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Open PowerPoint and Start a new File

You have a choice of Blank Presentation or Auto content Wizard

1. If you are new to this it is always a good idea to start with the Wizard to make a simple presentation.

2. If you want to do your own from scratch use the Blank Presentation and choose one of the layouts

If you choose 1 follow the online Wizard help and use the Assistant (you can change your assistant by right clicking on it)


Assistant




If you choose 2 then you can start to enter your own text and pictures as you require. If you get stuck use the Assistant.


Assistant
· Each time you want to put a new slide in go to Insert new slide.

· Don’t be scared to experiment with all the options on the toolbars, text, colours, sizes, formatting, etc.

· You can experiment with the backgrounds etc by going to Format Background.

· You can insert picture from file or from disk.

· You can try out different text box colours by right clicking on the text boxes.

· You can add sounds and effects by going to Slide show and custom animation. Play around with the different options and use the preview to see the effects before you are finished.

· You can insert pictures and you can customize the pictures and use them as backgrounds if you right click on it.

· If you want to change the order of the text or pictures do this in slide show preview mode.

· You can layer pictures on top of each other for good effects.

· You can change the order using Draw order.

· It’s always a good idea to save your work at regular intervals.

· It really useful to use the Internet for your research and cut and paste into Word then copy and paste into PowerPoint when you have collected all you information. 

· To include pictures from the Internet right click on the pictures and save to a file on your disk or hard drive (rename the pictures so it is easy to retrieve them). It’s always a good idea to use different files for each collection, as you will soon be surprised by the amount of information you collect.

· You can insert charts you have made in Excel etc.

· To insert what you see on your computer go to Print Screen (or Prnt Scrn - screen capture) at the top right of the keyboard then go to your page and press Ctrl V (Edit paste). This is particularly useful if you are showing pupils how to use computer programs.

There is no substitute for time spent playing, experimenting and enjoying!

