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Microsoft PowerPoint 2010 - Level 1

GETTING HELP

: : INFocus

There will be times when you need to know how to use a
particular feature or tool and you may not have the
resources, such as experts or reference materials, available
to help you. PowerPoint’s Help system is essentially a how-
to of the available features and tools in PowerPoint, which
is easy to use.

In this booklet we will show you how to:

v/ gain an understanding of PowerPoint's Help
system

access Help

browse for help

navigate the Help system

use the Help Table of Contents

search in Help using keywords

disconnect online help

print a help topic

work with screen tips

use dialog box help

gain an understanding of other sources of help.
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UNDERSTANDING HELP

Microsoft Office 2010 contains a Help resources (on your computer). It is
system designed to show you how to use preferable to be connected to the internet
Office 2010. When using Help to locate when seeking help so you can take
information, Help will refer to online advantage of Microsoft’'s complete database
resources at Office.com, as well as local of resources.
%2 PowerPoint Help o B8
@ | -c0adaxse B
~ B Search ~ .
Wisit Office.com for more help with PowerPoint 2010 : A‘_g
agOfﬁE‘é— Search help E oiNng —
More on Office.com: downloads | images | templates

Getting started with PowerPoint 2010

" Make PowerPoint 2010 more personal

LJ | to you
e * Using themes in PowerPoint 2010

* Using templates

m

Browse PowerPoint 2010 support

e_ ® Importing content = Working with

* Organizing and animation
formatting = Working with charts =
= Using masters = Working with movies
= Using templates * Working with sounds | _
All PowerPaint | | @ Connected to Office.com —e
1 Help toolbar Use these tools to navigate Help. Tools include Back and

Forward for navigating to the last or most recent help page or
topic that you viewed, as well as Home to return to the home
(main) page. Other tools include Print and Zoom.

2 Search box Search for specific information by typing a keyword or phrase
into the search box. If you are connected to the internet, you
will notice two search boxes: the main (upper) search box and
the Office.com (lower) search box. You can type keywords into
either box when connected to the internet and you will return
the same results. However, if you are offline, only the main
search box will be available.

3 Getting Started Provides a range of general help topics that you can browse for
more information. Will generally include information about new
and improved features.

4 Browse If you're not exactly sure what you’re looking for, you might use
PowerPoint 2010  this section to browse for the help that you need. Click on a
Support topic that is most relevant to the information that you're

searching for, and then follow the relevant links to locate more
specific information.

5 Status bar The Status bar indicates whether you are connected to
Office.com or are only using local (that is, on your computer)
help resources. By default, the Help system is connected to
Office.com and it is recommended that you leave this setting as
is, as you will automatically have access to Microsoft’s entire
Help database.
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ACCESSING HELP

You can open the main PowerPoint Help that dialog boxes contain a Help tool which
window by clicking on the Help icon will generally provide information specific to
located just above the Ribbon on the right the features and tools of the dialog box that
side of the window. You can also press you working with.

to open the Help window. You'll also find

Try This Yourself: COROM BANE R

o €) PowerPoint Help o B R

+~ K Search -
= Before starting this exercise ensure VeitOffcacom o more elp wih PomerPont 201 A
[T = I
8' T that you have a new, blank DROFfEE [sewanren B cing
presentatlon Open"' More on Office.com: downloads | images | templates
1 Click on Help @ just above the
Ribbon to open the POWEfPOint Getting started with PowerPoint 2010
Help window
. . . . . | = Make PowerPoint 2010 more personal
This window is your starting point L‘ to you g
When Searching or brOWSing He/p e ® lUsing themes in PowerPoint 2010

= Using templates

Click on close | = | to close the

N

PowerPoint Help WindOW Browse PowerPoint 2010 support
3 Click on the DeSign tab, then click * Importing content * Woarking with
on the dialog box launcher . in * Organizing and Znimation
formatting = Working with charts
the Background group to open ® Using masters ® Working with movies =
the Format Background d|alog = Using templates = Working with sounds
bOX All PowerPoint | ‘ °Cnnned:edtn Office.com
You can also access help relevant
to the tools in the dialog box you o @ Powerpoint Help = = =
are working with... OO NS B
. ~ B Search -
4 CIICk On Help PowerPoint 2010 Home o
The Help window will display help CROFfiEE | seorcnners B ving

m

information relating to tools in the
Format Background dialog box...

