Public Speaking- All Sections
PowerPoint 2007-2013 Guide

Instructor: Peck Kurtz
Visual aids are an important part of speaking as your audience gets to “see” what you are saying.   It helps them to follow you while you speak and adds to your overall presentation.  PowerPoint has become the best format for visuals because it not only helps the speaker to be creative in their speech, but it is also very professional, easy to read and easy to transport (instead of huge easels with big poster boards, which can be very unattractive).  
Here is an easy step-by-step guide to help you get started with your slideshow.

Getting Started:

1. Get in to PowerPoint in the “start” button on the bottom left of your screen (Mac users, enter through your toolbar).  When in PPT, click the “design” tab at the top of your page.  You will see the menu at the top.  There are a few designs you can choose from there, or click the arrow at the end of the viewable list to see more.  Choose your design by clicking the one you like.

2. When the design is chosen, your title slide will appear first.  There are two text boxes that prompt you to “click here.”  Click and begin typing.  The spell check will be on, so it will catch your spelling errors…pay attention to that.  Create your title slide first, than you will move on to the next slide.

3. To create the next slide, and corresponding slides, you will click on the “home” tab at the top of the page.  You will see the “next slide” button on the left side.  Click that and choose the format you want for that slide.  I usually suggest the “title and content” slide because it is easier and allows for more room to create.  Click the text box to type in your info.  Bullets will automatically set, so use them.
4. You can change your font style and size by highlighting the words and changing through the “home” tab.  Be sure it is a good font.  You can be creative and use a more fun style for the title slide and headers if you like.

5. You will continue all of your slides in the same manner.

6. For the revelation, remember the fade in, you need to use your animation.  Click on the “animation” tab at the top of the page.  For PPT 2007, Click on “custom animation” and the grey box will appear on the right of the page.  You must be sure to click on your text box to be sure the buttons turn from grey to color. Click on the “add effects” button to animate the entrance.  The drop down box will appear, click on “entrance”.  Choose a basic or subtle animation for the entrance to avoid any obnoxious animation.  I recommend either “appear”, “dissolve in” or “faded zoom”.

For 2010 and newer versions of PPT, you will also click the animation tab and click on the “green stars”.  Green means entrance.  Same with 2007, use a more subtle entrance to avoid distractions and be sure that you have clicked on the text box or you will see grey stars.  When you choose your entrance animation in any version, you should see numbers appear next to the text box.  To re-arrange any information on the slide, click “custom animation” and the sidebar will appear and you can follow the prompts from there.

7. For pictures, if you want to add them, click on the “insert” tab at the top of the page.  You will see buttons for inserting pictures from your files, clip art, etc.  Choose what you want and you will download the pictures from your own file or the computer’s clip art file if you want to add those.  Also, you can copy and paste, or save and paste, from websites (that allow you to) or Google Images by right clicking your mouse on the chosen picture and clicking copy, then returning to the slide and right clicking again to paste.  Some sites may require you to save the picture to your computer first and downloading from the file that way.  Or, you may not be permitted to use the picture at all depending on the site.  

8. When completed, save your slideshow just like a paper.  Be sure to save to your flashdrive (it will usually give the name of the memory stick or it will say “removable disk”) so you have it for class. DO not forget to have a back up just incase! 

This guide should get you started! If you have any questions, if you are stuck, or if you think you have it and want me to review it, give me a call or send an e-mail and I will help the best I can!  Remember, someone else you know may know how to use this too, so do not be afraid to ask.  This is easy, so once you start you will see how simple it really is…and you will wonder why you have not always used it!  Do not be afraid of technology!         

