Creating a Basic PowerPoint

1.
Create a PowerPoint Presentation

a. Open Microsoft PowerPoint

b. Create a blank presentation

c. Select the type of slide that you want to create (Title Slide)

2. Create a title slide.

a. Click once inside the box and type your title.   You can change the font, size, and color if desired.

b. Click once inside the second box and add your name or any other information that you wish to include.

3.
Create additional slides

a. On the menu bar, select Insert, New Slide.

b. Select the desired type of slide.  The bulleted list slide is the most commonly used one.  You may also want to choose the bulleted list and graphic slide.  It really doesn’t make a lot of difference because you can always add the graphic to any type of slide.  The layout with the graphic simply has determined a place of the graphic.

c. Click in the title bar to add a title or main idea to the slide.

d. Click in the bulleted list bar to type information.  When you hit return after typing the first entry, another bulleted automatically appears.  If you do not want a bulleted list, then simple delete the bullet when you begin.

4.
Insert a picture

a. On the Menu bar, go to Insert, Picture, From file, and navigate to find the picture.

b. If you selected the Text & Clip Art slide, you can drag the picture into the Clip Art area and it will automatically size it to fit the area.  Otherwise you can drag the picture to the desired location and resize it as usual.

5.
Play the Slide Show

a. On the Menu bar, go to Slide Show, View Show.  Click on the slide to advance through the presentation.

Note:  This is a very basic slide show.  There are lots of bells and whistles that can be added to spice up the presentation; however, when using it with younger students it’s probably best to keep it simple!

