Library Tech Support How-To:

GETTING STARTED WITH POWERPOINT P. 1

Glgveland

Opening Word
1. Click & > AllPrograms D> I Microsoft Office > [@] Microsoft Office PowerPoint 2003 .
2. Once Microsoft PowerPoint is open you can T o O

begin creating your presentation.

3. To Save your document click Ele > Savesis... gnd
select the location where you would like the file | v

stored. If you are on a personal computer, the ot

_/ MvPocuments folder is a good place to store = iate
your file. If you are on a school computer, please be sure to select 3¥2 Floppy

(A:) or your jump drive. With helping determining where to store your file while in
the library please ask for help to insure you have properly saved your file.

4. Below are descriptions of some of the most common features of PowerPoint.

Insert | Format Tools Table Window Help
. LR A
Insert a Picture e T =T
Symbal... .
. . e 1
1. Click =&t on the Menu Bar (very top of screen), and click: | Petue e
. &, Hyperlink... Ctl+K | [Z] FromFile...
a. 8 deat.. (Image 1, right) L@ s
. 0 . R -uﬂ Wordart...
I. The Clip Art Task Pane (Image 2, right) will ]:'_;--4‘11 W chart
. . . | ¥
be opened on the right side of the window. e | cinan -
From here search for the clip art image you |2 =~ e 2
>< Delete from Clip Organizer
want by typing in a keyword in the Search 5 Copy to Collecton.. e
for box and clicking Go. There will probably T [
g . Find Similar Style
be many different pictures for you to select S

from. Once you've selected the picture you want to use click the drop-
down arrow by the picture and click Insert (Image 3, right).
b. &l FomFie... (mage 1, right)
i. If you clicked from File you will be taken to a dialog box where you need to

select the picture you wish to add to your document. Browse to the picture

and clickl_m=t
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GETTING STARTED WITH POWERPOINT P.2

Glgveland

Insert a New Slide

1. Click the slide you want the new slide to come after. G %
2. Click ==t from the Menu Bar (very top of screen). . |
3. Click = tewsid= or press CTRL+M on the keyboard. -
4. If your new slide is not where you want it, click and drag the slide, in the Slides
viewer panel (left side of the screen — see picture), to where you would like it.
Change the Layout of a Slide T -
1. The layout of a slide consists of where the title, pictures, Apply slide layout:
graphs, and other pieces are located on the slide. —
2. To change the layout from the default, c lick F2™mat on the
Menu Bar (very top of screen).
3. Click = sideLsyout.. and the Slide Layout Task Pane (shown
right) will be displayed on the right of the screen.
4. Slide layouts are organized into groups (Text layouts, Content
Layouts, Text and Content Layouts, and Other Layouts) and
can be applied to the slide by clicking the image.
5. Layouts can also be applied to more than one slide by holding
the CTRL key while clicking each slide you would like that layout applied to and
then clicking the layout in the Slide Layout Task Pane.
: Slide Design v x
Change the Design of the Presentation Im
1. Click Fgmat on the Menu Bar (very top of screen). .
2. Click = sie=besen. gnd the Slide Design Task Pane (shown A:p::dd'rh'gptmpl:tm
right) will be displayed on the right of the screen.
3. Slide Designs are organized into three groups (Used in This Recenty e

Presentation, Recently Used, and Available for Use) and can

Available For Use

be applied to the presentation by clicking the image.
pmm—
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