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Ann Arbor District Library Computer Classes 

AADL offers hands-on computer classes on a variety of topics at all Library locations. 
AADL also provides access to a variety of online learning and research resources. 
For more information, check out the following links:  
 
Schedule of computer classes: aadl.org/classes 

Review online skills-building resources: aadl.org/services 

Review online research resources: aadl.org/research  

 
PowerPoint Basics 

Create photo albums and insert diagrams, charts, and word art. Add animations and 
set up and rehearse the slide show using timings and narrations. 
 

Learning Goals 

Go to aadl.org/handouts, choose a class, and click on a learning goal for step-by-step 
instructions: 
 
Getting Started with PowerPoint 2010 
Create Your First Presentation 
Apply a Template 
Insert a Slide 
Themes 
Slide Layouts 
Insert a Picture 
Insert a Video 
Insert a Text Box 
Slide Sorter View 
Speaker Notes 
Templates vs. Themes 

Transitions 
Change Transitions 
Slide & Page Numbers 
Backgrounds & Watermarks 
Color as Background 
Save the Presentation 
Print Slides or Handouts 
Print Notes Pages 
Free PowerPoint Viewer 
PowerPoint File Types 
Quick Reference Card 
 

 

Books 

Microsoft PowerPoint 2010 Bible, by Faithe Wempem, Call number: 006.686 Po 

Microsoft PowerPoint 2010 Step by Step, by Joyce Cox, Call number: 006.686 Po 

Using Microsoft PowerPoint 2010, by Patrice Rutledge, Call number: 006.686 Po 

http://www.aadl.org/handouts
http://www.aadl.org/classes
http://www.aadl.org/services
http://www.aadl.org/research
www.aadl.org/handouts
http://office.microsoft.com/en-us/powerpoint-help/getting-started-with-powerpoint-2010-HA010359435.aspx
http://office.microsoft.com/en-us/powerpoint-help/create-your-first-powerpoint-2010-presentation-RZ101848193.aspx
http://office.microsoft.com/en-us/powerpoint-help/apply-a-template-to-your-presentation-HA010338385.aspx?CTT=5&origin=HA010360893
http://office.microsoft.com/en-us/powerpoint-help/create-slides-and-slide-text-RZ101848193.aspx?CTT=1&section=2
http://office.microsoft.com/en-us/powerpoint-help/what-is-a-theme-HA010338417.aspx?CTT=5&origin=HA010338379
http://office.microsoft.com/en-us/powerpoint-help/what-is-a-slide-layout-HA010338412.aspx?CTT=5&origin=HA010338385
http://office.microsoft.com/en-us/powerpoint-help/choose-a-layout-insert-a-picture-and-apply-a-theme-RZ101848193.aspx?CTT=1&section=3
http://office.microsoft.com/en-us/powerpoint-help/add-more-slide-content-and-use-formatting-RZ101848193.aspx?CTT=1&section=5
http://office.microsoft.com/en-us/powerpoint-help/add-more-slide-content-and-use-formatting-RZ101848193.aspx?CTT=1&section=5
http://office.microsoft.com/en-us/powerpoint-help/when-and-how-to-use-views-in-powerpoint-2010-HP010374495.aspx?CTT=1#BM2
http://office.microsoft.com/en-us/powerpoint-help/create-speaker-notes-to-use-when-you-present-RZ101848193.aspx?CTT=1&section=6
http://office.microsoft.com/en-us/powerpoint-help/understand-the-difference-between-powerpoint-templates-and-themes-HA010360907.aspx?CTT=5&origin=HA010338379
http://office.microsoft.com/en-us/powerpoint-help/add-transitions-to-a-powerpoint-presentation-VA101840871.aspx?CTT=1
http://office.microsoft.com/en-us/powerpoint-help/change-or-remove-transitions-between-slides-HA010338372.aspx?CTT=1
http://office.microsoft.com/en-us/powerpoint-help/add-slide-numbers-page-numbers-or-the-date-and-time-HA010336514.aspx?CTT=5&origin=HA010359124
http://office.microsoft.com/en-us/powerpoint-help/apply-a-background-picture-color-or-watermark-to-your-slides-HA010338379.aspx#_Toc261522381
http://office.microsoft.com/en-us/powerpoint-help/apply-a-background-picture-color-or-watermark-to-your-slides-HA010338379.aspx#_Use_a_picture
http://office.microsoft.com/en-us/powerpoint-help/name-and-save-your-presentation-HA010336440.aspx
http://office.microsoft.com/en-us/powerpoint-help/print-your-slides-or-handouts-of-your-presentation-HA010336509.aspx
http://office.microsoft.com/en-us/powerpoint-help/create-and-print-notes-pages-HA010362715.aspx
http://office.microsoft.com/en-us/powerpoint-help/view-a-presentation-without-powerpoint-2010-HA102000544.aspx?CTT=1
http://office.microsoft.com/en-us/powerpoint-help/open-a-presentation-or-associated-file-sent-to-me-by-e-mail-HA010220975.aspx?CTT=1#BM2
http://office.microsoft.com/en-us/powerpoint-help/quick-reference-card-RZ101848193.aspx?CTT=1&section=12&mode=print
http://www.aadl.org/catalog/record/1364270
http://www.aadl.org/catalog/record/1365764
http://www.aadl.org/catalog/record/1365752

