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PowerPoint – Three Slide Presentation
This outline purposely avoids using pictures to help you through the steps.  The reason for this is that every version of PowerPoint is slightly different (especially when switching between Mac's and PC's).  The outline also focuses on using menu options to accomplish almost every step, rather than using toolbar buttons or keystrokes.  This is because toolbars are easily closed and also because the menu commands stay surprisingly the same between different versions of PowerPoint.
Creating Slides and Entering Text

1. Create a new blank presentation and use the Title Slide as your 1st slide

2. Enter a Title and Sub-Title

3. Create a new slide using the Insert Menu, New Slide – use the Text and ClipArt slide

4. Enter a Title and Bulleted Text (don’t worry about a picture just yet)

5. Create a third slide – use the ClipArt and Text slide this time

6. Enter a Title and Bulleted Text

a. Use Tab to demote the bullet to a lower level and use Shift+Tab to promote it to a higher level

Adding Pictures from the Web

1. Before switching applications it’s a good idea to save your work!  Use File, Save As to do this.  Name the file something descriptive and make sure the kids know where they are saving.

2. Switch back to the 2nd slide using the Double Arrows at the bottom-right of the screen

3. Open your Internet Browser (usually Internet Explorer or Netscape Navigator)

4. Go to www.google.com (no spaces and make sure you spell it correctly) – click on the link for Images

5. Type in your search word(s) and click on Google Search

6. Scroll down the page and find a picture that you like

a. Notice that there are usually extra pages of pictures listed at the bottom of the screen

7. Click on a picture to see a larger version of that picture

8. To copy a picture using a PC:

a. Right-click on the picture and choose Copy
9. To copy a picture using a Mac:

a. Click and hold on the picture (don’t move the mouse around) and choose Copy Image
10. Now switch back to PowerPoint

a. PC: use the Task Bar at the bottom of the screen to switch programs

b. Mac: use the Finder at the top-right of the screen to switch programs

11. On your 2nd slide, click on the picture of the little man just once
12. Click on the Edit Menu and choose Paste
13. *Now go to your 3rd slide, switch back to the Internet, copy another picture, switch back to PowerPoint, and try pasting that picture onto the current slide

Using Fun Backgrounds

1. Switch to your 1st slide using the Double Arrows at the bottom-right of the screen

2. Click on the Format Menu and choose Background
3. Underneath the picture of a slide click on the Drop-Down Arrow
a. Choose More Colors
4. Choose any color that you would like and then click OK
5. Click on Apply (don’t use Apply to All as that would apply the same background color to every slide instead of just this one)

6. Switch to the 2nd slide

7. Click on the Format Menu and choose Background
8. Underneath the picture of a slide click on the Drop-Down Arrow
a. Choose Fill Effects
9. Choose Two Colors from the top-right of this window

a. Choose whatever colors you want from the two drop-downs on the right

10. Choose any Style that you like at the bottom of the screen

11. Click OK
12. Choose Apply (not Apply to all)

Working with Slide Transitions

Slide Transitions are they way that one slide changes to the next.  You can make them slide in and slide out, dissolve slowly into the next slide, or many other special effects – it’s all up to you!

1. Switch back to your 1st slide

2. Click on the Slide Show Menu and choose Slide Transition
3. Click on the Drop-Down Arrow below the dog and choose any of the transitions that you want

a. After choosing an effect, click on the Slow option to slow the effect down and see it a little better

b. Play with many of the effects until you find one you like

4. Click on the Apply button

5. Switch to your 2nd slide and repeat the steps listed above

6. Switch to your 3rd slide and repeat the steps listed above

Playing Your Presentation

1. Click on the Slide Show Menu and choose View Show
2. Use the mouse to click through each slide

a. You can also use the Arrow Keys on your keyboard to switch from one slide to the next.  This allows you to go backward in case you need to for some reason.

3. Click through the entire presentation or use the Escape Key (on your keyboard) to exit the presentation prematurely

Printing Your Presentation
1. Click on the File Menu and choose Print
a. Mac users should now click on the Copies and Pages drop-down and choose Microsoft PowerPoint
2. To print your speaker notes click on the Print What drop-down and choose Notes Pages
3. To print 3 slide handouts with note lines click on the Print What drop-down and choose Handouts, and then choose 3 Slides Per Page
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