More on Office.com: downloads | images | templates

5 Click on Close | = | and then click on Format Picture (Artistic Effects pane)

[Close]
IMPORTANT

6 PO!nt to Format Palnter j in the When you change options in this dialog box, the

Cllpboard group, then press changes are immediately applied to your picture, making
e e o/ it easy to see the effects ofthe changes in your picture

ThIS glves yOU.SpeCIfIC help abOUt without closing the dialog box. However, since the
the Format Painter... changes are instantly applied, it is not possible to click

Cancel in this dialog box. To remove changes, you must

7 Click on close | = | to close the
PowerPoint Help window

click Undo 9 on the Quick Access Toolbar for each
change that you want to remaove.

You can simultaneously undo multiple changes that you

made to one dialog box option, as long as you did not

make changes to another dialog box option in between -
All PowerPoint | @ Connected to Office.com i
For Your Reference... Handy to Know...
To access Help: e At the time of writing, Microsoft’s Help
e Click on Help |@|, or search engine was under development.
e Open a dialog box and click on Help This means that command- and dialog
[, or box-specific help may not be available
e Point to a command and press when you click on Help. If this is the

case, you will be taken to the main
PowerPoint Help window, and you can
then conduct a specific search.
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BROWSING FOR HELP

If you're not exactly sure what you're information. The browsing area of the Help
looking for, say, for example, you want to window presents a range of general topics.
know how to complete a task but don't You can click on the most relevant topic and
know the name of the relevant tool or then follow the links to locate more specific
feature, you can browse for help information.
€ PowerPoint Help = B R
Try This Yourself: CREY LY B
~ P Search -

- Continue using the previous -

gQ file with this exercise, and -3 0ffice & oing

{3 iL ensure you are connected to More an Office.com: downloads | images | templstes

the internet...

Click on Help @ to open
the PowerPoint Help
window

2 Click on See all under

Categories

m

[

i @) PowerPoint Help o B8R

Browse PowerPoint 2010 [ 2 P8 GBS e B
support to display the full _ o] @ s =
list of general topics P (e e e x
The topics are organised into || =aOffice & ong

5 - Meore on Office.com: deownloads | images | templates

related information...
3 Click on Customising

Customizing PowerPaint

PowerPoint to display a list — | Topic
of topics related to
CUStOITIISI ng POWGI’POI nt a Use customizations to personalize the ribbon the.., £
. . Customize the Q &) PowerPoint Help o B ER
4 Click on Customise the o @@ N &M e ]
Ribbon .—,.'-:“a"-:e.r.l_:":'c' - B Search ~
This takes you to a specific i | e ——
5 Whe J g =
help topic about how to el saOffice & oing
CUStOITIISG‘ the Rlbbon. Thed More on Office.com: downloads | images | templates
5 Scroll down the page to e el | Customize the Ribbon
review the information e Create an
7l 5 - Bvord | Use customizations to personalize the ribbon the way that you
YOU ” also See /Inks to All PawerPaint | want it. For example, you can create custom tabs and custom
related help tOpICS, groups to contain your frequently used commands.
6 C||Ck on BaCk ‘_ to return IMPORTANT R\.::-JIT ctﬁs.tar?lzat.mms sp.ecmct-itrjal.llcmsaﬂ
Cffice program you are working in at the time. Ribbon
to the preViOUS page customization does not apply across the Office programs.
7 CI |Ck On Home ﬁ to retu rn You can rename and change the order ijhe -jefafll.tlass .:-m-j
groups that are built-into Micrasoft Office 2010, However, you
to the Help home page cannot rename the default commands, change the icons
. associated with these default commands, or change the order of
8 C||Ck on Close 2 | to C|05e these commands. The default commands appear in gray text.
the Powel"POInt He’P To add commands to 3 group, you must add a custom group to a
W| ndOW 0 defaulttab orto a new, custom tab. To help you identify a custom il
All PowerPoint | | o Connected to Office.com

