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Getting Started
The PowerPoint Window

� Menu BarÐ contains all tools for use with PowerPoint 2002.
� Standard ToolbarÐ contains shortcuts for standard

PowerPoint actions and tools.
� Formatting ToolbarÐ contains shortcuts for applying

formatting features to your presentation.
� Slides TabÐ displays slides as thumbnails.
� Slide PaneÐ displays the selected slide.
� Ask a Question BoxÐ provides quick access to help when

you have a question.
� Task PaneÐ displays tasks according to the selected task category.
Note: To hide or display a toolbar, select Toolbar from the View
menu and select the toolbar from the resulting menu.

Using the Task Pane
The task pane replaces commonly-used dialog boxes. For example,
when you select Newfrom the File menu to create a new
presentation, the New Presentationpane will appear in the task
pane. In previous versions of PowerPoint, a separate New
Presentationdialog box would appear. To change the task
category, click the down arrow        button on the task pane and
select a category from the resulting menu.

Using Smart Tags
Office XP has created Smart Tags, a new feature designed to alert
you to important actions. Smart Tags will appear as you are
working in Office XP. For example, when you paste text, a table, or
a slide, a Paste Options   smart tag button will appear. Click
the button to select from a list of options.

Creating a Blank Presentation
1. Select Newfrom the File menu. The New Presentationtask

pane will appear.
2. In the Newsection, click the Blank Presentationshortcut. The

default slide layout will appear. If you want to change the
layout, select a layout from the Slide Layouttask pane. 

Note: To quickly create a blank presentation, press Ctrl + N or click
the New button.

Using a Design Template
1. Select Newfrom the File menu. The New 

Presentationtask pane will appear.
2. In the Newsection, click the From Design Templateshortcut.
3. In the Slide Designtask pane, click the design template you

want to apply.

Using the AutoContent Wizard
1. Select Newfrom the File menu. The New Presentationtask

pane will appear.
2. In the Newsection, click the From AutoContent Wizard

shortcut.
3. Follow the instructions provided by the Wizard to set up your

presentation.  
4. Click the Finish button when done.

Opening an Existing Presentation
1. Select Openfrom the File menu, 

press Ctrl + O, or click the Open 
button.

2. Locate and select the file you want to 
open.

3. Click the Openbutton.
Note: The most-recently-opened files 
appear at the top of the New Presentation
task pane. Click the presentation name to quickly open the
presentation.

Saving the Presentation
1. Select Savefrom the File menu.
2. Select a location where you want to save the file.
3. Enter a file name in the File namebox.
4. To save the presentation so that it will automatically run as a

slide show when opened from the desktop, select PowerPoint
Showfrom the Save as Typebox. 

5. Click the Savebutton.
Note: To quickly save after the initial save, press Ctrl + S or click
the Save button.

Saving a Presentation for Internet Use
1. Select Save as Web Pagefrom the File menu.
2. Enter a name for the Web page in the File namebox.
3. To save the presentation as a Web page and create an

associated folder for supporting files, select Web Pagefrom
the Save as typebox. 
To save the presentation as a Web archive, select Web Archive
from the Save as typebox. 

4. To change the title bar for your Web page, click the Change
Title button, enter a title in the Page titlebox, and click the
OK button.

5. Click the Publish button.
6. Select publishing options from the resulting dialog box.
7. In the File namebox, enter a location and a name for the Web page.
8. Click the Publish button.
Note: When you save the presentation as a Web archive, you save
all of the elements of the Web site, including text and graphics,
into a single file. This is helpful if you want to publish your Web
site as a single MHTML (MIME HTML document) file or send the
Web site as an e-mail message or attachment.
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