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PowerPoint-ing your work! 
For Macintosh computers with PowerPoint 2001 

 
Starting PowerPoint: 
 

1. Double click on the icon.   

 
Using the Design Template feature to create a PowerPoint presentation: 
 
1.  After starting PowerPoint, a window 

called Project Gallery will appear. 

 
 

NOTE:  If you double click on the PowerPoint Presentation icon, you will start with a 
presentation with a blank background.  The following steps will show you how to start a 

presentation with a background. 
 

2. On the left-hand menu, click once on 
the words Presentations. Two new 
selections will appear below it. 
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a. Content Presentations give 

you a ready-made PowerPoint 
presentation that you can adapt 
to your situation.   

 
 

b. Designs will give you a choice 
of different backgrounds of your 
blank presentation. 
 

c. Click on a design that appeals to 
you and click OK. 

 
 

 
3.  Select the layout of the slide.  
Ø Click once on the layout design 

provided, and a written description 
will appear in the boxed area to the 
right. 

Ø Once you have decided on a slide 
layout, click OK. 

 
 

4.  You now have the first slide of your 
presentation.  Let’s get PowerPoint-ing! 

 
 

 
Getting to know the PowerPoint 2001 environment 

 
On the far right of the screen, there will be a floating window.  This is called the 
Formatting Palette.  This palette is capable of formatting your text (bold, italics, 
underline), bullets, alignment and spacing, fill, line, size, picture, animation, hyperlinks, 
and presentation.   
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Two different views of the Formatting Palette 

  
 

Depending on what you have selected on your slide, different options will appear. 

On the far left of the screen, there is the 
Drawing Palette.  This palette has 
buttons that allow you to draw lines and 
graphics, rotate or flip graphics, insert 
graphics and textboxes, and change the 
color of text, lines, and fills.   

 
 
Slide Master 
 

 

The Slide Master holds the template for all of your slides.  For example, the font used in 
the title box on the Slide Master determines the font used in the title box for all the 
slides in the presentation. 
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1.  To change an item in the Slide Master, 
click on View, Master, then Slide 
Master. 

 
 

2. To change the font used in the title box, 
click on the box or highlight the text, 
then change the font using the 
Formatting Palette. 

 

 
 

3.  When you have finished, click on the 
Close button.   

 
 

 
Inserting a New Slide into your Presentation 
 
1. From the Insert menu, select New 

Slide. 
a. Mac shortcut:  Ë + M 

 
 

b. From the top menu bar, you can 
select the Insert Slide button. 

 
 

2.  Select the slide layout. 
 
3. Click OK. 
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Inserting Clip Art or Pictures 
 
You can add clip art or pictures to your presentation. 
 
1.  From the Insert menu, select Picture. 
 
2. If you would like to insert a clip art, 

select Clip Art.   
a. Click on the button Insert Clip 

Art in the Drawing Palette.   

 
 
3. If you have a picture (like a digitized 

image), then select From File.  
a. Click on the button Insert 

Picture from File in the 
Drawing Palette.   

 
 

 

4. Locate the picture you want (either 
from the Clip Art gallery or from a 
disk), then click OK.  

 

 
5. You can resize the image by clicking 

once on the image, then pulling any of 
the boxes at the corners to the size 
desired. 

 
a. If you would like to keep the 

image in proportion, drag one of 
the corner boxes. 
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6. You can also rotate the picture or even 
flip the image around.  In the Drawing 
Palette, there is the Draw button.  
Click on it, and a menu will appear. 

 

 
 

7. Select Rotate or Flip, and choose the 
direction or amount of rotation.  The 
image will change accordingly. 

 
a. If the choices in the Rotate or 

Flip menu are gray (you are 
unable to select it), then select 
Ungroup.  When a message 
box comes up, click OK. 

 
 
 
 

b. The picture will now appear as a 
collection of dots.  This is what 
you want! 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
Before: 
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After: 

 
 

c. Go to the Draw menu, and 
select Group. 

  
 

8. Repeat Step 6.  The image should flip 
or rotate accordingly. 

 
 
 
 

Flip Horizontal: 

 
 
Inserting a Movie or Sound 
 

 

You can add movies or sounds to your presentation. 
 
1.  From the Insert menu, select Movies 

and Sounds. 
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2.  Locate the appropriate file. 
 

 
3.  Click OK.  
 
 
 Slide Transitions 

 

 
This is how one slide transitions into another slide.  There are two ways of doing 
transitions.   
   
