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Step 2: Design Your Presentation

1. Open a new PowerPoint slide presentation: Go to the FILE menu on top of the screen and click

on New Presentation.

2. You will need four slides in your project. For the first slide layout, choose the Title Slide. You

can decide which layouts to use for the other three. To select new slides, click on the INSERT
menu, then on New Slide. You will be asked to choose the slide layout. Click on the slide layout

you need, then click OK. Repeat these steps until you have all four slides.

3. Next, select a background design for your slides. Click on the FORMAT menu, then on Apply
Design Template. Select the design you want and click the Apply button.

4. Go to the first slide. Type the title of your research report in the top text box, and your name in

the second text box. 

5. Save your presentation. Click on the FILE menu, then on Save. Name your presentation using

your initials and the word “Geography” (for example, TGGeography). 

6. Move to your next slides. Use the information you wrote in Section 1 to type in the text for these

slides. Be sure to use proper spelling and grammar. Don’t forget to list your resources on the last

slide. 

7. Add any images or drawings to your slides. Make sure you know where your image is stored

(for example, on a disk or on the computer hard drive). To insert the image, click on the

INSERT menu, then scroll down to Picture. Click on From file to locate the image you want,

then click on Insert.

8. Once you have finished your slides, test your slide show. Under the SLIDE SHOW menu, click

on View show.

9. Save your presentation. 


