Making a PowerPoint Presentation '
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How To:

Get Started: Click on the @ then select PowerPoint and click open

Insert a Slide: Click on Insert>New Slide =58 Format Tools  Slide s

| Duplicate Slide E
| Slide Number -

Natn and Timna

Insert a Picture: Click on Insert>Picture>From File/or Clipart
(depending on where you picture is located. If you have
saved it to the computer click From File.)

m Format  Font
| Break »
Page Numbers...
Date and Time...
| AutoText >
Field...
Symbol...
Comment

Footnote...

Change Text Color or Font: w Insert JETIE Tools _sSlide Show

Highlight text :
h _ Bullets and Numbering...
Click on Format>Font U $ = Alignment )
=== Line Spacing...

= | Channea (Cace

tlick on the PowerPoint p

Clip Art...
HTML Object

Change Background:
Click on Format> SlideBackground

! m Tools Slide Show )

. Font... E
- Bullets and Numbering... {
° Background lianment >
= Line Spacing...
Click on arrows | — N1 Crangecase..
Background fill ( Applyto All ) !

Replace Fonts...

then Fill Effects Freoe || GEEED

= Bullet text

| Automatic |
=== Colors and Lines...
EEECEN

[ Omit backdound gt AutoShape...

Slide Design...
Slide Layout...
Slide Color Scheme...

Slide Background...

Cancel

More Colors...

Gradient= one or two colors blending together —»
Texture= select from several background images :
Pattern= select a pattern

Picture= select a real picture from your computer




m Tools Slide Show

Font... ®T
Change the Slide Layout: Click on Format> Slide Layout Sulers arc Nubering....

% Line Spacing...
Change Case...
Replace Fonts...

Slide Design...

Slide Color Scheme...
Slide Background...

Then Choose your Layout

Colors and Lines...
AutoShape...

Window Help

View Presenter Tools |
View Show

‘ Rehearse Timings !

! Record Narration... ;

Change Slide Transition: (entrance) Set Up Show...
Click on SlideShow>Slide Transitions ’

Action Buttons >
Action Settings...

Custom Animation...
Preset Animations >
Animation Preview

I (CoverRignt »j: Slide Transition...

Hide Slide
Custom Shows...

Slide Transition

Then Click on the arrows to view
transitions,
select and apply

(] Automatically after

ancs,
("Cancel ) (“ApplytoAll ) (CApply)

Changing Animation: o 1.
(action within the slide) R . Li“ i

Click on SlideShow>Preset Animations>and choose one e

Custom Animation...
Preset Animations > [RASil
Animation Preview Appear

I

Slide Transition... Dissolve
Fade In

Hide Slide Fly In

Custom Shows... Fly In/Out

TSI, Wipe Right H
Split Vertical Out
Drive-In/Out

R

Flash Once

Laser Text

Typewriter




