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BASIC POWERPOINT DIRECTIONS
Most PowerPoints will include the following….

· A title slide that includes your name on it.

· Required number of content slides with both text and picture.

· Ending slide if appropriate
1. Click on the Microsoft Power Point icon OR…Click on Start – Programs – MS Power Point. 

2. On the right hand side under “New”,  Click on From a Design Template.    The Design Template will make the background of each slide the same.  You may select a template of your choice by clicking on it. If you can’t see it very well, click on it and you will get a full screen.  Don’t like it?  Click on another.  
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Once you have your template chosen, a Title Slide automatically appears.  Type in your main title in the top text box, and the subtitle in the lower text box.  The subtitle will often just be your name. We will make Font changes, etc. later. 
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Click on New Slide in the upper right corner   OR   Insert – New Slide on the upper tool bar.  On the right panel you will now see Slide Layouts.  You want a Text and Content Layout (scroll down!) that has ONE text box and ONE picture box.  Click on one that meets that requirement.  This layout works best for MOST PowerPoints.    It provides room for both text and picture. For the ABC’s, you might want the double text layout. 

5. Type in your subtitle for this slide.  Click in the Text Box and write whatever you wish about the subject matter.  Every time you hit ENTER, a bullet will appear, making lists easy.  If you don’t hit enter, the text will word wrap. To insert a picture, click on the upper right picture in the icon to enter the Clip Art Search.  Type in what you are looking for and then make your selection of clip art.  Drag on a corner to make it larger to fill the empty space.  You may also copy and paste a picture from another document or from the web.  

6. Repeat steps 4 and 5 for the rest of the required slides.

7. You now have all your slides made.  It is time to go back and make changes.  To change the Font in ANY textbox, click in the text box, highlight the text to change, and click on Format – Font.  The regular Font window will appear with many choices for Size, Style, Color, Effects, etc.  Adjust however you wish.  Remember the color should stand out well against the background or the viewer will not be able to read your slides. 

8. Slide Transitions.  Transitions are how the slide show moves from one slide to the next slide.  To change this, click on Slide Show on the top toolbar.  Click on Slide Transition.  A window will appear on the right with MANY choices for transitions.  To really see the full effect, change the Speed from Fast to Slow.  Make sure the Advance Slide on Mouse Click is checked.  If you want the same transition for the whole show, click Apply to All Slides.  Otherwise you can use a different one for each slide.  Click on the slide at the left, then click on a transition style. At the bottom of the transitions list is RANDOM, which means a different transition will appear each time in no particular order. 
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Slide Animation and Order of Appearance.  Click on Slide Show –Animation Schemes.  Again, a window of choices will appear at the right.  Preview the different effects.  Again, you can choose to apply the same to all slides or make it different for each one.  If you click on Custom Animation, you will be able to alter the order in which parts of your slide show appear.  Remember that more is not always better when it comes to animation – you can make the powerpoint confusing and hard to follow with too much.  If a powerpoint is OVER-ANIMATED, the viewer can be frustrated in trying to get the message. 
10. ACTION BUTTONS!  Fun time!  Action Buttons allow you to link to different slides, files, or web sites with the click of a button during the Powerpoint.  To create an action button, go to Slide Show and Click on Action Buttons.   You will see a number of picture icons.  To see what each one does, hold the mouse over it and read the small box.  For most school powerpoints, you will be using the last one on the top row (Information) or the last one on the third row (Movie).  The action buttons will link to a website to give further information about the subject of the slide.   Click on the appropriate icon, and then form the box on the slide similar to inserting a shape or text box.  When you release the mouse, an Action Settings window will appear:   Click on Hyperlink  and then scroll down the arrow to URL to go to a website.  Copy and paste the URL of the website into the box and click OK.  
11. Save your Power Point as Title Name under your log in name!  

12. To PRINT:  Click on File – Print.  In the lower left corner you will see “Print What?”  Click on the down arrow and change from slides to HANDOUTS.  At the right, change the number of handouts per page to 4 or 6 (depending on directions given.)  Click OK to print.  DO NOT PRINT FULL PAGE SLIDES – YOU WILL LOSE POINTS AND YOU WASTE A TREMENDOUS AMOUNT OF PRINTING INK!  
13. MOST of your Powerpoints will be submitted using Edmodo, so printing will not be a major issue.  
