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AGENDA

© Getto workin PowerPoint
© Discover the power of custom layouts

© Personalize your slide design
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Get your bearings 6 w h a t changed
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This band is called the Ribbon, and it contains many, very

visual commands arranged into groups.

The Ribbon is now your control center for creating a

presentation.
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The Ribbon is made
up of several tabso
the Home tab and
others.

Other tabs include Insert, Design, Animations, Slide Show, Review, and View.

The picture shows you the contents of three of them: Insert, Design, and
Animations.
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Display the galleries

‘ Animations | Slide Show POWGTPOInt Often

’—\ L& L;] i| dj, Transition Sound: | (No Sound]  ~ ‘ offers many choices
3 Transition Speed: | Fast - .
1£ g LE - for something, such as
s i styles for a shape, or

types of WordArt or
animation effects.

Fades and Dissolves
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For example, say you wanted to add transition effects to a slide. In that case:

W,

1 Afew types of transition effects show on the Ribbon.

2) To see the full gallery of choices, click the More arrow.

3) Point to any effect in the gallery to see it previewed on
the slide. Then click to apply it.
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Start a new presentatlon
@;B Eiiakey © New presentations
1 ;
I Recent Documents begin with the
[ [ | = Microsoft Office
New Presentation e Button, |Ocated at the
Templates | <> [Search Microsoft Office Online fo ||-)|‘ Uppel’ Ieft Of the
| Blank and recent WI ndOW.

Installed Templates Blank and recent

Installed Themes
Herebs how

My templates...

Hew from existing...

| Blank
Presentation

1) Click the Microsoft Office Button (91
2) Click New on the menu that opens.

3) Choose an option in the New Presentation window. You can start with a
blank slide or base the presentation on a template or existing presentation.
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Add slides, pick layouts

‘ Hd;l Insert Design Animations Slide Show Review View Format When yOU |nsert a

| ‘)'( =)~ | constantia (Body) - |26 d=- 1l e, Slide, yOU can insert
(P || B L L 8 | e that automaticall
Sl O s I [ Ve T oo one that automatically

applies a layout.
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You can also choose a
layout before you
insert the slide.

Title Slide Title and Content

Section Header

= | 2% i T

To choose a layout before you insert a slide:

1) Onthe Home tab, click New Slide (below the slide icon). This displays the
layout choices.

2) Click a layout to insert a slide with that layout.
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Insert a picture

Time to insert a

Picture Tools

e pictured a photo or
Piture Shape~ | G Bring to Front = [2+ | [ ] piece of C||p art, for
. CE Picture Border~ || @4 Send to Back = [2]
Click to add tifle Picture Effects - || iy Selection Pane Sk~ s exam ple

* Click to add text & Arrange

i

i , | You can do so right
3 Click to add title .
1' :'2 5| : from the slide, from
- Hzt within a content
: placeholder.

1) Toinsert a picture of your own, click the Insert Picture from File icon.
2) Toinsert a piece of clip art, click the Clip Art icon.
3) The picture will be positioned within the placeholder border.

4) After your picture is inserted, you may want to resize it or give it special effects. First,
select the picture on the slide.

5) Picture Tools appear on the Ribbon. Click the Format tab, and use the buttons and
options there to work with the picture.
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Insert a text box caption

0 For your pic

Home Insert Design Animations Slide Show Review  Wiew™1  Format Caption, insert a text
) 1 shape F A 4 Bring to Front = |2
= Youdl |l find
Insert tab.

When you insert the text box, Drawing Tools appear.
(1) Click the Format tab.
(2) Display the shapes gallery and point to any style.

(3) A preview of the style appears on the slide, applied to the text box.

As you saw earlier,
you can insert a
picture and other
graphics by using
icons in the Title and
Content layout.

Type your text here x
2 i- Amy Rusko
CEO

“+ Mancy Davalio,
Admin. Asst|

* [Text]

* [Text]

Nancy Davolio,

Admin. Asst.
=

When you click the SmartArt graphici c on é
éyou get a full gallery of the g
=1 2 , . :
J - (:.c3 (1) Whenyou insert the org chart, it adopts the colors of the applied theme.
N (2) AText pane appears next to the chart where you can type text.

(3) Textyou type in the Text pane maps to chart shapes and appears in the
chart as you type.
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Apply a simple animation

Home  Insert Desig 1 Animations l Slide Show Review  View Design Toapply a Simple
iE} | 54 animate: o Animation ] @ % - tesse - animation to your org
Preview || 33 Custom A| N:::m“ [l = %prm,\“ Chal’t, gO tO the
Preview Anl Fade mntionThisside . Animations tab.

As One Object
All At Once
By branch one by one

By level at once

By level one by one —-@ —
Wipe h Amy Rusko
A5 One Object CEO

All At Once @

By branch ane by one
By level at once

I . 03 a slide.

With the chart selected, click the arrow next to the Animate box to get the list
of effects.

Select an option for making the org chart pieces appear on the slide.

As you point to an option, PowerPoint shows you a preview of the animation
effect.

The picture shows the
basic placeholders on

® © o e
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Title and Subtitle placeholders (boxes with dotted borders)

Text placeholder with placeholder selected

Content placeholder used for both body text and slide content such as clip art,
SmartArt graphics, tables, shapes, pictures, and charts

Header and footer (Date, Footer, Slide Number) placeholders




Create a custom layout

Herebs how t
custom layout.

ll:ys:;tt I Preser Rename Layout _”i‘
Edit Master | Leyout name:

Tropical vacation |
Cancel

Click Insert Layout.

® ©

Newly inserted custom layouts have four placeholders: the Title and three
Footers (Date, Footer, and Slide Number).

To easily find and reuse your custom layout later, click the Rename button,
type a name you can easily recognize in the Layout name box in the
Rename Layout dialog box, and then click Rename.

Add a logo

Slide Master Home m Animations Review View ,"" If y0u Wa.nt the
[ L B Y 2l peesielAsle) company logo to
R o] A aman- e e e appear on the tropical
desi - vacation slides that
- use your Ilay
add it to the custom
layout.

Do the following:

(1 Click Picture, locate the logo file, and then click Insert.
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Save as a template

New Presentation \g\ H er e 6 S h ow
oy Tempates | the presentation as a
=l@mE template file.

Preview

1. Click the Microsoft Office Button, point to Save As, and then click Other
Formats.

2. Inthe File name box, type a file name that you will recognize.

3. Inthe Save as type list, click PowerPoint Template (*.potx), and then click
Save.
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Change or customize a theme

- M colrs - A great way to make

e T ek el your presentation

Built-In
ECONEENEE| ofic:
EOCONNENE Grascale
EONENEEE Apex
HEONENENE Aspect
EONEEEEN Ccivic
EOEMENEE Concourse
ECOENEEEN coquity
ECOEEEEEE Fow
BEONOEEEE Foundry
ECOEENENE Median
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Builtn stand out from other

@ r@‘ @ travel company

e e — Presentations is to
(a [ change or customize
G the theme by using
G the options on the
Design tab.

Built-In

. G
ibri
.Aa Calibri

Office 2
Calitri

Cambria

a

Office Classic
Arial

a Tiraes New Romwan

Office Classic 2
Arial
Arial

A
m

Median Metra L]

You can change the theme using built-in combinations of theme colors, fonts, and
effects. Or you can customize the theme by creating new combinations of theme
colors or fonts.

You can save your customizations to use again and again, saving you time in the
long run.
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