Step-by-Step for PowerPoint

By

Cheryl Malsom

· START

· PROGRAMS

· Microsoft PowerPoint

· Choose a layout design (1st slide should be blank) 
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From the tool box at the lower left of page:

· Click on     for a text box

· An upside-down T will be on your page

· Hold the left mouse button and drag to create a text box

· Type your text and edit by using toolbar or FORMAT OR you can use Word Art

For different views refer to Toolbar at the lower left hand corner:
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To Format Background

· FORMAT

· BACKGROUND

· Click on down arrow 

to change color, texture, or  

pattern

*Note: Choose APPLY not APPLY TO 

ALL to change the document you are 

working on ( not ALL the slides)

To add a picture:

· INSERT

· PICTURE

· You may choose something from the clip art or a picture from one of your files


To use a picture for background:

· FORMAT

· BACKGROUND 

· Down arrow

· FILL EFFECTS

· PICTURE TAB
· Select a picture and click OK

There are preset backgrounds templates you may choose from:

· FORMAT

· APPLY DESIGN TEMPLATES
· Choose a file 

· APPLY

*Note the drawback of using this method is that ALL your slides will have that background.  You will need to change each slide by:

· FORMAT

· BACKGROUND
·         Omit background graphics from master (check this box)

· APPLY

To insert SOUND:

· SLIDE SHOW (double click to bring up extended menu)

· ACTION BUTTON (choose a button)

· On your slide left click where you want your button, hold, and drag (this will create a size)

· A menu will pop up

· The MOUSE CLICK tab means you will need to click on the button to activate the sound.  The MOUSE OVER tab means you need to pass over the button in activate the sound.

· You have two choices:

1. You may choose a sound from a file by using HYPERLINK---OTHER FILES---type in a file name---OK

2. You may choose PLAY SOUND and scroll through the preset sounds—OK

To insert SOUND from the WEB:

· Find a site that has sound.  I used www.worldwidepc.com/waves/ 

· Right click on the sound you want

· SAVE TARGET AS:

· C$ ON  CLIENT (C) 

· SAVE

· CLOSE

· Go to MY COMPUTER

· C: DRIVE

· Find your file you saved

· Right click

· CUT

· Close window

· Go to F: DRIVE
· Find your user file (example: MALSOMCL)

· Right click 

· PASTE

The sound is now saved in your F: drive and you may use it to insert into your PowerPoints.

Make sure your slide show is set to show ALL the slides:

· SLIDE SHOW

· SET UP SHOW

· Click on ALL
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Normal view





Text view





Slide view





Sort view





Slide show








