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To create a new PowerPoint presentation: [Start — Microsoft Office — Microsoft PowerPoint]
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Choose a design: [Design - Themes]
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o To modify Slide Master: [View — Master Views - Slide Master]
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=  To change the Fond Style: select the text box on which you want to apply the new style and [Home —

Font]. It is possible to change all predefined formatting.
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Click to edit Master subtitle style

=  To change the colours schema: [Slide Master - Colors]
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=  To validate the changes: [Slide Master — Close Master View]
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To insert a new slide: [Home — Slides — New Slide]
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To apply a transition to a presentation: [Transitions — Choose a Transition Type — Apply to All]
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To insert an action button: [Insert — lllustrations - Shapes — Action Buttons]



PowerPoint Hints

© Sorana D. BOLBOACA, 2014

Bl'H 9~ 9%
Home Insert Design Transitions Animations

b B8 &4

Table Picture Clip  Screenshot Photo

~ Art

- Album ~

o B |2

Shapes pmartArt Chart

Tables Images

ME Page Layout
REIE

Cover Blank Page Table Picture  Clij

p
Page~ Page Break Art
Pages Tables

References Mailings Review

=N Nt

Shapes SmartArt Chart Screenshot

lllustrations

I Illustrationsl

| Recently Used Shapes

B NOOOALLDY G
CERCAR RN

Lines
SNSNTLTLLT LN G %
Rectangles

I 0 L A 0

Basic Shapes
EOAMNIALOOOO®®
@GOo0Or by mhoaad
O0@~HOVRGC SN
0 14 %

Block Arrows

DEF QTR LER I D
€ dvnnoD > RRdn
e

Equation Shapes

F=R=-=g

Flowchart
OOl ay
onAdNXB I ¢AVED
Qoo

Stars and Banners

PR AS SIS ROFOR IR LR o
2 2 ) 0 [T 2RI

Callouts

DO OO MAdid: A0

.

Action Buttons

[ ] 1) ) [ [ [w0] =] [ (6] (2] L] =

_Action Button: Home

To use predefined WordArt: [Insert — Text - WordArt]
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