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  Using Microsoft PowerPoint 



XP Version
PowerPoint is a useful program that comes as part of Microsoft Office.  You can use it to create presentations for formal or fun occasions.  This worksheet will take you through the process of making a simple presentation.  Once you have cracked the basics try out all the different buttons and features.

1.  First open up Microsoft PowerPoint.

a. Click on the Start button in the bottom left corner.

b. Click on ‘All Programs’
c. Click on ‘Microsoft Office’

d. Then click on Microsoft PowerPoint

2.  You will start with a new blank presentation in front of you.
Click on the ‘Add title’ and type ‘My dream holiday’

Click in the ‘Sub title’ box and type your name

3.  Add a new slide

In the tool bar at the top you will see a button which says ‘insert’.  Click this and a select ‘new slide’.  You will see a new page on the main screen, on the left you will see the new slides piling up.
4. On the second slide write in the title box ‘Location’.  In the box below, write where you would like to go on holiday.

5. Change the slide design.  Click on the ‘Format’ button on the tool bar.  Select ‘Slide design’.  You will see a box on the right with sample designs.  Chose the one you want and click on it.
6. Add another slide.  In the title put ‘Things I want to do on holiday’.  In the box below write a list.  

7.  Insert a picture.  Click on the ‘insert’ button and chose ‘Clip art’.  You will see a box appear on the right hand side.  In the box on the right click in the search box and type in ‘sunshine’.  Click on one of the pictures you like the look of.  It should appear in the slide.  If you click on the picture of the sun you can drag it to where you want it on the slide.
8. Save your work.  It is a good time at this stage to save your work.  Click on the word ‘File’ on the top right.  Chose ‘save as’ the click on ‘My documents’.  In the ‘file name’ box write your name, then click ‘save’.
9. Close down the program by clicking on the cross on the top right.  If it asks you if you want to save your work, click ‘yes’.  You should be back on the desktop.
10.  Open an existing presentation.  Click on ‘start’ button and find ‘my documents’.  Click on ‘my documents’ and you should see a file with your name on it.  Click on it and click ‘open’.  Hopefully you are back in Microsoft Powerpoint looking at your presentation.
11.   Animations.  Click on the second slide on the left side.  Insert another slide.  Click on the title box and put ‘Things I want to eat and drink’.  In the box below put a list of what you want to eat on holiday.  Click on the title, then click ‘Slide show’ then ‘custom animation’.  A box will come up on the right.  Click on ‘add effect’ choose one of the options that appear.  Then click on the main box and add another effect, choose a different one this time.
12.   Insert another slide.  Write on it ‘things to take with me’.  Insert a relevant clip art picture and a custom animation each box you add.

13. Get rid of the bullet points.  Insert a new slide and click on the title box.  This time click on the edge of it.  Press the ‘delete’ button.  In the next box write a sentence saying who you want to take on holiday with you and why.  Next select the text by click on the last thing you typed and dragging the mouse to the first letter.  Click on the bullet point box in the tool bar.  If you can’t find it, hover your mouse over all the icon and click on the ‘bullets’ box.

14.   Insert a picture from the computer.  Rather than using clip art you can insert a picture that is on the computer.  This would work if you have photographs you want to insert.  First insert a new slide.  Instead of choosing ‘clip art’, select ‘from file’.  Then find the file with a picture on it.  Usually found in ‘my pictures’.
15.   Click on ‘Slide show’ then select ‘view slide show’.  Your presentation will now fill the screen.  Press the space bar to move between pages.  To exit from the slide show right click and select ‘end show’.

16.  Remember to save your work!

Other things you may find useful.

For a presentation to run on its own e.g. in the background to an event, you may want it to move to the next slide automatically.  Click on ‘slide show’ then ‘slide transition’.  On the box on the right click on ‘advance slide’ > then automatically after: 8 seconds.
You can design your own slides rather than using a template.  Design the first slide, in the same way you would for a Word document. Have a play with the buttons if you aren’t sure.  When inserting the next slide click ‘insert’, then ‘duplicate slide’.

Presentation tip.  It is important to remember that although you can set up lots of funky animations, they can be distracting to your audience.  Try and minimise them and also keep the content to a minimum.  Use the slides as a prompt rather than reading off them.  Don’t fall into the ‘death by Powerpoint’ trap!







