Beginning User Orientation to PowerPoint 2003
Open “This is a sample presentation” and go through  the following changes:
Some basic PowerPoint functions:

Slide Layout
1. Click on Format (menu bar) and the select Slide layout.

2. Click on the different layouts and see how the slide changes


Changing the Design Template
1. Click on Format (menu bar) and then Slide Design

2. Choose a different design template and see how the background changes.

Changing the Slide Design – Color Schemes

1. Click on Format (menu bar) and then Slide Design

2. On the right side of the screen, click on “Color Schemes”

3. Choose a color scheme and see how it effects the slide.  Is it easier to read or harder to read?

Slide Transitions

1. Click on Slide show (menu bar) and select slide transitions.

2. Choose any of the slide transition options (push left)

3. Click on Apply to all Slides.

4. Repeat this process until you find a slide transition that you like.

Custom Animation

1. Click on the text box that says “Let’s learn about PowerPoint!”
2. Click on Slide Show, then custom animation.

3. Click on Add Effect
4. Click on Entrance, then choose any of the options

a. Modify the options - Start, Direction, & Speed

Inserting a Picture (randomly on slide)

1. Move to the last slide.

2. Click on Insert (menu bar) and then choose New Slide

3. Click on Insert (menu bar), then choose Picture, then choose From File

4. Navigate to the See the USA folder.
5. Choose any picture to insert

6. Resize the picture by clicking on one of the corners and dragging toward the center of the picture.

7. Drag the picture by clicking anywhere on the picture (except on its edges)

8. Change the slide layout to have just a title bar, then type a title for the new slide.

