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PowerPoint 101 
 
Overview 
Microsoft’s PowerPoint application is designed to make it easy for you to create professional, polished 
looking presentations. PowerPoint presentations are basically a series of “slides”  that can be displayed on 
a monitor, projected on a screen, or converted into paper handouts. PowerPoint presentations are great for 
conveying information in simple, easy-to-understand ways, and this makes them very useful in business 
settings. If you are planning to work in an office environment, you should be familiar with using this 
program. 
 
Using PowerPoint 
 
When you open PowerPoint, it will automatically display the default slide template, pictured below:  
 

 
 
Templates are used when you want a pre-selected layout and font scheme, instead of creating your own. 
There are many other templates to choose from on the right side of the screen. Some are designed for text 
only, some for graphics only, and some for combinations of words and graphics.  If you are using the 
default slide template, all you need to do is click on each box and type in text, and it will automatically be 
formatted like the words in the template text boxes: 
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Working with Text Boxes 
Once the text has been entered in the template text boxes, you can easily rearrange the slide by moving 
each text box, changing font styles or colors, and adding additional text boxes or other content. For 
example, if you want the title to appear at the top of the screen, all you need to do is select the text box by 
clicking on its borders, and drag the box to the top of the screen, like this: 
 

 
 
You can also change the alignment of the text in text boxes just like in Word, by selecting the text and 
then clicking on the appropriate buttons (Left, Center, Right) on the toolbar – like this: 
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Once you have selected and moved the text, you can make it larger or smaller by using the Text Size 
buttons, or by manually changing the font settings as in Word. Using the Text Size buttons looks like this: 
 

 
 
If you want to change the font color, you need to click on the Font Color button, which brings up a 
window with a small set of “Automatic”  colors, like this: 
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If you want a wider choice of colors, click on the “More Colors”  button. This will bring up the “Standard”  
color palette, pictured below, which you can use to select the exact color you want. It will also display a 
comparison of the new selection and the current font color. 
 

 
 

There is also a tab to access the “Custom” color palette, which is a bit more complicated to use, but worth 
checking out if you have time 
 
Adding More Text or  Graphics 
Once you have formatted your slide the way you want it, you can begin to add more text or graphics. To 
add more text, you will need to insert a text box where you want the text to appear. First, you click on the 
“ Insert”  menu and select “Text Box”  like this: 
 

 
 
Next, click the place on the slide where you want the new text to appear. This will cause a text box and a 
flashing cursor to appear. Typing in this box will insert the new text into the slide, as pictured below. You 
can also paste text from other slides or Word documents. Once the text box has been added, you can 
move it, stretch it, reformat it, etc., as needed. 
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You can also copy text or tables from Word and paste it directly into your slide. 
 
To add graphic images to your slide, click on the “ Insert”  menu, and select “Picture.”  This will give you 
the option to choose the type and source of your picture (Clip Art, From File, AutoShapes, etc.), as 
pictured below.  
 

 
 

If you select Clip Art, PowerPoint will open a window to allow you to select the image you want to use. If 
you select From File, PowerPoint will open a window to allow you to browse to the file on your 
computer. If you select AutoShapes, PowerPoint will open the AutoShapes toolbar, which allows you to 
insert useful shapes (arrows, lines, geometric shapes, etc.) into your slide. Once an image has been 
inserted, you can re-format it as needed. You can also copy and paste images directly from most other 
graphics applications as well. 
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Using Animation and Special Effects 
One of the most fun features of PowerPoint is its ability to include animation and special effects to 
enhance your presentations and make them more visually interesting. There are many different kinds of 
effects that you should spend some time exploring, but the basic method for working with them is the 
same. To begin, click on the “Slide Show” menu and select “Custom Animation.”  This will bring up the 
Custom Animation window on the right side of the screen, like this: 
 

 
 

Next, click to select the element (text box or graphic) you want to animate. Once it’ s selected, click on the 
“Add Effect”  button to select what kind of effect you want to use. You can select from Entrance, Exit, or 
Emphasis patterns, and you can also specify what type of motion you want, how to trigger the motions, 
how long you want the effect to last, etc. You can select as many elements as you want to animate in each 
slide, and you can also preview each effect before saving. 
 
If you have multiple slides in your presentation, another special effect to consider is animated Slide 
Transitions, which will affect the way each slide transitions to the next when you play them as a slide 
show.  To do this, click on the “Slide Show” menu and select “Slide Transition.”  This will bring up a 
menu of animation options that you can preview, just like the animated effects discussed above. You can 
assign the same kind of transition to all slides, or you can mix it up to keep things interesting. 
 
This is just an overview of the many ways you can use this program to present information in creative 
ways. The best way for you to gain real mastery of PowerPoint is to spend some time working with it on 
your own, so that you will be prepared to use this application in your next office job. 
 


