  
How Do I…

	
	

	Start PowerPoint
	Start, Programs, PowerPoint 



	Use a Template
	Select Template, Presentation Designs, Preview, then choose a desirable design

	Create a Title Slide
	Choose the first layout for the Title Slide, press OK

	Create a Slide with Clipart
	Choose 9th or 10th layout to add clipart; size at the corner of the picture to keep proper proportion

	Create a Bar Chart
	Choose the 5th, 6th, or 8th layout to insert a bar chart

	Create a Slide with a Bulleted List
	Choose the 2nd or 3rd layout to insert a bulleted list

	Change Bullets
	Format Menu, Bullet, choose new bullet from Wingdings or Monotype Sorts

	Use Outline View
	View Menu, Outline or click on 2nd icon in bottom left corner

	Use Slide Sorter View
	View Menu, Slide Sorter, or click on 4th  icon in bottom left corner

	Move and Delete Slides
	Select slide in slide sorter view and delete or click and drag to another location

	Add Sounds
	Insert Menu, Sound, locate sound, OK

	Add Pictures
	Insert Menu, Picture, locate picture, OK, drag picture to location

	Create Builds & Transitions
	Slide sorter view, choose a build & transition for every slide

	Print a Handout from Slides
	File Menu, Print, Print What: (3 slides per page), black & white

	Save a PowerPoint file
	File Menu, Save As, type filename, OK

	Run a Slide Show
	Slide Sorter View, go to slide #1, click on screen icon in bottom left corner

	Use “Pack and Go”
	File Menu, Pack and Go (use this option to run on computer that doesn’t have PowerPoint

	
	


