
 

 

  



 
 
 
 
 
 
 

 
 
 
 
 

 

About PowerPoint1.net  
PowerPoint1 is the biggest online store for Microsoft PowerPoint presentation templates on the Internet. 

The service has approximately 7000 unique, professionally developed presentation templates in 6 localized 

online stores. The customers of PowerPoint1 can buy the presentations using English, French, Spanish, 

German, Italian and Finnish. The localized PowerPoint1 sites are: www.powerpoint1.net, 

www.powerpoint1.fr, www.powerpoint1.es, www.powerpoint1.it, www.powerpoint1.fi and 

www.powerpoint1.de. 

 

 

Legal 
© PowerPoint1. All rights reserved. 

Microsoft and PowerPoint are trademarks or registered trademarks of Microsoft Corporation in the United 

States and other countries. 

 

 

  

http://www.powerpoint1.net/
http://www.powerpoint1.fr/
http://www.powerpoint1.es/
http://www.powerpoint1.it/
http://www.powerpoint1.fi/
http://www.powerpoint1.de/


 
 
 
 
 
 
 

 
 
 
 
 

 

Table of Contents 

About PowerPoint1.net  ............................................................................................................................................ 2 

Legal ................................................................................................................................................................................ 2 

How do I add slide transitions?  ............................................................................................................................. 4 

What is Notes and how do I use it? ....................................................................................................................... 4 

How do I add WordArt and other text effects?  ................................................................................................. 6 

How do I use template files (pot. and potx. files)  ............................................................................................ 7 

How to I add SmartArt?  ............................................................................................................................................ 8 

How to hide slides?  .................................................................................................................................................... 9 

How do I display slide numbers for my PowerPoint presentation slides?  .......................................... 10 

Taking Printouts of slides  ...................................................................................................................................... 12 

How do I perform a Spell Check in PowerPoint?  ........................................................................................... 15 

How to save a PowerPoint 2007 presentation in PowerPoint 2003 version?  .................................... 16 

What are Master Slides and how to edit them?  .............................................................................................. 16 

How to add a corporate logo for my PowerPoint templates?  ................................................................... 19 

What are the main differences in PowerPoint 2003 and PowerPoint 2007?  ..................................... 19 

How to add a pie chart for my presentation?  ................................................................................................. 20 

How to convert a PowerPoint presentation to HTML?  ................................................................................ 21 

How to save Presentations as PowerPoint Shows?  ...................................................................................... 23 

How do I embed a sound file into my presentation?  .................................................................................... 25 

How to change the background image  .............................................................................................................. 26 

How do I password protect my PowerPoint Presentations?  .................................................................... 27 

 

  



 
 
 
 
 
 
 

 
 
 
 
 

 

How do I add slide transitions ?  
Go to the ά!ƴƛƳŀǘƛƻƴǎέ ǘŀō ƻŦ ǘƘŜ wƛōōƻƴ ǘƻ !ǇǇƭȅ ŀ {ƭƛŘŜ ¢Ǌŀƴǎƛǘƛƻƴ. Choose Options for Slide Transitions. 

¸ƻǳ Ŏŀƴ ǎŜǘ ǘƘŜ ǘǊŀƴǎƛǘƛƻƴ ŜŦŦŜŎǘ ŦƻǊ ƛƴŘƛǾƛŘǳŀƭ ǎƭƛŘŜǎ ƻǊ ŎƭƛŎƪ ά!ǇǇƭȅ ¢ƻ !ƭƭέ ǘƻ ǎŜǘ ǘƘŜ ŜŦŦŜŎǘ ŦƻǊ ŀƭƭ ǎƭƛŘŜǎΦ 

 

You can also choose to add a Sound Effect to the Slide Transition.  

 

 

What is Notes and how do I use it?  
The Notes feature of PowerPoint allows you to add additional information about the slide. When you view 

the presentation in Normal View, you will see a panel below the slide edit area. Click on the space in the 



 
 
 
 
 
 
 

 
 
 
 
 

panel to add your notes. 

 

This feature ŀƭǎƻ ŜƴŀōƭŜǎ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ƘŀƴŘƻǳǘǎ ŦƻǊ ȅƻǳǊ ŀǳŘƛŜƴŎŜ ŜŀǎƛƭȅΦ ¢ƻ Řƻ ǘƘƛǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άbƻǘŜǎ 

ǇŀƎŜέ ƛƴ ǘƘŜ ά±ƛŜǿέ ǘŀōΦ ¢Ƙƛǎ ǿƛƭƭ show a page for each slide with the slide scaled down and your notes 

below it. You can print these pages directly to be distributed as handouts. 



 
 
 
 
 
 
 

 
 
 
 
 

 

 

 

How do I add WordArt and other text effects ?  
To add text effects: 

1.  Select the text you want to apply the effect to or select the text box to apply the effect to all text 

within the text box. 

2. Dƻ ǘƻ ǘƘŜ άCƻǊƳŀǘέ ǘŀōΣ ŀƴŘ ŎƘƻƻǎŜ ǘƘŜ built-in WordArt style you want to apply.  

3. You can create you custom WordArt by using ŎƘŀƴƎƛƴƎ ǎŜǘǘƛƴƎǎ ŦƻǊ ά¢ŜȄǘ CƛƭƭέΣ ά¢ŜȄǘ hǳǘƭƛƴŜέΣ ŀƴŘ 

ά¢ŜȄǘ 9ŦŦŜŎǘǎέΦ 



 
 
 
 
 
 
 

 
 
 
 
 

 

  

 

How do I use template  files  (pot.  and potx . files ) 
To apply a template for your presentation: 

1. Open the presentation 
2. Go to the ά5ŜǎƛƎƴέ ǘŀō 
3. Lƴ ǘƘŜ ά¢ƘŜƳŜǎέ ǇŀƴŜƭΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Řƻǿƴ ŀǊǊƻǿ ŀƴŘ ŎƭƛŎƪ ά.ǊƻǿǎŜ ŦƻǊ ¢ƘŜƳŜǎέ 
4. Locate the template and click open 

This will apply a template to your existing presentation. 

Alternately, you can save the template in the default Microsoft PowerPoint Themes folder. This 
ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ǘŜƳǇƭŀǘŜ ƛƴ ǘƘŜ ά¢ƘŜƳŜǎέ ǇŀƴŜƭ along with the other built-in templates/themes. 

1. Open a template 
2. /ƭƛŎƪ ƻƴ ǘƘŜ άhŦŦƛŎŜ .ǳǘǘƻƴέΣ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ά{ŀǾŜ !ǎέ ŀƴŘ ŎƘƻƻǎŜ άhǘƘŜǊ CƻǊƳŀǘǎέ ŦǊƻƳ 

the submenuΦ ¢Ƙƛǎ ǿƛƭƭ ƻǇŜƴ ǘƘŜ ά{ŀǾŜ ŀǎέ ŘƛŀƭƻƎ ōƻȄ 

By default it should take you to the default Microsoft PowerPoint Themes folder. Otherwise, 

locate the folder. It should be in: 

Windows Vista:  


