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Why Use PowerPoint for Instruction?

Introduce a unit, focus on an objective, or review.

Demonstrate activity steps.

Create study guide for an exam.
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But,

The Number #1 Reason 
To Use PowerPoint is:



November 12, 2008  

It is a 

visual 

medium.

http://www.webcrawler.com/clickserver/_iceUrlFlag=1?rawURL=http%3A%2F%2Fswardraws.com%2Ffotog%2Farchives%2F2005%2F03%2F08.html&0=&1=0&4=204.9.89.53&5=64.90.243.207&6=edd1b80377d546faaa8e9d00f90ec801&10=1&11=info.wbcrwl&13=search&14=372380&15=main-title&17=10&18=10&19=0&20=0&21=10&22=%2B4TXDPIL%2Fo0%3D&40=Qa708LJE6YY%3D&_IceUrl=true
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And 
“visual” 
is what 
they’re 
used to.

http://www.webcrawler.com/clickserver/_iceUrlFlag=1?rawURL=http%3A%2F%2Fwww.gloucestershire.gov.uk%2Findex.cfm%3FArticleid%3D12730&0=&1=0&4=204.9.89.53&5=64.90.243.207&6=edd1b80377d546faaa8e9d00f90ec801&10=1&11=info.wbcrwl&13=search&14=372380&15=main-title&17=17&18=17&19=0&20=0&21=17&22=EQWqgvWoNx8%3D&40=spU0CxlnXfjAcOSm1njx1w%3D%3D&_IceUrl=true
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PowerPoint is great for 

student group projects. 

Each student or group researches part of a 
 presentation that is merged into the 

whole.
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Starting a New 
PowerPoint 

Presentation

http://www.webcrawler.com/clickserver/_iceUrlFlag=1?rawURL=http%3A%2F%2Ffconline.fdncenter.org%2Fstartnew.pl&0=&1=0&4=204.9.89.53&5=64.90.243.207&6=edd1b80377d546faaa8e9d00f90ec801&10=1&11=info.wbcrwl&13=search&14=372380&15=main-title&17=23&18=23&19=0&20=0&21=23&22=7pbxBX7T0Sg%3D&40=65wakQ1mYv05f%2BiWjj6x1A%3D%3D&_IceUrl=true
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Double-click the PPT logo. 
This slide appears.

(Great title-slide format.) 
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Under Insert, click 
“New Slide.”

These text and 
content layout 
choices will appear 
on the right side of 
the page.
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For maximum 
layout 
flexibility,
select the 
blank slide
under 
“Content 
Layouts.”
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Now you will see:

Slide one has the default format.
Slide two is blank.
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To create the 
template for your 
presentation:

Click on slide two.

Under Insert, click on 
Duplicate Slide (wait for 
a drop-down choice).



November 12, 2008  

Repeat this step until
 you have about 6 slides.

Note that the highlighted slide
 is the “active slide.”
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Click back 

on slide 

one and 

you are 

ready to 

begin!

Yea!
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You will see this Drawing Toolbar
 at the bottom of your screen.

Click on 
the 

slanted 
“A.”
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Select a style of

This box appears.
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Highlight the words
 “Your Text Here” and type headline.

With headline highlighted,
 select font, size, bold and/or italic.

Click “Ok” when complete,
 and headline will appear.
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This is what 
you will see:
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To view the page as it will really look,
 go to “Print Preview” under “File,” and you will 

see:
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Word Art text-formatting tools include 

font, size, bold, italic, 
underline, alignment, 

and bullets & (1) numbering.
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Lines
 Connectors
 Shapes
 Block Arrows
 Flow Charts
 Stars & Banners
 Callouts
Action Buttons
 More Auto Shapes

are available by clicking “Auto 
Shapes.”
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You will find 
lines, arrows, 
rectangles and 
circles if you 
click on the next 
four tools.
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Click on this icon to 
insert a Text Box
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As you type in the text box, the text box expands.
As you type in the text box, the text box expands.
As you type in the text box, the text box expands.
As you type in the text box, the text box expands.
As you type in the text box, the text box expands.
As you type in the text box, the text box expands.
As you type in the text box, the text box expands.
As you type in the text box, the text box expands.
As you type in the text box,the text box 
expands.
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Don’t forget the
Diagram Gallery, 
Which houses a wide
Array of diagrams, and
Tools to customize them
To your needs.
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Right-click text for formatting tools 

including font, size, bold, 
italic, and underline.
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For clip art, click 
on this icon :
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Options appear on the left.
This box appears if you click
 “Organize Clips” near the bottom.
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Select “Office Collections”
and a list of folders appears.
Select a folder,
It opens, and
its clip art
is revealed.
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Simply slide the chosen clip art
onto your selected page,
size and position it.

