Power Point Presentation


Go to tools/options/edit tab and be sure the following
(at the bottom) “disable new features”are
UNCHECKED”
· New animations effects

· Multiple masters

· Password protection (not applicable)
Menu: View 

· Normal

· Slide sorter

· Slide show (F5)

· Master
Menu: Insert

· New slide

· Pictures

· Sounds

Menu: Format
Slide design

· Templates Apply to (use down arrow)

· Master

· All slides 

· Selected slides 

Slide layout (apply to one, apply to selected use down arrow)

· Title only 

· Title and text

· Title and contents (pictures, graphs, org charts)

· Text and contents

· Other

Background (apply to one, apply to all)
· Change color but keep design.

· Background fill

· Fill effects

· Texture

· Pattern

· Gradient

Menu: Slide show (apply to):         
· Master

· All slides

· Selected slides

Animation schemes (preset by system)
Custom animation (every item different) need to be in normal view to select different objects in slide.

· Add effects

· Entrance

· Emphasis

· Exit

· Motion path

Slide transition (how whole slides appear one after the other)
Select one, use speed and sound. 

Adjust timing in between animations

Click: “play” to see results.

In between do “F5” to run slideshow.

Hit escape to stop and get out.

About: 

SLIDE MASTER (to make changes that affects every slide, like background, dates, logo, page #)
VIEW/MASTER/SLIDEMASTER (master toolbar will show)

Click on slide master (first one on side pane) and add date, logo, slide #.

Print slides
Select:

· Slides

· Handouts

· Notes pages

· Outline view
You can put multiple slides per page. (with or without notes)
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