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Microsoft Office PowerPoint 2019
I L S

Microsoft PowerPoint 2019 is a presentation software application that aids
users In the creation of professional, high-impact, dynamic presentations.
Slides are the building blocks of a PowerPoint presentation. By using slides,
the focus Is not only on the speaker, but on the visuals (slides) as well.
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Best Practices for Creating Presentations
I L I

Slide layout, font, color scheme, and content are the main components
to developing a great presentation. Follow the guidelines below to create
a good presentation:
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Best Practices for Creating Presentations
I L I

1. Identify the critical information that needs to be presented and

Include it in your presentation.
2. Use no more than six bullet points per slide.
3. Keep bullet points short and to the point. Incomplete sentences are

okay.
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Best Practices for Creating Presentations
I L I

4. Minimize the number of font types used In your presentation.
5. Keep font sizes consistent.
6. Do not make all of the text uppercase.

7. For contrast, use a light-colored font on a dark background and vice
versa.
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Best Practices for Creating Presentations
I L I

8. Use bold formatting to make appropriate words stand out.

9. Minimize the use of italics. They are more difficult to read.

10. Do not vary the look of one slide greatly from the next. Consistency is key.

11. Identify text that can be represented pictorially and use appropriate graphics in its
place.

12. Remove unnecessary graphics that are not relevant to the information presented.
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Best Practices for Creating Presentations
I L I

13. Use consistent colors and font size on each slide.
14. Do not use unusually bright colors.

15. Do not clutter the slides with too many graphics.
16. Use graphics and transitions sparingly.
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Microsoft Office PowerPoint 2019
I L S

The Ribbon
The ribbon is a panel that contains functional groupings of buttons and
drop-down lists organized by tabs (see Next Figure).

The ribbon is designed to help you quickly find the commands that you
need to complete a task.
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How to Create a New Presentation?

1. Click on the File tab.

2. Choose New .
3. Double-click on Blank presentation .
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Saving a Presentation

You created a new presentation. Now, you should save the presentation so that you can
use it later. The Save command, available from the File tab, Is used to save a newly
created presentation or to save the changes made to an existing presentation. When
saving a file for the first time, you are prompted to enter a file name for the
presentation, and you are asked in which location you would like the file to be saved.

How to Save a Presentation

1. Click the File tab.

2. Choose Save As to save the presentation with a new name In.

3. Select Computer to save to the local drive (computer/laptop etc..
4. Select your desired folder
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5. In the File Name text box, type the name of the file.

6. Click Save as Type and then do one of the following :

~0r a presentation that can be opened only in PowerPoint 2019 or In
PowerPoint 2019, In the Save as Type list, select PowerPoint
Presentation (*.pptx).

—0r a presentation that can be opened in either PowerPoint 2019 or
earlier versions of PowerPoint, select PowerPoint 97-2003
Presentation (*.ppt).

7. Click Save .
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The Quick Access Toolbar
The Quick Access Toolbar is a small toolbar at the top left of the application
window that you can customize to contain the buttons for the functions that you
use most often.
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Figure 4 - Quick Access Toolbar
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To customize the Quick Access Toolbar:
1) Click the drop-down arrow on the far right .
2) Click on any listed command to add it to the
Quick Access Toolbar .

3) Click More Commands... to choose from a
comprehensive list of commands .

Quick Print
Print Preview and Print

Spelling s 4w - - 4w

. Cmadl) ad) 8 Adaciial) Aailll) agw (598 A3 -1
Lol J g sl @l gal Jay pudi ) ABLGDY 7 sae el () (398 A -2
o A YL ALl daild e LIS | el oW1 Cpe i Jal) (368 RS) -3

v Undo
v Redo

v Start From Beginning

Touch/Meuse Mode

O

Show Below the Ribbon

Figure 5 - Customize Quick Access Toolbar



Click in the Tell Me box.
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Tell Me

The Tell Me feature allows users to enter words and phrases related to what you
want to do next to quickly access features or actions. It can also be used to look
up helpful information related to the topic. It is located on the Menu bar, above

the Ribbon.
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Status Bar

The Status Bar can be customized to display specific information. is the default
Status Bar for PowerPoint

Right-clicking on the Status Bar brings up the menu to the right, which enables you
to change the contents of the Status Bar by checking or un-checking an item
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