Microsoft PowerPoint Tips

The 6x6 PowerPoint Rule:  No more than six words across, no more than six bullets per slide.

Using a PowerPoint Presentation appropriately means giving a speech! The presentation is just an aid during your speech. Make notes to use while you talk. Don't type all your information into the slides. Practice using the presentation before you give your speech.

To create a new presentation:

- Open PowerPoint, select Blank Presentation, and click OK. 

- From the New Slide window, select a layout and click OK.

- To insert new text, click on existing text and just type what you want. Click outside of text box to apply. To insert a new text boxk, click Insert>Text Box.

- To add a slide select Insert>New Slide, or click the new slide button 
To create a presentation from a template:

Open PowerPoint. Select Design Template and click OK.

To format slides:

Select Format and specify preferences.

To add a background, Format>Background>Make your choice and click OK.

To use a preset template, Format>Apply Design Template>Make your choice and click OK.

Note:  Be sure to use contrasting colors. For example, if background is light, make letters dark. If background is dark, make letters light.

Tips:

- You can move text boxes simply by clicking and dragging them. You can resize in the same way.

- You can use all the tips from Word to format font and to add graphics in PowerPoint.

- You can click on the slides in the left view pane and drag and drop them to rearrange the order of your slides.

- You can also insert charts and graphs from Excel into PowerPoint and Word documents.

Views in PowerPoint:

(note – to change views simply click on View and choose the view you want)

Normal View – current slide is in frame on right, list of slides is in frame on left.

Slide Sorter View – Many slides show up at once. You can easily change their order in this view. Double click the thumbnail for the full view. To delete a slide in this view, simply click the slide and press your Delete key.

Notes Page View – Use this view to add speaker notes to your slides.

Slide Show View – Actually watching the presentation slide by slide.

To Set Slide Show Transitions:

- Select Slide Show>Slide Transition, and select the desired effects.

- Click Apply (current slide) or Apply to All (entire presentation). 

To view the slide show:

Choose View>Slide Show, or choose the slide show tool 
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To make the show run repeatedly:

Choose Slide Show>Set Up Show>Choose Loop Continuously until 'Esc'>OK.

To format font:

- Select desired text (highlight it).

- Select Format>Font.

- Select Font tab, choose desired effects and click OK. (For size, the larger the number, the bigger your letters/font will be.)

Another way to format font:

- Click the little arrow beside "Times New Roman" or whatever your default font is. Choose another font style.

- Click the little arrow next to the "12" or whatever your default size is. Choose another size.

- Click the font color button [image: image1.jpg]


to change font color.

To make font bold:

Click the [image: image2.bmp] tab.

To make font italicized:

Click the [image: image3.bmp] tab.

To make font underlined:

Click the [image: image4.bmp] tab.

To format spacing:

Select desired text.

Select Format>Font.

Select Character Spacing tab and click the arrows to set values for scale, spacing, position, etc. Click OK.

Some other buttons and what they do:

[image: image5.bmp] Cut – removes selected text or images.


[image: image6.bmp] Copy – copies selected text or images.


[image: image7.bmp] Paste – pastes selected text or images into a new document or new place within your document.

[image: image8.bmp] Bullets – creates a bulleted list.

[image: image9.bmp] Numbers – creates a numbered list.
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  Undo – Undoes your last action (or several actions).

[image: image11.bmp] Spellcheck – Checks spelling and grammar and offers correction tips.

To select alignment:

Choose the button for left align [image: image12.bmp], center align [image: image13.bmp], right align [image: image14.bmp], or justified [image: image15.bmp].

To change background color:

- Select Format>Background.

- Select a color from the color palette and click OK. (You may also choose patterns by doing these steps and choosing "fill effects".

To create a table:

- Place cursor where you want the table to go.

- Select Table>Insert Table, and select how many rows and columns you want. You may also choose the column width. OR, you may simply click and drag until you have as many columns and rows as you want.

- Use your tab key or arrow keys to move from one cell to the other to enter data.

To insert graphics:

- Place cursor where you want the graphic to go.

- Select Insert>Picture>Clipart. A clipart box will pop up.

- Choose a picture that you want to insert and click the top option (piece of paper with an arrow on it). Just choose it ONCE. Then look at your document to see that your picture has been added.

Printing Tip:

If you want to print it so that you have four or six slides on one page, follow these steps:

File>Print>Choose Print What and select Handouts>Choose how many slides you want on the page>OK.

