
HI BIPC PHOTOGRAPHERS! 

The Following Slides include descriptions of 4 STEPS to help you get startedé.. 
With Office 2003 or 2007 versions of PowerPoint (PPT). Just enough features and navigation are shown so you 

can create screen or printed presentations. 

FOUR STEPS: 1 ïMake a simple outline about your topic. 2 ïChoose and format fonts and slide style. 3 ïMake 

a resource folder on your desktop or storage as a place to gather graphics and notes about your topic. 4 ïUse 

resource material to create PPT, then share on screen, the web, e-mail or in print. As an option to PPT, you can 

use suggestions in the following slides to create a presentation on your word processing program.

NOTES IN BLUE indicate navigation on your computer or program toolbar. 

Please send your comments on the PPT and I will update periodically.  Read on and have fun!

-Dorothy Matthews 2-20-2009

MatthewsBainbridge@msn.com

mailto:MatthewsBainbridge@msn.com
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Sample PowerPoint Title Page
Use Title Page Fonts Throughout Publication



STEP 1 ïDRAFT A SIMPLE OUTLINE

1. SIMPLE OUTLINE TIPS AND OPTIONS

2. FORMAT TEMPLATE 3. MAKE A FOLDER 4. SHARE

CREATE PPT FOLDER:

Store Notes

Store Images

Reduce .jpg Size

SAVE FOLDER OPTIONS:

To Desktop

To  Easy Access Storage

TEMPLATE OPTIONS:

Design, Auto Content,  or Blank

SET UP SLIDE MASTER:

Title Page, Heading, Text Fonts

CLICK VIEWFOR OPTIONS

Change formats manually

Change Format using  Task Pane

Correct with

CREATE POWERPOINT:

Type Headings and Text 

INSERTPhotos and Graphics

Apply Task Pane Layouts

SAVE AS Screen Presentation

PRINTHandouts

PRINTto PDF

SENDby email

Share on Computer or WEB

Save Often



Click to edit Master title style

Å Click to edit Master text styles

ïSecond level

ÅThird level

ïFourth level

» Fifth level

Å Click to edit Master text styles

ïSecond level

ÅThird level

ïFourth level

» Fifth level
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ÅUse font size 32 ï60 point on Title and Headlines for screen and text presentations.

ÅUse font size 16 ï28 point for Text and presentations on screen and print. 

ÅUse smaller fonts for print only applications.

ÅLimit words per line to 6 ï8.

ÅLimit lines per screen slide to 6 ï8 regardless of size.

ÅUse standard fonts to ensure compatibility with various operating systems.

ÅUse Third, Forth and Fifth levels for print only.



Use óTHEME or DESIGN Templateô Option

BIPC PowerPoint

Presentation

FILE ïNEW ïTEMPLATE

Å Pick Theme or Design Template 

Å Follow Template Prompts

Å Customize Slide Master

Å Change program fonts, colors optional

Å Pick from many themes, designs

Å Short Design Presentation Follows



Classic Photo Album

Feature not available 
in all PPT versions


