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Power Point 2003 Basics 
 

 
• Software to create professional-looking slide-show presentations 

– Word processing 

– Outlining 

– Drawing (very basic) 

– Graphing 

– Management tools (how it looks and “acts”) 

• PowerPoint file extensions are .ppt and .pps   (to put this in context, .doc is the 
file extension for Word documents) 

– .ppt : a regular PowerPoint file; opens in the Normal editing view   

– .pps   

• a PowerPoint presentation saved in the slideshow mode 

• tells PowerPoint "Open me directly into slide show view, not editing 
view." You can "convert" from one to the other simply by renaming 
the files. 
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• View menu 

– Select the kind of screen you want to look at while working in PowerPoint 

• Normal  - the editing screen that comes up when you open PPT 

• Slide Sorter – slides are presented as small squares across the 
screen (like “thumbnails”) 

• Slide Show – the presentation mode 

• You can also use the short-cut buttons in the lower-left corner of 
the screen: 

 

– Master: Slide Master  -- create your own, customized slide design, 
layout, color scheme, fonts, sizes, pictures, etc… that will be applied each 
time you create a New Slide in a project.  

 
• Format menu 

– Slide Layout to arrange the location of text and other elements 

– Slide Design to choose the “decorative” look of the slides; also lets you 
choose a pre-set or customized color scheme 

 

• Insert menu 

– New Slide to insert a new slide after a selected/viewed slide                 
(or, click on the “New Slide” button)  

– Text Box 

– Pictures 

• Photos (“From File”) and Clip Art 

• AutoShapes 

• WordArt 

• Organization Chart 

– Charts 

– Tables 

 

• Drawing Toolbar

 


