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Learning the Basics of  
PowerPoint XP 

 
 

This is the screen that first 
appears on opening PowerPoint 
XP.  Notice the various panes in 
the PowerPoint window. 
 
In the left-hand pane, you will 
see thumbnail images of the 
slides you create.  You may use 
this pane to re-arrange your 
slides, to navigate among your 
slides, and other functions, 
which will be described later. 
 
 

The center pane is the slide view of the current slide.  Below that is the Notes 
pane.   You may use this area to type comments you want to remember to make 
during your presentation.  These will not appear on the slide, but will appear on 
the Notes Page printout, an option that may be selected during printing. 
 

The pane to the right serves 
different functions, depending 
on the task being performed, as 
will be seen later. 
 
First, let’s choose a design for 
the presentation.  Click the 
Design button on the 
Formatting toolbar. 
 
Thumbnail images of the 
designs available will appear in 
the right-hand pane. 

 
Click on a design to see how it will look on your slide. 
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When you have chosen a design, 
click in the  
placeholders on the slide and type 
your title and subtitle. 
 
 
 
 
 
 
 
 
 
 
 
 
To create your second slide, click 
the New Slide button on the 
Formatting toolbar. 
 
 
 
 
 
 
 
 
In the right-hand pane, you’ll see a 
number of options for the layout of 
your new slide.  Scroll through 
these options to explore them.  
Notice the different types of 
layouts, such as Content Layouts 
and Text and Content Layouts.  
Content here refers to objects 
such as clip art, movies, charts, etc. 
 
 
 

You may click on these layouts to see how they look on the slide.  A popular 
option is the Title, Text and Content layout with a bulleted list on one side 
and an image on the other. 
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Click in the placeholders for the 
title and text to enter the 
necessary information. 
 
Notice that the text will 
automatically appear as a bulleted 
list.    
 
In the placeholder for content, 
hold your mouse over the icons to 
see what functions they 
represent. 
 

Notice there is an icon for Insert Clip Art 
and one for Insert Picture.  Clip Art refers 
to the store of clips that come with the 
Microsoft Office package.  You will find a 
great variety of clip art there which is 
searchable by keyword.  When you click on 
the Clip Art icon, a search window will 
appear on the right.  Just enter a search 
term and hit the Enter key.  Find the clip 
you want, click on it and it will automatically 
be inserted into your presentation 
 

 
Alternately, you may choose to click 
instead on Insert Picture from 
File to access the thousands of clips 
available on the TVS server. 
 
When you do so, PowerPoint will 
take you automatically to these clips 
which are arranged in folders by 
category. Double-click a category to 
open the folder. 
 
 

 
When the list of images appears, click once on an image to see a preview of it.  
Double-click it to insert the image into your PowerPoint slide. 
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Once the image is inserted, you 
may move or resize it.  To move 
the image, click in the center of 
the image and drag to the desired 
position.  To resize it, click on one 
of the corners and drag to the 
desired size. 
 
Suppose you don’t want your text 
bulleted.  Let’s make another slide 
and change bulleted text to non-
bulleted text. 

 
Click on the New Slide button and again choose a layout with text and an 
image. 
 

 
Type in the title and the text you 
want on the slide. 
 
Notice that the text is bulleted.   
 
Highlight your text and click the  
Bullets button on the 
Formatting toolbar to remove 
the bullet. 
 
 
 
 
Notice that the lines after the 
first line are all indented.  You 
will want to correct this. 
 
 
Pull down the View menu and 
click on  
Ruler to see the ruler above 
the slide view pane. 
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With your text highlighted, you 
can now see the indent marker 
on the ruler.  Simply click this 
marker and drag it to the left 
until it is aligned with the 
marker above it.  This will 
remove the indents. 
 
Add an image to this slide. 
 
 
 

 
You now have three slides in your presentation.  To view your slide show as is, 
pull down the Slide Show menu and click on View Show.  Click the mouse or 
hit the Enter key to advance the slides. 

 
Let’s work now on animations, or 
visual effects. 
 
Pull down the Slide Show menu 
again and click on Animation 
Schemes.   
This is a new feature of 
PowerPoint 2002.  You may 
choose an animation scheme for 
your entire presentation with just 
one click. 
 
 

 
 
In the right-hand pane, you will see a list of animation 
schemes.  They are categorized as Subtle, Moderate, 
and Exciting.  To see what they look like, just click on 
one. 
 
When you have chosen a scheme you like, click on 
Apply to All Slides.   
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You may want to add visual effects as you 
move from one slide to the next.  These 
are called transitions.  To add transitions 
between slides, pull down the Slide Show 
menu and click on Slide Transition. 
 
You’ll see your choices in the right-hand 
pane.  Click on one to see a preview.  
Notice you can choose the speed of the 
effect and whether or not you want to add 
sound effects. 
 
 

 
You may also choose to advance your slides yourself with a mouse 
click (or by hitting the Enter key) or automatically.  If you want 
your slides to advance automatically, check this box and enter the 
number of minutes/seconds. 
 
Let’s take a look now at the left-hand pane.  You’ll notice thumbnail 
images of each of your slides.  Clicking on one of these will take 
you directly to that slide. 
 
 

 
Notice the two tabs at the top of this pane.  The right 
tab shows the slide itself, and the left tab shows the 
slides in outline form. 
 
If you prefer, you can enter all your text in this window 
in outline form.  [In outline form, hold down the Ctrl 
key and hit Enter to make a new slide or to create a 
text box after typing the title.  Hit the Enter key alone 
to create a new bullet, and hold down the Shift key 
and hit Enter to create a new line without a bullet.] 
 
Notice the buttons at the bottom of this pane.  As you 
hold your mouse over them, you will see their 
functions as Normal View, Slide Sorter View and 
Slide Show (from current slide.)  Normal View is 
the view you are currently using.   
The Slide Show (from current slide) button will 
start your slide show from the current slide so you 
don’t have to view the whole show. 
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Slide Sorter view is a visual 
representation of all your slides.  You 
may simply click and drag a slide from 
one position to another to re-arrange 
your presentation.   
 
There is much more you can do with 
PowerPoint XP. 
 
 
 
 

 
Don’t be afraid to experiment by exploring menus and buttons.  Remember, you 
can always hit the Undo button. 