For Your Reference... Handy to Know...
To browse for Help: e Text that appears in blue is actually a
1. Click on Help @ hyperlink. When you click on a
2. Click on a topic link under Browse hyperlink you are taken to another
PowerPoint 2010 support or click on page, as this exercise has shown.
See all Hyperlinks are used throughout the
3. Follow the relevant links Help system to help you to navigate to

the information that you need.
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For Your Reference...

NAVIGATING HELP

The main way to navigate Help is to click or to content further down the same page.

Microsoft PowerPoint 2010 - Level 1

on the hyperlinked text that will take you You can also use the tools on the Help

directly to the information that you're
looking for, or to related information.
Hyperlinks will take you to another page

toolbar to navigate Help, such as Back,
Forward and Home.

) PowerPoint Help = B =
Try This Yourself: LT YT T — C
- Continue using the previous file :
gEQ with this exercise, and ensure ==‘=i-0ﬁ'C9_ e u-b'”S
& iL  you are connected to the SRS L SRS
internet... Working with animation
1 Click on Help @ to open the Topics
PowerPoint Help window e You can arimatethe e, pictures,shapes ables, | |
2 Click on Animation effects to e A
display the related help topics [ — = ==
3  Click on Working with N .
Animation under Browse " 3

PowerPoint 2010 support ' i

Scroll down and click on
Animation basics for your

B

objects

presentation i Powerpaint |

5 Click on Apply sound effects e
to animated text and objects
under In this article

This is a link to content in the
same page and you will be
navigated to this topic...

6 Scroll down to review this help
topic, then click on Top of Page
to return to the top of this page e

7 Click on the grey text
animation that appears in the
first paragraph
This is called rollover text and
provides a brief description of
the word or feature...

8 Click on Home @@ in the Help
toolbar to return to the home
page, then click on Close | = | to
close the Help window

duration of ani

Apply sound effects to animated text and

You can give additional emphasis to animated text or objects by
applying sound effects.

To add sound to animated text or an object, do the following:

1. Onthe Animations tab, in the Advanced Animation group,
click Animation Pane. The Animation Pane opens on the
side of the workspace pane, showing the order, type and

mation effects appliedtotexd orobiecs ona

m

slide

Locate the eff
down arrow aj

ol L

Puin o

All PowerPoint |

(7

©) PowerPoint Help = =

©e 060 GMe e

+ P Search -

,0.0ffice ) oing

Meore on Office.com: dewnloads | images | templates
Animation basics for your presentation

Animation can help make a Microsoft PowerPoint 2010
nformation mare

presentation more dynamic, and help mal
memorable. The most common types -115 ‘eﬂams include
entrances
intensity @ animate To add a special visual or sound ]
SmartAr, § effect to text or an object. For example, you

can have your text bullet points fly in from the
TF Man left, one word at atime, or hear the sound of

andsound  APPIause when a picture is uncovered

!
presentationm TTIOTe UyTTETIIC, SO TTeTp U eITPTTESIZE PUITTS, UOr 00
much animation can be distracting. Do not let animation and

sound take the focus away from what you are saying.

In this article k
+ Apply entrance and exit animation effects
All PawerPoint | | @ Connected ta Office.com

m

To navigate help: o

Click on Help &

Click on a link to navigate to a help topic
Click on Back '« to go to the previous page
Click on Forward = to go forward a page
Click on Home fi to return to the main page

Handy to Know...

