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Start PowerPoint 3. Press the ENTER key to move to the next line.
1. Click on the Start button. 4. Click in another text box, or draw another text
2. Choose Programs > PowerPoint boxy by clicking the Text Box button from the
3. Click on PowerPoint Drawing toolbar.
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5. Continue adding text to your slide.
Add a new slide
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Em: o ; 1. To add a new slide, Choose New Slide..., from
e the Insert menu
R Inzert

|-”FEI New Slide Cirl4+M

2. A new slide will appear in the Slide View Area.

3. The Slide Layout Task Pane will appear on the
right-hand side of the window. You can change

25Tt : the default layout by clicking on one of these
PowerPoint window layouts.
When PowerPoint appears, you will see the @ Slide Layout ¥ X

following window:

Apply slide layout:
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It's important to add the content to your presentation (= ‘E?\ Df?\ Df?\
before you made it “look good”. What you have to say is b e fblle || e 2
more important than font and color choices. Add all the
text to your slideshow BEFORE you add colors, pictures,
and sounds. - B
bl [ Y| || 2 e
Adding text to your slides:
1. Click the Text box on the slide in the Slide View , ,
. . : . =] § =< sg]
Area. (It is labeled, click to add title, subtitle, or 0 si] | s
text) a2 @ £
2. Click to the right of the first slide in the outline Text and Content Layouts

view. |1 . This is where you will begin
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4. Continue this process until you've added all of
your slides to the presentation.

Adding a design to your slide

1. Go to the Format menu and choose
Slide Design...

Format | Tools  Slide Show  Win

i »

Alignrment 3

Replace Fonts...

E Slide Design...
[E slide Lavout...

Background..,

Vi

2. The Task Pane will change and you will see all of
the available templates.

3. Click on the template you want to add it to your
presentation.

= & + slide Design
I Desion Terplates
[ard Color Schemes

— [ Anmstion Scharms

Apply a design template:

Tuck Everlasting

Changing Font Type
1. To change font type, select (highlight) the text
you'd like to change.
2. Click the drop-down font button on the
Formatting toolbar.

Elt
T Roclkwell )
- o

irmes Mew Roman

3. Choose the font type you want.
Other Font Formatting
1. To apply Bold, Italic, Underlining or Shadow
formatting to font, select (highlight) the text.
‘B I U &
2. Click the Bold, Italic, Underline, or Shadow
buttons.
Adding Clip Art
To add clip art to your slide
1. Click the Insert menu, choose Picture, Clip Art...
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Insert
] Mew Slide. ..
Duplicate Slide

Chrl+r

Slide Mumber
Date and Time. ..
Symbol. ..

iﬁ Comment

Slides from Eiles. ..
Slides from Outline. ..

Bl cip ...

’@ Erom File. ..

2. Your Task Pane will change and an
Insert Clip Art selection box will appear.

Picture

Type a question for help v X
H O 33% ~| 3.
A - = Design ‘SNew Slide _
% ¥ Insert Clip Art v X

Search For

Search bext:
|bonk

Other Search Options

Searchin:

| Al colleckions
Results should be:

|F\II media file bypes

3. Inthe Search text: field, type the name of a type
of picture (Ex: book, apple, dog).

Click the Search button. | search

You can scroll down the Task Pane to view all of
the clip art that matches your search criteria.

6. To add one of the pictures, click on the picture in
the Task Pane and it will be copied onto the slide
that is displayed.

Change the size/position of clip art

When clip art is added to a slide it might be too big,

too small, or in a location where you don’t want it to

be.

Change the size of a graphic.

1. Click one time on the graphic.

2. Eight white circles will appear on the edges of the
graphic and a green circle will appear over the
top.

[sR el

3. If you hold your mouse over the top of a white
circle, it changes into a two-way pointing arrow.
You can now click and drag your mouse to make
the graphic larger or smaller.

Change the location of a graphic.

1. Click one time on the graphic.
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2.

3.
4.

Hold your mouse over the graphic and your
mouse will change to a four-way pointing arrow.

Click and drag the graphic anywhere on the slide.
Release the mouse button to drop the graphic.

Rotate a graphic.

1.
2.
3.
4

5.

Click the graphic one time.
Hold your mouse over the green circle.
Your mouse changes into a circular arrow.

Click and rotate the graphic until it is in the
position you want.

Release the mouse.

Slide Animations

1.

2.

3.

4,

From the Slide Show menu, choose
Animation Schemes...

Slide Show | Wiindow  Help
EI wiew Show F5
Set Up Shiow. .

Rehearse Timings
Record Marration...
Online Broadcast [

Action Buttons 3

|E‘ﬁ Anirmation Schemes...

