
Step by Step Technology
Power with Power Point
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Step by Step allows learners to 
enter the study at any level. 
You can not magically appear 
on the top of a high rise, you 
must take it one step at a time.
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When you open Power Point 
(ppt) you will have a white 
background for your slide. If 
you would like to add a design 
you can do this several ways.

• Use the basic that is already in ppt
• Download from the Internet
• Create your own
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To format any slide, you must go 
to Format> Slide Design.
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This will open a Slide Design 
window on the right side of 
your screen.

You can choose one of these or 
you can scroll all the way down 
to the bottom to download one 
from Microsoft.
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If you choose one already in 
ppt, then you are ready to go. 

If you want to look at the 
options on the Internet, click on 
Design Templates on Microsoft 
Office Online.
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Design Templates on Microsoft 
Office Online 

• Click on the Theme of your ppt
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Design Templates on Microsoft 
Office Online 

• Find the Slide format that your 
would like to use and click.
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Design Templates on Microsoft 
Office Online 

• Click the download button. 
Note:  you are seeing the title page the ppt pages will look 

similar, but not exact to what you are seeing.
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Designing your own Format
Go to View > Master> Slide Master
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Designing your own Format
Starting out with a blank ppt, you can 
draw a box with the background color or 
design you need.

• Double click on the shape to open the design 
tool and change the color to what you need.
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Designing your own Format
Right click on the box (shape) and select 
Order> Send to Backthat will move your 
shape behind everything.
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Designing your own Format
You can now modify anything in the 
Master from the text to adding shapes that 
will show up on every slide. 
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Designing your own Format
Now you can add shapes and words to 
your design.
(I drew some squares and set them to transparent and overlapped them 
for this design.)
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Designing your own Format
When you are finished be sure to Close 
Master Viewto begin creating the slides to 
your ppt.
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You can add shapes or WordArt 
using the toolbar (normally) 
located at the bottom of your 
screen.
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WordArt

Choose the type of font
you would like to use.

Type in your text and 
click OK.
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WordArt adds a little pizzazz to 
your work.
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You can add 3D shapes to your 
work as well.

• Add an AutoShape or draw one of 
your own.

• By clicking on the 3D shape tool, 
you can make your shape pop off 
the ppt.
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Animations refer to anything 
that moves. 

• What can we animate?
» Basic shapes
» Text
» Arrows
» Outlined shapes
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Place the object that you wish 
to animate on your slide. 

Here I am going to insert the heart we used in the previous section.

• Click on Slide Showand then Custom 
Animation.
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Make sure your shape is highlighted (you 
will know it is if the little circles appear in 
the corners of the image).

• The Custom Animation 
will open on the right
side of your screen.

• When can animations happen?
» Entrance

» Exit

» Emphasis

» Motion Paths 
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Decide when you want the animation to take 
place and click on Add Effect then one of 
the following:

» Entrance
» Exit

» Emphasis

» Motion Paths 

For each type of animation: entrance, exit, 
emphasis or motion paths, the type of 
animation you will have to choose from 
may be different.
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You can set animations to move 
after previous or on click. 
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You can set your animations to highlight your 
work. By using Custom you can move 
your image in any direction you need.

• First how do you want to highlight?
» Arrow

» Shapes

Draw the shape or arrow using your shapes in 
the bottom toolbar. 
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Draw the shape and then double click on the 
shape to open the properties. Make the fill 
color NO FILL and I like to use a bright 
color for the line color. I then set the line 
size to about 4.5 so it is easy to see.
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Set the shape on the first thing you would like 
to highlight. Again, make sure it has the 
little circles in the corners to show you 
have that image selected. Go to Slide 
Show and Custom Animations. 
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Add Effect and choose Motion Paths. 
You can change the direction and path by moving the green and red 

arrows at the end of the line. Just remember green=start, 
red=stop.



S
creen S

hots

This can be used in multiple 
programs, not just ppt. If there is 
something on your screen and 
you want to get a shot for your 
presentation, hold downthe 
controlbutton and push the Print 
Screen(button on keyboard top 
right side). 
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This is in no way a complete 
lesson on ppt, only a basic 
lesson. The best way to learn 
more about ppt (or any program) 
is to jump in and start using it. 
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If you have any questions, please 
feel free to ask!

Anita
anita@intech4all.com
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Then hold downthe controlkey 
again and push the “V” key to 
paste. It is then an image that 
you can crop and use in your 
document.


