PowerPoint Tutorials
1. Begin a new presentation

2. Add a new slide (always avoid the BLANK SLIDE and the TITLE ONLY slide layouts!)
3. View (start) the presentation full screen

4. Change background for one slide

5. Change background for all slides

6. Set a slide transition via the Slide Transition pane

7. Build (display) text by 1st level paragraphs via mouse click via the Custom Animation pane

8. Build (display) text by 2nd level paragraphs via mouse click via the Custom Animation pane

9. Turn on/off bullets and numbered lists

10. View RULER and GUIDES

11. Adjust distance (indent space) between bullets and text
12. Make global changes to the SLIDE MASTER
13. Omit graphics from the master
14. Apply a slide design/template

15. Sort slides or change slide order 
16. Add photos to a slide via the INSERT menu
17. Edit photos using the CROP and SET TRANSPARENT COLOR tools on the PICTURE toolbar 
18. Build or animate photos via the Custom Animation pane

19. Change the sequence of animated objects via the Custom Animation pane

20. Capture images displayed on the monitor (Screen Capture) using the Print Screen key

21. Draw arrows and basic shapes using the AUTOSHAPES menu

22. Fill colors, textures and images

23. Change the order (front and back layers) of items onscreen

24. Group and ungroup items
25. Add music or sounds to a slide as part of the slide transition or as part of the custom animation of text or a picture

26. Narrate slides

27. Add navigation (action) buttons and hyperlinked text
28. Set up self-running (kiosk) slideshows

29. Save presentations as self-starting PPS files

30. Save presentations as JPEG images

31. Save presentations as web pages
