As you navigate through Help,
breadcrumbs will appear beneath the
toolbar, which show the trail of links
that you've followed. You can click on a
breadcrumb link to go directly to that

page.
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USING THE TABLE OF CONTENTS

Another way to browse for help
information, particularly if you're not sure
exactly what you're looking for is to use
the Table of Contents feature. The Table
of Contents is a complete reference of all

available help topics, presented as a list of
general help topics that you can click on to
expand and list a range of sub-topics for that
particular topic.

©) Word Help = B =
Try This Yourself: Sl el ;
v , Continue using the previous file with e ’f goﬁ-gé- & vog 1
. A ctivating Won Eal 1 Search help
£ T this exercise, and ensure you are S B
0 connected to the internet... @ o

@ Collaboration

@ Creating documents
OD\QIE\ IDs and signatures
@Equanuns

@F\e\d codes

@lee management

@ Fie migration
@meamng

@ Getting help

@Gemng started with Word
@Haaders, footers, and page numbers

Getting started with Word 2010

Click on Help @ to display the
PowerPoint Help window

Click on Show Table of Contents
47 to expand the PowerPoint Help
window and display the Table of

‘ * Creating documents with Ward 2010
e

Browse Word 2010 support

i

* Reading documents
* Activating Word
* Introducing the Backstage view

N =

@ nstaling = Collaboration = Formatting
Conten tS el merge = Creating documents ~ * Getting started with Word
. o O @Page breaks and section breaks B = File migration 4
3 Click on Getting Started with e seeall [
All Word | ‘ @ Connected to Office.com E

PowerPoint in the Table of
Contents pane

The topic will expand to display the
sub-topics...

Click on Tips for creating and

delivering an effective
presentation

Table of Contents =
‘g»'-\ccess\hiﬁt',‘ -

©) PowerPoint Help o @ =
NN BA @

i i i & Activating PowerPoint o) D S <
The help information will appear on @rads e A
. @ Collaboration
the rlgh t... ‘:Creahr\g photo albums B 2 Office e bing
More on Office.com: downloads | images | templates

@ Creating support materials

Click on Getting Started with
PowerPoint in the Table of
Contents pane to collapse the list of
sub-topics

Scroll down the topics in the Table
of Contents pane to view the topics
listed, then click on another topic of
your choice

@ Customizing PawerPoint

@ Delivering your presentation

@ Distributing your presentation

@File management

@ Getting help

([ Getting started with PowerPoint
e;\dd slide numbers, page numbers, or the
(@ *dd, rearrange, and delete sides
(@) Create 2 basic PowerPoint presentation
@Delete a side
eFamllla\ ize yourself with the PowerPoint v
(@ Famiiarize yourself with the ribbon in o
e'ﬂus for creating and delivering an effecti

Tips for creating and delivering an effective
presentation

In this article
& Tips for creating an
¥ Tips for

Tips for creating an effective presentation

TIP DETAILS

Minimize the number
of sides,

ewhats new in PowerPoint 20107 Chosse s font siie I—— o

7 Click on Hide Table of Contents @Vinen oo touse ewsimPonepor ||| mioams oy e ot
I to close the Table of Contents et Sy s
pane e 0

8 Click on Close | = | to close the Help
window

For Your Reference... Handy to Know...

To use the Table of Contents: e Click on Maximise | = |at the top of the
1. Click on Help @ Help window to maximise the Help
2. Click on Show Table of Contents < window to full screen. This can make it
3. Click on a topic easier to browse and read information.
4. Click on a sub-topic Click on Restore | # to restore the
window to its original size.
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SEARCHING USING KEYWORDS

If you know exactly what information The Help window includes a search box, in
you're looking for, you may find it quicker which you type the relevant keywords or
to perform a search using keywords phrases. The search will return relevant help
rather than browsing the Table of topics, articles, templates and links to other
Contents or the main Help window. sites.
a @) PowerPoint Help o B OER
Try This Yourself: L EEMN BAY ]
format text - earch -

) Continue using the previous file F——— - ”