E@fg Custom Animation...
[+ Slide Transition...
=] Hide Slide

Custorm Shows. ..

The Task Bar will change and the
Slide Animation options will appear.

% % Slide Design v x

Design Termplates
[z=2 Color Schemes
&} Animation Schemes

Apply to selected slides:

Mo Animation =

Subtle

Appear

Appear and dim
Fade in all

Fade in one by one
Fade in and dim
Faded wipe

Faded zoom

Chossimle i

Apply to &ll Slides

[» ' [T side show |

V¥ AutoPreview

Choose the Slide Animation by clicking on it under
Apply to selected slides:.

This applies the selected option to the slide that is
currently displayed, unless you click the
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button near the bottom of the Task

Pane
Slide Transitions

This changes how slides appear as you move
from slide to slide in your presentation.

1. From the Slide Show menu, choose
Slide Transitions.

2. The Task Bar will change and the Slide
Transitions options will appear

@ Slide Transition v X

Apply to selected slides:

Elinds Hotizontal
Elinds Wertical
Eox In

B Qut

Muodify transition
Speed: |Fast | - |

Sound: |[N0 Sound] | v|

I Loop until next sound

Advance slide

¥ on mouse click

[T automatically after I 3:
Apply ta All Slides

[» | |E2 slde show |

¥ AutoPreview
3. Choose the Slide transition by clicking on it under
Apply to selected slides:.

4. Change the Speed: by clicking the drop-down

arrow.

Add sound to your slide transition by clicking the

Sound: drop down arrow.

This applies the selected option to the slide that is
urrently displayed, unless you click the

C
button near the bottom of the Task
Pane.

Run the Slide Show.

Once you've complete working on your slides, you

can view your presentation. To begin the slide show,

follow these directions:

1. From the Slide Show menu, choose View
Show...

Slide Show | Window  Heln
Tl view Show F5

Set Up Show...
Rehearse Timings

Record Marratian...
Online Broadcast »

Action Buttons »

% Animation Schemes. ..
Zsfi Custom Animation...
[z¢ Slide Transition...

E Hide Slide

Custom Shows...

2. You presentation will begin and fill the computer
screen.
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3. Click the mouse on any area of the slide to

advance to the next slide or begin text animation

that was added.
Animate Slide Text
1. Click in the text box for the text you wish to

animate.

2. Click on the Slide Show menu, Custom
Animation...

3. Click the Effects tab and choose the effects you
want.

4. Click OK to return to your presentation.
To insert a picture from afile:

1. Click the Insert menu, choose Picture, From
Eile...

2. Navigate to the folder you have the file saved and

select (highlight) the file.

Insert Picture
Loak in: [#] My Pictures -

] Deskkop -~
S My Computer

=5 3% Floppy (A1)

3. Click the Insert button to add the

picture into your presentation.
Saving Your Presentation

1. Click the File menu, choose Save OR click the
Save button on the Standard toolbar.

Inserting UnitedStreaming Clips

First, you need to download a video clip and save it to

your hard drive or a network drive.

1. Click the Insert menu and choose Movies and
Sound, > Movie from file...

Insert

=] New Slide Cirl+M

Duplicate Slide
Slide Number
Date and Time. ..

'd Comment
Slides from Files...
Slides from Qutline...

Picture 3

§,¢ Diagram...

Text Box

| Movies and Sounds » | Movie from Clip Organizer...

[ﬂ Chart... | Movie from File...

[ Table... Sound from Clip Organizer...
Object... Sound from File...

Play CD Audio Track...

Record Sound
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2. Inthe Insert Movie dialog box, navigate to the
location of the video clip.

3. Click on the video clip to select the file and then click
on the OK button.

-

Insert Movie

Lockin:  [[=) BatMovie Fies =] @ X £ E - Tooks~
[Sbatbabies_fies E]How_Big_are_Bats_
53] Qbrdfies @lvampire_Bats
Histary ([Cecholocation_files @] Welcome_to_the_World_of Bats!
(CHFoods_files @)Where_Bats_Live_on_Earth
S [Shelping us_files
[Ehomes_files

My Documents  |C5) Vampire Bat_files
(Ziworld habitats_fies

[ (&1Bat_Eating_Habits
51 Bat_Hibernation
Desktop (&3]Bat_Navigation_ Echolocation_and_Sonar

(&1Bat_Population_Distribution
(&1Bat_Reproduction

ﬂ (&1Bat_Wings

Favorites | &Bats_ A Review

File pame: | =l £5
Files of type: |MwE Files j Cancel

4. Choose whether you want to play the video
automatically or click the clip to start it playing in
your slide show.

-
Microsoft PowerPoint

5. You can resize and move the video clip anywhere on
your slide.

6. To view the video clip, start the slide show.
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