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Frequently Asked Ques tions 
What is PowerPoint? 

PowerPoint is used to create a slide presentation which you can include clip art, photographs, sound, 
and video clips. PowerPoint also lets you enhance and move text, making your presen tations very 
attractive to watch. 

How do I open PowerPoint ? 
I.	 Click on Windows 95/98/NT Start button (located on the bottom-left comer). 
2.	 Start --+ Programs --+ Applica tions --+ Microso ft Office --+ Microsoft PowerPoint 

How do I create a new presentation? 
I . Click on Blank presentation . 
2.	 Choose the T itle slide layout from the different Layout selections
 

To see the Slide Setup menu:
 
• Click on File then Page Setu p 
Changes are made in a dialog box by either typing new values or by clicking on the triangles to 
increase or decrease the value settings. 

How do I save my presentation? 
I .	 Click File . 
2.	 Scroll down to Save As. 
3.	 Select the location of where you want to save your file in Save in:. 
4.	 Type the name or your file on File name :. 
S.	 Then click Save or just press Enter . 

How do I enter text into it document? 
I . Select the font. 
2.	 Select the font size. 
3.	 Click on the text tool bar (located on the left horizontal lower tool bar). This tool enables you to 

enter text. 
4.	 Place the cursor where you want to begin typing. Click the mouse button to begin entering text. 
5.	 Type the title of your favorite movie. Notice that the text appears in its own text box. Click 

outside this box to make it disappear and then click back on the text to make the box reappear. 

How do I change my background '! 
Solid color background: 
I.	 Click on Fo rmat. 
2.	 Scroll down to Background. 
3.	 Click on the drop down arrow and choose a color. 
4.	 Click on Apply to All. 

Picture background: 
I .	 Click on Format. 
2.	 Scroll down to Bac kgro und. 
3.	 Click on the drop down arrow and choose Fill Effects . 
4.	 On the Fill Effects menu, click on Pic ture. 
5.	 Click on Select Pict ur e. .. and open the location of the desired picture. 
6.	 Click on OK then click on App ly. 
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How do I add a slide? 
I .	 Cl ick on Insert. 
2.	 Scroll down to New Slide. 
3.	 Choose a Layout and Click OK. 
4.	 Add three more slides for practice. 

What is a slide sorter? 
Slide Sorter enab les you to view many different slides at once. It can also be used to de lete, add, and 
move slides around. Choose the slide sorter view by cl icking on the tool with four boxes on it (loc ated 
in the bo ttom left comer of the screen) . 

How do I del et e a slide? 
I .	 While on the Slide Sorter, click on a sl ide you want to delete. 
2.	 Click on the delete button. 

How do I move a slide? 
I .	 While on the Slide Sorter, selec t slide one by clicki ng on it. 
2.	 Whi le holding the mous e button down, drag slide one so that it is positioned after sl ide three. 
3.	 A vertical line will appear to the right of slide three . When thi s line appears, release the mo use 

bu tton. 
4 .	 Slide one should now be the third slide. 

How do I view the slide show? 
I.	 Click on the slide show too l (located at the bo ttom left of the scre en). The slide displ ays in full 

view on the scree n. 
2.	 To advance through the slides, cl ick the mouse button, press enter. or the right arrow key . 
3.	 To move backwards through the slides, press P, or the left arro w key. 

W hat is a slide transition and how can I create transitions? 
Slide transition is the act ion in which a slide appears on the screen as one slide is removed is the 
transition . 
I .	 Go to the slide for which you want to create a transition . In the main menu. cl ick Slide Show and 

choose Slide Tran smission . . . . 
2.	 Under Effect, click the down arrow next to where it says No Transmission. 
3.	 Click Fade through Black. Y ou may have to scroll down to find it. 
4 .	 Under Speed, select Slow. 
5.	 Click Apply to All . 

How do I animate objects? 
1.	 Type the word Animation. 
2.	 Notice that there is a box around the text. 
3.	 Go up to the men u bar and click on Slide Show. 
4.	 Choose C ustom Animation. 
5.	 Unde r Timing 
6.	 Select object(s) needed to be animated. 
7.	 Click on Effects . 
8.	 Unde r Entry Animation and Sound. cl ick on the drop down arrow and choose preferred animation. 
9.	 Choose any sound if needed. 
10.	 Click Preview to see animation, when satisfied Click OK. 
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How do I print my presentation? 
I. Click File on the top of the screen and choose Print. 
2. Look toward the bottom of the window for an option called Print what. 
3. Clic k the mouse button on the down ward arrow to view the print options.
 
Slides - This fits one slide per page.
 
Handouts - This option allows more than one slide to appear on each page. This can be used to save
 
paper and printing costs.
 
Notes Pages - This view allows the presenter to make notes about each slide and then view them
 
during the presen tation. Selecting this print option will print one slide at the top of each page and any
 
notes made by the presenter below it.
 
Outline View - This prints an outline of your presentation. The outline only contains text (no
 
images).
 

Wha t is Pack and Go .. . and how is it useful ?
 
Note: Pack and Go compresses a PowerPoint file into a smaller file. It is useful because sometimes
 
PowerPoint tiles exceed 1.44megs (a floppy drive' s worth) of memory.
 

I . Click on File . 
2. Select Pack and Go ... 
3. Click Next. 
4. Click Next again. 
5. Choose the Drive where the file will be copied to. 
6. Click Next. 
7. Click Next. 
8. Click Finish. 
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