
“How To” Presentation 

 Objectives: to be able to create a new slide, insert transitions, insert pictures, insert text 

box, and assign a design. 

 

Topic: How to ______________________________ 

Step 1  

Step 2  

Step 3  

Step 4  

 Step 5  

Step 6  

Step 7  

Step 8  

Step 9  

Step 10  

Step 11  

 

  



 

 Directions. 

1. Go to Office 365> One Drive> Shared with Me> Your Name> Computer 

Applications. 

2. Click “New” and select PowerPoint presentation. 

3. Name your document “How to”. 

4. Click Design > pick a theme. 

 
5. Pick a “How to” to write about. (Examples: how to tie your shoe, build a tent, 

cook a favorite dish, use voice texting, login to ___, how to dress for a sports 

game, how to buy a dance ticket, to get ready for class). It must be at least 7 steps 

long! 

 

6. Title your first slide “How to ______” and fill in your topic. Then write your name 

underneath the title.  

 

 
7. Click “new slide”. 

 
8. At the top of the new slide, click in the textbox and write “Step 1”. 

9. Below the title of “Step 1” write one sentence describing your first step.  



10. Then click Insert > Online Pictures> type in a picture that would describe that 

step > insert. 

11. Resize the picture using the corners of the picture. 

12.  Repeat steps 7-11 for the rest of your steps. 

13. Go back to your first slide. 

14. Click transitions and pick one.  

15. Repeat step 14 to the rest of your slides. 

Points for: 

___ Pictures for all steps 

___ Transitions for all slides 

___ Correct Title 

___ At least 7 slides 

___ All steps labeled correctly 

___ Title and name included 

___ Includes all necessary steps 

___ Grammar/Spelling correct 

___ Design Selected 

___ Saved As “How to” 

 

___/10 total 

 


