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Microsoft PowerPoint XP Directions

Steps for creating a PowerPoint presentation:

Qutline ' Slides *, *
1. Open Microsoft PowerPoint and select the SLIDES .
option in the View Pane on the left side of the P N
PowerPoint program. "
SLIDES VIEW
Format | Tools  Slide Show  Win 2. In the menu bar at the top of the screen,
click FORMAT > SLIDE DESIGN. This
will bring up the Slide Design Pane that is
Hlignment located on the right side of the PowerPoint
program.
Replace Fonts. ., \ FORMAT
IIH Slide Design. ..
||:| o [ || Click to change from
- [ SLIDE DESIGN to
Background... SLIDE DESIGN / SLIDE LAYOUT
4a o Slide Design * X

Design Templates
[e=k Color Schemes

3. PowerPoint defaults to the TITLE SLIDE for R Animation Schemes
the first slide. If the Title Slide does not appear,
you may add a slide by clicking in the menu
bar, click INSERT > NEW SLIDE. You may
change to the title design for your slide by
clicking on the TITLE SLIDE under the Slide
Layout Task Pane. [You can change from Slide
Design to Layout Design by clicking on the

arrows to the left of the Slide Design (or _E
Layout) title.] — —

Apply a design template:

Used in This Presentation 2

Recently Used
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4. Select the Slide Design located on the Task BEnlalee rplEEElaks:

Pane right side of the program to select a design || Vsedin This Presentation  —

template for your presentation. You may scroll
down to view all of the design template options.
Click on a design to select it.

DESIGN
TEMPLATE
OPTIONS

5. Place the cursor in the “Click to add

title” box and click once. Type in title
of your presentation. Place the cursor Click to add title
in the “Click to add subtitle” box and
click once. Type in your name(s)
and/or sub-title.

Click to add subtitle

4@ ¥ Slide Lavout * X
Apply slide layout:
6. To add your second slide, click INSERT > Text Layouts I
NEW SLIDE on the menu bar. The second —

slide should appear with a title at the top and )
bullets below. If this slide layout does not

appear, double click on the Title and Text e || [ —
layout (2" row, 1™ column) in the Text JW wll |z 5 ||z
Layouts under the Slide Layout Task Pane. [ .

%
/ oL Title and Text

TITLE and
TEXT LAYOUT

C-R-E-A-T‘E for Mississippi
Copyright ©2001. All rights reserved.
This document may be copied and distributed for nonprofit educational purposes only
provided that credit is given to C-R-E-A-T-E for Mississippi.



CREAT

Challenging Regional Educators to Advance Technology in Education

m

for Mississippl

7. To add your third slide, click INSERT > NEW
SLIDE on the menu bar. Scroll down in the
Slide Layout Task Pane to the OTHER
LAYOUTS and double click to select
the Title, Text, and Clip Art Layout
(1*' row, 1% column).

Title, Text and Clip Art

/

TEXT, TITLE, and
CLIP ART LAYOUT
Outline ¥ Slides *, %
8. You now have three different slide layouts in View Pane. |1
/' —
Slide 1 — TITLE SLIDE — |
LAYOUT )
Slide 2 — TITLE AND TEXT >
LAYOUT
[
Slide 3 — TITLE, TEXT, and — 3
RS
9. Save your work (CTRL+S).
Adding Clip Art
1. On the slide layout that contains clip art %
(the third slide), place your cursor on i

the clip art icon and double click. DQ/ :
uble click to add clip art

CLIP ART ICON
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. A Select Picture box will appear. In
the Search text box, type in a term that
best describes the picture desired;
click the search button.

SEARCH
TEXT BOX

. Scroll down to view the clip art
images for an appropriate image for
your presentation.

. Click on the image you want to select,
then click OK. Your clip art image
will appear on the slide.

e
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Select Picture

K E3

Search kext:

Cancel

=
|

. Place the cursor in the “Click
to add title” box and click
once. Type in title of the slide.
Place the cursor in the “Click
to add text” box and click

lick to add title

once. Type information in the

bulleted list. /

TYPE TITLE

e Click to add text

o]

. Save your work (CTRLA+S).

TYPE BULLETED LIST
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Adding Animation

1. To add animation to your image,
click on the image to select it. Next,
right click on the image (the clip art
that you inserted) and a drop down
menu will appear. (You may have to
click more than one time for the
longer drop down menu to appear.)
Scroll down to CUSTOM
ANIMATION; LEFT CLICK.

LEFT CLICK ON
CUSTOM
ANIMATION

3. A drop down menu will
appear. Click ENTRANCE.

Another drop down menu
will appears with entrance
style options for your clip
art. Choose the desired style
by clicking it. A preview of
this entrance style will

occur.

4. Save your work
(CTRLAHS).
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Copy
Paste

Save as Picture, .,

Edit Picture

Show Pickure Toolbar
Grouping
Crrder

Zuskorn Anirmation. .

Action Settings. ..

Faormak Picture. ..

Hyperlink. ..

The task pane will change to Custom Animation. Click on the ADD
EFFECT button.

| & o Custorn Animation * X

&' add Effect -

?(é- Remove |

a’ Entrance

= Exit

F%  Emphasis

= Makion Paths

)

o

%
A
W

. Blinds
Biox

. Checkerboard

SR

. Diamand

[0 Y T |5 R [ R L

. Fly In

=

Maore EFfects. ..

ENTRANCE
EFFECT
OPTIONS
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Adding SOllIld 4 % Cuskom Animation * X

|5ty addEffect +| [% Remove |

1. To add sound to your presentation, click on the

li h . 1 ] d 1 K Modify: Blinds
clip art that you previously animated to select it. Start: %8 on Clck ]
i . . Direction: Speed:
2. In the Custom Animation task pane, click on the [Horizontal  |B] [very Fast B

down arrow to the right of your selected clip art.

In the drop down menu, click EFFECT I deémi” =]
OPTIONS. Start On Click.

Skart With Previous

Skart After Previous

(L
/I,y Effect Options... ﬂ)l

3. In the EFFECT OPTION ||| e
. EFFECT Show fdvanced Timeline
BOX that appears, click on | opTIONS -
the Effect tab. (The | Remove
Settings Directions indicates
the settings that were selected T EG— -1
when you animated your clip effect | iming |
art) Setkings
Direction: IHu:urizu:untaI j
4. Under the ENHANCEMENTS | frfencenens : ,
> SOUND, click on the down Seunes ................................................... =l il
arrow to the right of the Sound After animation: 11 Previous Sound]
OptiOHS. Gnirnate bt Efﬂiuse

Bomb
Erecze

OPTION ok I Zancel

Scroll down to preview the numerous sounds available. (To change the
volume of the sound, click on the microphone button). Click OK to select
your sound. A preview of this entrance style and sound will occur.

5. Save your work (CTRLA+S).
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