Creating PowerPoint Slides 

Mrs. Burns                                                                     Dubuque Senior High Speech
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1. Open Microsoft PowerPoint

2.  A “ wizard” will pop up.  Select “blank presentation.”  Click OK and select a Slide Layout.   The layout chosen can be changed at any time, without changing the content of your slide.

Typing Text 

3.  Type in your text.  Chose a font that is not Serif.  Keep text to a minimum. 

Keep It Simple and Straightforward

     **Remember that your goal is to enhance, clarify or make a point memorable.  Do not 

     write your entire presentation on PowerPoint. 
4.  Spell check and proofread.

Adding new slides

5.  To add a new slide to your presentation, click on the white slide icon on the 

     right side of your toolbar or use the shortcut, Ctrl+M.  Another easy way to add new   

    slides is to go to View(Toolbars(Common Tasks.  This will give you a floating 

    toolbar that allows you to do several common tasks.  Do not go to File(New to add a  

    slide.  This creates a whole new show.

Adding graphics  from the Internet:

6. You can download graphics and sound bytes from the Internet .To do so, lay your cursor on the desired image, right click and select “Save Image as”. Check the file name and change it if you want to.  Save in your PowerPoint folder within your Speech folder on the student server.   If you can’t right click on an image, the web page creator has zapped it.  Look elsewhere.  AltaVista.com, Google.com and Webshots.com  are good places to look for images.
7. To insert the image into your PowerPoint, click on the correct slide, left click to select a space.

8.  Go to Insert(Picture(From File.

9.  Choose the correct image location.  Find the picture you want, double click to 

      insert.

10. Resize the image by using the corners or the picture formatting toolbar. 

****If a picture is copyrighted, give credit to the holder of the copyright or choose another image.

Adding Animation to Your Show:

11. Highlight the text or graphic you want animated.

12. Right click on the graphic and choose Custom Animation. You will be presented with  

     several options.  Try it out with preview. Warning: Be careful of overdoing the   

     animation.  Too much can easily become boring and irritating to the audience
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13.  To reorder the sequence:
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Adding Sounds to Your Slides:

14.   Select text or picture to add sounds to by left-clicking.

15.  Once selected, right-click and choose Custom Animation.

16.  Select sound and preview.  If you like what you’ve chosen (OK

17.  Dailywav.com is just one Internet site that offers many sounds to use in your 

      PowerPoint.  Save in much the same way you save an image. 

Backgrounds Versus Apply Design

18.   You can either apply a supplied or downloaded design to your slides or 

      customize your presentation by going through “Background”.  If you choose  

     “Apply Design”, you are basically stuck with that design on all of your slides.

19.  To give each slide a different or custom background:


A. Click on desired slide

B.  Outside of any textboxes or images right click.  Scroll to find 

      Background

C. 






Switch slides around

20.  To switch slides around, or to delete a slide:  View(Slide Sorter

21.  Left-click and drag a slide to desired location.   To delete a slide, left-click ( this will 

      create a border around the slide) and delete.

Slide transitions

22.  To add transition effect between slides: Right click on a slide(Slide Transition.  Or 

       go to Slide Show(Slide Transition. Click around and try a few.

View slides

23.  To see how your show looks, you can go to Slide Show(View Show and left- 

       click.  This will allow you to preview the entire show.  To create an action or 

      change a slide, hit enter or left-click.

24. Another way to view a slide is to locate the tiny screen on the bottom left of 

      the page.  Click it to view your slide in action.

Special  keys while “Show” is playing

25.  There are several special keys and functions built into PP.  These keys are active 

       while the show playing:

· B once to black out the screen. B again to bring the show back up.

· W once to white out the screen. W again to bring the show back up.

· P  to show previous slide.

· N to go to the next slide.

· Type a slide number and Enter to play a particular slide.  

· CTRL+P  changes pointer to pen    CTRL+A changes pen back to pointer

Saving your show :

26. The first time you save, go to File(Save.  Select storage location.

      Check the name of your file.  Change the name if you wish….Save to your 

      PowerPoint folder in your Speech folder.

27. Once you have saved, you can continue adding slides, etc. or exit.

       If you create more slides, click on the icon showing the disk to save 

       changes/additions.  Do not go to “Save As” unless you are changing the name of 

       the program or changing file location.


To print a handout of  your slides:

28. Go to File(Print(Print What( Handouts(6 slides per page).
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Click to dim or hide text, etc.





Click to switch order





       3.  Click here to apply custom backgrounds to all slides


           


      2.  Click here to apply custom backgrounds to current slide only








          


  1.Click here 1st  for background options





Click to change bulleted lists, etc








PAGE  
4

