Helpful hints for Building Power Point Presentations

1. To add text or an image to a slide:


Click inside the box on the slide that says: Click to add Title/Subtitle/Image and type what you want to include.

2. To change font, font size, bold or underline your words:


Use the headings along the top of Power Point page.  A drop-box will open when you click on either the font type or size choices.  


Click the “B” to bold words, the “I” to italicize and the “U” to underline something.  


To change the color of text, click on the capital “A’ with the colored bar beneath it.  A drop-box with color choices will appear.  Click on the color you would like.

3. To change the format of a slide:


Click on the Format heading.  Scroll down and choose Slide Layout and a number of options will pop up to the left of your work.

4 To add a background to slides:


Click on the Format heading.  Scroll down and choose Slide Design.  A number of options will pope up to the left of your work.  Look through the choices and choose one appropriate to your topic.
5. To add images to slides:


-Choose a slide layout that includes image options.  There should be an icon placed in that section of your slide.  


-Click on the section of the icon that appears to be an image of a person.


-You can choose an image from the options provided by Power Point OR


-Save an image from the Internet onto the computer.


-Follow the same directions as above. But click import on the bottom left-hand corner.


-Find your saved image and double- click on it.  It will be added to the options provided by Power Point. 


-Scroll through the options to find your image.  Click on the image and then hit OK.  Your image should be uploaded to the slide.

