Introduction to PowerPoint
The Environment
It is important to become familiar with the components of the PowerPoint Window. When you launch PowerPoint it will appear as it does below.  The title bar will tell you that you are using Microsoft PowerPoint and the name of the document you are working on.  It will be called Presentation1 until you name it as a part of saving.  Presentation1 is the default blank document.  The tool bar is comprised of Fast Action Toolbar Buttons.  The buttons will initiate an action without opening a dialog box.  Dialog boxes are available through the menus.  The menu bar tells you what menus you have available to you.  There are two sets of Window Control Buttons.  One is on the title bar and is specific to all of PowerPoint; the other is on the menu bar and is specific for the document you have opened which in this case is Presentation1.
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Working with Slides

The first slide, by default will be the title slide for your presentation.  As the screen prompts you, you may add a Title and a Subtitle to complete this slide.  Once you have a title slide, you are ready to add more to continue with the presentation.  To insert a new slide, go to the Insert menu and select “New Slide.”  This will open the Slide Layout Task Pane to the right of the presentation.  This Task Pane groups the slide types by the type of layout each slide will offer.  This way everything is easy to find.  

Just clicking on the mini version of the slide will update the slide in front of you.  If, for some reason, you decide to switch to a different slide type, nothing more needs to be done to remove the old one.  Simply selecting a new slide type will do the trick.
Each of the slide type will have a preview of what that slide will look like if selected.  It will also have the descriptor in the lower right hand corner.

This Task Panel will be the starting point for nearly everything you may go on to do to the slide.  Notice that there is a little drop down arrow to the right of where it is labeled “Slide Layout.”  It is circled in the figure to the left.  This is actually a drop down menu.  Once you have added content to the slide, using this drop down menu will allow you to add animation, change the transition from this slide to the next, and even apply a design template to the entire presentation.

Choosing a Design Template and Color Scheme
Going from a plain, black-and-white presentation to one with a little more color is as simple as clicking on the arrow to the right of the Slide Layout Task Pane, as indicated above.  This will give you a menu, select “Design Slide” from the list.  You may also find this option under the Format Menu, if you would rather.
The Design Slide Task Pane functions the same as the Slide Layout Task Pane in that selecting one slide design template immediately applies that design to all of the slides in the presentation.  Applying the design unifies all of the titles in the presentation to a similar appearance.  It applies a color scheme to all of the text and bullets.  
Once you have picked a design template for your presentation, you may choose to change the color scheme that was determined by the Design Template.  Simply clicking on the link for “Color Scheme” will give you a list of options that are complementary to the overall design that you have chosen.  This will give you the ability to personalize a presentation while still having the uniform feeling of a design template.

Slide Master

You will use the Slide Master to design your own presentation template, or to alter an existing one for one presentation.  This will allow you to create your own designs for presentations that can be used again and again.  To alter a presentation design that already exists, begin by selecting the presentation design you will like to alter.  Next, go to the View menu and select Master and then “Slide Master.”  Changing something in the Slide Master will affect all of the normal slides to follow.
Changing the font size, face and color in the Slide Master will change all subsequent slides.  To change the font of the title, for example, simply select the words “Click to edit Master title style” and change the fonts.  Go to the Format menu and select “Font.”  Once you have made the changes click the “OK” button.

You may also change the bulleted items and the location of any graphics on the slide.  Simply select the text with the bullets that you would like to change, and then go to the Format menu and select bullet.  Notice that you can change the color and size of the bullet, as well as the picture it is drawn from.  There are lists of fonts that you can pick bullet images from.  When you have picked the bullet you want press “OK.”
To add an image to the background to each slide in the presentation, go to the Insert Menu and choose “ClipArt.”  You can choose your image from the library that Microsoft provides, or you may select one of your own.  To place the image on the presentation, simply click on that image in the Task Pane.  You may resize and move the image to the desired location.  
Once you have made all of the changes that you will to the Master Slide, click the button that says “Close Master View” on the Master toolbar.
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