First way: 
1.  If you would like your current slide to 

have a transition, click the arrow next 
Presentation in the Formatting 
Palette. 

 
 

2. Click on the arrow next to Transition. 
 

3. A list of different transitions will 
appear.  Select one. 

 

 

NOTE:  The transition you selected will take place between the slide right before your 
current slide and your current slide.   
 
Second way: 
1. Switch your view mode to the Slide 

Sorter.  To do this, click on the 3rd 
button from the left.  It should look like 
this: 
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2. Directly above your first slide, there 
should be a Slide Sorter Palette.  Click 
once on a slide then select a transition. 

 

 
 

3. An icon will appear below the slide. 
 
  

Custom Animation 
 

 

This feature allows each object on the slide to be presented individually and when you 
choose.  For example, the title of a slide can appear first, followed by the clip art, then 
the text. 
 
1. Under Slide Show, click on 

Animations - Custom. 
 

a.  In the Formatting Palette, click on 
the arrow next to Animation.  
Click on the Customize button. 
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2.  The new window should look like this: 
 

 
 
 
3. Click on the Effects tab.  You can 

choose different effects for each item on 
the current slide. 

 
a. Select an item from the Select 

to animate window.   
 
b. You can select an Entry effect 

and Exit Effect for the item.  
You can have one effect 
(either an Entry or Exit effect) 
or both. 

 
c. Entry Animation and 

Sound:  Select the type of 
animation and sound you want 
for that object.   

 
d. After Animation:  You can 

 
 
 
 
 

 

Lists objects on your 
current slide 

Allows you to preview the 
animations 

a

b

c 

d
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change the color of the words 
to “fade back” after the 
animation, or you can have 
the object disappear entirely. 

 
4. Under the Order and Timing tab, you 

can reorganize the order of the effects. 
 

a. In the box below Animation 
order, there is a list of the 
effects.  One item on a slide 
can have two effects (Entry 
and Exit)!  Notice that an 
Entry effect has a red arrow 
going into the box, while the 
Exit effect has a blue arrow 
going out of the box.  

 
b. You can select how the 

animation will occur.  Do you 
want to click the mouse, then 
make the animation appear?  
If so, select On Mouse Click. 

 
c. If you would rather have the 

animation automatically 
appear after a preset time, 
select Automatically, ___ 
seconds after previous 
event. 

 

 
 
 
 

5. You can change also the order of the 
events in the Animation Order box 
using the up and down arrows.  

 

 

b 

c 

a 
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6.  In the final tab, Options, you can select 
how bulleted lists appear or disappear.  
If the bulleted list item on the slide has 
both Entry and Exit effects, you can 
designate a Text entry and Text exit 
option. 

 
 

a. Text enters/exits:  For text 
boxes, do you want all the text 
to show at once, or would you 
prefer to have each bullet 
point introduced?  You can 
choose from All at Once, By 
Letter, or By Word. 

 
b. Bullets grouped by:  If you 

have subpoints (or sub-
subpoints or sub-sub-
subpoints), you can have each 
of those subpoints come up 
individually or as a group.  1st 
level means one point and all 
of its subpoint appear.  2nd 
level means the main point 
appears, then the subpoints 
beneath it appears.  

 

 

 

6. Repeat the animation process for each 
object in the slide. 
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Printing your Presentation  
 
There are several ways you can print up your presentation.   
 
1. Under File, select Print. 

 
a. Mac Shortcut:  Ë + P 
 

2.  Select Microsoft PowerPoint. 
 

Printing individual slides:  You may 
want to have a backup plan in case your 
presentation cannot be used.  So, printing 
up individual slides on transparencies is 
one option. 
 

a. Select Slides under Print 
What:. 

 
b. Each slide of your 

presentation will be printed 
as a separate page.  

 

  
 
 
 
 
 
 

 

Printing handouts:  There are many formats for printing handouts:  You can print 2, 
3, 4, 6, or 9 slides to one page.  3-slide handouts are especially nice since it also gives 
the note taker room to write. 
 

a. Select Handouts under Print What:. 
 
b. Select how many slides to print on each page. 

 
Printing notes:  In this format, one slide is printed on each page, with room for your 
notes. 
 

a. Select Notes Pages under Print What:. 
 
Printing an outline:  In this format, there is only text.  All the text boxes on your 
slides are arranged in an outline fashion. 
 
a. Select Outline under Print What:. 
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Notes: 
 


