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— Use the Formatting Toolbar to reamrange text

Power Pointers

Is one of the floating toolbars
getting in your way? You can
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The Drawing Toolbar lets you
create fun shapes and graphics
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Help =Zropping and Sizing
Pictures
i@ Edit aslide master

Help = Using the Slide Master
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Pictures
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Help = Phato Albums
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Power Pointers

_ If you don't want Office Assistant

1—-:‘ loaking over your shoulder, hide it
by right clicking your mouse on the
Office Assistant, and select Hide, It

will stay hidden until you ask it to
appear agaim.
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Apply slide layout:
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Power Pointers

In Slide View, you can also move
from slide to slide using the Page
UP and Page DOWN keys on your

keyboard.
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This button will change a new
ﬂ slide to a simple line of text

10 PowerPoint in the Classroom

22 PowerPoint presentations are:
= funto male

You've just added text to a slide!
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This button makes the
hidden text appear again

*+% (! %
% )* %
1 ( + *+
% (
I*1 0
9 %
+
% %
' % %
&
&

Power Pointers

You can also move from slide to
slide using the up and down
ARROW keys on your keyboard.
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Power Pointers

DL You can also resize the box so the
. height and width change at the
same time. Simply click on a corner
sizing handle, and press the SHIFT
key on your keyboard as you drag
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Power Pointers

Keyboard shortcuts can save you
time. Try CTRL + C to copy a
selected text box, and CTRL + V to
paste the copied text box.
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To move a shape, the
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Fill Effects

Gradient | Texture | Pattern " Picture |

Texkture:

What's your favorite pattemn?
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Position the pointer until it
'\. turns into a two-headed arrow

Power Pointers

You can also resize the box so the
height and width change at the
same time. Simply click on a corner
sizing handle, and press the SHIFT
key on your keyboard as you drag
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The cropping tool lets you remove parts of an image
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This command will send the selected image to the back
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Click the cell to select it
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Click the top of

Chart |

| Chart Type. ..

Chart Options. ..

3-D View. ..
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The Bar chart has been
converted to a pie chart
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The “vanilla ice-cream” of tables
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== Click this button to switch

to Slide Sorter View
3, o 1%

EZ Microsoft PowerPoint - [Presentation1]

(] File  Edit | Yiew | Insert  Format  Tools

B E H IE“ Mormal
W| Slide Sorter @ |
: &l slide Show FS
Masker 3
Task Pane Chrl+F1
Trrlhars 3

Or, you can use this command
in the View menu
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Position the mouse over a slide J
and hold down the mouse button
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Drag the slide to its new location
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Slide Show | Window  Help

&=l e Show
Set Up Show. ..
Q”J Rehearse Timings

Record Marration, ..

FS

Action Butkons
Ackion Setkings. ..
% Animation Schemes. ..

5’_& Custom Animation. ..

| zik  Slide Transition. ..

.—}—| Add a transition

Sl Hide Slide

Cuskam Shows, ..

using this command
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: Slide Transition -

Apply to selected slides:

Mo Transition G
Blinds Horizonkal
Blinds Vertical
Box In

Biox

Checkerboard Across
Checkerboard Down
Comb Harizantal

Comb Yertical
Cover Down
Cower Left
Cover Right
Caver Lp
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Modify transition

Speed; Medium L¥

S 4

Decide what kind
of transition you want

When a transition has been applied,

you should see this icon
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Slide Shaow | Window  Help

& Yiew Show F5

Set Up Show,.,

@d  Custom Animakion...

e Slide Transition, ..

Cuskom Shows, .
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&% add Effect «| 7

=% Entrance b | 2% L Blinds
F% | Emphasis b |3 2 Box
¥ Exit b | 3| 3. Checkerboard
©r Mation Paths » | 3% 4, Diamond
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& Add Effect v| 7

Add Entrance Effect

PowerPoint in the Classroom

Subtle - ]
.ﬂ Expand ¥ Fade ]
.f Faded Swivel .f Faded Zoom 1
Moderate

f Ascend f Center Revalve
I,;@ Color Typewriter | ﬁ Compress

#* Descend i Ease In

A Grow & Turn # Rise Up

When was the last time you saw letters being typed?!!
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Slide Show | Window  Help

& view Show

Set Up show, ..
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|E§_{- Zuskorm Animakion. ..

Slide Transition. ..

Custom Shows. ..




Custom Animation - W

[y addEffect +| [Ke Remove |

Modify: Ease In

Start: 4B on diick v|

| |

Speed: |Fast w |
1“3 ¥ charti W

Start On Click

Skart with Previous

LS| Skark After Previous

| Effect options... ®-1—iClick this to open
the Effects dialog box
Timing. ..
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Checkerboard

Effect | Timing | Chart Animation

Group chart: | As one object ]

fnimate offs one object

EE seties

By element in series
By element in category

How would you like items to be introduced?
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Modify: Checkerboard
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Modify: Checkerboard
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AFTER moving the effect
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Look for the Slide Show button —=
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Power Pointers

You can also advance to the next
slide by pressing the ENTER key or
the SPACEBAR on your keyboard.
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Select the slide you want
to start the show with

Wait for this icon bar to appear on screen
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Select End Show from the pop-up menu

Mexk
Previous
Lask Wigwed

Go ko Slide 3

Cuskam Show k
Screen 3

Help

Pause

End Show
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Power Pointers

Another way to stop the show is
by pressing the ESC key on your

A keyboard. .
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Sek Up Show, ..

.E)t-’ Rehearse Timings

Action Butkons 3
Action Setkings...
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zie  Slide Transition, ..
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the Custom Animation task pane —
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Custom Animation v

[;ﬂ? Change "] [K_{s Remnve]

Modify: Checkerboard

Start: 3 on diick v |
Direction: |.ﬁ.cr-:|ss = |
Speed: |I"-'1n3|:|ium w |
i 13 Ek suehead 3

Start On Click

Skart with Previous

5| Skart After Previous

| Effect Options. .. ’

Timing...

Select this to access
the add sound effect option
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Effect | Timing
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Sound: [Mo Sound] [ ‘\L’
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Slide Show

& Wiew Show FS

Set Up Show, .
@'} Rehearse Timings
I Record Marration, ..

Action Buttons ]

Action Settings. ..
=% Animation Schemes...
Egﬂ Cuskam Animatian, ..

| [z  Slide Transition... >

Hide Slide

Cuskarn Shaws, ..

Open the Slide Transition
task pane using this command
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Select Record Sound

Texk Box 3
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[lﬂ Chart... Mavie Frarm Eile. ..
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Power Pointers

You can move and resize the
speaker icon. Spiffy!

Prompt Play
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Custom Aniniation -
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You can specifiy a track and duration time

Insert CO Audio

Clip selection
Stark at tracks |2 kime: | 00:00 seconds
End at track:  |Z| kirne: | 00:00 seconds
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The Windows Media Player can tell you
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Custom Animation - w

[;ﬁ‘g Change T] [K-{s Remove

Modify: Crawl In
Skart: “B on click [
Direction: [ on Click

Speed:

13 Media < v
2“3 F% MMj0IsE7770000[1]

Select this to make the
audio play automatically }7
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Custom Anination
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[;f:{ Change "] [K-{k Remnve]

Modify: Crawl In

Start: | with Previous v |
Direction: |Fr-:um Right w P—
Speed: |'-.-'er',.f Slow b |.'

10 7 Mediad v

145 % MM03557F70000[1]

Use these to change how
the Crawl In effect will appear j—
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Vivid Video

Power Pointers

Before you add the sound file,
copy it to the same folder where

yvou have saved your presentation.

This will make it easier for you
to find.
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