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Opening PowerPoint
Click the Start button. You will see the Start Menu which should look like this:
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    Or this:
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Click on Microsoft PowerPoint.

Microsoft PowerPoint will load and you will have a new blank slide. 
You may now begin working on your slide.  

To fix a mistake, or when you wish to go back, you can either ctrl-z (or click on the undo icon or open the edit menu and click on undo).

Getting Started
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Once you have opened PowerPoint:
Click on the New Slide icon
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Have a look at the templates on the Slide Layout Sidebar and see if there is a predefined layout that you like
If you are using a template you can click in the text boxes to add your titles, subtitles and content.

Adding a Text Box:
[image: image12.png]DS LR B L IS 16y TR

LACANY
Search for

semchin
clectins
Resls g b

<

Selected medi e types

QH

T

K

(8] Orgarizedps.

5 Clipart on Offc Orine
@ Tios for fining clps

m I2)




[image: image13.png]Slides

1
P




The Text Box button is on the Toolbar at the bottom of the screen. Click the Button and Click on the page (about where you want it).
You will see a blinking cursor inside the text box. As you type the box will expand automatically – if you want the box to be a certain size, you can click and drag the Handles to resize it.

You will need to add a text box every time you want to write something – You can’t just type anywhere on the page like MS Word.
WordArt
WordArt is a cool feature in that you can use in PowerPoint and Microsoft Word. It lets you make creative and unique headings and text. The text is a graphic image (picture) which you can use to decorate any of your documents. 

To create WordArt follow these steps:
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Click on the WordArt icon from the Draw toolbar [image: image1.png]



2. The WordArt Gallery will open. 
3. Double click on the WordArt design you want to use.  
4. Type in the text for your WordArt design and you can also choose the size and font as well. 
5. Click on OK. 

Your WordArt will be inserted onto your page. 

You can resize and move your WordArt like a picture

Adding Shapes

You can draw simple diagrams and illustrations by adding shapes to your document:
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Right-Click on the toolbar area at the top of the screen.
2. Make sure that the Drawing toolbar is ticked. 
The drawing toolbar is usually at the bottom of the screen.
3. You can add lines, circles / ovals, and squares / rectangles just by clicking on the appropriate button and clicking and dragging to the size you want.
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· There are also more complicated shapes available by clicking on the AutoShapes button

· Shapes can be Moved, Resized and Rotated just like any other object.

Resizing and Moving Objects

Resize:
1. Click the object that you want to resize.
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When the picture is selected it has a black border with a handle in each corner and one on each side.
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If you move the mouse cursor over one of the side handles it will change to a double arrow cursor 

3. Click and hold to adjust the height or the width of the picture. 
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With some objects, if you grab the corner handles you can resize in both directions at once.

· With other objects you can maintain the aspect ratio by holding down the shift key while you resize.
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If neither of those options works, you’ll have to go to the properties of the object: 
1. Right-click, Format picture (or object)
2. Click on the Size tab. 
3. There are two ways to change the size of the picture 

a. The best way is to change the percentage of original size.
b. Make sure the Aspect Ratio and Relative to original size buttons are ticked and double-click in the Height box.
c. You can either use the buttons to increase or decrease the size or you can type a number. 

4. Click OK to accept the changes and see what it looks like. 
Move:

By default the picture is inserted so it will move automatically with the text (writing).  If you want to move the picture by itself and then have it stay in one place, you will need to adjust the Layout Settings.

1. Right-click on the picture
2. Click on Format Picture
Note: If you want the text to wrap around your picture automatically – select Square or Tight.

If the picture is in a text free area or you want it behind the text click Behind Text or In Front of Text
3. Click on OK
4. [image: image21.png]Type aquestion for el | X

| A - | 5 Design -] iew side

7] setnasiates
o
seachResits
aoae
Research
Gbord
e rsenttion
T b
Shredverkpace
ocumentUpites
S oyt
ideDesn
e Do - ColrSrmes
SideDosn - rinion Schmes
Gstom rimtion

Side Transion
—




Move the mouse cursor over the object that you want to move. The cursor should change to the Move cursor.
5. Click-hold and drag the picture to where you want it then let go
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Rotate

You can rotate Pictures, ClipArt and Shapes.

