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(Indtroduction)

(Pre-

sentation)

Microsoft powerpoint 2007

Software Multimedia

powerpoint slide

Slide show Power point slider layout

design

(OBJECTIVES)

• Power point

•
• Slide

• Chart

• Animation effect

•

• Slide show
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POWER POINT (STARTINGA POWERPOINT)

Chart

Power point

Power point

Power point slides slide

Multimedia Slide Clip Art

Music, Video clips

Power point Slide

Slide show

Powerpoint

Start

Start

All program Microsoft office  Microsoft

office powerpoint 2007 Power

point (Monitor)
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(CREATING PRESENTATION)

Power Point

Note Power Point 2007 Office button File

Menu Title bar Ribbon Menu

Tool bar

Ribbon- tab (Home, insert........) Tab

Groups- tab groups

Command- Group

Office New
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Installed templates

Installed template template Installed template

Template wizard

scroll

create
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Design Temperate

Design Template Installed theme

Template Installed themes

Background

template Preview

create

(Blank presentation)

Blank presentation

Template
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Slide Layouts Slide

Form Slide

slide

Slide

Title slide

subtitle title slide
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Title and content

section Header:

Two content:

Comparision: Pro/con:

Title only:

sub title

Blank: Master slide Blank slide

Content with caption.

Picture with caption: linked object title

(Selecting the content)

Slide

Insert table

Insert chart

Insert smart Art Graphics

Insert picture from file

Insert clip Art

Insert Media clip
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(Open an existing presentation)

Office button Open tab Look in: drop-

down

Open



217

Slide (Viewing slides)

Power point Views slider

view Normal, slide sorter slide

show. view slide show

Power point window view view

view

view  Normal

Normal view

Normal view window

Slide outline pane Notes pane.

pane

Window Normal view

view  Normal Normal view
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Slide shorter view

Slide sorter view slide Slide

View Veiw

special effect transactions slide

Window slide sorter view

view  slide sorter slide sorter view

Slide show view

Preview

slide show view

(scanned) (animation) hyperlines action

setting show Window

slide show View  slide show



219

(Design Tips)

Power point

Slide

Font Font point

Slide transitions transitions

Slide

bold, italics, underlining

Fond slide Font

Slide (WORKING WITH SLIDES)

Slide slide

Handout slide

slide slide New Slide

dialog section

Slide Slide

template (Applying Design template)

Design template Ribbon Design tag

Template

Slide  (Changing slide layout)

Slide template Home  layout Slide
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layout dialog layout

layout thumbnail
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(Inserting & Editing the existing slides as your New

slide) Slide Slide

slides

cut, copy, paste slides

Home  New slide Duplicate selected slides, slides from outline

...... Resuse slides

Slides from outline : text file outline slide

slide

Outline pane Slide Insert

outline dialog Home  New slide

slides from a line

Duplicate Selected Slides: slide

slide slide
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slide

Duplicate slide CTRL + SHIFT + D

slide cut /copy paste slide

Slide (Reordering Slides)

Slide sorter view slide slide

Normal Outline view slide pane slide

Slide (Hide slides)

slide slide show

Slide pane slide
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Hide slide slide

Slide (Moving between slides)

slide slide

Scroll bars: Scroll bar slide slide

Note pane Outline pane

Next slide and previous slide buttons: Next slide previous slide

Slide show slide

scroll
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Using outline pane : Outline view

slide Mouse

Outlines pane

(INTEXT QUESTIONS)

Normal Outline view Current slide, Slide outline

Notes

slide

slide

slide dialog slide

Power point dialog
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Installed templates

Open

Installed themes and blank presentation

view slide

Slide show

Slide sorter view

Outline view

Slide show view

(WORKING WITH TEXT)

Power

point Insert, Edit Format text

(Inserting text)

