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Powerpoint Top Tips

	I want to…

	1. 
	Start the PowerPoint application & open a new presentation

Click on the PowerPoint icon, or go to Start, all programs, Microsoft Office, PowerPoint



	2. 
	Select the title slide and insert a title

When you open PowerPoint the first slide you see is a title slide. Follow the instructions on the screen to add titles and subtitles



	3. 
	Add a design style to a slide show

Click on design, select a suitable design. If you have a design background saved on a disc, click BROWSE, then find the design you have saved



	4. 
	Add an image to a slide & resizing

Insert, picture, from file, find picture, insert. To resize, right click, format picture, size ( you will need to untick the boxes if you do not want to keep the size ratios), adjust the height and width



	5. 
	Move an image in a slide

Click and drag



	6. 
	Copy an image from one slide to another

Right click, copy, go to new slide, right click paste



	7. 
	Access the master slide

View, Master, slide master. You may see two slides appear on the left. You will need to make changes both as one is the title slide and the other is every other slide in the presentation



	8. 
	Create an organisational structure slide & add a title

New slide, select the organisation slide, follow the instructions on the slide



	9. 
	Change an organizational structure chart

Click on a position box, click on the arrow at the side of Insert Shape and select the shape that you want. You cannot copy and paste or drag position boxes, you need to add new ones and delete the originals



	10. 
	Make a slide with bullet points

New slide, Every time you do this you get a bulleted list. Add your information and press return to get a new bullet point




	11. 
	Change the spacing between bullet points

Highlight the text, format, line spacing, alter the spacing as required


	

	12. 
	Change the type of bullet point and the colour

Highlight the text, format, bullets and numbering, select the new shape, change the colour by using the colour option


	

	13. 
	Make a slide with a table and add information

New slide, table slide, follow the instructions on screen. Add information as normal


	

	14. 
	Make a slide with a chart

New slide, chart slide, follow the instructions on screen. Add the information to the small spreadsheet and as you do it will change the chart


	

	15. 
	Change the chart type

Double click on the chart, click on chart, chart type, select the type that you want, OK


	

	16. 
	Add a shadow effect to text

Highlight text, click on the S icon
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	17. 
	Change the font style of text

Highlight text, format, font, select the font you require


	

	18. 
	Add notes to a slide

Click in the add notes section below the slide and add information


	

	19. 
	Change the font colour 

Highlight text, Format, Font, select the colour


	

	20. 
	Add a footer to a slide

View, header and footer, the footer box will be ticked add information in the space allowed, apply to all


	


	21. 
	Number all the slides in a presentation

View, Header and footer, tick page numbers, apply to all


	

	22. 
	Add a date to a presentation that automatically updates

View, Header and footer, tick automatically update, apply to all


	

	23. 
	Print a presentation as a handout with 3 slides per page

File, print, print what – handouts, select the number of slides per page, select pure black and white, OK


	

	24. 
	Print a presentation as a handout in outline view

File, print, print what – outline, select pure black and white, OK


	

	25. 
	Open an existing presentation

File, find the presentation, Open


	

	26. 
	Change the format of a slide’s layout

Click on the slide, format, slide layout, select the new layout


	

	27. 
	Delete a slide

Click on the slide in the left hand side of the screen, delete


	

	28. 
	Change text to uppercase

Highlight, format, change case, select the case that you want


	

	29. 
	Use a spell check program

Tools, spelling


	

	30. 
	Add a text box to a slide

Click on this symbol in the bottom of the screen

Put cursor on the slide
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Drag to make a box

Add text


	


	31. 
	Add an Autoshape to a slide

Click on Autoshapes, select the shape, click on slide, drag to size


	


	
	Change the fill colour of an Autoshape   
Click on the shape, click on the arrow at the side of the paintpot

 and select the colour that you desire


	

	32. 
	Flip an Autoshape

Click on the shape, draw, rotate or flip, slect the option you require


	

	33. 
	Rotate an Autoshape

Click on the shape, click on the green dot and turn the shape


	

	34. 
	Change the order of objects on a slide

Click on the object, draw, order, change its position as required


	

	35. 
	Apply slide transition effects

Slide show, transition effects, select the effect, apply to all


	

	36. 
	Apply an entrance effect to an object

Click on the object, slide show, custom animation, add effect, entrance, select the effect, apply
	

	37. 
	Apply a background colour to a particular slide

Select the slide, format, background, select the background colour, OK, APPLY

	

	38. 
	Move a slide within a presentation

Click on the slide on the left hand side of the screen and drag to the new position


	

	39. 
	Hide a slide in a presentation

Click on the slide, format, hide slide
	

	40. 
	Change the orientation of a slide

File, page setup, slide, orientation, elect the orientation you require


	

	41. 
	Save a presentation in a different format

File, Save as, select the Save as type you require
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