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Using PowerPoint 

Designing a PowerPoint Presentation

(Please read this in conjunction with the earlier article “Guide to Presentation Design”)
1. Open PowerPoint by clicking on the desktop item or choosing from the list of programmes from the start menu (may be listed under Microsoft Office)


2. New presentation. Under the file menu, click “new”. 


3. Removing and adding text boxes. Left click on one of the dotted lines which form the text box. Use your keyboard delete key to remove text box. To add text box, left click on the text box item on the “draw” toolbar. This looks like a box with an A with some lines in it. Holding down the left click button on your mouse, put the cursor toward the top left hand side your slide and draw it down towards the bottom right, noticing that you are making a box which is made by lines of diagonal strokes. Notice that you can now type into this box. NB if you click away from this box without first typing in it, you’ll lose the box and have to do it again.


4. Putting text into text boxes. Text can be typed into text boxes in the same way that you type in word. If you cannot see the familiar buttons for bold, italics, underline etc, go to “view” and “toolbars” choosing “formatting” if it is not already ticked. Using the formatting toolbar you can change the colour, alignment size and type of text etc.


5. Moving text boxes. Place your curser on the text box and it will change into cross with arrows on each axis. If your box has disappeared, click on the text and it will re-appear. When your curser is on the bow, keep the left mouse button depress and drag the text box to where you want it on the slide.


6. Using bullet points and numbering. Click on the text in the box and then on either the bullet points or numbering button on the formatting tool bar.


7. New Slide. Using the formatting bar or “Insert”, click on “new slide”

8. Using different shapes. On the drawing tool bar (next to the text box icon) you’ll see a button for rectangles, circles as well as “auto shape”. The principle here is the same as the text box, holding the left mouse button down, click on the top left corner of the slide and drag down towards the left. 


9. Changing the look of shapes. Each shape will have a boundary of 9 small circles. By clicking on and dragging these circles you can change the look of your shape. Click on the shape and see the cursor turn into the cross with arrow heads as we saw with text boxes, you can then drag the shape wherever you’d like to on your slide.


10. Changing colours etc. Place the cursor on the shape and double click. The “colors and lines” tab will appear which enables you to change the colour of the fill within your shape and the thickness and colour of the lines by making changes using the drop-downs and clicking “OK”.


11. Inserting pictures. Start a new slide. Select “Insert”, “picture” and “from file”, choose a picture using “browse”. Once inserted on the file use the nine small circles described above to arrange the size and position you’d like.


12. Insert clip art. Use clip art as you would a picture.


13. Insert slide from file. Go back to “Insert” and then “slides from file”. Use browse to find the slide you want to insert. If you want the slide you insert to have the same look (background etc) as the presentation your working on, do nothing before inserting. If you want the look of the file to car to remain the same in the new presentation, tick the box “keep source formatting”


14. Changing the background. Select “Format” and “background”. The drop down will give you lots of choices for colour schemes. You can experiment and use preview to try before you apply to slides.


15. Changing the slide design. Click on “design” on the formatting toolbar and the task bar will open offering you an array of different slide designs that you can you for presentation.


16. Using animation. Choose “Slide-show” and “animation schemes” which will open up the task pane. Click in the text box in which you want the animation to apply and choose an animation scheme. Choose “Slide-show” and “view show” to see how it looks.

 Showing your PowerPoint Presentation

1. Opening a PowerPoint Presentation. Choose “Open” and the presentation you wish to use in the usual way


2. Getting the presentation ready. Choose “Slide-show” and “view show”, the icon which looks like a screen on a stand or F5. You can go back to the original working look by clicking Escape.


3. Moving between slides. Use Enter to go forward and Backspace to go back or the up and down arrows to do the same. The left click on your mouse will take you forward but the right click won’t take you back.


4. Temporarily blocking the screen. You can do this by using “B” or “W” on the keyboard. The former will give you a black screen, the latter white.
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