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It may seem that the only use of PowerPoint in the classroom would be to 
give presentations regarding course content.  However by incorporating 
PowerPoint into larger projects, including student presentations, PowerPoint 
can be used more as a mindtool. A mindtool can be thought of as a tool a 
student will use in the course of solving a problem thereby learning more 
about the tool itself. 
 
Some key concepts that will be covered in this prep sheet include: 
 

- PowerPoint as an example of presentation software 
- The purpose of a slide show presentation 
- The different views found inside PowerPoint 
- Animation schemes vs. custom slide animation 
 

 
 
 
Learning Objectives 

 
  
At the completion of this lab you be able to: 
 

 Launch Microsoft PowerPoint and create a new slideshow 
presentation 

 Format a PowerPoint presentation using a design template 
 Insert images, audio, and video into a PowerPoint presentation 
 Format text and slide objects within PowerPoint 
 Add charts and graphs to a PowerPoint presentation 
 Create custom slide animation 
 Insert hyperlinks with Microsoft PowerPoint 

 
 

 



 

Technical Terms 
 

 
“.ppt”: The file extension for a presentation file that has been created using 
Microsoft PowerPoint. 
 
Design Template: Preformatted style templates for presentations that 
contain color schemes, slide and title masters with custom formatting for 
text and other slide objects, giving the slides a consistent look and feel. 
 
Organizational Chart: A graphical representation depicting hierarchical 
relationships.  Resembles the layout of a flowchart 
 
Slides: Slides in PowerPoint are used to display content.  All of the content 
to be shown to an audience of a PowerPoint presentation will be content that 
is created by the author on the individual slides of a presentation. By 
progressing through a presentation one goes on from one slide to the next. 
 
Transition: A visual effect used to introduce a slide during a slide show.  
For example, you can fade in from black or dissolve from one slide to 
another.  
 
 
Key Concepts 

 
 
 
PowerPoint as Presentation Software 

 
 
The main goal of any piece of presentation software is to aid its presenter in 
sharing their ideas. By using a program such as Microsoft PowerPoint you 
are organizing and presenting your thoughts to a larger audience one slide at 
a time. 
 
Presentation software is very linear and straightforward in format with the 
instructor or presenter being in control of the pace of the learning. The 
person in the front of the room is the speaker presenting their ideas, and it is 
he or she who decides to bring in the next point only after they have finished 
elaborating on the first point. 

 



 

 
It is for this reason that PowerPoint and other such programs are very 
prevalent in secondary and post-secondary classrooms where the instructor 
is seen more as “the sage on the stage”, the deliverer of content and the 
students as the attentive audience receiving and learning that content. 
 
Anyone viewing a PowerPoint presentation expects to see a bulleted text box 
(with individual points being animated on a slide), slide transitions, sound 
effects, and perhaps some media clips. There is however more to creating a 
good slide show presentation that adding in these special effects. 
 
Remember, the most important use of a PowerPoint presentation is to help 
you present your idea and get your point across, not to dazzle your audience 
with brilliant special effects. Design the presentation around your content in 
a way that conveys a message. That being said, the occasional special effect 
sure helps to drive that point home but overuse of certain affects can 
definitely take away from your content. 
 
The next lab to be covered will be the Macromedia lab, where you will be 
using an example of authoring software called Flash. With authoring 
software the student takes a more commanding role in their learning by 
acting as builders and programmers.  Authoring software and its educational 
applications will be outlined in more detail in the next lab. 
 
 
View Options 
 
There are several ways to view your work in PowerPoint. Each view offers 
different options to the designer/presenter. The available view and the 
options provided are shown below: 
 

 

 



 

 
Which buttons are available will depend on which version of PowerPoint 
you are working with. To get an idea as to the different views each of these 
buttons offer see the table below. 

• For PowerPoint 2003 the available buttons are:  
 

• For PowerPoint 2000/2001 the available buttons are:  
 

• For PowerPoint 97/98 the available buttons are:  
 

 Normal (PowerPoint 2000 only) Provides the text or slide outline of 
the entire presentation on the left, the current slide on the 
right, and speaker notes below the slide. 

 Outline Provides a large text outline area. 

 Slide Shows a graphic view of the current slide. 

 Slide 
Sorter 

Shows the entire set of slides (numbered) on the screen. 
Allows you to drag-and-drop slide icons to change their order.

 Notes 
Page 

Provides a large area to view the speaker notes on a slide. This 
button is provided in PowerPoint 97/98, but not 2001. In 2001, 
to get this view, click on the View menu, and select Notes 
Page. 

 Slide 
Show  

Displays the presentation in full-screen mode starting with the 
slide which was last edited (so jump to slide 1 first if you want 
to see the entire presentation). Press the Escape key if you 
wish to exit the Slide Show before it ends. 

 

The Zoom adjuster lets you alter how large your slides appear 
on the screen relative to full-screen presentation mode.  

 
 
Animation Schemes Vs. Custom Slide Animation 
 
In Microsoft PowerPoint you can control how and when text, graphics, and 
other objects appear on your slides. You can make graphics or text items 
appear one at a time and add visual and sound effects to those objects as 

 



 

well. Animation can aid in focusing attention during a presentation and 
make your slide show more interesting and effective. 
 
To create these effects in PowerPoint a user has two options either adding in 
built-in animation sequence called an animation scheme provided to them 
inside PowerPoint or animating the objects on their according to their own 
specifications, the latter option is referred to when using PowerPoint as 
custom animation.   
 
While using an animation may speed up the creation of a slide-show 
sometimes a user wants to create specific effect not found in any of the 
numerous animation schemes that are available inside PowerPoint.  
Examples of both will be detailed when completing the assignment for this 
lab. 
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