PowerPoint 4.0 Tutorial
1.
Click on the icon of the PowerPoint tablet.

2.
Click on AutoContent Wizard, then click OK.  This will get you started on ideas 
for your presentation and help organize your presentation.

3.
Click on Next to display the Title Page Information.  Enter your title page 
information.

4.
Click on Finish to view your document.

5.
From the Menu Bar click on View to make sure that your presentation is 
displaying in Slide Format.  There should be a bullet in front of the word Slides.  
If not Highlight Slide and press Enter.

6.
To modify your screens, move your mouse to where the changes need to be made 
and click.  Type in your changes as easily as if you were typing in Microsoft Word.


a.
To move between pages press the Page Up or Page Down keys.


b.
To see all your slides at once click on View and highlight Slide Sorter.

7.
If you decide that you no longer like your background, click on Format off the 
Menu Bar and select Pick a Look Wizard.  Simply scroll through the steps.  On 
step 3 of 9 click on More to view additional choices.  When you see a name that 
sounds interesting, click on it to preview, or scroll down the list to preview all the 
choices.

8.
Once you have your basic presentation set up it is time to view your presentation 
and customize it with different transitions and builds.


a.
From the Menu Bar select View.  Click on Slide Show to start your 


presentation.  Once started press enter to move through your slides.  To 


get back to your program press ESC.


b.
To have your presentation move from slide to slide on its own, select 


Rehearse Timings.  A rehearsal clock will display on your screen counting 

seconds. (remember a second seems a lot longer when you are staring at a 


screen.)


c.
To modify the way a slide changes, from the Menu Bar select Tools and 


click on Transition.  From here you will be able to select the way you 


would like your slide to display during the presentation.  Select a different 


effect for each slide to see which one you like.


d.
Select Build to modify how you would like your text to display on your 


screen during the presentation.   Again select a few different build choices 


for your slides to decide which one you like best.


e. 
If you have enough time try some of the other options off the Menu Bar.

You are now ready to try to create your own presentation from scratch.
9.
From File click on New and then Blank Presentation.

10.
Select a slide layout.  For your first slide you will probably want to select the first 
highlighted option which is your title slide.  Then click OK.

11.
Click to add the Text for your Title and any Sub-Title if appropriate.

12.
When finished click on Insert off the Menu Bar and select New Slide.  Click on 
the layout you would like for your next slide. Enter your information and continue 
on until all of your slides have been created.

13.
Then go back and add transitions and builds to customize your presentation.  
Once finished save your presentation.

