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Creating a slide show


Creating  A Slide Show
Objective:  Use PowerPoint to create a slideshow.  

Opening PowerPoint

1. From the start menu, point to programs and choose PowerPoint.

2. When you first open PowerPoint, you’ll see an introductory screen that is divided into different panes.
On the left pane of the screen are two tabs that toggle between an outline view and a slides view for the current presentation.  In the center is the slide pane where you work on the slides.  Below the slide pane is the notes pane where you can add notes.  To the right of the slide pane is the task pane.  The task pane presents different commands and features for what you are currently doing in PowerPoint.

Using the AutoContent Wizard

The quickest way to get started in PowerPoint is to use the AutoContent Wizard.  If for some reason you do not see the AutoContent Wizard, from the file menu, choose new.

1. In new presentation task pane, under new choose from autoContent Wizard.  This begins the AutoContent Wizard.
2. The office assistant asks you if you need help with this feature, click no.
3. At the beginning summary screen, click next.  This changes the information in the dialog box.

4. Select the presentation type by choosing general.
5. Next, select training in the white scroll box and click next.
6. At the presentation style dialog box, choose on-screen presentation and then click next.

7. At the presentation options dialog box, enter the presentation title, “Creating a Web.” For this presentation, uncheck date last updated and slide number and click next.
8. Click finish.
9. Your screen should appear.
SAVE TO YOUR JUMP DRIVE

Working on your outline

1. Open up your previous PowerPoint.
2. If you are not in the normal view, from the view menu, choose normal view.
3. Click on the outline tab in the pane on the left.
Adding lines of text

1. To add a line of text, click the mouse at the end of the selection, and press enter.
2. Now type your school name.
3. Type the city, state and zip code (all should still be on first slide).
4. Your outline should have your name, name of school, city, state and zip code.
Replacing or deleting text

1. In the outline view, scroll to slide 2.
2. Place your cursor in front of the “I” in introduction and click-and-drag your mouse horizontally so that you select “Introduction.”

3. Release the mouse.
4. Now type “Planning your first page.” It replaces the word “introduction.”

5. Click in front of the “d” in “Define the subject matter” and drag to the end of the line.
6. Type “creating a storyboard”.
7. Continue to select lines and replace text.  Type “Write text” and “Add graphics or photographs.”  

8. Press the enter key and type “Put in links.”

Deleting a slide

1. Click on the miniature picture next to the number of the slide.
2. In this case, select the slide titled “Agenda.”

3. Press the delete key.
4. If you make a mistake and do not want to delete the slide, do the following:  A. from the edit menu, choose undo clear.
Adding slides

1. Place your cursor at the end of slide 2.
2. Press enter.
3. Press the promote button on the outlining toolbar.  A new slide 3 is added.
4. Type “Web site evaluation” and press enter.
Demoting an outline point

1. Make sure that your cursor is after 4 for slide 4 and then press the demote button on the outline toolbar.
2. You have now demoted an outline point.
3. Type “Currency” and press enter.
4. Type “Navigational ease” and press enter.
5. Add the following text:
· “content” press enter

· “Appearance” press enter

· “Download time” press enter

