How to Create an easy PowerPoint Presentation 
[image: image1.wmf]Directions:  PowerPoint slide shows are an excellent way to make a speech or presentation come to life.  To get started, simply follow the step-by-step directions below.  Oh, and don’t forget to spell-check after you’re done.
1. Click on “Start,” click on “All Programs,” and click on “Microsoft PowerPoint.”  

2. In the “Click to add title” box, type in the name of your presentation.  Then, in the “Click to add subtitle” box, add a subtitle if needed.
3. Click on “Insert” on the tool bar and click on “New Slide.”
4. Under “Apply Slide Layout” box on the right, scroll down to “Other Layouts” and double click on one that has text and images.
5. In the “Click to add title” box, type in a title for that slide.

6. In the “Click to add text” box, type in bullet points of information for your presentation.  Each time you hit the “Enter” key, a new bullet point will be made.

7. On the tool bar, click on “Insert,” click on “Picture,” click on “From File” or “Clip Art” to choose your image.  Then, double click on the image you want.  If you choose “From File,” make sure you access the “My Pictures” folder. 

· You can also, click on “Double click to add clip art” and choose a picture by scrolling to the image or typing in its name under “Search Text.”  Once the image is found, double click on it to insert it onto the slide.
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8. To exit from any box, click outside of the box.
9. To add additional slides, repeat steps 3 through 8, and then continue with the directions below.
10. To add a slide with animation, click on the “Apply slide layout” box on the right, scroll down to other layouts, and double click on the box with the clapboard [image: image4.wmf] . 
11. Double click on the “Double click to add media clip” box, and choose a media clip by scrolling to the image or typing in its name under “Search Text.”  Once the image is found, double click on it to insert it onto the slide.
12.  In the “Click to add title” box, type in a title for that slide.
13. In the “Click to add text” box, type in bullet points of information for your presentation.  Each time you hit the “Enter” key, a new bullet point will be made.

14. To add slide transitions and sounds, click on “Slide Show,” and click on “Slide Transitions.”  Under the “Apply to selected slides” box, click on a transition.
15.  Under the “Modify transition” box, click on a speed for your transition, and   under “Sound” click on a sound.

16.  Click on the “Apply to all slides” button.
17. To add a background to your slides, on the tool bar click on “Format,” click on “Slide Design,” then under the “Apply a Design Template,” double click on the background you want.

18. To view your slide show, click on “Slide Show” on the tool bar and click on “View Show,” and click through your presentation.
19. Click on “Save” icon on the tool bar and save your presentation in the “My Documents” folder.

Techie Tip:  
· To insert on-line clip art or media clips, click on “Insert” on the tool bar, click on “Picture,” then click on “Clip Art.”  

· Under “See Also,” click on “Clips On-Line.”  Once on-line, under “Search For,” type in your request, under “Search In” select “Everywhere,” under “Results Should Be,” select “Motion,” under “Order By,” select “Newer,” and click “GO.”  

· To download, click on box of desired clip, then click on “Download Clip” link, and click on the “Download Now!” button.

· To insert on-line clip art or media clips, click on “Insert” on the tool bar, click on “Picture,” then click on “Clip Art.”  Under “Search Text,” type in the description of your clip art or media clip, and click on “Search.”

· Then, double click on the image to download it onto your slide. [image: image2.png]



