
Beginning Microsoft 
PowerPoint 2010

Look at the screen

Once you have a 
couple of slides, click 
on the thumbnail to 
jump to that slide 

!ǘ ǘƘŜ ǘƻǇ ƛǎ ǘƘŜ άwƛōōƻƴέ ǿƘƛŎƘ ƛǎ ƴŜǿ ǘƻ нллтΣ ŎƭƛŎƪ ǘƘŜ ǘŀōǎ ŀǘ 
the top to access the options for that  group.

This side bar 
gives you an 
overview of 

your 
presentation

The notes pane shows the notes you created for that slide, print these out 
when you deliver your speech or use for handouts.

The slide pane 
shows the current 

slide.
This is where you 

will do most of your 
work.

Placeholders

Click in the 1st box and type
άaȅ ¸ŜƭƭƻǿǎǘƻƴŜ ¢ǊƛǇέ

Click in the 2nd box and type 
άōȅ  όǘƘŜƴ ȅƻǳǊ ƴŀƳŜύέ

The boxes with dotted outlines are called 
placeholders. Different slide layouts have 

different types of placeholders. 
Click into the place- holders to easily add 

content.



Add a slide

Now click on the image above the words 
άƴŜǿ ǎƭƛŘŜέ ǘƻ ŀŘŘ ŀƴƻǘƘŜǊ ǎƭƛŘŜΦ

Slide options change

You can now see 
some more 

options for this 
slide

Note the 
new slide 
shows up 

on the 
Slide Bar

Slide options

Create a table

Insert a picture 
from a file

Insert clip art from a file

Create a chart

Create your own page 
design

(SmartArt) 

Insert a movie or 
sound clip

More slide type options

2. Click
άtƛŎǘǳǊŜ ǿƛǘƘ /ŀǇǘƛƻƴέ

Each new slide will 
be  the same layout 

until you choose 
another layout.

мΦ /ƭƛŎƪ ά[ŀȅƻǳǘέ



Add a picture

Click  here to start 
adding a picture

1. Click 
ά¸ŜƭƭƻǿǎǘƻƴŜέнΦ /ƭƛŎƪ άhǇŜƴέ

пΦ /ƭƛŎƪ άLƴǎŜǊǘέ

3. Click picture of buffalo

Click into box and 
ǘȅǇŜ ά.ǳŦŦŀƭƻέ

Add a title

PowerPoint 
starts to 
look in 
άaȅ 
tƛŎǘǳǊŜǎέ



Change font size and align the title

1. Highlight Text 

3. Align to center

2.  Font Size

Add an animation

[ŜǘΩǎ ƳŀƪŜ ŀ ōƻȄ ǿƛǘƘ ǘŜȄǘ 
that flies in.

Create a box

2. Click into the slide 
to add the shape.

Shapes
Home Tab

1. Click on the rectangle 
box to select the shape.

Selecting an item (or making active)

Note that when an individual item on the page is 
άŀŎǘƛǾŜέ ȅƻǳ ǎŜŜ ŀ ōƻǊŘŜǊ ŀǊƻǳƴŘ ǘƘŜ ƛǘŜƳΦ 

(You activate an item by clicking on it.)



Enlarge the box

Hover your mouse over lower right corner of the box 
until pointer turns into a double arrow, click and drag 

the corner to make the box larger.

Now type:
ά.ǳŦŦŀƭƻ ŀǘ ǘƘŜ ǎƛŘŜ ƻŦ ǘƘŜ ǊƻŀŘέ

Add text to the box

/ƭƛŎƪ ƻƴ ά{ƘŀǇŜ CƛƭƭΣέ ƘƻǾŜǊ ƳƻǳǎŜ 
over a color, and click to select a 

color for the box

Change the color of the box

Add the animation

Make sure 
item is 
άŀŎǘƛǾŜέ ōȅ 
clicking on 
it to select 
(If needed)

нΦ /ƭƛŎƪ άCƭȅ Lƴέ

1.  Animations tab



[ŜǘΩǎ ǾƛŜǿ ƻǳǊ ǇǊŜǎŜƴǘŀǘƛƻƴ
1.  Slide Show tab

2. Click
άCǊƻƳ .ŜƎƛƴƴƛƴƎέ

To move to the next slide you have a couple of options:
1. Click your mouse left button
2. Press the space bar on your keyboard
3. Press the arrow down on your keyboard 

To leave the slide show at 
ŀƴȅǘƛƳŜ ǇǊŜǎǎ ǘƘŜ ά9ǎŎέ ƻƴ 

your keyboard 
or you will exit at the end 

of your presentation of you 
keep progressing.

Another slide show option

Click here to show slide - show 
view of current  slide

Saving the presentation

1. Click on 
Save Icon

нΦ /ƘƻƻǎŜ ŀ ǇƭŀŎŜ  ǘƻ ǎŀǾŜΣ ƭŜǘΩǎ 
select the desktop

3. Name

пΦ /ƭƛŎƪ ά{ŀǾŜέ



New to PowerPoint 2010

Options for preparing the 
document before saving

Save
Or

Save  As

Printing your PowerPoint project

To print your project:
¦ǎŜ ǘƘŜ άCƛƭŜέ ¢ŀōΣ
1. /ƭƛŎƪ άtǊƛƴǘέ
2. Click option under 

ά{ŜǘǘƛƴƎǎέ ǘƘŜƴ ŎƘƻƻǎŜ ȅƻǳǊ 
handout preference

3. /ƭƛŎƪ άtǊƛƴǘέ

File Tab

1.

2.

3.

Preview of what 
will print.

Print your notes or
Choose how many 
slides you want to 
print per page for 

handouts

File Tab



Adding a theme

To make your presentation more visually pleasing  you can easily add a preset 
ŘŜǎƛƎƴ άǘƘŜƳŜέ
мΦ {ŜƭŜŎǘ ά5ŜǎƛƎƴέ ¢ŀō 
2. Hover mouse over sample to see theme on your slide. Click the theme to 
select.

1. Design Tab

2.
Click here for 
more options

Start with a preset template or theme

2. Click 
άbŜǿέ 

5. Click 
ά/ǊŜŀǘŜέ4. Click 

option 

мΦ /ƭƛŎƪ άCƛƭŜέ

3. Click 
ά¢ƘŜƳŜǎέ

Microsoft online templates

6. Click 
ά5ƻǿƴƭƻŀŘέ

2. 
Click 
άbŜǿέ 

4. Click 
options 

under the 
category

5. click to 
choose option 

1. Click 
άCƛƭŜέ

3. Under 
Office.com 

Templates Click 
the category



Smart Art design comparison

SmartArt- Convert Existing Text

1. Click in the block 
of text to select

2. Click
ά/ƻƴǾŜǊǘ ǘƻ {ƳŀǊǘ !Ǌǘέ

Home Tab

3. Hover over the 
design to see a preview 

and click to choose 



Start with SmartArt

Click 
άSmartArtέ

Or click here in a slide 
ǿƛǘƘ ά/ƻƴǘŜƴǘέ

Insert  tab

3. Click OK

1. Choose 
category 

2. Choose option

View
suggested 

use

Use this box to add info
(this option allows you to progress 
from box to box by using the arrow 

keys to minimize the amount of 
clicking you need to do)

Add information to SmartArt

Or click into each box and type 
to add info


