How To Use Microsoft Powerpoint
How to open
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1.
Click on the                    button.

2.
Select ALL PROGRAMS from the menu.

3.
Look for Microsoft Office from the menu then slide across to the right.

4.
Select Microsoft Powerpoint.
Choose a layout and a background

1.
On the toolbar click on FORMAT.

2.
Select SLIDE LAYOUT from the list.

3.
On the right hand side a menu should appear with a selection of text and image layouts. 

4.
Choose one by double clicking.

5.
On the toolbar click on FORMAT.

6.
Select SLIDE DESIGN from the list.

7.
On the right hand side a menu should appear with a selection of background designs.

8.
Choose one by double clicking on it.
Now you can type in your text by clicking on the page.
To add a picture
To add a picture from clipart.

1.
Click on INSERT on the toolbar.

2.
Select PICTURE and then CLIPART.

3.
On the right a menu should appear. Type in what you want a picture of and then double click to insert.
To add a picture from your computer.

1.
Click on INSERT on the toolbar.

2.
Select PICTURE and then FROM FILE.

3.
This should bring up a box. Make sure it says MY PICTURES and then select the folder or picture you want by double clicking.
To add sound

1.
On the toolbar select INSERT.

2.
Scroll down and select MOVIES AND SOUND.

3.
Slide across and select SOUND FROM CLIP ORGANISER  (You can select from file if you have recorded your own sound)

4.
On the right hand menu type in what you want or choose one of the general sounds.

5.
Double click to insert.
To animate your text and image.
1.
Select what you want to move by clicking on the text or the image.

2.
On the toolbar click on SLIDESHOW.

3.
Scroll down and select CUSTOM ANIMATION.

4.
On the right hand menu click ADD EFFECT.

5.
Click on the green star (Entrance) and select an effect from the list.

6.
If you want more effects click on MORE EFFECTS.

7.
To test it click on PLAY
To view your presentation

1.
Select SLIDESHOW on the toolbar.

2.
Click on VIEW SHOW.

To save your work

1.
 FILE on the toolbar.

2.
Click on SAVE AS.

3.
Double click the YEAR 5 or 6 folder from the menu.

4.
You can now write your file name and click SAVE.