Outlining inserting text

Outline text: Slide Outline text

Outlining Heads,

Power point Outline

Slide Heading 1 Slide Heading 2

Outline view window Outline

Outline Slide pane

Outline pane

Text Boxes: power point Slide

Slide Slide

Slide

Slide Insert

text box
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Handles

handle

handle

Handle

dotted

Template

Delete

(Formatting Text)

Format Font: Slide Outline

Home Font

Pop-up Font Font dialog

Font face, size, style, effect color
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Replace Font: Design template Font

Font

Replace Font

Home  Replace  Replace Fonts Drop-down Re-

place Font Replace

Replace

Line spacing: Home  Line spacing

• Line spacing-

Change case: Font Home  Change case

case
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• Sentence Case:

• Lower and Upper case: Case

• Title case:

• Toggle Case: Titel Case

Bulleted List on Design templates: slide

Bulleted list Design template

bullet list Slide Enter

bulleted Bullet

Enter Shift key

Bulleted list from a text Box: design template Bulleted

Bulleted

Slide View Insert  text Box
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Slide

Home  Paragraph Bullets Numbering

bullet

Color Bullet More colors

bullet OK Picture bullet

window picture bullet OK

Font character Sym-

bol font Bullet From drop-down Wingdings Webdings

icons Characters

bullet OK
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Bulleted Lists and New Slides from an Outline: Normal Outline view

Outline window slide

Outline view slide

Slide slide Slide

slide

Enter slide

slide bulleted TAB

Bulleted ALT + SHIFT + Right

Arrow

Enter Bullet bulleted

Bulleted

ALT + SHIFT + LEFT Arrow
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bulleted

Bulleted Slide

Outline slide

Slide Bulleted Outline

Outline CTRL + ENTER

Numbered List:

Home Paragraph  Number-

ing

Bullets Numbering window Number tab

Color More colors

Start at

OK
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(Text box properties)

Format Autoshape dialog

Format shape

Format shape dialog

Fill Slide

Semitransparent

Solid gradient Line color

Style Line style, weight

Dashed

Shadow

3D effect 3D Format  3D- Rotation

Text box tab
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Close

(Adding Notes)

Normal View Slide

Slide

Print Print what:  Notes pages

(Spell Check)

Power Point

Style

Review  Spelling F7

Ignore Ignore All

Ignore All

Add

Change to Change to

Change all

Close

window OK
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(SAVINGAND PRINTING)

Internet

Slide Web page Word Excel

Slide

(Page Setup)

Slide Office button  Print

Preview Slide drop down Slide Format

(Save as File)

Slide Office Button  Save as

Save Save as dialog

Drive

Save as dialog save
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web (Save as Web Page)

Office button  save as

Power Point Internet

Web page

Power Point internet Web side

Office  Save As drop-down Web page

Look in: Drop down Network Web page directory File

Name Save Web format



236

Print)

Office button  Print Print

dialog Print dialog

Print Range- Slide All

slide Current slide Slide filed slide

Slide

Copies- Print range Slide Copy

Collate

(Print What)

• Slides - Slide

• Handouts - Slide

• Notes Page - Slide Slide Notes

• Outline view - outline

OK
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(CLOSE A DOCUMENT)

Office button  close

prompt

(EXIT POWER POINT PROGRAM) Power point

Power Point

Office button  Exit Power Point Power

Point

KEYBOARD SHORTCUTS

Keyboard shortcut

Power Point Keyboard shortcut

Note:
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(INTEX QUESTION)

(i) Slide Slide

Scroll

Slide

Outline pane

(ii) Slide

Outline

(iii) Slides

Slide Sorter view

Normal View

Slide show view

(iv) Slide

Normal view

Outline view

Slide sorter view
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Power Point Autocontent

Wizard Design template blank

Blank

Slide Slide show

(TERMINAL QUESTION)

Power Point

Slide show View

Slide

Slides Bullet

Slides

Installed Themes, Installed Templates and Blank Presentation

Slide Show View

(i) Scroll Slide

outline pane

(ii) Outline text

(iii)  Normal view

(iv) Normal view Outline view


