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1. select the ask a question textbox.

2. enter your search topic in the ask a question textbox. 

3. press the enter key.

4. a list of related topics is displayed.  select the topic that best meets your needs.

5. the help topic is  displayed.
6. to return to the original document window, click the close button to close help panes.
topics can be printed by clicking the printer icon on powerpoint help pane’s toolbar.



	basic tasks
	view buttons and views

	create a new blank presentation

1. select the file menu.

2. select new.

3. from the new presentation task pane select blank presentation.

· create a new presentation using design templates

1. select the file menu.

2. select  New

3. From the new presentation task pane select from design template.
4. click the desired template in the slide design task pane.

· open an existing presentation

1. select the file menu.

2. select open.

3. navigate to and select the desired presentation. 

4. click the open button.

· save a presentation

1. select the file menu.

2. select save. 

This option is most frequently used for existing presentations.
save using save as

1. select the file menu.

2. select save.

3. the save as dialog box opens. (the default save in location is the my documents folder.)

4. replace or accept the document name.

5. click save.

This option is frequently used for saving new presentation ofr when the filename or desintation location is changed.

· save a presentation from your instructor’s website

1. Double click the presentation link.

2. select save target as:

3. choose the destination location.


	normal view
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	slide sorter view
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	outline view

(Click the outline tab)
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	slide show view
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	insert slide/change slide layout
	spelling and grammar check

	insert slide

1. select the new slide button locatged on THE FORMATTINGTOOLBAR.

[image: image10.jpg]L tew e



[image: image11.jpg]



Change slide layout

1. select the Format menu.
2. select the slide layout.

3. click the desired layout from the slide layout task pane.


	correct errors as you type:

1. right-click words with red or green wavy underlines.

2. choose desired correction from the shortcut-menu.

tip: red wavy underlines indicate a spelling error.  green wavy underlines indicate a grammar error.

	
	print

	
	if you are currently in print preview

1. select the print icon on the print preview toolbar.

2. select the desired print options.

3. click ok.

from the file menu

1. select print

2. review and select the desired print options – nuimber of copies, print range, what (i.e., slides, handouts, notes, or outlines)
3. click ok.

	  add/insert/delete text
	presentation delivery

	to add text to your document

key in the desired text.  Text will be entered to the right of the insertion point.

to insert text

move the i-beam to the desired location and click the left mouse button. enter the desired text.
to delete text

Press the backspace key to delete text to the left of the insesrtion POINT OR press the delete key to delete text to the right of the insertion point.
	manually advance slides
Press the spacebar or enter key on your computer’s keyboard.
automatically advance slides - timings

1. select slide show; rehearse timings.
2. use the rehearshal toolbar to rehearse times for each slide.

3. close the toolbar when timing is complete.

4. if timings are correct, sleect yes from the dialog box.  If timings are incorrect select No to rerecord the timings
to end a slide show press the escape (ESC) key on our computer’s keyboard.

	cut/copy/paste
	Insert Clip ARt/Pictures web

	cut:  removes the selection from its current location.
copy:  makes a copy of the selection; leaving the orgirinal text/object in place

paste:  places the cut or copied selection in a new locations

to use one of these commands
1. select the text/object to be cut, copied, or pasted.
2. select edit from the file menu.

3. select the desired command from the drop down menu.
	TO place clip art or pictures into a slide, the slide must first be selected

to insert clip art
1. Select the Insert Menu.

2. Select Picture.
3. Select Clip Art.

4. In the   Insert clip art task pane, in the search text box type what you want to search for.
5. Select the desired clip art image.

to insert a graphic file

1. Select the insert Menu.

2. Select the picture.

3. slect picture.

4. Navigate to a select the desired file.

5. Select Open.

To Move the  image
1. Place the cursor over the image, it will change to a four arrowed cursor

2. Click and drag the image to the desired location.

To modify clip art of graphic files, first select the image.  You can resize it using the small, square resizing handles.  You can also use the picture tool bar.



	formatting text
	

	from the menu
1. select the text to be formatted.  Remember, text cannot be formatted unless it is first selected.

2. choose the format menu, thenselect the font menu.

3. the font dialog box opens displaying the current font formatting.

4. select the desired font changes.

5. preview the formatting changes.  revise if necessary.

6. click ok to accept the formatting.

from the toolbar:

1. select the text to be formatted.

2. select the desired formatting option (such as font, font size, bold, italics, underline, shadow, or color) from the formatting toolbar.
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