§ %’ with this exercise, and ensure that Sa Offics B

7} you are connected to the internet... B3Office [romaties oins

More on Office.com: downleads | images | templates

m

Click on Help @ to open the

[

PowerPoint Help window Search results for: format text
The search box will be outlined in d Back  Next b
ye”OW/ Wthh means It IS aCtlve Rotate or flip a picture, shape, text box, or WordArt
and you can start typing your Article | Show All Hide All You can change the positio...
keyword/s Clea.ra.\ltextfcr.matting .
Article | In Microsoft Word 2010 and Microsoft Power...
2 Type format teXt and press Show text formatting in the Notes pane
The first 25 results will be listed. Chj'tth”fH e shestsanete:
You will also notice that the Article | Show All Hide All In Microsoft PowerPoint 20...
keyWOde yOU entered have Differences between the OpenDocument Presentation (.odp.
appeared in the Office.com search ] Wihenyou save 2 Tl from Microseft Fower?o..
Change the size of a picture, shape, text box, or WordArt -
bOX a/SO All PowerPoint | @ Connected to Office.com E
3 Scroll down the list and examine
the topics that have been returned e @ PowerPoint Help o B @
4  Click on Next in the results header OO AL B
or footer to display the next page e e
Of results :‘o’.\'er:‘a'rtz{-l-:-l-ﬂ"’? e
pa.Office | video £ oing

5 Click on format text in the search
box to select the text, then type
video and press

More on Office.com: downleads | images | templates

m

Search results for: video

The search results will be listed... d Back  Next b
G Click on the drop arrow next to the £t 2 poster frame to your videa
SearCh bOX tO dlsplay a ||st Of Article \Mhenyou;ddaposterframe, it provides vie...
recent keyWOrd Searches Set the 'Play’ options for a video in your presentation
) Article | Before you can set the Play options for a vide..,
7 Click on Close | == | to close the i 2 video
He’p WlndOW Article | After you watch your video dips, you might n...

Change the brightness and contrast of a video

Article | You can adjust the brightness of a video [rela...

Embed a video in your presentation
Article | You can embed a video or link to a video fro...

SmartArt videos -
All PowerPoint | @ Connected to Office.com E
For Your Reference... Handy to Know...
To search using keywords: e Although the Help window contains
1. Click on Help @ two search boxes, they perform the
2. Click in the keyword text box same function. The lower search box is
3. Type the keyword and press used to search only online on

Office.com. The upper search box can
be used in the same way, but is also
used specifically when you are offline.
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DISCONNECTING ONLINE HELP

When you use Help to search for connected to the internet when searching
information, you are connected to Help, there may be times when you don't
Office.com by default. This means that have internet access and must rely on local
you have access to all of Microsoft’s help resources. In these situations, you can easily
resources. While it is preferable to be disconnect online Help.
a &) PowerPoint Help o B &
Try This Yourself: CORON B B
- B Search ~
Continue using the previous Vist Offce com for more help with PowerPaint 2010 -
g o file with this exercise, and e R B bing
&'s w ensure yOU are ConneCted tO More on Office.com: downloads | images | templates
the internet...
1 Click on Help @ to display the Getting started with PowerPoint 2010
PowerPOint Help W|ndOW \\—‘ * Make PowerPoint 2010 more personal |2
G . _ to you T
The Status bar Indlcates that e = Using themes in PowerPoint 2010
you are connected to * Using templates
Offlce' com... Browse PowerPoint 2010 support
2 Click on Connected to - —
- . - i tent = Working witl
Office.com in the Status bar Oz i animation
to dISp|ay a menu formatting 'h“.-furk!ngw!th char.ls L4
= Using masters = Working with movies
3 Select Show content only = Using templates = Working with sounds
from this computer All PowerPaint | | @ connected to Office.com
‘Connection Status:
The WOI‘d Off//ne WI” appear Il’l & Show content from Office.com
the Status bar and the WindOW Showicontentmmyfromthls computer
content will look different. You © oovinthese otons.
can still browse or search using e ©) PowerPoint Help - @ =
the same methods, but you RO BAS e B
may not always return the T P search -
same number of _results, O_r the PowerPoint Help and How-to r
most up-to-date information...
. a q i |
4 Click on Offline in the Status pose rowerrantReR
. YWhat s new insta H’\g
bar to dlsplay the menu and Activating PowerPoint Getting help =
select Show content from File management Getting stated with
Office.com to reconnect to Powerpeint
Off_ ‘Working with text Spelling, grammar, and
1ce.com thesaurus
. Working with tables Working with charts
5 CIICk on C’_ose x to Close the Warking with SmartArt Waorking with pictures M
PowerPoint Help window graphics
Working with shapes Waorking with WordArt
Organizing and formatting Using themes
clides
Using masters Using templates
Warking with animation Waorking with sounds
Warkinn with mmwvisc Wnrlkinn with hvnerlinke ol
< T |
PowerPaint Help | %Dﬁune .
For Your Reference... Handy to Know...
To disconnect online help: e When you disconnect online Help in
1. Click on Connected to Office Online one Microsoft Office program, the
in the Status bar and select Show change will be applied to all Microsoft
content only from this computer Office programs, such as Word and
To connect to online help: Excel. So, if you were to open the Help
1. Click on Offline in the Status bar and window in Word, you would be
select Show content from disconnected from Office.com.

