Microsoft PowerPoint: Desktop Publishing
PowerPoint Overview

Launching the Program

Planning the Presentation - Storyboard on paper

Creating and Opening Documents

Using Templates


Standard


Individualized Slides

Menus (and keyboard shortcuts)

Customizing the Toolbars

Slide Layout

Document Views – Outline, Slide Sorter, Slide, and Notes Pages

Applying a Background

Entering Text

Inserting, Copying, Moving, Rearranging, and Deleting Slides

Creating Bulleted Lists

Formatting Text – Fonts, Styles, and Colors

Editing, Selecting, Copying, Pasting, and Deleting

Word Art

Applying Special Effects – Sound, Slide Animation, and Action Buttons

Applying Borders, Patterns, and Colors

Inserting Graphics


AutoShapes


Word Art


Clip Art


Text boxes

Inserting Charts


Legends and Headings


Chart Types

Producing Onscreen Slide Shows


Adding Transitions


Clicking the mouse vs Automatic Timing

Saving PowerPoint Documents

Printing PowerPoint Documents – Setting up you slides for printing

