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Master Slide 

A master slide is where you can set up the fonts, styles and any information you 
want on every slide. For example you might want the presenters name in the 
footer and the company logo on each slide. You can work on the master slide at 
any point when you are 
making your presentation but 
it is good practice to do it at 
the start.  

1. Pull down the View 
menu  

2. Select Master   
3. Select Slide Master   
4. Change the fonts  as 

required  
5. Put your name in the 

Footer  
6. Add page numbers 

and/or dates to the 
footer  as required  

7. Add any graphic or logo  you want to appear on every slide  
8. Click the Close Master View button (or select Normal  from the View 

menu)  

 

Make sure you have closed the slide master before starting to add information - 
otherwise it will end up on all your slides! 



PowerPoint Guide           www.pass-ict.com  
  

4 
© www.pass-ict.com All Rights Reserved 

Add Text & Graphics 

When you have your basic setup completed you should then go through and add text 
and graphics to all of your slides. Use the pre-set templates or add text boxes and 
picture frames from the draw toolbar at the bottom of the screen. 

Think of the following points when adding text and graphics to your presentation.  

·  Real pictures will have a better impact that clip art  
·  Word art is rather childish and not usually appropriate in a professional 

presentation  
·  Your text should be easy to read - make sure it contrasts well with your 

background  
·  Bright colours can be annoying people spend too long looking at them  
·  Text doesn't need to be a large size - if you are using a projector it will be 

large anyway  
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Edit Graphics 

Think about using the graphics to add interest to your presentation and illustrate your 
points. 

1. If you are getting pictures from the internet make sure they are copyright free - 
you shouldn't just use pictures without permission  

2. If there is more than you need in a picture use a graphics package to crop 
until you have the area you want  

3. Use some of the artistic features in your graphics package to add interest, you 
could recolour a picture or use an effect to enhance it  

4. If you add a map - put the address on it, simply open up your map in Paint 
and add a text box with the address.  

 

Adding Shapes 
 
Using shapes to make buttons is a good way of making 
your presentation look more professional. 
 

1. Use the drawing  toolbar at the bottom of the screen 
to add shapes to your presentation. 

2. Format the colour and the lines of these objects 
3. Right click to Add Text  to a shape 

 

Transparent Background 
 
Often you get pictures and they have a white background. In PowerPoint you can 
easily remove this but beware - you will remove all of the white in the picture so it is 
not suitable for all images 

1. Select  your picture  

2. On the picture toolbar 
click the Set Transparent 
Colour  button  

3. Use the tool to click on 
the background  area  

4. All of that colour is 
removed from your image  
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Insert Video 

 
Inserting a video will add interest to your presentation as well as helping you to get 
the higher marks. 
 
Make sure your video is saved in a suitable format – If PowerPoint doesn’t recognise 
the format your video is in you may need to use a converter tool to change the 
format. 
 
 

 
1. Pull down the Insert  menu 
2. Select Movies and sounds  
3. Select Movie from File  
4. Use the window to Browse  to your movie 
5. Click OK 
6. Select to start either Automatically  or 

When Clicked  
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Hyperlinks 

Hyperlinks within a presentation can lead to other pages within a presentation or to 
websites or other documents. When you use hyperlinks it is important to check that 
they will work when you give your presentation, its no use linking websites if you 
won't have an internet connection when you present. 

TIP – Text which is hyperlinked will change colour – you will have to change the settings for this 
colour in the BACKGROUND settings of your presentation 

1. Highlight  the text or select  the object you want to link  
2. Pull down the Insert  menu  
3. Select Hyperlink   
4. Choose  

1. Existing File or Web page  - To link to a file on your drive or page on 
the internet (to show other information, very useful for presented 
presentations)  

2. Place in This Document  - To link to another slide in your presentation 
(used in interactive presentations to help the user find their way 
around)  

3. Create New Document  - To open up a blank document for creation 
(useful if you want to demonstrate a skill or take notes whilst 
presenting)  

4. Email Address  - To open up an email window to send to a specified 
address (useful for feedback from interactive presentations)  

5. Select your link and click OK 

 
 
 
 
 
 
 
 
 
 
 
 
 

