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Collect all the images you want to create your PowerPoint presentation within a folder on 
your computer. PowerPoint will accept images saved as .jpg, .tif, .gif, and other image 
file formats. It is best to use. jpgÕs to keep your PowerPoint presentation at an 
acceptable file size 

1. Select Microsoft Office from Applications. Select PowerPoint. Select Open. 

2. A blank PowerPoint document will open- this is your first slide. Click in the center 
of a textbox to begin typing your presentation title. If you want to remove the text 
boxes, select the dotted text box area and select delete.
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3. Adding color to your slide: select Format from the toolbar. Select Slide 
Background. Select a color by clicking on the dropdown menu. If you want one 
slide to be designed with that color select Apply. If you want all slides to be 
designed with that color select Apply to All. Tip: darker colors, such as black, 
dark grey, and burgundy are best for PowerPoint presentations that contain 
mainly images.

4. Inserting an image into your slide: select Insert from the toolbar. Select 
Picture and From File. 
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You may also insert an image by selecting Insert Picture from File from the 
Formatting Palette toolbar.

5. Select an image file from your folder of images and select Insert.

* Try inserting multiple images into one slide to compare and contrast or to see 
multiple views of the same work.

Insert 
Picture from 
File button
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6. Adjusting image size in a slide: select the image you want to adjust by clicking 
the image with your mouse. 8 squares will appear around the image. Select a 
corner square and drag it to enlarge or minimize the image. Tip: you must select 
a corner square to adjust size without distorting its aspect ratio.

7. Adjusting image position in a slide: select the image you want to adjust by 
clicking the image with your mouse and drag it to the position that you want. Tip: 
you will have greater control over the imageÕs movement if you hold down the 
Command key (the open-Apple key) as you drag the image.

Select a 
corner circle 
to adjust size



6

8. Adding additional slides: there are several ways to add new slides to your 
presentation. Select Insert from the toolbar and New Slide. Or select the New 
Slide button from the toolbar. 

You may also add a new slide by selecting New Blank Slide from Add Objects from 
the Formatting Palette toolbar.

9. Adding text to a slide: select Insert from the toolbar and select Text Box. Click 
a point in the slide to activate the text box. A blinking cursor will appear. Begin 

Select 
Add Blank 
Slide

New Slide
button
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typing. To create a new line hit the return key on your keyboard. Tip: Arial font at 
24pt displays well for presentations.

10. Viewing the PowerPoint presentation: you can view your presentation in 
Normal View, Slide Sorter View, or in Slide Show View. You can select these 
view options by selecting View from the toolbar or by selecting the view buttons 
from the lower-left corner of your PowerPoint document:  

Normal 
View Slide Sorter 

View

Slide Show 
View 
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11. Moving slides around within the PowerPoint presentation: select the Slide 
Sorter View button. Select a slide and drag the slide to where you want the slide 
to be placed. You can also select and drag slides in Normal View.

12. Saving your PowerPoint presentation: select File from the toolbar and select 
Save. 

Select Slide 
Sorter View 
to move 
slides
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13. Printing options: select File from the toolbar and select Print. Selecting an 
option from the Print What dropdown menu will give you further printing options. 


