
PowerPoint Presentation Graphics Program Basics II 
 
 
Starting a presentation 

1. Click the Design tab, and then click the blue design theme called Flow.  Click the 
down arrow next to the Colors tool (to the right of the themes). Click the Theme 
color called Paper to change the look of the theme. 
 

 
 
 

Title slide 
1. Click in the title placeholder and type Your Presentation. 
2. Click In the subtitle placeholder and type Add Interest to Your Slides. 

 
Second slide 

1. Click the Home tab, and the click the arrow next to the New Slide tool. Choose 
the Title and Content layout from the drop down menu. 

2. Click the Design tab, and then click the down arrow next to Background Styles. 
3. Select style 7 that matches the background of the title slide. 
4. Type Change Background in the title placeholder. 
5. Type Text in the Text placeholder. 

 
 



 
 

Working with Clip Art 
1. Click the Home tab, and then click New Slide and select the Title and Content 

layout. 
2. Click in the title placeholder and type Working with Clip Art. 
3. Click the Clip Art picture in the content placeholder. 
4. Type leaves in the Clip Art task pane’s search box, click Go, and then click a 

simple picture. Do not select a picture with a yellow star in the corner since these 
are animated and cannot be changed.  

5. The Picture Tools Format tab should now be showing on your ribbon.  In the 
Adjust group click Recolor. Select a variation that blends well with your slide’s 
background.    

 

 



6. Close the Clip Art task pane. 
 

Note: This only works with Windows Metafiles (clip art). Colors of other types of files can 
only be changed using an image editing program. 

 
Importing images 

1. Click the Home tab, and then click New Slide and select a Blank layout.  
2. Click the Design tab and click the Launcher in the Background group (small 

arrow in the lower right corner of the group).  
3. Click Hide background graphics to remove the tan graphic at the top of the 

slide. Close the dialog box. 
4. Minimize PowerPoint. 
5. Open the Internet (big blue E on your laptop). 
6. Put your mouse pointer over the picture of the library in the upper left corner of 

your screen.  
 

 
 

7. Right click and choose Save Picture As from the menu. Save on the Desktop. 
8. Close the Internet. 
9. Click the PowerPoint button on your taskbar to open the PowerPoint window. 
10. Click the Insert tab, and then click Picture in the Illustrations group. 
11. Find your picture on the Desktop. Select it and then click Insert. 
12. If the picture is too small, put your mouse pointer over a corner and drag 

outward. 
 



 
 

Slide Sorter view 
1. Click the Slide Sorter view button in the lower right area of your screen. 
2. To move a slide in Slide Sorter view, place your mouse pointer over the slide and 

hold down the left mouse button while dragging the slide. 
3. To delete, click on a single slide or hold down the Shift key while selecting 

several slides, and then press the Delete key on your keyboard. 
 
Hiding a slide 

1. In Normal view, right click the slide you want to hide in the Slides tab at the left 
of the screen. 

2. Select Hide Slide from the menu. The colors in the hidden slide will appear 
slightly different in the Slides tab from the other slides and the number of the 
slide will have a border around it. 

 
Animations 

1. Click the Animations tab. 
2. Click slide three in the Slides tab on the left of your screen. 
3. Highlight the title of the slide. 
4. In the Animations group, click the down arrow next to the Animate box. Put your 

pointer over several of the choices in the drop down menu and watch your slide 
to see the effects. Select Fade. Click Custom Animation. Click Remove to 
remove the animation. We will add it back using the Slide Master. 

5. Select the clip art on your slide. To see more effects, in the Animations group, 
click Custom Animation, and then click the down arrow next to Add Effect in 
the task pane that appears.  

6. Select Box from the Entrance menu. 



 
 

 
 

7. If you want a special effect when you transition from the previous slide to this 
slide, select one of the options in the gallery called Transition to This Slide. 
Click Apply To All to apply the transition to all your slides. 

 
Slide Master 
The Slide Master allows you to make changes to several slides at once. 

1. Click the View tab, and then click Slide Master. 
2. Click the Title and Content layout in the sidebar on the left. Changes made in 

the Slide Master will affect all slides with that layout. 
 

 
 



3. Triple click in the Title placeholder to select the title. 
4. Click the Animations tab and choose an animation from the drop down menu 

next to Animate. 
5. Triple click the first line of text to select it. Click Custom Animation and add an 

effect from the task pane. 
6. Choose a transition style from the Transition to This Slide gallery. 
7. Click the Normal view button in the lower right area of the screen. Select Slide 

#2 in the Slides tab on the left of the screen, and then click the Slide Show view 
button.   

8. Click your left mouse button to see the effects. These effects chosen in the Slide 
Master view should have been applied to slides two and three since they both 
have the Title and Content layout. 

 
Setting timings 

1. Click the Slide Show tab. 
2. In the Set Up group, click Rehearse Timings. 
3. As the Rehearse Timings clock runs click your left mouse button or right arrow 

key on your keyboard each time you want a new object to appear, or you want to 
go to the next slide. 

4. When asked if you want to keep the new slide timings, click Yes. 
5. If you want to present your show without timings, in the Set Up group click Set 

Up Slide Show. This dialog box allows you to select advance options for showing 
your presentation. Under Advance slides, select Manually. 

 

 
 

Slide Show Commands 
1. In Normal view, click your first slide in the Slides tab on the left of the screen. 
2. Click the Slide Show view button. 
3. Press F1 on your keyboard to view a list of commands that may be useful when 

running a slide show. 
4. Click OK to make the list disappear, then right click to bring up another menu of 

options that can be used during a slide show. Click Go to Slide, and then select 
Slide 4 to go directly to that slide. Press Esc to return to Normal view. 



Insert slides from a file 
1. Click the slide you want to precede the inserted slide(s). 
2. On the Home tab, click the arrow on the New Slide tool.  

 
 

 
 
 

3. Click the Browse button in the Reuse Slides task pane, and then select Browse 
File.  

4. Find the file with slides you want to add, and then double click the file name. 
5. If you want to retain the original formatting of the slides you are adding, click the 

box at the bottom of the task pane next to Keep source formatting. 
6. Click each of the slides that you want to add to your presentation. 

 
Link to another slide or presentation 

1. Click the slide that you want to link from in the Slides tab on the left of your 
screen. 

2. If you do not already have a word or image on your slide to link from, put one on 
your slide. 

3. Select the word or image. If you use a word to link from, the word will be 
underlined and will be a different color after you have created the link. 

4. Click the Insert tab, and then click the Hyperlink tool in the Links group. 
 



 
 

5. Find the file by using the drop down menu next to the Look in box, and then click 
the file name. Make sure the file name is showing in the Address box. 

6. Click OK. 
7. To show the linked file, select the slide and go to Slide Show view. 
8. When you put your mouse pointer over the linked word or image it should turn 

into a hand. Click to show the linked slide(s). Notice that the linked slides retain 
their original design theme. 

Remember you will need to have access to the location of the link when you are doing a 
PowerPoint presentation. If you are linked to a file not saved on the computer you will 
be using for your presentation, you might not be able to access the linked file remotely. 
Save the linked slides to a USB drive or CD along with your presentation and link from 
that drive or CD. Make sure your USB drive or CD will be compatible with the equipment 
you will be using and that the computer you will be using has the same version of 
PowerPoint installed. As a general rule, it is always a good idea to try out your 
presentation ahead of time on the equipment you will be using to make sure everything 
works the way it did on your computer. 
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