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Power Point Lab 1
Part I
1. Open Microsoft PowerPoint. A dialog box appears.

2. Choose the option “Create a new presentation”

3. Choose Format ( Slide Design, and choose one of the design templates that you like more.

4. Enter a title for your presentation, and if necessary a subtitle. 

5. Choose Insert ( New to insert a new slide to your presentation. 

6. Choose Format ( Slide Layout, and choose the Title and Text layout.

7. Insert some text into the new slide.

8. Repeat steps 5, 6, 7 and choose the Title and 2-columns Text layout.

9. Insert a new slide, and this time choose the Title, Text, and Clipart layout. Add a few lines of text to text field and title to your slide\.

10. Double click on the Clipart placeholder in the slide. Choose the clipart that you want to insert and press OK.
11. Move and resize the clipart on the slide as necessary.
Part II

12. Choose View ( Master ( Slide Master.
13. On the Master slide select the text in any title text box and change the font of the selected text to “Comic Sans MS”.

14. Choose View ( Header and Footer.
15. Turn on the Update automatically option for the date and time. Turn on the Slide Number Checkbox.
16. In the footer field, write down your name.

17. Turn on Don’t show on Title Slide option if you don’t want the footer to appear on the first slide in the presentation.

18. Choose Apply to apply these changes to all the slides in this presentation.

19. Close the Master Slide.
Part III

20. Choose Slide Show ( Slide Transition.
21. Select the slide transition type that you want from the transitions list.

22. In the Speed field, select Medium. 
23. In the Sound field, select Applause.
24. In the Advance Slide After field choose Automatically after 2 seconds.
25. Click Apply to all slides button to apply this transition style to all the slides in your presentation. 

Part IV

26. Select the text in the second slide (title slide is not counted)

27. Choose Slide Show ( Animation Scheme.
28. Choose one of the present animations from the list of animations.

29. Choose Slide Show ( View Animation, and view the changes that you have made till now in your presentation.
Part V

30. Select the text that you have added to it animation in Part IV.

31. Choose Slide Show ( Custom Animation.
32. From the list of animated texts choose text2.

33. Practice selecting the different options on the effects and timing tab and view their effects using the Slide Show button.

34. In the other text box on this slide, select a line of text.

35. Choose Slide Show ( Action Settings.
36. Choose Hyperlink to from Hyperlink dropdown list and select the last slide option. 
37. Choose OK to create the hyperlink.

38. View your presentation.