Click this icon to insert pictures from your 
folder.

&
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 Navigate to your Pictures folder.
 Select the desired image,

 click “Insert,” then size and position it.



November 12, 2008  

Use Fill Color and Line Color when 
You are customizing an element. 
Or, right-click on the element and

These choices show up in a Format
Picture dialog box.
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Font color can be changed
using this tool. It also appears 

In the menu bar on the top right.
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Insert lines of various
weights or dashed lines
when boxing elements.
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Click on 
Background 
under Format, 
and this box 
appears.

Backgrounds:
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Using this drop-
down
menu allows you to 
select
solid colors as 
backgrounds.



November 12, 2008  

This box will 
appear if you 
select “More 
Colors, and 
“Standard.”

Then, you can 
create your own 
preferred 
background 
color.
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This box 
allows you to 
select 
background 
colors using 
percentages 
of red, green 
and blue.
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Selecting the “Gradient” Tab under “Fill Effects” in the
drop-down menu lets you select one color; mix two
colors; select preset gradients, and different shading styles.
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Textures for 
backgrounds
appear if you 
select the 
“Texture” 
tab. Use the gray 
slider on the 
right to see 
additional
textures.
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Mix any two 
colors
for a wide 
array of
Patterns for
Backgrounds.
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Clicking 
“Select Picture’
In the 
“Picture” tab
Brings up 
images stored 
on your 
computer.
Select the 
desired image
To use as a 
background.
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These choices
Appear on the 
right – use the
Gray slider to 
see more
Choices – if you 
select “Format,”
Then “Slide 
Design,” then 
“Design 
Templates.”
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Color schemes 
that can be 
applied to all 
slides or to select 
slides appear on 
the right if you 
select “Format,” 
then “Slide 
Design,” then 
“Color 
Schemes.”
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Next:

http://images.google.com/imgres?imgurl=http://www.runthecountry.co.uk/images/logo.gif&imgrefurl=http://www.runthecountry.co.uk/links.php&h=147&w=193&sz=4&hl=en&start=1&tbnid=cudKcSM9EO8IRM:&tbnh=78&tbnw=103&prev=/images%3Fq%3Drunning%2Bperson%26gbv%3D2%26svnum%3D10%26hl%3Den%26safe%3Doff%26sa%3DG
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“Slide 
Transition,” 
Under “Slide 
Show,” Gives 
you this list 
of options 
for Moving 
from one 
slide to 
another.

(Think of 
scene 
changes in a 
movie.)
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First, highlight 
the two slides for 
which you want a 
transition – click 

one slide then 
hold down “shift” 

to highlight a 
second one.
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Next, select a 
transition. It will 

“play” so you can see 
what it will look like.
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Your transitions 
can move
Fast
Medium,
Or Slow.
& 
Sound effects 
can be installed 
in your home 
version of PPT.
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With or without

Slide Transitions,

you should program

your slide show

here to either

advance

“on mouse click”

(default), or automatically 
after a certain (small) 
number of seconds.
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Advancing “on mouse click” works
best if you are near the computer 
and can easily “click” the mouse.

Some types of presentations work best
if they are timed to advance
automatically.

But, be sure to rehearse these and
reset timing if needed.
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Next:
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Elements Elements 
thatthat
Can be Can be 

animated are:animated are:
-Word Art.-Word Art.

-Text in -Text in 
text boxes.text boxes.
-Pictures.-Pictures.
-Diagrams.-Diagrams.

-Auto Shapes.-Auto Shapes.
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This box 
appears
on the right
when you 
select
“Custom
Animation”
under
“Slide Show.”
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When you click on an element,
then on “Add Effect,” you
can select its entrance, 

exit, emphasis, and motion
path effect.



November 12, 2008  

Extending out from entrance, 
exit, emphasis, and motion

path effects are many choices. 
You can even draw your own

motion path.
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When you 
program
An effect’s 
Custom 
Animation,
You can also 
program the
Way it will:
-Start.
-Its 
direction.
-Its speed.
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Once a slide’s elements
have been programmed,
hou will see a list like 
this one when you click 
on the slide and open
Custom Animations.
You can delete effects
and reorder the list.
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Click on the slide (in a work mode), and you will see 
numbers

Showing you the order that effects will appear.
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