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How to . . . .

1. Start a new presentation

Open PowerPoint. When PowerPoint is first loaded, you will be asked whether you want to use the presentation wizard, use a template, open an existing presentation or start a blank one. Select Blank Presentation and then click OK

In the New Slide window, select the layout for the first slide and click OK.
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Creating a blank presentation can be done from outline view or from slide view. 

Follow the on slide prompts to insert your Title, Text, Pictures and Charts.

You can add extra text by selecting the text box button on the Drawing tool bar and dragging out a text box on your slide.

You can add extra pictures by selecting Insert, Picture  and then either Clipart, From File or From Scanner. 

2. Start a new slide
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To start a new slide, click on the new slide button on the standard tool bar.  You can also use Ctrl + M.
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Change View

The view can be chosen by clicking on the appropriate button at the bottom left of the screen.
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Slide view



Outline view 




Slide Sorter View





Slide Notes view
Slide Show

Use Outline View
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Promote

Demote

Move UP

Move DOWN

Collapse

Expand


Bullet points are keyed in and return hit at the end of each.

If one item is to be broken down into smaller points these can be keyed in after the main point and demoted later with the tab key or the buttons on the Outlining tool bar.



Apply a Design

1. Open the presentation you want to apply a different design to.

2. On the Common Tasks toolbar, click Apply Design.

3. Find and select the design you want to use (or any presentation whose design you want to use) and then click Apply.

Animate a Slide

You can use the Custom Animation command on the Slide Show menu to set all the animation effects you want for a slide. For example, you can set text to appear by the letter, a word, or a paragraph. You can have graphic images and other objects (such as charts and movies) appear progressively, and you can even animate the elements of a chart. You can also change the order in which objects appear on a slide, and you can set timings for each object.

Animate text and objects

1
In slide view, display the slide that has the text or objects you want to animate.

2
On the Slide Show menu, click Custom Animation, and then click the Timing tab.

3
Under Slide objects without animation select the text or object you want to animate, and then click Animate.

4
To start the animation by clicking the text or object, click On mouse click.

To start the animation automatically, click Automatically, and then enter the number of seconds you want to elapse between the previous animation and the current one.

5
Click the Effects tab.

6
Under Entry animation and sound, select the options you want.

For Help on an option, click the question mark and then click the option.

7
Repeat steps 3 through 6 for every object you want to animate. You can click the Preview button to see how your animations work.

Tips

·
A quick way to create basic animation is to select the object you want to animate (in slide view), click the Slide Show menu, point to Preset Animation, and then click the option you want.

·
To preview animations in slide view, click Animation Preview on the Slide Show menu. The animation plays in the slide miniature that appears. To replay the animation, click the slide miniature.
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