Getting Started with PowerPoint


1. Design and layout your slides on paper.

2. Launch PowerPoint

3. Select Blank Presentation from the pop-up window.

4. Based on your layout sketched, select the appropriate Auto Layout from the New Slide window. Click OK.

5. Enter your copy in the appropriate boxes by following the directions on screen.

6. If you choose to include images, you may use a selection from the Microsoft Clip Gallery or import files from your computer or the Internet. Make sure that the image file size is small enough to accommodate easy transfer of your presentation to a transportable medium. When copying images from the Internet, be aware of copyright restrictions. To use an image right click on the image and from the dropdown window, select Save Picture As. Choose the destination drive and select JPEG as the format option. Do not choose “Copy” unless you know how to eliminate the “hyperlink.”

7. Once you’ve completed the slide, select Insert from the top bar and click on New Slide from the dropdown menu.

8. Repeat steps 4-7 until you’ve completed your presentation.

9. Throughout this process, select Save from the file menu each time you add to or update your presentation. If you are using a school computer, use Save As and save to a transportable medium.

10. If you choose to add a Design Template, go to the Format menu and drop down to Apply Design Template. You will see samples on your right. You may change these if you don’t like the selection.

11. If you would prefer to use a different color background instead of white or a Design Template, then go to Format and drop down to Background. Under Background Fill, select a color and click the box Apply to All. Make sure your text is still readable.

12. Add a black slide to the beginning and end of your presentation. Go to Insert and in the dropdown menu click on New Slide. From the AutoLayout templates, choose the empty box and click OK. Go to Format and in the dropdown menu, select Background. Click the box marked “Omit background graphics from master.” Under Background Fill select the block representing black and click Apply (not Apply to All). Repeat this step. 

13. If a view of all slides does not appear in a window to the left of your screen, go to View and in the dropdown menu select Slide Sorter. In either case, click on a black slide and drag it to the first position. You now should have a black slide at the beginning and end of your presentation.

14. Go to Slide Show, and in the dropdown menu select View Show. Your screen should go to black and slides will change each time you left click the mouse.

15. You may also change the transitions between each slide. From the Slide Sorter window, go to Slide Show and from the dropdown menu select Slide Transition. Under Effect, you may choose the transition type and its speed. Under Advance, you should only have On Mouse Click checked. And under Sound, use the dropdown menu to indicate No Sound.  You can use the same transition for each slide or select each slide in the Slide Sorter window and apply a different transition.
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