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Microsoft PowerPoint Exercise #1: Getting Started
PowerPoint is a presentation program that allows you to create slide shows, speaker notes and outlines all in one easy-to-use program.  You can, for example, create slide shows to supplement oral presentations for other classes.  This unit of the class will culminate in your producing a presentation for another class.  Don’t worry; you’re in good hands.  During the coming weeks we will study these tools to help you create and organize a presentation step by step.
The most common way to start PowerPoint is to use the Start button as we did with Word.  After the program has started, you will be presented with a blank presentation screen in the center and a task pane to the right.  The program window is an area of the screen that is used to display the PowerPoint program.  As we learned with Word, it contains elements common to other applications: title bar, menu bar, standard and formatting toolbars.  The presentation window is the electronic canvas on which you do such things as type text, create shapes and insert graphics.  Finally, the task pane displays commonly used commands which you will use as your work on your presentation.  Let’s begin.
1. After booting and logging on to the system, click the Start button.

2. Select Programs.

3. Launch Microsoft PowerPoint.
4. If the task pane is not already visible, click the View menu and select task pane.  In the space below, write the major headings (boldface items) which appear.
5. Let’s begin to create a short presentation using some suggested content.  You will use the AutoContent Wizard to save time.  In the New Presentation task pane, click From AutoContent Wizard under the New heading.  The task pane closes and the AutoContent Wizard appears.
6. Read the introduction and click the Next button.  The second page of the wizard appears and the square at the right turns green to indicate that the Presentation type page is the current page.
7. Click the Sales/Marketing button.  Ready-made presentations of this type appear in the list which follows.  In the space below, identify the types of presentations which appear in the list.
8. In the list, click Product/Services Overview.

9. Click Next.

10. The On-screen presentation option should already be selected so click Next.

11. Click the Presentation title field and type Training Classes.
12. Press <TAB>.

13. Type The Garden Company in the footer field.

14. Click Next.
15. Click Finish.  The PowerPoint presentation window appears with content provided by the wizard in outline form on the left and the title slide on the right.  In the space below, identify the main features which appear on this slide.  In other words, what do you believe that this slide is designed to accomplish?
16. On the Standard toolbar, click the Save button.  The Save As dialog appears.

17. In the File name field, type AutoContent.

18. Click the Save button and call your teacher for a grade.
