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Adding a New Slide

Adding Notes

Changing the Layout

Copying an ltem

Creating a Presentation

Deleting an ltem

Deleting a Slide

Finding Text

Inserting Clipart

Moving an ltem

Opening a File

Printing

Resizing Objects

Running a Slide Show

Saving a Presentation

Selecting Objects

Spell Checking

A new Slide

Click on and select the layout for the new slide.

Access the View = Notes Page menu and then enter the notes
you would like added to the current slide.

Select the slide to be modified
Switch to the Slide Layout task pane
Choose the new layout from the list provided.

Select the item to be copied.
Hold down the [[ETRL key and drag the item to a new location.
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Click on IEI to create a blank presentation or access the File =
New menu to base the new presentation on one of PowerPoint's
built-in templates

Select the text or graphic item to be removed and press [[El]

Switch to Slide Sorter view, select the slide to be removed and
then press [BEL] or access the Edit - Delete Slide menu

@ Access the Edit & Find menu
@  Enter the text you are searching for.
©

- Find Mesxt
Click on to locate each occurrence of the text you
are searching for.

Select the slide you want to add the clipart to.

Clhick on (located on the Drawing toolbar).

Using the task pane, search for the category and then actual
clipart item you want to insert.

Click on the picture to insert it on the current slide

Select the item to be moved.
Click and drag the item to its new location.
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Click on or access the File - Open menu.

Click on or access the File = Print menu.

© Select the item to be resized.

® Point to one of the four corner handles surrounding the object
until you see a double-sided arrow. Click and drag to resize
the object.

Click on or access the View = Slide Show menu.
=
Click on or access the File = Save menu.

Click on the tool and then move to the edge of an unfilled
object or the middle of a filled object and click the [LEFT] mouse

button once. Hold down the [HET] key and continue to click on
objects to select multiple items

Access the Tools - Spelling menu.
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[E B8 T Slice show
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Use this view to show the current
slide and outline simultaneously.

Slide Sorter Use this view to graphically view the

entire presentation and quickly
move, copy or delete slides.

Switch to this view to run the
animated slide show.

To create a new presentation from slides in

another file, click on lﬁl to create a blank
presentation and then access the Insert =
Slides from Files menu. You will be asked
which file and then which slide(s) you would
like this presentation to be based on.

To create special text objects that use fancy
effects and give your slide a more
professional look, access the Insert =
Picture = WordArt menu.

To assign an animation effect to text or a
graphic object, select the slide containing
the item(s) you want to animate and then
access the Slide Show = Custom
Animation menu. You will be able to
choose which items and what animation
effect you want to use.

You can send a praesentation to another
user for their input by accessing the File =
Send to menu.

To impaort text from Microsoft Word, run
Word, open the document containing the
text you want to import into PowerPoint and
then access the File 2 Send to menu.
Choose “PowerPoint” as the program you
want to send the document to

To place an Excel chart on your slide,
access the Insert - Object menu. Choose
“Microsoft Excel Chart” as the object to
insert and then select the name of the Excel
file containing the chart

To customize the background of all slides
within a presentation, access the View =
Master - Slide Master menu and then
customize it as desired.

To add a hyperlink to an object on your
slide, access the Insert - Hyperlink menu
and then select the e of link to create






