Building a virtual room in Power Point (2003)


To choose type of slide


Format > Slide Layout > (choose style on right column)

To add shapes and lines


Bottom Toolbar: AutoShapes > Basic Shapes > (choose shape, then click/drag on slide)

To change colors of shapes/lines


Bottom Toolbar:  Paint Can > (select color)

To change color (or remove) outline of shapes


Bottom Toolbar:  Paint Brush > “no line” or choose color

To insert pictures from a file:


Insert > Pictures > From File

To insert pictures from the web

1. Click on image on web

2. Control / C (to copy)

3. Control / V (to paste) on slide

4. Note:  Always be sensitive to others’ image copyrights.  URL’s are to be credited to all images used.

To add text


Insert > Textbox

To rotate shape or textbox

1. Click on shape or textbox

2. Click and drag green rotating button

To hyperlink to another slide

1. Click on the object/word/icon you wish to have the hyperlink

2. Insert > Hyperlink > (choose “Place in This Document) on left column

3. Select slide

4. OK

5. Hint: Always have a way to get back to your home slide.  Repeat this process for a “back” icon on the slide you first go to.

