PowerPoint Introduction


PowerPoint is located under the Microsoft Office application.  Open the Microsoft Office application, and then open Microsoft PowerPoint.  A Project Gallery window will open up that gives you several options.  Click on the box that says PowerPoint Presentation.


Once you open a new PowerPoint presentation, you will see a blank title slide on the left-hand side and a Formatting Palette on the right-hand side.  The Formatting Palette contains most of the things you will need.  If for some reason the palette does not open, click on View and then click on Formatting Palette to bring it up.


At the top of the palette are buttons for adding new slides, symbols, AutoShapes, Lines, and Text Shapes.  Right under this is a button for inserting graphics.  You have options for inserting ClipArt, pictures from files, pictures from a scanner or camera, and movies.  


Under the section for graphics on the palette is a section for the font.  This section allows you to change and resize the font.  It also allows you to choose a color for the font.  There are buttons for underlining, italicizing and boldfacing text.


There are many other options on the palette.  If you click on the sideways arrow next to a section heading, the section will expand and give you options.  If you are unsure of what a button does, hold the mouse still over it, and a description will pop up.


The bottom of the palette has options for changing the slides.  You can choose from several different templates if you do not wish to use the default.  You can also change the slide layout and the slide transition from this menu.

Some Tips:

· Use large font.

· Do not include too much information on a single slide.

· My experience has been that light colored slides with dark writing are easier to read.

· Don’t be afraid to play around with PowerPoint and try different things.

PowerPoint Alternatives:

· Keynote

· Slides class in LaTeX

