PowerPoint Quick Reference Sheet

· PowerPoint is in the Application Tools folder.

· To start a new presentation, choose Blank Presentation, then click on the blank box on the bottom right hand corner.  

· If you want to continue working on a presentation, click on Open an existing presentation.

Insert a Picture ( floppy or network drive)

a. Click on Insert
b. Move down to Picture
c. Move across to From File
d. Select drive (A: - floppy, H: - network, etc.) by clicking on the arrow ( ▼ ) at the top.

e. Click on the desired file.

f. Click Insert
g. To resize a picture, grab a corner of the picture with the single arrow ( ↕ ).  If you want to move the picture, click in the middle of the picture and move it.  Make sure the double arrow ( ( ) appears when you move the picture.
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Insert a Text Box
a. Click Insert
b. Click Text Box
c. Drag line across to desired box length

Hint: Don’t try to move or change the size of the box after you make it.  It will disappear.  Type in your text, then move or change the shape/size.

d. Type into box. Click on Format and Font to change size, color, etc.

You can also use the menu bar to change font attributes.

e. To change the size or location of the text box, use the double                                              arrows (( ) to move the entire text box.  To size the text box, move along the edge of the box until you see a single arrow (↕).  Click and drag the box to the desired size.

Change the Background

a. Click on Format
b. Click on Background
c. Click on the arrow (▼ ) on the bottom next to the white rectangle

d. To select just a solid color, pick one of the choices or go to More Colors.

e. Click on Fill Effects if you want a pattern, texture, gradient or picture as a background.  Use the tabs to cycle through the choices.

f. When you select the background, click on Apply if you only want to use the background on the current slide.  Or, click Apply to all if you want the background to be the same for all the slides in the slideshow.

Insert a New Slide

a. Click on Insert
b. Click on New Slide
 Creating Animation

a. After completing your slide (pictures, text, background, etc.), click on Slide   Show and Custom Animation.

b. Click on the tab in the middle of the page for Timing.

c. Click on the first part of your slide you want to animate (i.e. picture, text, etc.)

d. Click on the object (text, picture, etc.)

e. Click on animate in the box to the right.

f. Choose either “On mouse click” or “Automatically” and adjust the time if desired.

g. Click on Effects and select the way you would like the object to appear on the screen.  Click on the arrow next to Fly From Left.  (Scroll down for more choices.)

h. If you are bringing in text, you can click in the box to the right and have the text appear by word, letter, etc.

i. Use the Preview button on top to see how each animation will appear on the slide.

j. You can change the order that the objects appear by clicking on the object in the top left hand box and clicking the arrows up or down.

Playing, Viewing, and Editing the Presentation

a.  Use the icons highlighted below to edit and show your presentation. You can also use the menu bar under Slide Show.
















b. Scroll between screens to view, edit, and show the slide show. 

Note:  If you are in the “view all slides” mode, you must double click on a slide to edit it.  You cannot edit the slide until you can see just the one slide as shown above.

Save Often!!!

View the slide show





See all  the slides on one screen














