Navigating Through PowerPoint

At the bottom left corner of your PowerPoint screen, you will see these 5
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1. The Normal View
This is a combination of outline, slide and notes. You can see the three

different views simultaneously. You can resize the different views by
dragging the borders.
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2. The Outline View

This is also a combination of the three different views, however the outline
is the most prominent. You can arrange your information in an outline

format.
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2(Z) To Begin Your Presentation
+ Select “Blank Presentation”, click QK
+ Choose a layout for your first slide

+ “Apply Design” for a pre-made template

» Click on apply to All
32 Adding Text and Bullets

» Click on your choice
42 Inserting Clip Art

+ Choose a layout which includes a graphic

+ Doublle click on the icon for clip art

=+ Click on your selection and click “Insert”
5 [Z) Inserting Pictures from Print Shop

» Choose any slide layout

=+ Minimize PowerPoint
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» To select a background, pull down the Format menu and choose

» “Background” and pull down arrow to fill effects to create your own

[« Click where it says "Click to add text”
+ Pull down the Format menu 1o select your font/style/size
= Type in your information
+ To customize your bullets, pull down the Format menu and select Bullet

» Choose the font “Wingdings” from the “Bullets From® menu
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3. The Slide View

This view allows you to see how your text and graphics look on a slide. You
can add graphics, animations, hyperlinks, and more through this view.
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4. The Slide Sorter View
In this view, you see all the slides in your presentation at the same time. It
is useful for re-ordering, deleting and adding slides, as well as timing the
presentation and adding slide transitions.
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5. Slide Show
At any time you can click this icon to preview your slide show.
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