Name: ____________________________  Teacher: __________________________


How to Use PowerPoint

1. To Open PowerPoint: Getting Started on a New Presentation
· Click on the Start button 

· Find and click on Programs 

· Find and click on Microsoft Office
· Find click on PowerPoint

· When the program opens click on Blank Presentation

2. To create a presentation 

After you have opened a Blank Presentation in PowerPoint or you wish to add new slides to a presentation you are working on
· Choose a slide layout, click on the design you wish, then click OK
· Click in the text box to type in any words needed

· To change the font

· Click on Format

· Click on Font to change the type of font you want
· Scroll to the font you wish to use (must be easy to read!)
· Click on it and let go

· To change the color of the text

· Click on Format
· Click on Font
· Find color
· Choose a color and click OK
3. To correct mistakes:

· To correct a mistake on a slide
· Use the back and forward arrows on the tool bar
· Typing: use the backspace button or highlight and retype the text
· You can use the spell check function to check your spelling (please make sure you do check your spelling on all text) 
· To erase the slide itself
· Go to Edit
· Use Undo or if the whole slide needs to be erased use Delete Slide

· To add a slide between two you have already made
· Click between the two slides 
· Go to Insert on the menu bar

· Find New Slide and proceed as before

· To change the order of the slides that you have created.

· Click on the slide you wish to move so that it is highlighted

· Right Click 

· Find and click on Cut
· Move your cursor and click between the two slides where you wish to place the slide you are moving.

· Right click
· Choose Paste and you will have moved the slide.

4. To Insert Graphics

· Choose a slide layout that allows you space to insert graphics  (Go to Format, then click on Slide Layout)
· Type the title of your slide

· Type the text

· Go to Insert on the tool bar

· Click and drag to Pictures

· Go to Clip Art
· Click on the graphic of your choice

· Then click on the insert button
· You may change the size of the graphic by moving the outline around the graphic

Or

· Go to Insert on the tool bar

· Click and drag to Pictures

· Go to From File
· Find the graphic you saved
· Then click on the insert button
· You may change the size of the graphic by moving the outline around the graphic

5. To Insert Graphs from Excel

· Choose a slide layout that allows you space to insert a graph (Go to Format, then click on Slide Layout)

· Type the title of your slide

· Type the text

· Double-click the graph icon

· Go to Edit
· Go to Import File
· Find the Excel spreadsheet you saved

· Then click Open
· Choose the name of the graph you want to insert
· Click OK
· You may change the size of the graph by moving the outline around the graph

6. To save your presentation
After you have begun to work on your presentation be sure to save it to the file on the server so you can find it again.

· Go to File on the menu bar
· Click on Save
· Click on the down arrow in the dialog box
· Find and click on Desktop
· Find and click on My Documents on (F:)
· Find and click on your Teacher’s Folder
· Find and click on your folder
· Find File name and type in the name of your presentation
· Click Save
7. To find your presentation 

When you have started and saved a presentation and you wish to open it so you may continue to work on it you will need to click on Open Existing Presentation
· Click on the down arrow in the dialog box

· Find and click on My Documents on (F:)
· Find and click on your Teacher’s Folder
· Find and click on your folder
· Find and click on your PowerPoint Presentation
8. To view the slide show

· Go Slide Show on the menu bar
· Click on View Show
· Click the mouse to move from one element to the next
· Click the mouse to move from one slide to the next when you are finished talking
Or
· At the bottom of your screen you will find 4 small buttons
· Click on the last one 
· Click the mouse to move from one element to the next
· Click the mouse to move form one slide to the next when you are finished talking
Please remember:
· Spell check each text box as you type it

· Check the contrast between background and text (Make sure your audience will be able to read it!)
· Practice your presentation

· Check your timing

· Practice with a partner

Formatting and Design (optional)

1. To add a slide design template 

To add a design template to a presentation you are working on
· Go to Format on the Menu bar
· Click Slide Design

· Click to choose the background design you wish
· Click on Apply 

Note: You may only use ONE design for the whole presentation!
2. Adding Animation

· For an Individual Slide
· Go to Slide Show on the menu bar
· Drag and click on Custom Animation
· Click on the elements in the order you wish them to appear on the slide, i.e. title, 2; text, 3. One at a time.
· Click on Animate, then on Automatically and enter the number of seconds – no more than 1 second- for each element.
· After you have entered the timing for the element: Click on Effects.
· Find the Entry and Sound boxes
· Click on the small down arrow to the right of the top box
· Choose and click on the style of entry you want for that element
· To add sound find the Entry and Sound boxes
· Click on the small down arrow to the right of the bottom box
· Choose and click on the sound effect you want for that element
· Now look at the upper right hand part of the dialog box.  Click on Preview to check the effects you have selected.  Is this what you want for your slide?  If so then click the OK button.  
· Repeat for each slide
3. To transition from one slide to another
· Go to Slide Show on the menu bar

· Click and drag to Slide Transition
· Find Advance; click on On Mouse Click
· Find Effect

· Click on the down arrow on the right of the rectangle box
· Choose the effect
· Choose: slow, medium or fast
· Click Apply to All Slides (this will apply to all slides in your presentation)
Note: You may only have ONE transition style for the entire presentation. Too many transitions distracts the viewer…
4. To add sound to your presentation

· Go to Slide Show on the menu bar

· Click and drag to Slide Transition
· Find Sound in the bottom right side of the dialog box
· Click on the down arrow
· Drag to, then highlight the sound you would like to have accompany the slide transition you have chosen
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