
Creating a Presentation with PowerPoint2010 

Selecting The Design  

1. Click the DESIGN Tab 

a. Select a THEME 

b. Select a COLOR Scheme 

c. Select a FONT Scheme 

 

 

 

 

 

 

 

2.  For more design templates, click the FILE tab 

a. Click on NEW 

b. Click on POWERPOINT PRESENTATIONS 

c. Navigate through folders to locate a template 

d.  Click DOWNLOAD  
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Adding Textboxes and Customizing Text 

1. To add your text, click in a textbox and type. 

2. To add another textbox,  

a. Click HOME Tab 

b. Locate DRAWING Group 

c. Click TEXTBOX command and άŘǊŀǿέ ŀ ōƻȄ onto the slide 

3. To format text, highlight the text and use the HOME tab, FONT and PARAGRAPH group commands. 

4. To format the textbox 

a. Use the commands in the HOME tab, Drawing and Editing Groups 

b. Use the commands in the DRAWING TOOLS-FORMAT tab.  

 

Textbox TIPS 

 To move the textbox, rest your mouse on the dotted frame until you see the four headed arrowτ

click, drag and drop to new location 

 To resize the textbox, rest your mouse on one of the corner circles, click and hold mouse down as you 

resize the box. 

 To tilt the box, rest your mouse on the green circle, click and hold mouse down as you move the 

mouse. 
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Inserting Additional Slides  

1. Click HOME Tab 

a. Click NEW SLIDE and select a layout 

(slides will be added to left) 

 

 

 

 

 

 

 

 

 

 

Changing Slide Layouts 

2. Click HOME Tab 

a. Click Slide you want 

changed 

b. Click LAYOUT command 

c. Select an a layout 
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Inserting Objects, Pictures, etc . 

1. Click INSERT Tab 

a. Images 

b. Illustrations 

c. Hyperlinks (tip: highlight text 1st!) 

d. Textboxes, WordArt, etc 

e. Symbols 

f. Media (audio and video)  

 

 

Inserting Transitions (Special Effect Seen When Going to the Next Slide) 

1. Click TRANSITION TAB 

a. Select a transition (see star added to slide)  

b. Select effect to customize transition 

c. Select a sound (use sparingly!)  

d. Set Timing if want transition to appear without clicking the mouse. 
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Inserting Animations (Special Effect Added to the Objects on the Slide) 

1. Click ANIMATIONS Tab 

a. Click on the object (textbox, picture, etc) 

b. Select an Animation (from Animation group or from ADD ANIMATION command)  

c. Set Timing (if needed) 

 

Repeat a-c for each object you wish to add an animation.   

 

The animations will be numbered and appear in the order you added them 
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To Run the Slide Show 

1. Click SLIDESHOW Tab 

a. Select From 

Beginning  

OR 

b. Click Slide Show 

button 

 

 

 

 

 

 

 

 

Navigating Slide Show 

Options: 

 Use Arrow buttons 

 Click Mouse 

 Right Click Mouse 

Using Pointer Pens 
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