Office.com

© Learning and Development Service Page 9 Getting help



Microsoft PowerPoint 2010 - Level 1

PRINTING A HELP TOPIC

When you're working with a help topic, like functionality, as Help is designed to be read

when you’re following the steps to
complete a specific task, it is often easier
to print the topic and work from a hard

on-screen, and you’ll need to specify which
areas of the page to print, otherwise the
entire page will print, including topics you

copy. Microsoft have provided a basic print don’t need.
e ¥ PowerPoint Help = = OE
Try This Yourself: @OIROD GNP R |
i i i . printing + B Search ~

Continue using the previous file _ . _ q
o . . .
g9 with this exercise, and ensure
3 L you are connected to the 1

internet... I
1 Click on Help @ to display the

PowerPoint Help window
2 Type printing and press
3 Click on Print your slides or The three-slides-per-page handout includes lines

handouts to display the help
page

We don’t want to print the entire
page, just the first section, so
we’ll need to select the required
text first...

4 Position the cursor just before
the word Print in the topic title,
then click and drag down to
select the text, as shown

5  Click on Print i to display the
Print dialog box

6 Click on Selection under Page
Range so that only the selected
text will be printed

7 Click on [Print]

The selection will be reformatted
to fit your paper and then
printed...

8 Click on close | == | to close the
PowerPoint Help window

that your audience can use to take notes

ree|

All PowerPoint | | @ Connected to Office.com

e o) Print (==

General | Options

Select Printer

=iFax @Micro:oftXPSDocumen'
B HP 3800dn = 5end Te OneMote 2010
M HP Color Laser)et 3800

] [T — b
Status: Toner/Ink Low [ Prirt to file
Location:
Comment:
Page Range

@ Al Mumber of copiss: 1 z

@) Selection Cument Page

() Pages: 1 Collate

; . 1213 1213
Erter either 2 single page number or 2 single 1 1
page range. For example, 5-12
[ Print ] [ Cancel ] [ Apply ]

For Your Reference...

To print a help topic:
1. Display the help information in the
PowerPoint Help window

Handy to Know...

e To print a specific page within the help
topic, you can specify the page number.
To do this, display the help topic, click on

2. Select the text to be printed, then click Print then click on Pages under Page
on Print i Range and type the page number. If

3. Click on Selection, then click on you're not sure of the page number, click
[Print] on [Preview] to preview the page to

identify the correct page number.

