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Awesome
Students

How do I d
o

this?

Lets Learn 
How!



Click on the 
Insert tab to 
get the ribbon 
we need

Shapes Button (With 
a drop down arrow 
button)



There are hundreds of 
shapes to choose from or 
you can draw your own. 
You can also add a text 
box from this area. 

Text Box Button



Text Box Button





Double
Click

Your Text
Box

Format Ribbon
Appears





Click the Insert 
Tab to get to 
the correct 
ribbon Smart Art 

Button



Ty
pe

s o
f C

ha
ts

Preview Box



Choose Your Format First

Choose Your Art 
Second

Click Ok Once you 
have chosen your art!



Add Your 
Text!



Change Color 
Button

The Many
Formats 
You Can 
Chose 
From





Click on the 
Insert tab to 
get the ribbon 
we need

Click the down 
arrow under  
Sound 





Sound from File: Means you will have to search your files for the 
sound or song you would like

Sound from clip Organizer:  These are sounds that already reside on 
your computer they are organized in abc order.

Play CD or Audio Track: Here you can import entire CD’s or just 
tracks to add to your slide show.

Record Sound: A record box will appear and you will record until you 
get your desired sound.



This is the sound organizer bar
Double click any sound to add it 
to your show!



Automatically 
This Plays 
your sound 
when the slide 
starts

When Clicked Plays the Sound 
When you Click it.



A small speaker 
Will appear once 
you have added 
your sound.



First Click on the 
Animations Tab to 
bring up the correct 
Ribbon

Then Click 
Custom 

Animation



Animation Bar

Add An Effect



Click on motion 
path to get a 
second menu

Click Draw Custom Path





Curved
Motion 

path

Hit Remove to 
remove the 
effect you have 
given your 
objects



In Word Art
In Text Boxes

In Notes



Go to the Review 
Tab to get the 
correct ribbon

Click on ABC 
Spelling



Change: Changes the word once

Change All: Changes  all instances of the word to the newly selected word

Ignore: Ignores the word once

Ignore All: Ignores all instances of the word within the document

Add: Adds word to  the dictionary, will forever be recognized as spelled correctly. 
(Mostly used with last names)

Suggest: Suggestions for the word you are looking for.

Auto Correct: Correct every error without reviewing them as Microsoft sees fit. 



Spelling Box will 
appear



•Never use Auto Correct

•Never add anything unless you would like it that way FOREVER

•Always review every mistake if possible 

•Remember you can type within the correction box to get more 
suggestions on what the spelling or word might be

•Use change all when you know for sure you have misspelled 
something multiple times. 





Please TakePlease Take
Our Short Our Short 
Survey!Survey!
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Microsoft Tutorials
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