Basic PowerPoint – Directions Microsoft 2003 ver.                     Black Machines
1. Click on Start; roll-over Programs, then scroll up to “PowerPoint 2003” & click.

2. Your first slide is a title slide.  To type your title, click inside the top outlined box and type your title. Add a subtitle the same way (your subtitle can be your name).  You should adjust the font size, font style, and font color here in the boxes.  

3. Click on Format on the top tool bar.  This is where you can make in the Slide Design, Slide Layout, or Background.  You can also right click on your slide to get these options.

· Slide Design – 

You can choose a design template from the displays in the right column.  If you roll-over the example you will get a pull-down with the option to apply the design to ALL or SELECTED slide.

You can choose a color or animation schemes in the same way by clicking on Color Scheme or Animation Scheme from the short menu list above the examples.

· Slide Layout – Using this application, you can select the layout of the text and pictures.

· Background – Here you can select the color and display of your background to create a unique slideshow.  Click on the pull-down arrow to select from a standard or customized color palette, or to select a FILL EFFECT (gradient, textured, patterned, or picture* [from clipart, Internet, or file folder]).  You can choose to apply the selected color or fill effect to ALL or SELECTED slide.  NOTE: Because of the pixel conversion, some pictures, when used as a background will become distorted.  
4. At this point you should SAVE your work.  You can save by going to File – Save As.  Make sure you save your slides in the My Documents folder.  Make sure you give it the .ppt extension 

(example - MySlides.ppt) and you save it as a Presentation.ppt    You can also save your slideshow to a 

removable storage device.  NOTE:  It is recommended that you save your work after every two or 
three slides.


To ADD a new slide:  You must be in either the normal view or the slide sorter view.  If you are in Normal view, on the task bar click on Insert, then “New Slide”, or click on the “New Slide” icon from the formatting tool bar, or right-click and select “New Slide”.  Continue adding new slides as needed.  

To INSERT a slide:  You must be in either the normal view or the slide sorter view.  Right-click on the small white space BETWEEN the slides at the point where you want to insert a slide.  Select New Slide.

To DELETE a slide:  You must be in either the normal view or the slide sorter view.  Right-click on the slide you want to delete.  Select Delete Slide.  You can also “frame” the slide you want to delete by clicking on it, and then hit the delete key.  Hold down the Ctrl key as you click on several slide to delete them all at once.
To COPY a slide:  You must be in either the normal view or the slide sorter view.  Right-click on the slide you want to copy.  Select Copy.  Set the cursor to where you want to insert the slide, right-click and select Paste.

To CHANGE the ORDER of items on a slide:  You must be in either the normal view or the slide sorter view.  Highlight what you want to move.  From the Draw on the lower toolbar, roll-over Order, select a movement.   
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