Step by Step for PowerPoint

· Click on PowerPoint icon

· Choose presentation wanted 

Blank Presentation

· Choose layout
· Add background
· Go to format and choose background
· Go to pull down arrow and choose Fill Effects
· Click Gradient to choose colors and shading styles 
· Decide if you want background on all pages (Apply to all) or just one page (Apply)
· Add Content
· Click on Text box (A with lines) 

· Add text and change colors as desired

· Add Pictures

· Go to Insert 

· Choose Picture

· Choose Clip Art (Picture or Motion Clips)

· Choose picture and click on top box close box

· Place picture where wanted by resizing etc.

· To Animate

· Click on Slide Show

· Click on Custom Animation

· Check slides to be animated

· Order slides to be animated (Click Order & Timing

· Highlight slide to work with

· Click Effects And choose animation, sound, direction, and how to introduce text 

· Do the same for all slide objects

· Click on Preview button

· When satisfied Click OK

· To View

· Click Desk Icon on lower left and click on screen to see each slide

· Do same with each slide presentation

Step by Step for adding pictures from Internet as a Background
· Go into PowerPoint and choose slide add text

· Minimize PowerPoint document

· Open Internet and go to website e.g. www.webshots.com
· Go to Web shots Photo Gallery choose subject area

· Choose picture and click

· Right click on the picture and choose Save picture as

· Go to F Drive and then to picture file

· Rename picture and Save

· Minimize Internet and pull up PowerPoint

· Go to Format to Background choose pull down arrow and click on Fill effects

· Choose Picture Tab and click on select picture

· Go to F Drive find picture file and choose picture

· Choose Insert to OK 

· Choose Apply or Apply to all

