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PowerPoint Tutorial

1. Open Powerpoint
2. Choose DESIGN TEMPLATE from the initial dialogue box-

3. Choose a Design you would like to work with
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Essentials










7. Click on the VIEW MENU and change your view to SLIDE SORTER

This view will allow easy editing of the placement of your slides.  You cannot edit (add text) your slides here; however by double clicking on the slide it will bring you back to the previous view.




 


8. Using the VIEW MENU bring yourself back to NORMAL VIEW (SLIDE VIEW- 97 Version)

9. Go to Slide One

10. Select the work PowerPoint and click on the FORMAT MENU, choose FONT
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11. Change the color to Purple and click inside the SHADOW EFFECT

12. Run your show by clicking on the VIEW MENU to SLIDE SHOW!

This tutorial was just an overview; if you have any questions feel free to email me anytime.

~Michele

There are a variety of ways to see and edit your PowerPoint slides.  You can access these views through the VIEW menu.  You can also run your slide show from here.





This screen (version 97 will see the same dialog box) will allow you to choose the layout of your presentation.  





Once your layout is chosen you may change the layout of that slide by clicking on the Common Tasks feature (2000 has a button / 97 will have a toolbar).  Click on Slide Layout and change the layout accordingly (play around with this feature so you get a feel of the different types of layouts available)





Once you’ve finished your first slide you can add another by using the Common Tasks feature and clicking New Slide.  You will again have the option to choose your layout.





By now you should have 2 slides –








Helps you keep track of your slides





Outline View - I do not recommend using this space to create your slides.  


(The 97 version does not show this in its’ initial view)





New Slide Button





Scroll bar to move through slides or use PAGE DOWN on your keyboard





Formatting 


Toolbar 





Main editing space.  Click inside the slide to edit.





Keep your speech notes here





Print them here, in your print dialogue box





Write Speech notes here.





























Print these notes from your PRINT DIALOGUE BOX by clicking the arrow next to


PRINT WHAT





� EMBED Photoshop.Image.6 \s ���





Click, hold, and drag the slide to change its’ placement





Common Tasks – you can still add and edit a slide’s layout here





As in the Video-editing program we used in class, you can create transitions here.  The slide that is selected will have the transition.





Click on slide 2 and choose a transition of your choice





Shortcut Buttons to change the VIEW





Please note:  There are some differences between the 97 & 2000 version of this product.  This tip sheet is derived from the 2000 version. Changes are noted





You will now be offered various layouts for your PowerPoint presentation.  Choose the BULLETED LIST layout.





Type the Word ‘PowerPoint’ by clicking inside the slide


Choose a new slide by clicking on the Common Tasks Button/Toolbar and choosing NEW SLIDE





6.  Choose the Layout of Your Choice and type your name anywhere in the slide





Your PowerPoint Screen
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