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Getting Started with MS PowerPoint 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the Start 
button, Programs, 
MS Office, MS 
PowerPoint. 

Click here and begin typing Business 
Graduates (see next page for 
directions on the six slides you will 
create in the first presentation). 

Need more space? Click and drag this line 
to the left or click the X to close it. 

For more room, 
click and drag this 
line downward. 
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To get clipart click on 
Insert tab, Clip Art 
and then on the right, 
type in Search for: 
meeting. 

To get Footers click 
on Insert Tab, Header 
and Footer, Slides, 
Date and Time, 
Update Automatically,  
Slide Number, Footer 
(Assignment # 1 by 
Your Name). 

Resize clipart by clicking and dragging on 
corners. If you don’t have this one, select a 
similar one. You could also click on; Find 
more at Office.com (bottom right).

To get a new slide click on Home tab, 
New Slide (Title and Content). 

Resize text box 
containing bullets 
by clicking and 
dragging the grab 
handles. Add Clip 
Art, Search for; 
Dollar. 
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To get Shape (Happy 
face) click on Insert tab, 
Shapes, Happy Face. 

To get Texture (water 
droplets) right click on 
shape, Paint Bucket 
down arrow, Texture, 
water droplets, or, 
Right click, Format 
Object, Fill, Texture, 
Water Droplets. 

To change bullet 
type, select all five 
lines, click on 
Home tab, bullet 
button down 
arrow, check 
marks. 

Insert tab, shapes, down arrow. To 
format it, Right click, Paint Bucket 
down arrow, Texture, Marble.

Insert tab, clipart, Search for 
Business. If you don’t have this 
one, a similar one will do.

To get two columns click 
on Home tab, Layout 
down arrow, two content. 
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To Demote 
(Indent) type the 
Tab key. Shift, 
Tab to Promote.  

To get background color click on Design, Background Styles 
down arrow, Format Background, Fill, Gradient, Type, Linear, 
Close (only this slide). 

Insert tab, Shapes, Arrow. Right 
click, Paint Bucket down arrow, 
Texture, Granite.

To demote, type 
the Tab key 
(Shift, Tab to 
promote). 

Insert tab, Shapes, 
Heart. Change Fill, 
More Colors, light 
pink. 

To get your name 
inside, Right click, 
Edit Text, size 24. 

Home tab, 
Bullets, Arrow. 

To print, click on Office Button, Print, Print what:, 
Handouts, 6 per page. To get shading to print, select Color. 

To save click on File 
tab, Save As. A1 
Business by Your 
Name, in your 
account and memory 
stick.


