Instructions for Creating a

PowerPoint Presentation
Step One:  Click on the Start tab, hold your cursor over Programs, and double-click on Microsoft PowerPoint.
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Step Two:  On the right of the screen, click on Blank Presentation, and a variety of templates will appear for you to choose from.  Select one which works best for the particular information you will include.



Step Three:   Format the background of each or all slides by clicking on Format, then Background.  Select a color and click on the arrow and choose a color that appears or click on More Colors to view all colors.  After clicking on a color, click on Apply for one slide or Apply to All to add to all slides.
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Step Four:  Add Transitions between each slide by clicking on Slide Show, then on Slide Transition.         
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Step Five:  Save document by clicking on File, Save As, and name file as first letter of your first name+ your last name+ ppaids.




Example:  jhartmanppaids
