
“How to Use PowerPoint” Presentation
Purpose:  To explain the basic concepts of how to create a PowerPoint presentation that will serve as a review tool for you and serve as a teaching guide for a beginning PowerPoint user

Instructions: Create a new presentation using the following requirements: 


1. Create a presentation to illustrate the following elements of PowerPoint: 

a. Creating a new presentation

b. Inserting a new slide

c. Moving slides

d. Adding text

e. Inserting clipart and wordart

f. Animation

g. Transition

h. Customizing bullets 

i. Master slide

j. Changing the background

k. Using a design template

l. Inserting a chart, graph, organization chart 

m. Inserting sound

n. Inserting movie clips

o. Rehearsed timings

p. Using notes

q. Saving your presentation as a web page

r. Other uses of PowerPoint beyond a presentation


2. Each content slide should have the steps telling how to do the described feature or an explanation of the concept. 


3. A title slide with your name and the title of the presentation.

4. A question slide as the last slide using a wordart title that asks the audience if they have any questions. Provide a link on this page that is hyperlinked to a website they can use as a reference to answer questions about PowerPoint. 

5. Use your knowledge and the PowerPoint program (HELP command is helpful!) as the reference for your presentation content. 


6. Add footer with your name and date. Do not include footer on the title slide.


7. Insert graphics throughout the presentation to enhance the presentation appearance.

8. Keep the following guidelines in mind when creating your presentation:

· Arrange slides in a logical order 

· 6x6 rule

· No complete sentences

· No punctuation

· Pay attention to the capitalization of words

· Good color combinations for slides 
(refer to your tips for effective presentations for a review of design tips!)

9. Save your presentation as HOW TO USE POWERPOINT.


10. Print your presentation as handouts 6 per page. 








