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Begin ablank presentation by clicking the radio button next to Blank presentation and
click OK.
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Create 4 new presentation using
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I~ Don't show this dialog bosx again

Ok Cancel

Choose anew dlide. Click on thefirst slide in the menu and then click on OK. Thiswill
be the introductory slide which will begin your presentation.

Title Slide

I~ Don't show this dialog box again

Click to add title. Then start typing your title. Click to add subtitle. Then start typing
your subtitle.

Chck to add title

Chick to add subtitle




On the left of the page PowerPoint has placed the title of the slide in bold and any text of

the slide underneath. Thisisimportant because as you add sides you will be able to see
at aglance what is on them.
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To add another dlide: Click Insert on the menu bar. Then Click on New Slide. As shown
below:
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Thisisthe new slide menu. Click on the second image and then click on OK.
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Click on title and type in the information for thetitle. Click on add text and typein the
text under thetitle. It should look like the slide below.

Title for Presentation

* Adding text for presentation
» Keep it as short as possible
* Three or four lines are fine

* You have created your first slide

Hold the Ctrl key down and press the letter M. Click on the first imagein the last row.
Click OK.
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Click to add title. Click to add text. Double click to add clip art.

Click to add title

* Click to add text

Double click to add
clip art

To add clip art: You can search for an image or browse by category.
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Type the word money in the search for clipstext box. Click on the green money bag to
insert clip art.

Bl Microsoft Clip Gallery

R R @ @mnortclips @gipsOnline @ﬂelp
| Search for clips: imoney _v_1 E’% [T—__l]

@I Pictures

Clipz 1 - B0 matching money

¥

oK Cancel )

After theimage is added it should look similar to the slide below.

Adding a Picture

e This is clip art from
the library

« Use pictures only
when it helps with the
message.

* You can use your own
images too.

To create adesign for the presentation, Click on format in the menu bar. Click Apply

Design Template.
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The Apply Design Template menu will appear.

Apply Design Template
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Click on the Blue Diagonal template. The preview isto theright of the selection.
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To create dide transitions, Click on Slide Show in the menu bar. Then click on Slide
Transition. Then Click on Slide Transition.
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Click on Blinds Vertical in the slide transition menu.
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Click on apply. Thiswill affect only one slide. Apply to al would affect al the slidesin
your presentation.

Slide Transition
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Click on Slide Show in the menu bar. Then Click View Show to see the changes to your
dlide presentation. Click the mouse to advance to the next slide.
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