© Learning and Development Service
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WORKING WITH SCREEN TIPS

One way of finding out more information tell you the name of the tool and describe its
about commands on the ribbon is to use purpose. In others, they provide direct

the screen tips. These are small windows access to additional help information. Screen
of information that appear when you point tips are also referred to as tool tips.

to a command. In some cases, they just

Try This Yourself: % _ggh (] Height: 68cm %

Group |Rotate | = \idth: [14.5em 5

-

Continue using the previous file N

"E’ 9 with this exercise, and ensure size -

3 L you are connected to the
internet... 1112 1| Rotate

1 Cllck |n a text placeholder, then Rotate or flip the selected object.
click on the Drawing Tools: @ Press F1 for more help.
Format tab, then point to
Rotate “i~ in the Arrange Q SR o =
group XA BAER |
The screen tip for the Rotate rotate v P Search -
tool WI‘// be disp/ayed, WhiCh PowerPoint 2010 Home > PowerPoint 2010 Help and How-to > Working with shapes El
includes the name of the tool, a ER.OffiCE [ searcn heip & oing
br/ef deSCI‘Ipt'IOI‘l Of the tOO/'S More on Office.com: downloads | images | templates
function, and the text Press F1
for more help... Rotate or flip a picture, shape, text box, or

WordArt

9 Press
The help topic for using the You can change the position of shapes, WordAr, or ather objects
Rotate tool will be displayed in S ) . )

. to as creating a mirror image or flipping. For maore information

the HE/p WlndOW- ' about WordArt, see Add, change, or delete WordArt.

3 CIle on C’ose £3 tO Close the TP Torotate atable or a Smartdrt graphic, copy the table or
Powerpoint Help WindOW SmartArt graphic, paste it as a picture, and then rotate the picture

4 CIICk on the SIide Show t:abl All PowerPoint | °Cannected.ta Office.com il
then point to Record Slide
Show +5 in the Set Up group o Slide Show Review View Acrobat

L. = Play Marrations f

Read the description, then press N

5 p ! p a 3 b Use Timings i

to display information in the Rehearse [Record Siide _

; Timings | Show~ Show Media Contrals | [
Help window about how to =7 |
record a slide show

Start Recording from Beginning

6 Click on close | == | to close the
PowerPoint Help window

Record audio narrations, laser
pointer gestures, or slide and
animation timings for playback
during slide show.

e Press F1 for more help.

For Your Reference... Handy to Know...
To access help via screen tips: e If you point to a formatting option in a
1. Point to the tool gallery such as Styles, the tool tip will
2. Press 1] for further help if the option is display the name of the style. It will
available also temporarily reformat your text

using Live Preview, so don't be
alarmed. The text will change back to
its original format when you move the
mouse away from the gallery.
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USING DIALOG BOX HELP

Another way that you can access help is relevant to the tools and commands in the
via dialog boxes. This is known as dialog box you are working with. You can
command-specific help, which means that click on these links to find more information
the Help window will display information or to perform a keyword search if necessary.
Try This Yourself: ﬂ E ] [Fin
o g Line Color @ Mo fil
k) Cont{nue using the . s o st
it  previous file with this . © Gradient i
o exercise, and ensure you o © Peture or texture i
E d h Reflection @ Pattern fil
(tg are ConneCte to t e Glow and Soft Edges @ Slide background fil
internet... -
1 Click anywhere in a text 3D Rotation
placeholder, then C||Ck on Picture Corrections
the Home tab, then click Picture Color
on the dialog box Artistic Effects
launcher ': in the Crop
Drawing group to display Size
the Format Shape dialog Positon
bOX Text Box
Alt Text
2 Click on Help to
display the PowerPoint
Help window
. . e @) PowerPoint Help = B £
Hel_p will list recommended T LRAN BN R E
articles related to the tools - 0 Search -
and features in the Format Visit Office.com for more help with PowerPaint 2010 -
Shape dialog box... C o
p g ﬁEOfﬁce Search help m N
3 C||Ck on C’ose 2 to C|Ose More on Office.com: downloads | images | templates
the PowerPoint Help
window Recommended Help E
4 Click on [Close] in the Add a gradient fill to a shape
Format Shape dlalOg bOX Article | You can apply a gradient fill to shapes, text...
to close this dialog box Format Object (Fill pane)
Article | Fill refers to the interior of a shape. If you w... B
5 Close the presentation
without saving
Getting started with PowerPoint 2010
‘ | = Make PowerPoint 2010 more persona
Jﬁ to you -
< i | »
All PowerPaint ‘ | °Conneﬁedto Office.com B
For Your Reference... Handy to Know...
To access help via a dialog box: e You can also press 1] in a dialog box to
1. Display the dialog box access help specific to that dialog box.

