Using PowerPoint 2003
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Open up PowerPoint by clicking on the icon on your desktop

or by clicking on Start, All Programs, Microsoft Office, PowerPoint
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From this screen you can choose to use a slide template or theme, or you can choose a blank presentation which is recommended as you can decide what you want to put on your slides.
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Click on the blank contents page. You could choose another template if you wish.
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Now you can add text, clipart, pictures, shapes etc by selecting the icon from the drawing toolbar and clicking and dragging onto the slide.
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To add a new slide:

             

To make your presentation more interesting you can animate anything you have put on your slides. Right click on whatever it is you want to animate and choose custom animation.

     

From here you can change how the words or pictures come onto the page, their emphasis or exit, change the timing, decide whether you want them to animate automatically or when you click the mouse, and alter the speed. 




To play your slide show click on any of the following or press the F5 key at the top of                       the keyboard. 



   
The Insert tab allows you to add new slides, pictures and text boxes instead of using the drawing toolbar icons. From here you can also add sound and movies to your slides.  
When you click record this box will appear. You will need to have a microphone connected to your computer or laptop and then just click on the red button.

              
This icon will appear on your slide. When you have your presentation running as a slide show your sound will play when you click on it. You can use custom animation to make it play automatically. If you are using a sound from clipart it gives you the option before the icon is created.
                                                       


There are a number of ways that you can make text, pictures or buttons link to anywhere else that you choose. This is called a hyperlink – and can link to another slide in your presentation, a website address (if you are connected to the internet), a movie clip or anything you may have saved on your computer. 
 

  Action buttons are the easiest way to add a hyperlink to a slide.


When you select the button you need and put it onto your slide this screen will appear: 
From here you can decide where you want the button to link to by using the drop down menu.


Text or pictures can be hyperlinked by selecting and right clicking on them. You then select hyperlink from the drop down menu. 





When you click on hyperlink this dialogue box will appear. From here you can navigate to where you want the picture or text to link to.
The hyperlink won’t work until you are running your presentation.
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Click on blank presentation





Word Art





Clip art





Pictures (photos or scanned images etc stored on your computer).





Text box





Use AutoShapes to add speech bubbles etc.





Blank contents slide





Custom animation can also be found by clicking on Slide Show





Click on Add Effect then choose which effect you would like.





Right click on your picture or words to get this menu.





Adding sounds stored on your computer or from CD.





To record your own sounds.





To insert a movie click on one of the movie options and navigate to find your saved movie or an animated gif from the clipart.  These will only play in the slide show.








This icon here will also let you hyperlink text or pictures etc.





You can also decide whether you want it to hyperlink when you click on it with the mouse or when you hover over it with the mouse.
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