	How Do I…….
	

	Open Powerpoint?  
	START: All Programs:  it should be there snuggled in with the Microsoft options.  

	Add a new page?
	NEW SLIDE (upper right)

	Change the font?
	FORMAT: Replace fonts.  

**Be careful – if you convert to what is called a double style font (it won’t look like letters) you won’t be able to replace back to where you were.  Just Ctrl Z to solve this one.  

	Change the background?
	FORMAT: Slide Design.  You will see a side menu that has many choices.  OR
FORMAT: Background.  In this submenu click the pull down arrow to the right of the little box in the Background Fill area, and you can choose any color you want.  

Cautionary note:  light backgrounds need dark text and dark backgrounds need light text for maximum readability.  

	Delete those boxes so I can put in pictures/equations and not see so much “goop”
	Move mouse over the dotted edge of the box (it should change to a cross shape), click and then press Delete on the keyboard.  

	Add text when I’ve deleted all those boxes already?  
	At the bottom of your screen (Drawing toolbar) is a small square with an A in it and what looks like lines.  It is a TEXTBOX.  Click on it once, and then click and hold on the page somewhere, and drag to make a textbox rectangle.  Type in it immediately.  If you click away, it will disappear.  No big deal – just make another!  (  

	Add a picture that is on my computer?
	INSERT: Picture: From File

	Add an equation?  
	INSERT: Object: Microsoft Equation 3.0.  If you have Equation Editor installed it should be a choice.

	Add a link to a site?
	Type text to indicate the link, such as “Let’s look at this”.  Select that text, right click, choose Hyperlink, and then type in the link.  

*I usually am on the internet at the same time.  Find the site, highlight the address and press Ctrl C to copy it.  There is an unseen clipboard where this is stored until you copy something else over it.  When it comes time to type the link, just press Ctrl V and the link will be copied into the address box.  

	Add a link to a document on my computer?
	Type text to indicate the link.  Select that text, right click, choose Hyperlink, then browse (use the Look In pull down menu to move around your computer) to the location on your computer.  

	Add a link to a file on a disk in my disk drive?
	Same as above and browse to the disk.  The disk will open and you can select the specific file.  

	Add a picture from the internet?
	Find the picture, right click on it, select Copy.  Go to your power point page and Ctrl V.  Remember to cite!!

	Animate?
	Select what object or text you want to animate, SLIDE DESIGN: Custom animation.  On the right you will see a menu.  If Add Effect cannot be clicked then make sure to select something.

Decide whether you want an entrance, an exit, emphasis or a motion path.  Suggestion:  Keep it simple.


	Add a slide from another ppt?
	INSERT: Slides from Files.  Browse to find the presentation.  Note – formatting (other than equations) will match the DESTINATION powerpoint and not the source, unless you click the box on the lower left side of the box that says “keep source formatting”.  

	Animate two things to do the same thing at the same time.
	Animate each separately.  When you animate the second click on the start pull down (it says “on click” as a default) and choose “with previous”.    OR
Highlight all the objects at once and animate right away.  They will all have the same animation style and will behave the same with one click.

	Highlight (select) all objects at once like you just wrote above here?  
	With text in a single box, it is a matter of right clicking as you drag the mouse over all the text, just like Microsoft Word.  With objects (equations, shapes, etc) there is an arrow on the lower menu, left side.  Click that so it is highlighted, click on the page somewhere and hold it, and a “box” around the items.  

	Draw a shape?
	The drawing toolbar should be on the bottom.  (If it isn’t, select VIEW, Toolbars, Drawing)  AUTOSHAPES has a whole menu of choices.  Select one, click and hold on your page, then drag to insert the object.  

	Change the attributes of the shape?
	Double click on the shape and you will get a menu of choices allowing you to change the fill, change the line on the outside, etc.  

	Find the object that seems to be hiding behind the object I just added?  
	If you want the objects to overlay, select the one you can see, and choose DRAW (lower menu), Order, Send to Back. 

	Group objects that I want to stay together?  
	Very good to do, especially if you have set things in a place you are happy with.  Highlight the objects (see above), DRAW, Group.  They will now have small boxes indicating the four corners of the group and will move as one.  Isn’t that awesome?

	See the presentation?
	F5

	Save the presentation?
	FILE: Save As

	Insert a Sketchpad Picture
	In sketchpad select the elements you want to copy, Ctrl C then go to the presentation and Ctrl V OR
A Screen shot. In sketchpad, press Alt PrtSc (this key is probably on the upper right of your keyboard) – this acts as Ctrl C.  Then go to the presentation and Ctrl V. The object goes in as a JPG instead.  

	Change the color of the fonts/links?
	FORMAT: Slide Design.  In the side menu choose color schemes.  Go to the bottom and select Edit color schemes.

	Uh oh, undo what I just did?
	Ctrl Z OR EDIT and choose undo.


CAPITALIZED WORDS indicate menu choices at the top/bottom.  

Ctrl is the Ctrl Key

