Tech Help @ Introduction to

BBPL PowerPoint
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Text Box

Click to add title

Click to add subtitle

Slide

e Animation: The way text or images appear on a slide during a presentation.

e Picture: Images that come from your computer or flashdrive.

e Text Box: You add text to PowerPoint using text boxes; you cannot just type on the
slide.



Add a New Slide

®d - Pt Fombrer

BBl o rem o nwane o
E Loyt

[ESTePERY & |

T L T T T

Click on the
text New Slide.

Select the slide
style you want.

0 add title

Click to add subtitle

NOTICE:

To delete a slide, right click on it in
the Slide List and select Delete Slide.

Insert Pictures — Template Slide
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* Click to add text

Select the
Picture icon.
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Select the
image.

Click Open.

Slide Design — Design Tab

Choose an
appealing variation.

Click on the Design tab. Select a design.

A . rientation] - Powerd ot
SLUDE SHOW FEVEW

S ———]

HOME INSERT GN TRANSITIONS ANPARTIONS




Add a Slide Transition — Transitions Tab

Click on more to
see more options.

Select a
transition.

Start on the
Transitions tab.

BEH S O TF: Presereaton] - PowerPoirt T® -~ O %X
_ HOME  INSERT  DESIGN  TRANSTTIONS  AMMATIONS  SUDESHOW W VIEW  DEVELOPER Krinten Mustier - L8
- —— - v r %, Somnd [NoSownd) | Advance Side
b [ S J

& L P [ o-l e |

X . & ' *t" l.l o ) , © Dunstione Qoo | [ OnMowme Cick

c D " 5 rons Shap ncener Cow & - s =

N Ca Fade Pinh Wipe Spin Reveal Random Ban Shape Uns Cover v 13 Appty To Al Adter: 0000.00 -

Peview Iranutiza te Tha Sise lorary ~

Add Notes

Make your notes field larger
by clicking and dragging on
the upper border .

Click on NOTES.

Click 10 add notes
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Print — File Tab

Presentation] - PowerPoint
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Print different styles:

Full Page Slides: each page will be a
full slide.

Notes Pages: prints the slide at the
top of the page and all notes at the
bottom.

Printer Propertics

Settings

e Print All Sledes
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= Print entire presentation

D Full Page Skides
Print 1 slide per page

[f=== Print One Sided

Only peint on one side of th.

Outline: Prints only the text boxes
on each page in bullet points.

Collated
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Edit Header & Footer

Handouts: Print several slides/page.

Need more help?

Be sure to sign up for another class at the Baldwin Borough Public Library.

Come to the library and practice on a library computer.

Go to: http://lwww.gcflearnfree.org/powerpoint2016/

Call Pam at the Baldwin Library and schedule a one-on-one appointment: 412-885-2255.