1. Right-click on the object and click Format…

2. Click the Size tab

3. Adjust the Rotation by clicking the arrows or typing a number. (Try 90o or 270o to turn it sideways, or 180o to turn it upside down)
Formatting shapes


1. Double-Click on the shape you want to change.
2. From the first tab Colours and Lines you can change the:
a. Colour
b. Dashes
c. Weight 
3. You can also change the Fill Colour of the shape. Either 
a. Pick a solid colour from the list
b. Click on Fill Effects to use a Gradient, Texture or Pattern.


Fill Effects:

Gradients:

Gradients fade from one colour to another. 
1. Make sure Two Colours is selected and pick two colours from the drop down boxes (Try using colours that don’t match for some cool effects).
2. You can change the direction of the gradient in the bottom section.  When you change the option you will see four examples to choose from. Click the one you like and click OK.

Textures:

Textures lets you make the object look like crumpled paper, fabric or stone.

Click on the example that you like and click OK.

Patterns: 
Patterns are simple line patterns like brick and crosshatch. If you can’t see the patterns try changing the foreground and background colours.

Click on the one you want and click OK.

Inserting Pictures and Clipart

You can easily make your document look more interesting by adding a few pictures. These can be pictures that you scan or download, or you can choose one of the drawings or photos that come included with MS Office - these are called ClipArt. 


To Insert Clipart:

1. Click on Insert on the menu bar. 
2. Click on Picture then ClipArt. 
3. You should now see the Clip Art dialog.
4. Click in the Search Text box and type a word that describes what you are looking for e.g. broomstick.
5. Now you can see a selection of pictures that link to your search.  
Note: Don’t forget to scroll down to see them all.

6. When you find a picture that you like, click on it once to add it to your document.
To Insert A Picture or Sound
Click on Insert on the menu bar.
Click on Picture or Sound, and then From File and you should see a file dialog box.
Scroll to the folder where you saved the pictures, choose the picture that you want and double click on it.

To Add Animation to an Object

1. Select the object you want to animate by clicking on it once.
2. Click on the downward arrow at the top right of the Getting Started task pane.
3. Click on Custom Animation
4. Click on  Add Effect

There are four effect options:

· Entrance – how the object arrives on the screen

· Emphasis – Object is already on screen, but you need to draw attention to it
· Exit – how it leaves the screen

For these effects click on the option you want            e.g. Fly In

· Motion paths – Object will move along a path that you specify.

Animations are listed, in order, on the task pane. 
Use the drop-down options to specify when each animation should start. 

· On Click – to control the start with your mouse
· With previous – To start at the same time as the last one

· After previous – to run automatically in order. You can specify a wait time as well.

Click and drag the animations to change the order. 
To Change the order of a slide in the sequence:

1. Make sure the Slides Tab on the left side of your screen is visible.
2. If you want to swap the 2nd and 3rd slide just click and drag the 3rd slide between slide 1 and slide 2.

Transitions
Transition is the effect that happens when you switch from one slide to the next.

1. Click on the downward arrow at the top right of the Getting Started task pane.

2. Click on Slide Transition
The Slide Transitions Sidebar comes up on the right-hand side of the screen.

Click on each transition to see an example of what each one will look like.

You can then change the speed of the transition and associate a sound (see above for inserting sound).

You can also change the Timing – whether the transition is automatic or is triggered by a mouse click. 

Note: By using timings you can make the whole slideshow run automatically, without needing to click anything. (Just make sure that your audience has time to read the important information.)

You will also have to make sure to speak at the exact right speed. (You’ll probably want to use this option sparingly.)



Microsoft PowerPoint: 


A Basic Guide 
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