TIP – if you are hyperlinking an object which has text in click OFF the object then click it again before 
selecting it – this will hyperlink the whole object and not just the text 
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Add Sounds 

Adding sounds to your presentation can add interest if you are sensible. You can 
also add sounds that annoy your audience if you are not careful. A sound can be 
anything from a sound effect to a piece of music from a CD. Think about the 
following points before adding sound 

·  Is the sound appropriate for your content?  
·  Does it need to run automatically or after a mouse click? Don't loop sounds - 

nobody wants to listen to the same click repeatedly  
·  Don't add more than one sound to a slide  
·  Don't use the sound effects in the clip art library, find sounds on the internet 

but make sure they are copyright free - playing music from a CD would 
probably violate the copyright  

 

1. Pull down the Insert  menu 
2. Select Movies and Sounds  
3. Select Sound from File  
4. Browse  for the sound you want to include 
5. You are asked if you want to play your sound 

automatically  or when you click it (automatically is 
best) 

6. Your presentation appears with a speaker icon  to 
show your sound file 

To hide the speaker icon 

1. Move it over a picture  
2. Right click  it  
3. Select Order   

Select Send to Back  
 
 

To play Continuously 
 

1. Right Click  on the speaker icon 
2. Choose Custom Animation  
3. Right click  on the Sound 
4. Select Effect Options  
5. Choose  your settings from the dialogue box 
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Transition and Animation 

Transition is how the slide itself appears - it can be very nice to just use a transition 
rather than an animation. Again it is best if you choose the same one for all slides. 

Animation can be used to add interest to a presentation but can be annoying and 
can make the presenter look like they don't know what they are doing. Lines of text 
that fly in after a mouse click can fool even the most experienced presenter into 
thinking they have finished a slide when there is actually one more bullet point still to 
arrive. A different animation every slide can also be confusing - animation, like a 
background is best when it is constant.  
 

 Transition 

1. Pull down the Slide Show  menu 
2. Choose Transition  
3. The slide design bar is displayed on the right of the 

screen  
4. Choose  from the transitions listed (a sample is 

shown when you click one) 
5. Adjust the speed  as required  
6. Add a sound  if required  
7. Choose to happen on mouse click  or 

automatically  (unless you want the presentation to 
run automatically you should choose on mouse 
click)  

8. Either click Apply to all slides  (recommended) or 
choose one transition per slide. 

 

 

Animation 

1. Pull down the Slide Show  menu 
2. Choose Animation Schemes  
3. The slide design bar is displayed on the right of the screen  
4. Choose  from the animations listed (a sample is shown when you click one) 
5. Either click Apply to all slides (recommended)  
6. Or choose one animation per slide  

TIP – Choose to have each animation happen “after previous” to save users needing to click! 
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Timing 

You probably DON’T want to add timings to the whole of your presentation but you 
might want to add timings to certain elements, like the “Loading” animation in the 
demo presentation. 

1. Pull down the Slide Show  menu 
2. Select Rehearse Timings  
3. You are now recording a time so click to move on a slide when you think a 

viewer will have been able to read all you information 
4. When you reach the last slide you are asked if you want to keep the timings  
5. Click Yes  
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Set Up Slide Show 

When you have finished your slide show you should set it up ready to run. How the 
slide show runs depends on what sort of show you are producing. 

1. Pull down the Slide Show  menu 
2. Choose Set Up Show  

For a presented presentation 

1. Choose Presented by a speaker   
2. Click OK  
3. Choose to advance slides Manually   

For an interactive presentation 

1. Choose Browsed at a kiosk  
2. Choose to advance slides Manually   
3. Click OK  

For an automatic presentation  

1. Choose Presented by a speaker  or browsed at a kiosk   
2. Choose Loop continuously until 'Esc '  
3. Choose to advance slides Using timings, if present   
4. Click OK  
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Print Slide Show 

You should print your slides throughout your development and annotate them to 
show where you have made changes, this will help to show the examiners that you 
have developed your work and corrected 
errors. 

1. Pull down the File  menu  
2. Select Print   
3. Choose to print Slides , Handouts  

or Notes  pages  

 

 
 
 
 
 
 
 
 
 
  

� � �
Handouts 6 per page  Handouts 3 per page  Notes Pages  

 


