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Creating a PowerPoint Presentation
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Step 1: Opening Microsoft PowerPoint

Excel 2013

InfoPath Designer 2013
InfoPath Filler 2013

Lync 2013

Lync Recording Manager
Office 2013 Language Preferences
Office 2013 Upload Center
OneNote 2013

Outlook 2013

PowerPoint 2013

Publisher 2013

Send to OneNote 2013

% SkyDrive Pro 2013

Spreadsheet Compare 2013

Telemetry Dashboard for Office 20...

i Telemetry Log for Office 2013

Word 2013
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Step 2: Creating a new Presentation ***131

INTEGRAL

Creating a PowerPoint Presentation

Blank Presentation Integral lon Boardroom Quotable

Go to File at the top of the screen and click

\ T
DIVIDEND
Organic

o DROPLET
& = ,\/\‘

Presentation” mmwm - l
. . __J \

CIRCUIT

New. A box that says “Blank/New

should appear on the right side of your
|_ |
screen. BANDED
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Step 3: Slide Title/ Subtitle R

Give any title and subtitle to your ppt on slidel.

= [0 It B\ \OoOX O y Orshaperi £ Find
! A1LLD8aM H WE 2 Replace

rrange

IR EE ¢

XTI
g »

Project on Delhi Metro

Created by
Student name
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Step 4: As per your choice apply different formatting options to format the text and pictures.

Project on Delhi Metro

Created by

Student name
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Step 5: Add new slide by clicking on new slide on formatting bar or by right clicking and selecting
new slide option.

Presentation] - PowerPoint m - X - B v Presentation] - PowerPoint m - X

Design  Transitions  Animations  SlideShow  Review  View  Help  Q Tell me what you want to do S Share Design  Transitions  Animations  SlideShow  Review  View  Help  Q Tell me what you want to do £ Share
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= Click to add title
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* Click to add text

Duplicate Slide
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Add Section

Layout »
Reset Slide
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Format Background..
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New Comment
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- Step 6: Adding different elements (pictures, charts, videos, ...)

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

S E ldkd ol B2 B0 |8 & X T D ABRBE:] T QOO

New  Table | Pictures| Online Screenshot Photo  Shapes SmartArt] Chart |Appsfor Hyperlink Action Comment  Text Header WordArt Date & Slide Object Equation Symbol| Video Audio
Slide ~ v Pictures hd Album ~ v Office~ Box & Footer v Time Number hd v hd
Slides Tables Images Illustrations Apps Links Comments Text Symbols Media
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Step 7: Inserting text

Enter your text by clicking and then typing in the box
titled “Click to Add Text” or “Click to Add Title.”

Presentation] - PowerPoint Drawing Tools
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Step 8: Inserting Pictures

You may add pictures by clicking on the box that says, “Click to add content.”
Inside that box, there will be a smaller box with eight icons. Click on the icon
that looks like a photograph of a mountain. A new window will open, allowing
you to browse for a picture on your computer or a CD. Once you find your
picture, click on it and then click “Insert.”
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Step 9: Resizing the picture

mouse pointer down, drag the picture to the size you want.
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You may change the size of your picture by clicking on the picture. The picture will then have black lines around it
with small bubbles or boxes in the corners. Place your mouse over the bubbles or boxes and click. Holding the
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Step 10: Create Slide 3 : Benefits of Metro

Presentation] - PowerPoint

Help Q Tell me what you want to do
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Step 11: Applying transition and animations

Transition: It provides an animated effect to each slide when moving from one slide to the next

during a slide show.

Click on transition tab from the menu bar (apply to all slides)
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Step 12: Applying transition and animations

Transition: It provides an animated effect to each slide when
moving from one slide to the next during a slide show.

Click on transition tab from the menu bar (apply to all slides)

N

Animation: It is an effective way to focus on important points, to control
the flow of information and to increase viewer interest in the presentation.

e Select the object that you want to animate
e Click on Animation tab from menu bar
e Choose any animation effect like appear, fade, fly in etc
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* Time saving

* Cost saving

* Convenience

* Safe Travel

* Reduce pollution
* Reduction in road traffic
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- Step 13: Changing slide design, colors and fonts

HOME

INSER1I DESIGN IYRANSKTIONS
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Creating a PowerPoint Presentation

ANIMATIONS SLIDE SHOW REVIEW VIEW

SLIDE 1 OF 1

ENGLISH (UNITED STATES)

Themes
4 3 2 1 o 1 2
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Format

ze ~ | Background

Variants
4 5 6

Format Background
O

4 FlL

® Solid fill
Gradient fill
Picture or texture fill

Pattern fill

Hide background graphics

Color

Transparency | 0%

Click to add title

Click to add subtitle

Apply to All
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Step 14: Presenting a slide show

Either press F5 Key or use slide show
tab from menu bar.
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" Use Presenter View
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