Adding Slides to a Presentation:

1. Open a presentation that needs new slides.

2. Highlight the slide that should come just before the slide you are adding.

3. To add a blank slide, click the New Slide icon on the Home tab. If your presentation has a

theme, the slide will have the same theme. (Figure 1)
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FIGURE 1: NEW SLIDE ICON

4. To add a slide with textboxes or media boxes, click the New Slide label on the Home tab.

(Figure 2)

ft?‘;:;\", H U IR L
..
— Home Insert Design Animat]
= X Cut ] =] Layout *
J =3 Copy E Reset
Paste MNew
. # Format Painter || sjige~ | Delete
Clipboard {F] *Nides

FIGURE 2: NEW SLIDE LABEL

5. From the menu that displays select the layout for the slide being added.

6. To add a layout to a blank slide, click the Layout button on the Home tab and select the desired

layout from the menu that displays. (Figure 3)
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FIGURE 3: LAYOUT BUTTON
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