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1. Start a blank powerpoint presentation (Start/Programs/Powerpoint/blank presentation). 

2. Select a Title Slide , click OK, and create the following slide. 

3. From the Common Tasks

Create the following slide: 
Title placeholder
r
Subtitle placeholde
 
 toolbar(Top right-hand corner of the screen) 

, select new slide, select bulleted slide.   

 
 

To make a sub-bullet from a main bullet 
 ENTER, then TAB 
To make a main bullet from a sub-bullet 

ENTER, then SHIFT + TAB 
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4. From the Common Tasks toolbar, select new slide,  

select text and clip art slide.   
 
5. Type the bulleted information.  
Create the following 2 slides: 
 

6. Double click to add clip art.  Search for clip 
art by typing in words…then press Enter. 

 

Choose Insert  to place clip art onto the slide. 
 

7. From the Common Tasks 
toolbar, select apply 
design template.   Choose 
a design from the list of 
templates. 

 

8. From the Slide Show menu, choose Slide 
Transition. Under the picture, choose a 
transition. Click Apply to All. (This adds 
action to your slide show when moving 
from slide to slide.)   

  
 
 
 
 
 
 
 
 
 
 
 

 
9. To see everything working together.  From the Slide Show 

menu, choose View Show. 

• Roving Entertainment 
- Jugglers 
- Balloon artists 

• Arts & Crafts 
- Face painting 

• 5K:  300 entrants 
• Fireworks 

- PyroMagic contract 
signed 

- Fire Marshal signed 
permit 

• Concerts 
- all booked 

 
 


