@
e | W
Hyperlink Action
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Skill 15 - Inserting an Hyperlink to a Slide
3- A Hyperlink foranother Slide =+~

///5’7’//,é¢¢“‘ﬁ:::::::

-

To insert a Hyperlink for a file :

» Go to the slide where you want to add a link, type and select the text that you want to turn

Into a link.

* On the Insert tab, in the Links gorup, click on the Hyperlink button.

Document.

Objective &£;

-‘{ )
P

=

» The Insert Hyperlink dialog will open, on the left side of it, click Place in this Hyperink Acton

Links

« A list of the other slides in your presentation will appear, click the name of the slide you
would like to link to, then click on the OK button.

» The text that you selected will now be a link that is usable during your show.

Link to:

Existing File or
Web Page

Place in This
Document

Create Mew
Document

E-mail Address

Text to display: |go to the Second Slide

Select a place in this document:

Slide preview:

- First Slide

- Last Slide

- MNext Slide

- Previous Slide

=~ Slu:le Titles

& 1. The Higher Education Syl

2 Education in Turkey

- 3. Higher Education

4. Slide 4

-5, Types of Higher Educatic

i 6. National Qualification Frar .
P

The Higher Education System in
Turkey

The Council of Higher Education
Ankez 2010
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