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Select Microsoft PowerPoint
from the bottom of the screen

PowerPoint will open with a new

presentation started Microsoft PowerPoint
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Click to add title

Click to add subtitle

Click to add notes
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\. desired layout

e (- - U O B 5o L El  eox (G
Text Box Picture Shapes Table Media New Slide Slide_Show Gallery Toolb_ox Zoom H
Slide Themes l Slide Layouts ' Transitions
Iion Custom Then fans that use complementary layouts, |
Qrounds, colors, fonts, and graphics —
Lorem Ipsum L
LOrelnr ipsum l-:lu‘cm Il:l-\ur.x e
To choose a slide theme, locate — — =
and press Slide Themes>the
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Copy 38 C
Paste #BV
Select All BA
_ New Slide 3N
1 Duplicate Slide 4 #8D
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Slide Layout...
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When saving a show, choose PowerPoint
97-2004 Format so it will be compatible
with all versions
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To open a presentation not listed in Open
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your file.
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To add new slides to a show,
either choose ‘New Slide’
from the top of the window,
or right click any slide where
you want a new one after it
and choose ‘New Slide’
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Click the Toolbox button
for Formatting Palette

to add text
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To add text in an area where
there isn’t a text box, choose

You will be able to draw
a text box in any area.
You can then grab it to
move it around the
slide

Click on it once and hit
delete to get rid of it.
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When you have typed text in the box you
can highlight it to change the font/size/
type using the Formatting Palette
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You can also highlight text and
choose word art under the insert tab
to give a more powerful look
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Each individual "box" in a power point slide comes with various
options to quickly insert different things, the default being text.

V4
m Clhick to add text

1.) Insert
table
3.) Insert
SmartArt
graphic
4.)) Insert
picture
6.) Insert
video

5.) Insert
ClipArt
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To insert a picture, choose the

insert tab and select ‘picture’.
Navigate to your image, select
it and hit insert
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When an image is selected, you
can use the toolbar to adjust
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On the bottom of every slide i
a notes option. You can add

notes to your slides for your own
information or for handouts

Click to add notes /
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