
     MICROSOFT POWER POINT 

 

Microsoft power point is a professional presentation program that allows 

the user to create "presentation slides" that can be displayed on the 

computer screen or through a projector that is plugged in to the computer. A 

power point presentation is a good way to convey pieces of information, 

usually in the form of an outline, to a large audience. generally, power point 

presentations are appealing to users because they are easy to create and edit 

and generally small enough to fit onto a cd power point is a tool you can 

use to communicate our ideas effectively. With power point, you can create 

slides for your presentation in the output we require. 



Starting PowerPoint: 

Before we get started with Microsoft Power point we will need to locate 

and open it on the computer. It may be on your desktop. On the computer 

desktop:  

1. Double-click on the ms power point icon  

If the ms power point icon is not on the desktop, go to the start menu:  

 click ► star t ► programs ► microsoft power point 

Ms Power point will open a blank page called 

presentation1."  

1)The title bar:  

 



2) The menu bar: The menu bar is a common in almost all microsoft 
windows programs.  

 

 

 
It features text-based menus, on which every option available to the user in 
the entire program is listed. each menu expands when clicked, offering 
many options categorized by specific tasks.  

 
3) Standard toolbar : Toolbars provide "shortcuts" to commands also found 
in the menu bar. toolbars are usually located just below the menu bar and 
exist to offer another way to perform the same task.  

  



The most commonly used commands in ms powerpoint are also the most 

accessible. some of these commands are: 

 

 

 

new | open | save | print | preview | spell-check | copy | paste | undo | insert 

 

4) Formatting toolbar : The formatting toolbar offers options that can 

change the font, size, color, alignment, organization, and style of the text in 

the presentation slides.  

 

 

 



Design/new slide icons: 

 

 

 
 

Two additional shortcut icons appear on the ms powerpoint toolbar:   

1) The design icon: The design icon is a shortcut to the slide design page. 
We will be able to create and edit the appearance of your slide(s).  

2) The new slide icon: The new slide icon automatically adds a new, blank 

slide. We can keep track of the slides we have already worked on in the 

slide outline box on the left-hand side of the screen. We can access a 

slide at any time by clicking on it with your mouse through this screen.  

 



SIMPLE TASKS IN MICROSOFT POWERPOINT : 

1) Text boxes: Text boxes are the areas that allows to type words, 
sentences, and bullet points into the slide. When we first open 
ms power point, there will automatically be two text boxes on 
the slide: 

 i)Click to add title 

 ii)Click to add subtitle 

 

 

 

 

  
 To move the text box to a different location on the slide, move 

your mouse pointer over any part of the thick, gray box outline. 

 To write in a text box, simply click inside the box with your 
mouse. when a cursor is flashing, you are ready to type.   

 

    

  



2) Slide design : One of the more popular features of ms power point is that 

it gives the use a wide variety of design choices. At some point, we may 

wish to change the design and color of the background of your slides. to do 

so, simply click on the design icon:  

 

    

 

 

=> Design templates : We can choose from to apply to the background of 

our slides. For each template, we have the option of applying the design to 

all slides or to only the selected slide. We can view these options by 

clicking on the arrow on the right side of the template.  



 

 

 

 

 

=> Color schemes: This option gives a variety of color schemes to 

choose from to apply to you r selected design template.  

=> Animation schemes: This option will allow you to select different 

types of animation that can be applied to either all the slides or 

selected slides.  

=>Designing our own background: Sometimes we may wish to design 

our own background. To do this, select format ► background… from 

the menu bar. Select the color bar on the bottom of the background 

window and choose the appropriate color. 



 

 

 

 

 

 

 

 

3) Slide layout: The default in power point for each new slide is to have a 

title text box and a text box. as discussed earlier, we do have the option of 

rearranging the text boxes to fit any layout you have in mind.  

To choose a slide layout, select format ► slide layout from the menu bar. 

On the right-hand side of your screen, the "slide layout" pane will appear.  



There are four different types of layout categories.  

1) Text layout: These options are for choosing a layout in which you are 

only organizing different text boxes. there is no room for pictures, charts, or 

graphs.  

2) Content layout: These options are for choosing a layout that will only 

contain pictures, charts, or graphs. there is no room for text boxes.  

3) Text and content layout: these options have room for both text boxes and 

pictures, charts, or graphs.  

4) Other layouts: these layouts are designed for other media content such as 

video clips or audio tracks.  

 

4) Inserting a picture: Inserting a picture into ms power point is very similar 

to inserting a picture into ms word.  

1. select the slide that you wish to add a picture to.  

 

 



2. From the menu bar, select  

 insert ► picture ► from file (or clip art).  

3. Choose the picture you wish to insert and select insert. 

 

5) Inserting a graph or table: There are two ways to insert a graph or table 

into a power point slide.  

1)The graph or table may already exist in another 

document or file. We can simply insert the graph or table 

as you would a picture. Follow the instructions under 

inserting a picture. We could cut and paste a graph or 

chart from another document or file into your slide 

presentation.  

2. Ms power point can create graphs or tables directly in the slide. from the 

menu bar, select  

 insert ► chart (or table).  

 

 



6) Slide Management: Once we have completed a slide, you can create a 

new slide by clicking on the new slide icon. Previous slides still appear on 

the left-side frame . We can access previous slides by simply clicking on 

them from this location. Once all slides have been completed, we can 

present your slides in a "slideshow." from the menu bar select slide show ► 

view show.  

To end slide show, click on the square box on the lower left side of your 

slide show .Select End Show from the pop-up window.  
 

7)Saving presentation: Choose Save As from the file menu. In the file save 

dialog box, type the name you wish to give your presentation in the file 

name edit box, select the folder where you want it saved from the save in 

drop down list, and click save.  



If you’re going to open the presentation in another computer and want to 

make sure that text displays properly, click the embed true type check box. 

 

8)Printing: To print, choose print from the file menu. In the print dialog 

box, select from the power point drop down list and click ok. If you’re 

printing a color presentation on a black and white printer, click the black & 

white check box to print black and white view of the presentation. If your 

slides are sized differently from the paper you’re printing on (for example, 

35mm or on-screen), click the scale to fit paper check box to make the slide 

images fill the page 

 

 


