Basics of PowerPoint:

1. Launch the program by double clicking on the icon.

2. click on blank presentation

3. click OK

4. Pick whichever format looks good to you.  For the first slide, the first format might be good.  You can add things to slides at a later time so do not worry that you are strictly committed to the format you choose.  It is just easier to start with a template sometimes.

What is up with the templates?  Text boxes are bulleted.  Object (picture) boxes are empty.  Movie boxes have a movie snap thing in them.  Clip art boxes have a man’s face in it.  Chart/graph boxes have a picture of a chart. Headers are dark gray lines across the top of a slide.  Be careful because if you pick the man’s face because you want to put in a picture, you’ll get lost when you double click on it and it sends you to Microsoft’s clipart gallery. 

5. Add text or objects to your slide.

Add text:  click on a text box and type what you want to go in the space

Add object: click on the text/object box and:

1. Find the object you want to put in that space:

a. You must use Internet Explorer to capture images because Netscape won’t save them as .bmp files. Find an image on the Internet and right click to save image as (give it a name) and save the image to the hard drive as .bmp.  YOU MUST write down the name of the website where you got the image from otherwise it is illegal to use the image.

b. go to microsoft’s clip art gallery and copy and paste images from the gallery

c. draw an image yourself

2. When you find the object:

a. use the object “wizard” in PowerPoint.  Double click where it says to and follow the directions.  You will want to “create from file”.  Select “Browse” to search for the picture you saved.  Select your picture.  Then hit Ok.  In a few seconds your picture should come on to the slide. 

b. or you can highlight it, select COPY to copy it.  Then click in the text box and select PASTE.

Copy and Paste can be done 3 different ways: 1: using the icons on the bars at the top, 2: through the edit menu, 3: using the right click button on the mouse

6. To add a new slide, click on the new slide icon, or go to Insert, then select new slide.

7. Make sure you SAVE your presentation often.

8. Email your final version to Ms Getz.  Her email address is: ntropi@aol.com

