Instructions for PowerPoint Presentation

Use the following information to start your PowerPoint, multimedia slide presentation. You must have a minimum of ____ slides, and you must bring your slide to me on disk or email it to me by _______________. If you have any questions regarding instructions or materials or need extra help to put it together, please

1. Go to Programs then Microsoft Office  then choose Microsoft PowerPoint
2. Choose Template to select one of several pre-made slides. You can delete the text and most graphics from these and create your own slides. Or Choose blank presentation. You can create your own background or choose from a variety of colors and backgrounds.

3. Click INSERT then DUPLICATE SLIDE. Do this until you have 12 slides.

4. On the first slide, include the following text information. To add text, simply click on INSERT then TEXT BOX. When you point on the slide, a text box will appear. You type your text in the box.   Include the information you would normally place in your heading: Name: Language Arts: Date: Title of Work (underlined)
5. GRAPHICS: Add at least one graphic of the cover slide. You may want to include other graphic, however, keep in mind that your file may be difficult to save on disk or to email if it is too large. To insert a graphic, click INSERT, then PICTURE, then choose either FROM CLIPART ART or FROM FILE. You may find graphics at many of the web sites listed on the reverse page. If you find novel-related objects to include from the Internet, you must click on the image then "save as". Save the file in my documents.

6. WORD ART: You may use this feature for titles, but I would like to caution you when using it for large amounts of text on any particular slide. To use Word Art, CLICK INSERT, then PICTURE, then WORD ART

7. SOUND: Add at least one sound wav to a graphic or test. To insert a sound, click INSERT MOVIES AND SOUND, Choose SOUND, then choose SOUND FROM GALLERY or SOUND FROM FILE. You may find wav sounds at many of the web sites listed on the reverse page. If you find novel-related sound wavs to include from the Internet, you must click on the image then "save as". Save the file in my documents.
8. ANIMATION: You may include animation on any of your text or graphics. To include animation, click on an SLIDESHOW at the tool bar. Then Click CUSTOM ANIMATION.  Once in CUSTOM ANIMATION, click on TIMING and EFFECTS for each item or text that you want to animate.
