PowerPoint Step-by-Step (XP)

Starting a New Presentation

· [image: image1.png]Edt Vew Insert Fomat Toos SideShow Window e ‘Type 3 question for help 3| X:

Fie
SH|GBn@lo-moEe -0 | Hoesion ensice 2

4 % NewPresentation v X

Openapresentation
& Presentations.

New

D) Blank Presentation
From Design Tenplate
&Y From AutoContent Wizerd

Click to add title w
General Templates

remplates on my Web Sites.
Click to add subitle o

5 AddNetwork lce

(Z) Marosoft PowerPoint Help
Click to add notes Bl W showatstartup

/|

i=]= =0 |
ocaw~ Iy Auoshapes- \ N\ 1O B 4l
Side 10f 1




[image: image2.png]B~ @ ¥ Slide Layout M

New Presentation

Search
Insert Cip At

7] side Layout
Side Design - Design Templates
Side Design - Color Schemes
Side Design - Animation Schemes.
‘Custom Animation

Side Transiton



Open PowerPoint. You should see the screen on the right. 

· This is the main PowerPoint screen, and provides access to the various features we will be covering.

· In the center is a view of your current (and right now your only) slide. 

· On the left are thumbnail images of all your slides. 

· There is a tab at the top of the thumbnail view that allows you to switch from thumbnail to outline mode.
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On the right is a contextual palette; the options change as you work in different areas of PowerPoint. 

· You have access to Design Templates, Slide Transitions, Animations, and Clip Art by clicking the downward pointing arrow at the top right of this palette.
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Click that arrow and select Slide Design - Design Template from the menu.

· From this screen, you can click on the different Design Templates and see how they look on your slide. Experiment until you find one you like.
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As you can see, both your slide and the thumbnail on the left show your new design. 

As you add new slides, they will automatically use this design unless you change it.

Adding Text & New Slides

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

This is a Title Slide so you should type in a title for your presentation and your name in the Subtitle area.
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There are several ways to add a new slide:

· Go to the Insert Menu and select New Slide (Insert -> New Slide)

· Use the keyboard shortcut Control key and the M key together (Control + M)

· Right click in the thumbnail area and select New Slide from the popup menu (see graphic at right)

By default, your new slide should be a bullet text slide. 

This allows you to add lines of text and easily indent subpoints below your main points.

Again you can click where it says and start typing.
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· Hit Enter to get new bullets.

· Hit Enter and then Tab to get to subpoints.

· To move back to higher levels, or main points, move the cursor to the left of the line you want to promote until it becomes a set of crossed arrowheads, then click and drag to the left.
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The palette on the right should also have changed to show you the different slide layout options. 

· You can scroll through this list to see the many different types of layouts.

· Click on a layout to have your slide automatically converted to that layout. Any work you have done will be preserved.

· Note that you can put any type of object on any type of slide, the layouts simply help, well, lay things out nicely.

Inserting Clip Art
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To insert Clip Art, you can either:
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click the Clip Art button on the Draw Tools bar, if it is showing, or 

· select Insert Clip Art from the palette on the right.

Either way, you will get the screen on the right. 
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From here, you can type in a search term under where it says Search text:  and see the results in the window. 
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Note that if you are connected to the Internet, PowerPoint will search Microsoft’s online clip art site automatically. This could delay your results but will give you more choices

Double click on the image you want and it will be inserted into your slide


You will also see an editing palette, and your image will be surrounded by a set of circles.

· You can click and drag on any circle to resize your image.

· You can use the editing tools for a variety of tasks. The best way to learn what they do is to play with them! 

Transitions


To add transitions between your slides, select Slide Transitions from the palette.

· You can scroll through this menu and click on the transitions that sound interesting. 

· You will automatically see a preview of the transition.

· Note that you can adjust the Speed of the transition and apply Sounds. 

· You can also have your slides advance automatically after an amount of time you set, but you will probably want to leave them to advance On mouse click.

· When you’ve found one you like, you can click Apply to All Slides to have every slide in your presentation use this transition

· Or you can go to each slide individually and attach different transitions to different slides.

· Note we will be discussing presentation guidelines with some reference to multiple transitions and animation schemes (see below).

Custom Animations (Animating Text on the Screen)

To animate how you text appears on the screen, first click to select a text box.


Then select Custom Animation from the palette.

Click Add Effect, Entrance, More Effects… to get a list of all the different animations.

Again, you can experiment and see previews of you selections until you see one you like, and click OK.

Back on the palette, click on the arrow next to the text you just added the animation to (Text 2: Point on… in the example at right) and you will get more options.

In particular, you will want to click on the Text Animation tab and select Group by 2nd or 3rd level paragraphs to make sure your text comes on one bullet or sub-bullet at a time. 

You can also click on the Sound tab and attach sounds to your animations just as you can to your transitions.

Click OK when your done.

Saving

· Make sure you save your presentation as you do any other file, being sure you know where you save it and what the title is.

· If you just use the built in sounds and clip art, your slide shows should remain relatively small.

· However, if you add digital or scanned in pictures, or music that you import yourself, you presentation can quickly become too big to fit on a floppy disk. 

· Check the size of your presentation by click on it in the finder and looking at the information on the left.

Running the Slide Show (defaults usually ok)

To run your slide show, press the F5 key on your keyboard or go to the Slide Show menu and select Run Slide Show and make sure everything runs as it should.

