
POWERPOINT QUICK START GUIDE!  
(Mac: Office 2001) 

 
Yes,  you can make a PowerPoint slide show with just a few instructions! 
 
1. Open the Macintosh hard drive and find 
the Microsoft Office folder. 
 
2. Inside the folder double click the 
Microsoft Power icon to open the Project 
Gallery 
 
3.  In the right side category choices, 
select Presentations and then Designs to 
see the presentation templates available. 
 
K-2: Select BigSplash 
3-4: Select Notebook 
 
Highlight it and Click OK. 
Note: You can change the template design at any time and apply the changes to 
the entire slide show. 
 
4.. Next choose a layout for your first slide. 
This should be the title page. Highlight and 
press OK. 
 
You may change text color, font, and size 
at any time 
 

 



5. You may begin entering text – the Title of your project 
 
6. Go to Insert menu and select a new slide.  Each time you start a new slide you 
will be able to chose a new layout. 

 
 
 
 
 
 
 
 
 

K-2: Select Title and Clip Art           3-4: Select Text +Clip Art 
 
7. Add the text you want on each slide. To 
Insert clip art, choose the Insert menu from 
the top menu bar; Go to picture on the list of 
choices; Choose clip art.  
The Clip Gallery will open.  You will see 
categories of pictures.  Browse through the 
selections or use the Search tool.   When 
you find the picture you want, Click on the 
picture to add it to your project. then on the 
Insert button. 
Make the picture smaller by using the “handles” on each corner and side of the 
graphic; notice that the corner ones maintain the proportion of the graphic. 
 
You can also add a picture from your disk, or server space you will choose the 
from file option and navigate to your picture. 

 

 



8.  Insert Sounds.  From the Insert menu, select Movies and Sounds, then 
choose either Sound Gallery or Sound Files. 

 
 
 
 
 
 
 
 

 
If you select a file from the Sound Files, a box 
will appear asking if you want your sound to 
automatically start or play when it is clicked. 
 
 
9. The view option on the menu bar allows you to move back and forth between 
slide, slide show, slide sorter, and outline. You also have the option to view and 
change the master slide and have toolbars on the screen.  
 
The slide sorter is important; you can create your slides in any order and 
rearrange them at any time. 
 
 
 
 
 
 
 
 



10. The standard text formatting toolbar is at the top of the screen; 

11. The drawing toolbar is at the side. 
There are also toolbars for animation, word art and more! 
 
Tips for success: 
• Use large fonts—at least size 18 
• Use “clean” sans serif fonts or simple serif fonts such as Times 
• Bullets are very effective for lists 
• Follow the 6 X 6 rule 6 lines of text, 6 words per line 
• Use a color theme; colors should not clash 
• Provide contrast between background and text 
• Be consistent in font size, color and style but provide variation for   

impact 
• Put quotes in italics; cite your sources 
• Spell check, spell check, spell check. 
• Remember you are communicating something to your audience; good 

content is impressive. 
• Audiences like slides in handout form so they can take notes. 
   
 

Technical hints 
• Be sure you computer has enough memory 
• Allocate more memory to PowerPoint if you are using multiple graphics 
• If you plan to work on both a Mac and Windows computer and save to floppy 

disk, format the disk for windows since a Mac will read it. A Windows 
computer will not read a Mac formatted disk. 

• Save often as you create the slide show 
• Save with the .ppt tag on the end of your slide show; it will be more 

recognizable to different platforms 


