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1.  Open Power Point.  It is in your Applications in Microsoft Office.   
 
2.  Go up to file and choose New Presentation.  

 

 
 

3.  This is what will come up.  You are ready to start.  You will do all of 
your work in this screen.  This is the Home screen. 

     

 
 

4.  The first slide is formatted for you.  It is where you put your title and 
other information, such as the presenter or author.  Notice a copy of the 
slide on the left.  All slides will appear here as you create them.  
Clicking on Home will always bring you back to this screen. 
 
5.  Click on a text box, and type in the text.  You may center your text 
by choosing that option here, found above the slide: 

                  



 
6.  You may also change the font, font size, color and appearance such 
a bold, italics, or underlined in this area: 

 

 
 

7.  Remember to SAVE as you go along. 
 
8.  Create a new slide by clicking on New Slide on the top left.   
 

               
 

9,  This is what comes up.  Notice the new blank slide.  Click on the text 
box and type in a title.   

 

 
 

10.  To add text to the lower box, click on it and then type.  Clicking out 
of a text box hides the box. Clicking on it again shows the text box.   

 You can change the size of the box by moving the corner circles 
in or out. 

 You can drag the box by moving the cursor at the top of the box 
until the arrows icon appears. Hold down the mouse and drag. 



11.  You may not want to use the layout that appears when you choose  
New Slide.  Click on Layout and get choices. 

                                       

    
 
 
This gives you a 

variety of options for 
your text and images.  
If none of them fit 
what you want to do, 
choose Blank and 
customize it.   
 
 

12.  To customize the blank slide, use the icons in Insert. 
 

   
 

13.  To add a picture, first load the picture onto your Desktop.  To do 
this, drag the photo from where it is stored to the Desktop. Next click 
on the picture icon in Insert.  Choose From File.  Go to the Desktop 
in the list that shows up.  Choose your image and click Insert at the 
bottom of the page.  Resize using the corner arrows and drag it 
around using the arrows icon and mouse. 
 
14.  You can get pictures from outside sources also.  Google is a great 
source.  Find your picture by going to google.com and click on 
Images. 

 

 

You can click on the text box 
and add text where you want.  
Click on the picture to add an 
image.  Click on shapes to add 
a variety of shapes or you can 
add a movie or sound. 



 
 

Type in what you want.  Be very specific.  Choose a picture and drag it 
to your desktop.  Note what it is called.  Click on the picture icon and 
follow the same steps as in #13. 

 
When you insert a picture, Picture Format will show at the top.  You 
have all kinds of options to try with the picture.   

 

 
 

15.  Run your slide show often to see how it is working out.  Click on 
Slide Show, then From Start on the far left.  Put your cursor on the 
bottom left of the first slide.  Arrows will appear.  Click on them to move 
forward or back.  End the show by clicking on the list icon next to the 
forward arrow.  Choose End Show, or you can use the Escape key. 
 
After viewing your show, you will be returned to the Home screen. Drag 
your slides to change the order by using your mouse.  You can delete a 
slide by clicking on it and hitting the delete button. And, you can add 
more slides! 
 
16. Transitions gives you a variety of ways to move from slide to slide 
and to customize the way and time of the transition.  You can apply the 
transition to all the slides. 
 

 
 
Click on your second slide, then click on Transitions.  Choose a way to 
transition to this slide.  Experiment until you find one you like.  In 

 



Duration choose how long it will take.  Advance Slide determines if the 
transition will happen with a mouse click or you set a time.  Use the 
mouse if you need to advance the slides manually.  Set a time if the 
slide show is automatically moving from slide to slide.  Apply to all 
Slides means what it says. 
 
You can loop the slide show.  Click on Slide Show.  Click on Set up 
Show.  Check Loop continuously until ESC. 
 
17.  Animations add special effects to the text or the pictures. 
 

           
 

Click on the text box or image you want to be animated.  Then 
choose the effect you want.   

 Entrance Effects gives many ways for the text to appear on the 
slide.  A little box will appear that numbers your effects.   If you 
want to delete the effect, click on the little box and hit Delete. 

 Emphasis Effects adds a dimension to the text. 

 Exit Effects gives ways the text or image can leave the slide. 
 
18.  Adding sound is easy, too.  Go to  
Home, click on the first slide, then click on the 
movie/sound icon in Insert.  Click on Audio 
Browser if you want to choose something from 
your iTunes library.   
 
Drag the song title and drop it in the first slide.  
Format Audio will show next to Home.   
Choose how you want the music to start.  
Automatically and Play Across Slides 
 Is best.  Then choose Playback Options.   
Select Hide Icon during Show and decide 
about the other two choices. 
 
RUN YOUR SLIDE SHOW!  

 

 


