PowerPoint Step-by-Step (pre-XP)

Starting a New Presentation

Open PowerPoint. You should see the following screen:
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Figure 1



Figure 2

Select Design Template, as seen in Figure 1. You should get the Window shown in Figure 2.

From this screen, you can click on the different pre-built templates and see a preview on the right. 

Once you have decided on a Design Template, click OK, and you will see Figure 3.
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Figure 3




Figure 4

Title Slide should be selected as shown in Figure 3; make sure that it is, and click OK. 

You should see Figure 4. This is your main work area. 

On the right of this screen, you see a preview of your slide.

As it says on the screen, you can click on the text and type in your own words.
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Figure 4

Figure 4 shows the preview area and the outline area on the left after some text has been typed; PowerPoint updates all view in real time as you work.

Adding New Slides

There are many ways to add new slides to your presentation:
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Figure 5


Figure 6


Go to the Insert menu and select New Slide (Figure 5).


Press the Control (Ctrl) and M keys (Ctrl+M) (Figure 5).


Use the Promote (left) button in the main button bar for a point of bullet text until you get a new slide (Figure 6).

Working on Slides

To select a slide to work on, click on it in the outline view at left (Figure 7). Click on your second slide to select it.

To type text, either click in the appropriate area in the slide preview on the right, or click next to the slide number in outline view on the right.

Hitting Enter after typing text will get you a new bullet point.

Hitting Enter then Tab (Enter -> Tab) gets you a sub-point bullet. (Figures 7 & 8)
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Figure 7




Figure 8

Use the Promote button (Figure 6, left arrow) to move back up to main points.

Inserting Clip Art

To insert clip art, go to the Insert Menu -> Picture -> Clip Art (Figure 9)
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Figure 9 




Figure 10

You will get a list of categories (Figure 10). Click on a category to view the individual pieces of clip art.

Click and drag the piece of clip art you want onto your slide.

Resizing Clip Art

(Coming Soon)

Transitions

To add transitions between your slides, go to the Slide Show menu and select Slide Transitions (Figure 11).

[image: image12.png]



[image: image13.png]Slide Transition

Apply to Al

apply

Cancel

o Transiton

o Transiton
Binds Horizontal
pinds vertical
o In

[Box Out £
(Checierboard Across e
(Checkerboard Down

(Cover Down

lCover et v





Figure 11


Figure 12

Click on the box that says No Transition, and a list will pop up. Select from the list and you will see a preview of your transition (Figure 12).

You can adjust the speed of your transition (Fast, Medium, Slow) using the radio buttons.

Click on the Apply to All button in the upper right of the window (Figure 12) to have all slides use the same transition; otherwise, apply transitions manually to each slide.

Custom Animations (Animating Text on the Screen)

To animate how you text appears on the screen, first click inside any text box.

Then select Custom Animation from the Slide Show menu (Figure 11).
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Select the type of animation from the first pop up menu on the left, then select any additional parameters from the pop up menu to the right of the first one. 

Use the Introduce text sub-menu on the right to adjust how many lines of text appear at a time. 

Again you will get previews as you make your selections.

Animations have to be applied one slide at a time.


Including built in sounds
(Coming Soon)

Running the Slide Show (defaults usually ok)

To run your slide show, press the F5 key on your keyboard and make sure everything runs as it should.

