Steps for creating a PowerPoint Presentation
Accessing the Software

Login to the computer and double click on the PowerPoint icon.

Adding a Design Template (background)

1. On the Format menu, click on Slide Design. A menu should appear at the right hand side of the screen. (You can also find Slide Design on the upper right tool bar.)
2. Select your slide design by clicking on the design you p refer. You can change your design later by following these same steps. You can also apply a different Slide Design to each slide although this is not recommended.

3. Save your PowerPoint.

Changing the Color Scheme

1. To change the color scheme of your slide design look on the top right hand side where yo chose your Slide Design and click on Color Schemes.

2. From the menu you can choose the color combination that pleases you. Remember that you can change your Color Scheme later by following these same instructions.

3. Save your PowerPoint.

Adding the next slide

1. Go to the Insert menu, and click New Slide. You can also go to the upper right tool bar.
2. Using the left side task pane you can switch between slides by clicking on them.

Adding Graphics from Clip Art

1. On the Insert menu, point to Picture, and then Clip Art. (You can also select the clip art icon on the lower toolbar.)
2. A Search Text box will appear on the right. Type in the keyword you would like to search for.

3. Scroll through the returned items and choose the one that suits you by clicking on it. If you do not see a picture that you like, click the modify button and search again.

4. To resize your picture place your cursor over the circles surrounding the picture, click and drag to the appropriate size.

5. To move the picture click on the center of the picture and drag it to the new location.

6. Save your PowerPoint.

Animating the text and pictures in your presentation

1. Move to the slide that you wish to add the animation scheme to.

2. On the Slide Show menu, click Animation Schemes. 
3. Continue from there.
