Basic Power Point Instructions

TO CREATE A NEW BLANK PRESENTATION

Open the Power Point Program (it should default to a new presentation)

If not:

Click on File, then on New, then on Blank Presentation
Click on the slide layout you want.  Click on OK.

TO INSERT A NEW SLIDE

Click on the slide above where you want to insert a new slide.

Click on Insert, then on New Slide
Click on the slide layout you want

Click one on the Title Part, then type the title you want.

If you want to change font/size highlight and change just like Word

Click anywhere else to remove the highlighting on the text

TO INSERT A PICTURE

Click on Insert, then on Picture, then on From File or Clip Art
Find the picture you want (for example, My Documents\My Pictures folder)

Click once on the picture

Click on Insert
To make the picture bigger or smaller, move the pointer to the corner until it changes into a diagonal, Double-Headed Arrow, then click & Drag the handle down or up diagonally.

To move the picture around on the slide, click & drag the picture from the middle of the picture.

To move the Title Bar, click once on the Title to make its frame visible, then move the pointer on the frame until it changes to a Four-Headed Arrow, then click & drag the frame around.

TO MOVE FROM SLIDE TO SLIDE

Scroll or down, and click on the slide you want to view/change (You can also press Page Down and Page Up on the keyboard to move from slide to slide).

TO CHANGE THE TEXT IN A SLIDE

Click with the I-beam cursor where you want to change the text (you can also use the Up, Down, Left and Right Arrow keys on the keyboard to move the blinking cursor to where you want it)

Use the Backspace key on the keyboard to delete the character to the left of the blinking cursor (The Backspace key will move the blinking cursor one space to the left).

Use the Delete key to delete the character to the right of the blinking cursor (Notice the blinking cursor doesn’t move when you use the Delete key).

Type the characters you want to insert.

TO SELECT/CHANGE THE BACKGROUND

Click on Format, then Slide Design (options should pop up on right)

Click on Design you want (will be applied to all slides)

TO INSERT A TRANSITION/ANIMATION

Click on first slide with bulleted info (usually second slide)

Click on Slide Show from menu bar

Click on Animation Schemes (you must select Apply to All Slides if that’s what you want)

*Make sure you preview what you select

TO SAVE THE CHANGES YOU’VE MADE

Click on the disk icon on menu bar OR

Click on File menu and then Save
TO PLAY THE PRESENTATION

Click on the tiny Slide Show button on the lower left-hand corner of the window OR Click on View, Slide Show

To go from slide to slide, you can click on the slide anywhere, or press the Enter key, or press the Page Up and Page Down keys on the keyboard

When you see the last slide, just click one more time to return to the Power Point program window where you can make changes to your slides.

You can also press Esc key any time to end the Slide Show and return to the Power Point program window. 

