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Microsoft PowerPoint XP Directions

Stepsfor creating a Power Point presentation:

Outling 7 Slides * *
1. Open Microsoft PowerPoint and select the SLIDES

option in the View Pane on the |eft side of the g 1= N
Power Point program. o

/
SLIDES VIEW

Format | Tools  Slide Show  Win 2. Inthe menu bar at the top of the screen,
click FORMAT > SLIDE DESIGN. This
will bring up the Slide Design Pane that is

Allgnment \ located on the right side of the PowerPoint
program.

Replace Fonts, ., \ FORMAT
| Slide Design. ..
E _ \P%\|I Click to change from
[Z] Slide Layout,..

[~ S IDE DESIGN SLIDE DESIGN to
Bl / SLIDE LAYOUT
4 gr Slide Design * X

Diesign Termplates

3. PowerPoint defaultsto the TITLE SLIDE for | & s e
the first dide. If the Title Slide does not appear, Aob i el
you may add a slide by clicking in the menu e B
bar, click INSERT > NEW SLIDE. You may
change to thetitle design for your dide by s

clicking on the TITLE SLIDE under the Slide =

Layout Task Pane. [Y ou can change from Slide | |~
Design to Layout Design by clicking on the Shisee

arrows to the left of the Slide Design (or _E
Layout) title|] - —
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4. Select the Slide Design located on the Task

Pane right side of the program to select adesign

template for your presentation. Y ou may scroll

down to view al of the design template options. .

Click on adesign to select it.

DESIGN
TEMPLATE

OPTIONS

5. Place the cursor in the “Click to add

ar 1 =
'F...- 8 5

ssippl

Apply a design template:

mmm

Used in This Presentation %]

title” box and click once. Typeintitle
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

6. To add your second dide, click INSERT >
NEW SLIDE on the menu bar. The second
dide should appear with atitle at the top and
bullets below. If this dide layout does not
appear, double click on the Title and Text
layout (2™ row, 1% column) in the Text
Layouts under the Slide Layout Task Pane.

¥ - N

e

TITLE and

4@ & Slide Layout
Apply slide layout:

Text Layouts

W nsnnsneosensnnon| g u snesnr

(Hey 3511 Title and Text

TEXT LAYOUT
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7. Toadd your third dide, 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
(2% row, 1¥ column).

r- Mississippl

Other Layouts

#IIH?’. Text I.?ru:l C|IF: Ark

TEXT, TITLE, and

CLIP ART LAYOUT

Slide1-TITLE SLIDE
LAYOUT

Slide2-TITLE AND TEXT

T —

L —

LAYOUT

Slide3-TITLE, TEXT, and

9. Saveyour work (CTRL+S).

Adding Clip Art

Cutine ¥ slides *,

8. You now have three different dide layoutsin View Pane. |1

1. Onthe dlide layout that contains clip art
(the third dide), place your cursor on

the clip art icon and double click. DO/ :
u

ble click to add clip art

%}-’

CLIP ART ICON
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2. A Sdlect Picture box will appear. In
the Search text box, type in aterm that
best describes the picture desired;

click the search button.

CREATE
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Select Picture

Search text: |Foqd|

Search
s

SEARCH
TEXT BOX

e

3. Scroll down to view the clip art

Images for an appropriate image for

your presentation.

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

will appear on the dide.

5. Place the cursor in the “Click
to add title” box and click
once. Typeintitle of the dide.
Place the cursor in the “Click
to add text” box and click
once. Type information in the

bulleted list. /

TYPETITLE

6. Save your work (CTRL+S).

lick to add title

e Click to add text

[s]

o]

TYPE BULLETED LIST B
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Adding Animation

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

ANIMATION; LEFT

CREATE

Challenging Regional Educators to Advance Technology in Education

for

Mississippl

CLICK.

CUSTOM

LEFT CLICK ON

ANIMATION

G o &<

Cut

Copy

Paste

Save as Picture. ..

Edit Picture

Shio Picture Toolbar
Grouping [
Crder 3

Custom Animation. ..

Action Settings...

Format Picture, .,

Hyperlink. ..

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

EFFECT button.

. 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 o Cuskorn Animation

-

x

5% add Effect -

|i’ Entrance

IS

#% Emphasis

= Ext

<= Motion Paths 4 |

X
b [k

k

-“"‘ Femove |
Blinds
Biox

Checkerboard

=
=

%

1=

L I I O L B [ B Lt

-

@A " Cuskom Animation »

|;§';{ Add Effect V| |x_-;3 Remove |

Modify: Blinds

. Save your work
(CTRL+S).

ENTRANCE
EFFECT
OPTIONS

Adding Sound

provided that cred
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1. To add sound to your presentation, click on the clip art that you previously
animated to select it.

2. Inthe Custom Animation task pane, click on the down arrow to the right of
your selected clip art. In the drop down menu, click EFFECT OPTIONS.

3. Inthe EFFECT OPTION BOX that appears, click on the Effect tab. (The
Settings Directions indicates

the settings that were selected
when you animated your clip
art.) Binds ___ HH

Effect | Timing |

4. Under the ENHANCEMENTS = ™

> SOUND, click on the down Direction: IHDrizu::ntaI . =]
arrow to the ri ght Of the &)und Enhancements
Optl ons. Sound: I[Ng Zound] | il
f A Mo Sound
After animation: [Stop F‘viu:uus Sound]
Animate begty  |PPRlause

OPTION

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. Saveyour work (CTRL+S).
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