
Lesson 4: PowerPoint - 1 - 
Prepared by 
Karen Hosmer   

� � � � � � � � � �� � � � � � � � � �� � � � � � � � � �� � � � � � � � � � 				
				

·  File…New…or use options on the left of the page.  We are going to focus on… 
From Template Design.   
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·  Scroll through the choices, select one 
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·  Select…Color Schemes…right under…Design Templates. 
·  Click on any of the color choices to see the changes, this can be undone. 
·  Animation of the pages and text can be changes on the listed below…Color Schemes. 
·  I recommend using animations very sparingly. 
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·  Click in any text block to enter text or it can be pasted in the box. 

 
Photo 4 

·  Text can be edited in many ways: font size, color, bold, italics; as in Word. 
·  Items can also be deleted and new ones added. 
·  Go to…Insert…Picture (or the item you want to insert) 
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·  Make sure to notice the variety of items possible to add. 
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·  To view show…Slide Show…View Show. 
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·  To add a new layout to a slide…select…Format…Slide Layout, as shown in Photo 7 
and some of the many choices in Photo 8.  Parts of any slide can be removed or 
edited. 
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·  The view on the left side can be changed from the outline view to the slide view by 
clicking on the tabs. 

·  On Photo 11, you can see in the lower left corner to change the screen view.   
·  To move the slides around, highlight one and drag it to the new location. 


