Microsoft PowerPoint – Made Easy! 
Before putting together a PowerPoint presentation, realize four things about PowerPoint right away:
· Even though PowerPoint makes it really easy to personalize a presentation, people get really tired of the sounds and video effects you can attach to each event, like changing the slide. Special effects like these should be parsed out sparingly for maximal effect.

· PowerPoint is really versatile; one of its uses is for lecture presentations. Arranging your slides to include some bulleted talking points and some pictures works better than pasting in long amounts of text.
· If doing a live presentation, don’t get slide happy – 8-14 slides is ideal, for a 30-40 minute presentation. Maybe less if you elaborate on each point more. This isn’t so important if using PowerPoint for an online purpose; in that case, the user only gets what you explicitly spell out on the slide.
· Remember to SAVE often! We don’t want a computer freezing up on 3 hours of design work that hasn’t been saved!

How to get around PowerPoint
Start>Programs> MS Office (or Office XP) > Microsoft PowerPoint

· Choose a Design Template or a New Blank Presentation. If the Design Template, choose one that doesn’t have a lot of background design clutter. 

· PowerPoint has a lot of slide layout templates – use more than one for variability, or design your own!
· Choose a font color that stands out. Click and highlight text, then Format>Font. Experiment with a few!
· How big is your audience? Consider what your chosen font size will look like from the back row. 
· Click inside the frame, add text, resize the frame, move it, shrink it. The frames have “frame handles” on them that allow you to do this. When the mouse is over a handle, it will change to a (, which allows you to resize the box, or a   , which allows you to move the frame. The green handle on the top allows you to freely rotate the frame to any degree.
· Insert a picture into the slide. You don’t even need a frame to insert a picture into the slide. Insert>Picture>Clip Art (which opens the clip art library available on your computer) or Insert>Picture>From File which allows you to insert a picture you’ve found on the web. Don’t know how to find pictures on the web? Find a picture you like on a web site, hover your mouse over it and right click. Choose “Save Picture As..” from the menu. Name your picture and tell the computer what file to save it in. (a: or k:)
· You can arrange the text and picture frames to lie over or under each other by arranging the order of them. Insert a picture into one frame of the slide, text into the other. Make the picture the background by resizing it to fit the slide, then use the “Draw” button on the lower left of the screen. Click Draw>Order> Send To Back. The text frame can now lie on top of the picture. Make your text a font that will stand out from the picture if the picture is busy!
· Add more slides. Insert>New Slide or click the New Slide button at the top.

· Save your PowerPoint to a floppy (a:) or the student drive (k:/Assignments). If you save your file as a .ppt, that means people will be able to save and edit it, .pps means they can just view it as a slide show. (IF they have PowerPoint on that computer.) You can also save your work as a web page, and preview it as that. File>Web page preview, then File>Save As Web Page. If you don’t see these options, hover your mouse over the    at the bottom of the dropdown “File” menu.
· Change between slides – choose the thumbnail slides on the left, or scroll through the main screen.

· If doing a presentation in class, get comfortable switching between “normal/edit” view and “slide show” view. (Located way down on the lower left corner, just above the “Draw” button.) To leave slide show view, right click on any slide and choose “end show”.
· Printing Powerpoint slides -  default is “slides”, which gives you one slide per 8 ½ x 11” page. “Handouts” gives you six slides per page, and “Notes” gives you three slides per page with lines for taking notes. Do a “print preview” before printing to make sure it’s what you want.

PowerPoint can do much more than what is covered in this handout. Online, PowerPoint is really handy! Sound, narration, movies, animation, and special effects can be added to make your presentation spiffy!! Browse the Help>PowerPoint Help for presentation ideas not covered in this handout. 
