
1. Open PowerPoint: Start, Programs, and Click on Microsoft PowerPoint.

2. Select Blank Presentation, either from the small window that opens or from the Task Pane on the right, click OK.

3. PowerPoint opens to the default slide.

4. Click on Click to Add Title. A blinking cursor is in the middle. Type in the following: My Presentation.

5. Click on Click to add subtitle. Add the following: By  Your name.

6. Go to the tool bar and click on the Icon for New Slide. It is to the right, on the Formatting Toolbar of the screen. Accept the default page. It has a blue box around it. 

7. Click on Click to add Title and add the following: This is my first PowerPoint Attempt.
8. Click on Click to add Text and add the following: 

· I will have text

· I will have pictures

· I will have animations

· I will have sounds

9. Click on the New Slide button.

10. Select Text and Clipart From the Other Layouts section. Double Click on it.

11. Add a Title of: Check This Out!

12. Click on Click to add Text. Add the following:

· Here is some animation

· Here is some sound 

· I even have a picture

13. Follow the instructions to add clip art. Add any picture or clip art.

14. Go to the File menu. Top left of the screen. Click Save. Name your presentation and save it to a folder of your choice.
15. Go to the Menu Bar and click on Slide Show, then click on View Show. Click on each slide to advance to the next.

16. You may want to edit slides in the future. To do so: Look at the Tool Bar at the bottom left of the screen. Find the Icon that has four squares in it. Click on it. Move your cursor over each page and click once. Notice it gets selected with a box around it. Select the last one. Double click on it. Your slide is ready to be edited. You may also change the order of the slides by dragging a slide in front or back of another.

We will do the rest as a class without written instructions. The instructions are a bit difficult to follow. However, you will be an expert shortly. Since we only have a short time here today you will have to use the tutorial for PowerPoint to learn the rest. I’ll give you the web address for it.

Don't forget to save your presentation after you have finished editing it. Once you have saved your work you can save the presentation again as a show. Here is how to do that.

Click on File, Save As. In the Save As Type box click the down arrow to PowerPoint Show and save the show. This will open as a show and not a document to be worked on. You will now have two files with the same name. One is a document that you can work on and the other is a PowerPoint show.
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