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PowerPoint offers a host of tools that will aid you in creating a
presentation. These tools are organized logically into various ribbons in
PowerPoint. The figure below describes the various commands you can
access from the different menus.

Menu Categories Ribbon Commands

iEEn :
EESE B
Paragraph

§ Drawing Editing

Click to add title

" Clickto add subtitle |

Creating a PowerPoint Slide Presentaion

Step 1: Open Microsoft PowerPoint.

Step 2: Go to File at the top of the screen and click New. A box that says
“New Presentation” should appear on the right side of your screen.
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Step 3: In the “New Presentation” dialog box, click on “From Design
Template.” You may then scan through design templates and choose one that
you like.

Step 4: Slide Design Select a design template by clicking on the template you
like. You may choose a different color for your template by clicking on “Color
Schemes” in the “New Presentation” dialog box.

Step 5: Slide Layout Change the Slide Layout. You may change the slide
layout (how information is presented in the slide) by going to the top of the
screen and clicking on “Format” — “Slide Layout.” A box will appear on the
right side of your screen (where “New Presentation” appeared) labeled “Slide
Layout.” You may select a design by clicking on it.

Step 6: Adding Text Enter your text by clicking and then typing in the box
titled “Click to Add Text” or “Click to Add Title.”

Step 7: Adding Pictures You may add pictures by clicking on the box that says
“Click to add content.” Inside that box, there will be a smaller box with six
icons. Click on the icon that looks like a photograph of a mountain. A new
window will open, allowing you to browse for a picture on your computer or a
CD. Once you find your picture, click on it and then click “Insert.”

Step 8: Resizing Pictures You may change the size of your picture by clicking
on the picture. The picture will then have black lines around it with small
bubbles or boxes in the corners. Place your mouse over the bubbles or boxes
and click. Holding the mouse pointer down, drag the picture to the size you
want.

Step 9: You’re Done
How to make a New Presentation in Power Point (PPT)

1. Open Microsoft Power Point
2. Click the File tab and then click New.
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3. Click Create.

How to save a presentation

1. Click the Save button on the Quick Access Toolbar.

2. Give the presentation a name and save it into a suitable folder location.

How to open an existing Presentation

1. Click File then Open.

2. Browse the file and Click on the File name.

How to Insert new Slides into a presentation

1. Click the Home tab then click New Slide

2. Or Press <Ctrl>+<M>
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Nawvigation Pane

' Click to add title

Click to add subtitie

New Slide Option

How to change the slide layout
1. Click the Home tab then select a new layout by clicking Layout.

EI:'E] [ Layout ~

g Reset

New .. .
Slide~ ) Section ~
Slides
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Layout Menu Option
Slide Layout Styles
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How to Change the slide background using the Background Styles
button.

1. Click the Design tab, click the Background Styles button and select a
background. Changing the slide background using Format Background.

1. Right-click on the current slide background. Be sure you aren’t right-
clicking on a picture.
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=
Format Background

il I 1 Fin

Picture Corrections | | @ Solid fill

Picture Color () Gradient fill

() Picture or texture fill

@) Pattern fill

Hide background graphics
Fill Color

Color:

Transparency: 0'7 0% ‘L%

Artistic Effects

ﬁ Reset Background \ [ Close ] [ Apply to Al ]

2. Click Format Background then select which fill option you would like.

3. Solid fill: Selecting solid fill will allow you to fill the background with a
solid color. Select the fill color by clicking the dropdown color menu. You
can also adjust the transparency of the color by dragging the transparency
slider or by typing in a percentage.
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Layout
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When using this option you can select preset colors by clicking the
corresponding dropdown menu.
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How to set View Slides

Clicking on the View tab gives you access to the different Presentation Views.

You can also access these different views by clicking on the View tab and
going to the Presentation Views group.

B

Normal| Slide Notes Reading
Sorter Page  View

Presentation Views
HE

E=
=2 \
Normal| Slide MNotes Reading
Sorter Page View

Presentation Views

O

lEEI

Slide Sorter View is what is typically used to edit entire PowerPoint slide
shows. You have the ability to move sections and slides around as needed.

Reading View gives you a quick screen of what the presentation will look like
when you are presenting. One of the nice things about this view is that you can
see the presentation without it taking up the entire screen.

Slide Masters - Viewing the Slide Master

A slide master is a slide which stores information about the theme and layout
of your presentation. This includes information about backgrounds, color,
fonts, effects, placeholder sizes, and positioning. Using a slide master can save
you a lot of time because you don’t have to type in the same information on
more than one slide. This can be very helpful if you have a long presentation
with lots of slides. Slide masters allow you to create templates that you can use
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over and over within a presentation. You can have more than one slide master
in a presentation.

-

How to set up your Slide Master!
1. Click the View tab and then click Slide Master.

2. Notice that a new tab named Slide Master is now available in the menus.
Slide Master 1s important to get back to slides.

Slide Master

74 Ren
Insert Slide Insert
Master | Layout '#¢ Preserve

Edit Master

Master
layout P
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