2. Click on Help
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OTHER SOURCES OF HELP

Microsoft Office 2010 programs are
extremely sophisticated. They allow you to
perform everyday tasks with relative ease,
but also have the power and grunt for very
specialised and advanced functions. No

matter how much you know, you’ll still get
stuck from time to time. Fortunately, there is
a wealth of information out there for you to
call upon.

icrosof ) o
i’)om;erPomt 2010

L

Friends And Colleagues

Never underestimate the value of friends and
colleagues. If they have been using the
software long enough, there is a fair chance
that they will know a way around a problem or
at least know where to find help.

Reference Manuals

There are literally thousands of reference books
available for software applications. These books
can be found in the Computer section of almost
every bookstore in Britain. They are often used
as reference books because they are too large
and too technical to read from cover to cover.
While they can be expensive, many people
prefer to keep one or two by their computers
for reference. They all have an extensive table
of contents and index to make searching for
topics relatively easy. Microsoft Press put out
manuals specifically for their own software that
vary in level from very introductory to
advanced.

Training Manuals

Training manuals focus more on how to do
things rather than provide a complete
reference. They are usually written as a series
and in sequence, e.g. Level 1, 2, and 3, or
Module 1 and 2. Good training manuals provide
step-by-step instructions and plenty of screen
shots so that you can easily and quickly see
where you are up to and what you should have
done. Many are written to a particular
curriculum or accreditation syllabus and can be
used for examination preparation. For more
information on training manuals you can visit
the Watsonia website at
www.watsoniapublishing.com.

Computer Magazines

Since they are usually produced as monthly
publications, computer magazines and journals
provide the most up-to-date information of all
printed references. Computer magazines are
available through newsagents or directly by
subscription. Some also have periodic
supplements that provide additional tips and
information.

© Learning and Development Service
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CONCLUDING REMARKS

Congratulations!

You have now completed the Getting help booklet. This booklet was designed to get you
to the point where you can competently perform a variety of operations as outlined in the
task list on page 2.

We have tried to build up your skills and knowledge by having you work through specific
tasks. The step by step approach will serve as a reference for you when you need to repeat
a task.

Where To From Here...
The following is a little advice about what to do next:

Spend some time playing with what you have learnt. You should reinforce the skills
that you have acquired and use some of the application's commands. This will test
just how much of the concepts and features have stuck! Don't try a big task just yet if
you can avoid it - small is a good way to start.

Some aspects of the course may now be a little vague. Go over some of the points
that you may be unclear about. Use the examples and exercises in these notes and
have another go - these step-by-step notes were designed to help you in the
classroom and in the work place!

Here are a few techniques and strategies that we've found handy for learning more about
technology:

visit CLD’s e-learning zone on the Intranet
read computer magazines - there are often useful articles about specific techniques

if you have the skills and facilities, browse the Internet, specifically the technical
pages of the application that you have just learnt

take an interest in what your work colleagues have done and how they did it - we
don't suggest that you plagiarise but you can certainly learn from the techniques of
others

if your software came with a manual (which is rare nowadays) spend a bit of time
each day reading a few pages. Then try the techniques out straight away - over a
period of time you'll learn a lot this way

and of course, there are also more courses and booklets for you to work through

finally, don’t forget to contact CLD’s IT Training Helpdesk on 01243-752100
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