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First Steps 

1.  Any Specific thing you 
are hoping to learn 
today? 

2.  Start with a vision map 
or an outline of your 
presentation if possible 
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When you first open PowerPoint you will see this main window. 

Note: this is not 
the WSU branding 

To obtain a template 
copy of the WSU 
Master Gardener 

branded PowerPoint 
Presentation, contact 

Claudia or myself. 
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Here is where to pick a 
pre-built slide design 
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To add a blank slide go up to toolbar 
and select New Slide Button,  

Or right-
click with 
your mouse 
on the slide 
sorter and 
select New 
Slide 

Or use the key combination Ctrl+M on this 
screen to insert a new slide right here.  
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To change the 
slide layout, click 
on the Layout 
button on the 
toolbar and 
select the 

desired layout. 
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To re-order the 
slide layout, click 
on the slide you 

want to move 
and simply drag 
it up or down in 
the slides tab. 

Note how slide 4 
in the left 
column is now 
slide 6 in the 
right column. 
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Adding images! 

Tip:  The image 
must relate to your 
presentation. 

Adding pictures 
enhances your 
presentation and 
helps communicate 
your thoughts to the 
audience 
 



WSU Extension Master Gardener Program: Volunteer Community Educators– cultivating plants, people, and communities since 1973. 

Tip:  Organize your images in one 
location for ease of access. 
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Resizing your image: 

Often your image will 
be either too small or 
too large. 

See how this image 
runs off the page… 
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Right-click with 
your mouse on 
the image to 
activate the 

Format Picture 
tool. 

Resizing your image 
continued: 

Keep the aspect 
the same or the 
image will be 
distorted. 
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You can size 
or scale using 

the Format 
Picture tool. 

Cropping the 
image is 

another option. 
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Working with text boxes, objects, etc. 

On Tool bar, choose 
insert > Text Box; with 
left mouse click, draw 

text box where you 
want it located… 

Once drawn, you can 
right click on the text 
box and change font 

style, color, etc. 
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Working with text boxes, objects, etc. continued 

To add a 
background or 
outline color, 

click on Format 
Shape… 

Use the Format 
Shape tool to make 

any changes. 
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Animation! 

Tip:  Put your presentation 
together, then figure out  

the animation! 
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Animation Continued… 

Using the 
Animation tool 
allows you to 

choose the style 
of entrance, the 
timing and the 

order. 



WSU Extension Master Gardener Program: Volunteer Community Educators– cultivating plants, people, and communities since 1973. 

Saving, Printing, Packaging your final 
presentation 

v Save early,                                
save often     
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To print, click on File on the 
toolbar; select Print; in the 

tool box, click on the 
dropdown menu and select 

one of those options 

Saving, Printing, 
Packaging your final 

presentation, continued. 
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To make your 
presentation 

portable, save it 
to a jump drive, 
thumb drive, etc. 

Saving, Printing, Packaging your final 
presentation, continued. 

Now your 
presentation is 
ready to use 

away from your 
desktop. 
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Q & A: 



End 
Last thoughts? 


