
 INTRODUCTION TO POWERPOINT 

BEGINNING A PRESENTATION 

The screen print below is the Normal view in PowerPoint and the presentation will automatically 
start with a title slide layout. 
 
The software assumes 
that the first slide will be 
a Title slide so when you 
first begin a PowerPoint 
presentation, the first 
slide that appears is a 
Title slide layout.  
 
The Title slide contains 
two placeholders with 
dashed lines surrounding 
the placeholders.  
 
In this example the first 
placeholder contains the 
words Click to add title 
and the second 
placeholder contains the 
words Click to add 
subtitle.  
 
 

 
 
When you click on 
the words that 
identify what the 
placeholder is, the 
words disappear and 
you can type your 
own information in 
the placeholder. 
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Click in the Title 
area or on the 
words Click to add 
title and type "My 
Presentation". 
 

 Click in the 
Subtitle area or 
on the words 
Click to add 
subtitle and 
type your 
name. 

 

 Click outside the 
title/subtitle 
placeholders 
(the dotted 
area) to view 
the completed 
slide. 

 

VIEWS 

 
PowerPoint has 3 different views you access using the view buttons located on the View 

toolbar in the lower right corner of the 
presentation window.   
 

In other versions of PowerPoint these button on located on the lower right corner and you can 
also access these views from the View menu on the toolbar plus the additional Notes view.  
 
Normal View:  This view was new in PowerPoint 2000 and displays a combination of 

Outline view, Slide view and a Speakers Notes. 
 
Slide Sorter View: This view allows you to view all slides in your presentation.  Although you 

cannot edit slides in this view, you can move, copy and delete them.  This 
view is used to apply transitions effects, and copying slides to another file or 
location. 

 

Slide Show View: This view displays your slide as an electronic presentation on the full 
screen of your computerôs monitor, looking much like a slide 
projector display. The slide show begins at the currently selected slide.  
 
To start a presentation from the beginning, select the first slide of the 
presentation, then click the Slide Show View button (or in other versions 
select the Slide Show option from the View menu.) To return to the 
previous view from slide show view, press the Esc key on the keyboard. 
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INSERTING NEW SLIDES 

Click the New Slide button on the 
Home Ribbon   
 
In other version this button is on the Standard Toolbar 
or Choose Insert from the Menu bar and then select 
Insert Slide 
 
 

 
A new slide is automatically added as seen on the next page. But the placeholders on this slide 
are different from the Title slide. This slide is called a Title and Text slide.The Title and Text 
slide layout contains a 
placeholder for a title, as 
well as an area to add 
text.  
 
On the left side of the 
window there is a pane 
that shows a miniature or 
thumb nail of the current 
slides in the presentation. 
There are now two slides 
and the number 2 slide 
has a border around it. 
This is the slide you are 
currently viewing in the 
main document area.  
 

 
There are two tabs at the 
top of this pane: Outline 
tab and Slides tab. When 
the outline tab is selected 
you will see the content of 
the slides shown in 
outline view.  
 
 
 

 Click in the title 
placeholder that 
says Click to add 
title and type 
"About Me!!!" 
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 Click in the text placeholder that says Click to add text and type something about you as 
shown on the next page.  

 

 Then press the enter key. 
 
When you press the Enter key to start a new 
item a bullet will be placed automatically. This 
bullet is considered at the same level of 
importance as the first.  
 

 Type something about you for the second 
bullet and press the enter key again. 

 
A slide with more than one level of bullets is 
called a multilevel bulleted list slide. A level is a 
position within a structure such as an outline that indicates the level of importance. PowerPoint 
allows for five different bulleted levels. 
 

 Press the tab key on the keyboard and notice how the insertion point is indented with a 
different bullet. This is a demoted level. 

 
 
An indented level 
is said to be 
demoted from the 
first level. Promote 
means to raise an 
indented level to 
the level above. 
 
 
 
 

 
Ways you can demote or promote. 

1. Using the Tab key on the keyboard  

2. Clicking the Increase Indent button or 
Decrease Indent button on the Formatting 
toolbar or on the Home Ribbon. 

 

 Finish this slide and use the tab or Increase 
Indent or Decrease Indent as needed. 

Decrease Indent Increase Indent 
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 Click the New Slide button. 
Type Things I Like to Do in 
the title area and complete 
the slide as you did the 
previous slide. 

 
 
Notice that as you have added 
new slide a miniature or 
thumbnail of the slide has been 
added to the left of the main 
content area. Also notice that the 
slides are numbered on the left. 
 
If you put your mouse pointer on 
one of the slides in this area, a 
tool tip will appear displaying the 
title of the slide. You can double 
click on one of the miniature 
slides and the slide will appear in 
the content area. 
 
 

ADDING CLIPART TO A SLIDE 

 In Version 2007 to add ClipArt first click on the Insert tab and then 
click the Clip Art button. This opens the Clip Art Task Pane on the 
right. 

 
 
 

In older versions, choose Insert from the 
Menu bar, then Picture, and then Clip Art. 
 

 In the search text box type in the 
topic you are looking for in clip art 
and then click the Go button or in 
the older versions the Search 
button.  

 
The clip art that matches your word will 
appear in the task pane.  

 Simply click on the clip art to insert.  
 
If you decide you donôt want that piece of 
clip art once you have inserted it, simply 
click on the clip art in your document to 
select it and press the delete key on the 
keyboard. 
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Also, remember you always have the Undo and Redo button on the 
Standard toolbar and the work the same way in PowerPoint as they 
do in Word. 
 
 
 

When your clip art is selected 
it will have eight white circles 
called handles around it. If 
your clip art is not selected, 
you may select it by simply 
clicking on it. 
 
You may then move it around 
by clicking in the middle of the 
clip art and dragging it on the 
screen. (Your mouse pointer 
will look like a pointer with four 
arrows pointing out in a circle. 
This is called the move 
pointer).  
 
You may resize clip art by 
clicking and dragging the 
handles that appear around 
the clip art when it is selected. 
 
 

ADDING AN IMAGE TO A SLIDE 

 
 
 
 
 
 
 
 

 In Version 2007 to add an image, first 
click on the Insert tab and then click the 
Picture  button. This opens the Insert 
Picture dialog box. 

 
 
In older versions, choose Insert on the Menu 
bar then to Pictures and then click on From 
File... 
 


