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Navigating a Presentation

Understanding Views
Normal view
Slide Sorter view

Slide Show view

Task panes

General Tips
Creating a New Presentation
Working in Slide Sorter View
Working in Outline View
Inserting Slides
Deleting Slides
Entering Text on the Slide
Creating Additional Text Boxes
Aligning Text
Selecting text
Format Painter
Cut/Copy & Paste
Drag-and-Drop
Tabs
Indents

Setup of a Presentation

Printing PowerPoint Presentations

Creating a Template

Working with Masters
Slide Master

Replace or add slide masters

Prevent a slide master from being deleted

Title Master
Notes Master
Handout Master

Applying a Different Template/Design

AutoLayouts

Working with Pictures
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Clip Art
Other Picture Files

Adding a Graph to Slides
Inserting a Table

Headers and Footers
Inserting Headers and Footers
Drawing Objects
Using AutoShapes
Changing Shapes
Arranging Objects
Duplicate Objects
Formatting an Object
Adding Fill, Line Colours and Line Styles
Using a Colour Scheme
Modifying color schemes
Using non-color scheme colors
Modify a color scheme
Add transitions between slides
Add different transitions between slides
Animate text and objects
Apply a custom animation
Creating an On-Screen Show
Methods for Moving Through a Slide Show
Slide Timings
Automating a Slide Show
Rehearse Timings
Creating New Presentations Based on a Template
Adding Templates to New Presentation Dialogue Box
Creating A Custom Tab in New Presentation Dialogue Box
Finding Presentations Quickly
Using AutoCorrect
Inserting Objects from Other Applications
Black and White View

Branch to Other Locations

Branching to Hidden Slides or Other Presentations

Defining Custom Shows
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