Instructions to make a simple PowerPoint

1. Open PowerPoint on your computer

2. The first menu will ask you what you want to create – choose Blank Presentation
3. Next, you will be asked to choose a layout. 

4. Choose the box that is blank.

5. Go to the Insert menu

at the top of the screen. Choose text

box. With your mouse, go over to 

the slide, hold down left mouse button, drag the mouse to the right, and release the button. A box will appear. Do not worry about the size of the box, you will be able to change that later.

6. You can now type your words into the box.

7. To move or enlarge the box, just click on it. Little boxes will appear in the corner and on the sides, you can drag these with your mouse (holding down the left mouse button and releasing when it is the proper size.

8. To insert a picture, you have two choices:

Go to the Insert menu at the top of the screen. Choose Picture. Select Clip Art. A menu will come up with clip art choices. Find one you like,  select it and close the clip art box. 

When using the Internet, you can right click on most pictures and Copy will be a command that you can select. You can then go to your presentation, right click again, and select Paste.

9. Pictures can be sized with the same directions in #7.

10. To change the color and appearance of your slide, go to the Format menu at the top of the screen. You can choose either Background, Color Scheme, or Apply Design Template. Experiment with all three.

11. To go to the next slide, go to the Insert menu at the top of the screen, select New Slide, and you will be at step one again.

Try a quick vocabulary slide. Experiment with other commands. Soon, you will find that you are a PowerPoint presenter. 
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