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Creating a slide show Part 2


Creating a slide show (Part 2)

Open up the slide show you have been working on (Creating A Web).

Spell check

1. From the tools menu, choose spelling (F7).
2. The spell checker displays any misspelled words one at a time and offers suggestions for replacing them.
3. To change a misspelled word, select a suggestion and press the change button or type the correct spelling in the change to box.  The change all button changes every instance of the misspelling in the document.
4. If the word in question is not misspelled, you can add it to the PowerPoint dictionary by clicking the add button

5. When the spell check is complete, click ok at the dialog box.
Deleting text in the slide pane

1. Scroll to slide 1.
2. Click in the middle of the title “Creating a web page.”  You will see a crosshatched border.
3. Click anywhere on the crosshatched border.  When the appearance of the grid .lines changes, press the delete key once.
4. Now press the delete key again to delete “click to add title.”

5. Save your work.
Inserting word art

1. On the drawing toolbar at the bottom of the screen, click the insert word Art button.
2. At the word Art gallery dialog box, select the text that is four over and three down and click ok.
3. At the edit word Art text dialog box, choose the font Comic Sans MS.
4. Now delete the text “Your Text here,” and type “Creating a Web Page,” and then click on Bold.
5. Under the word size, click on 36 and choose 60 then click ok.
6. The word Art is now in the middle of the slide along with the word Art toolbar.  Move your mouse cursor on top of the word Art title until it turns into a four headed arrow.  Next, click-and-drag the title above the author’s name.  Release your mouse.

Using the word Art Toolbar

1. Select the title, “Creating a web page.”

2. The word art toolbar should appear.
3. Click the format word art button on the toolbar.
4. From the format word art dialog box, for color choose fill effects.
5. From the fill effects dialog box, under preset color, choose rainbow II.
6. Click ok twice.
7. Click outside the word art letter to deselect them and make the toolbar disappear.
8. Save your presentation.
Using the drawing toolbar

(This will make word art more attractive)

1. Select the word Art, and from the drawing toolbar click the shadow button.
2. At the pop-up menu, choose shadow style 1.
3. With the texts still selected, from the drawing toolbar click the 3-d button and choose 3-d style 1.
Inserting clipart

1. From the draw toolbar, click the insert clip art button.
2. The insert clip art task pane appears.
3. In the search textbox, type “computer and telephone” and then click search.
4. The pictures that meet your search criteria now appear in the insert clip art task pane window.
5. Click on the picture you wish to insert in your document.
Resizing the picture

1. Click on the picture to select it.
2. The picture now has resize handles (round circles) around it.
3. Position the mouse pointer over the lower-right corner handle until the pointer changes to a double-headed diagonal arrow.
4. Click on the size handle and drag the mouse toward the picture to make the image smaller or away to make it bigger.
Moving the image

1. With the image still selected, move your mouse cursor on top of the picture until it changes into a four-headed arrow.
2. Click-and-drag the image to the lower left-hand corner.
Change the appearance of the text

1. Click in the middle of the text and then click anywhere on the crosshair border to select the text.
2. From the format menu, choose font.
3. At the fond dialog box, choose bold, size 36, the color yellow, choose shadow and click ok.
4. You make need to use the resize handles to adjust the text so that it appears on one line.
5. From the file menu, choose save.
