1. Log on to the computer using your school
your student # (1% box)
and your school computer password (2" box) Other user

Recertly wiced

W Gzeom
2. Click on the E icon on the bottom i -
€D 30vieme
left corner to see all the programs. . o8
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Click on the PowerPoint icon. 73 [
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Adcbe Shotmhop Elesmert 4 |
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PowerPoint Good morning

3. Next, click on Blank

Presentation to start a new
file.

Blank Presentation Nelcome to PowerPai... Madison

4. You will see a page like this.

Click to add title

Click Lo add su
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5. Give the Powerpoint a file name by clicking on File on the top left corner of the
page.

6. Then choose Save As

7. Choose the folder where you want to save the Powerpoint to. Name the file and

click Save.
Save As
@ F— T = Documents
How to use Powerpoint
sDa1 PowerPaint Presentation (*pptx) P [Z save

. OneDrive - SD41

@burnabyschools.ca

Mame T Date modified
Sites - SD41 R
¢ @bumabyschools.ca D Custom Office Templates 5/14/2019 1:49 PM
Silo et D Rainbow Calling Service 4/21/2020 16:00 AM
El;' Ul ] References 5/12/2020 218 PM

l How to use Powerpaint -

8. Once saved, you will see the file name at the top of the page. =v  view Help  acobat O

2 i
dd- Zoom Comment

e —

9. The first slide in the Powerpoint is your title page.
10. Add more slides by pressing the Enter key.

11.You can move individual slides around by dragging them to spot you want to
move the slides to.

12.The Menu option is located at the top of the screen.
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13. The Home button iS File Home+ Insert Design Transitions Animations Slide Show Review View He
Qg . @ Layout bri Li inc - N PR == | === U
Slml|al" tO the onein a flj [EI I_—lﬂ T Reset Calibri Light (Headinc ~ |60 AT A }59 =ri= =B IE || XS %
be=m % Wem — B I US a2-aar ﬁvﬁv S=E=EE = =
Word document. - Slide - [ Section - G
Clipboard Slides Font [ Paragraph
e Change the font, font size and font colour here
e Align your text left, centre, right or justified
14. B I U B =Dboldthe text | = italicize U =Underline

15.Insert — new slides, tables, pictures, shapes, etc.
'-’—') - O (LIRS How to use Powerpoint

File Home Insert Design Transitigme

f +] °&@ Online Pictures
L]

;,-1 Screenshot =

Animations Slide Show Review View Help Acri

£ 3D Models ~ FE & (a) |E|

’@ & SmartArt

Shapes fcons Forms Add- Zoom Link Action
o1l Chart i~ . .

Links

Pictures

) Photo Album ~
lllustrations Forms

Images

16.You can also insert links, text boxes, videos, audio files, etc.

Help Acrobat Format 2 Tell me what you want to do 14 Share B

| | S 43¢
Header WordArt Eﬂ Symbols || Video

= -

r——': -}

R+ -
Screen Insert
=cording Media

Link RAction Comment Text
- Box B Footer -

MMedia

Links Comments Text

17.To insert a picture from the computer, click Pictures from the Insert option.

@ Insent Picture

File Home Design Transitions
« v A &> ThisPC > Downloads v o

10 | [

Organize » | New folder

% Online Pictures O
@ OneDiive-5041

=

New Table Pictures 1Screenshot' Shapes 2
I This PC &
Side~ | - Photolbum + | - | 18. Go to whereyour % o
B Desktop .
Slides Tables Images H H
g plcture is Saved and Select ‘z;;.:: prreey
Pictures
‘] . B Music ~ -
* Insert pictures from your computer Ito Press Inserta = Pictures H
¥ B Videos
or from other computers that you're & Wbt Bmf“b;_‘;vm
connected to. = Data (D)
o File name: | Burnaby-south <] [Aipictures ~
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19. Design option— choose the design you like.

Design Ideas * % | What's New

€@ P seachneo

Ink a splendid siide

How to use Powerpoint
File Home Insert Design Transitions

Animations Slide Show Review View Help Acrobat

) [N S (=], - )

21.Insert a video

B2 0% -

How to use Powerpoint
File Home Insert Design Transitions

Animations Slide Show Review View

4@ @ E @ Online Pictures F‘C) t,% €7 3D Models - IS

o oo k| H AR 48 o i3 Ll
e | T || Crmms O e Shapes Icons ESmartart Zaom

Help Acrobat £ Tell me what you want to da

Slide ~

Forms | Add- Comment | Text Header WordArt Symbols 8 Video Audio Screen
& Photo Album |~ dfl Chart ins - - Box &Footer - G - -+ Recording

Slides. Tables Images Ilustrations Forms Links. Comments Text E_IQ Online Video...

1 u

[ Video on My PC...

22.Transitions button

Bosl=k = m s
Press CTRL + A to select all the slides on the left side.

Select the transition you want. :

23.To play the slide show, select Slide Show

File Home Insert Design Transitions Animations Slide Show Review View b
-%[ % ’__ L_l [/ Play Marrations
i~ - G ©® U= Tt
Fram From Present Custom Slide Set Up Rehearse Record Slide Bl T
Beginning [ Current Slide ' Online~  Show -~ Slide Show Timings  Show~ Show Media Cantrols
Start Slide Show Set Up
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