Finalizing a Presentation

Microsoft PowerPoint




Objectives

O The students should understand and have
hands on experience In

= Enhancing slide content
= Building an effective multimedia slide show
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Outline

Opening an existing presentation
Viewing slides

Editing and Enhancing slides

Text Format

Slide Design, Layout, and Color Scheme
Slide Transition

Animation

Spelling and Thesaurus

Hyperlink and Action Buttons

Header and Footer

Saving a presentation and Publishing to the Web
Printing a presentation
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PYPO0O02 Intro.to Computer Science MS PowerPoint Presentation 3



—!

Opening an Existing Presentation

O From the |
File menu dpen . : el
Look in: =) Student v @ ~@|Q X Cu Ed - Tools~
choose open D = |
Or press R

CTRL+0O L‘ﬂl

o Open Dialog e
Box will 7,

My Documern s
appear. )
or
O Select the My Computer
file to open @ :
My Network
Places Files of type: | Al PowerPoint Presentations
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Viewing Slides

0 There are three ways of viewing slides:
= Normal view
= Slide sorter
= Slide show
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Normal View

EE Microsoft PowerPoint - [Speech. ppt]

PR ple Edt Yiew [ns . ' Shde Shiow  Window  Help Twpe & guedssn for help = 122

: . The Dufline

) T el 3 e S fab and G oF e - e - G IR 2a s sew - | i

* Arial . wn olides fab 1 =1

: e hrelp you

 Outline Y Shdes OF gaMIZe a |

; rese nfafioM.

! Telecom Freefall | & Phorne Wars Use fhese buffons fo adiust
So cheap it might &5 well the bullet indenfofion.
bz firsne! & FProtectionism

e Draregulalicn

z B Phone Wars e
- m

= Protectionism
« Seregulation

B ame— o o

Iy Mormal Hew, you can
see how fexf and graphics
look on yowr slide.

The firsf buffor on fhe
Hew Bar achvafes
Mormal Fiew.

Lise fhe seroll har fo
s2e offier slides 11
Four preserfolil o

e e
= Compatitors in te local
telephone markst w |Click to add notes
=2 =
i Dpaw - | Ly || Autoshapes -~ w [ 5 Al #73 (E] Gl | Se - I - A - == =

Shlde zof S htweork

-I‘l.'-' sStart = E Ficrosnlft PovesrPoirt ... PO S S |
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Slide Sorter View

ER Microsoft PowerPoint - [Speach. ppt]

EEE' Ele Edit Hew Insert Foomat Tools alide Sorfer foolbar Ty & apoerstion For help - B
HRNEAE NEN =TS NENE A N W~ N RN R 1 1N L - o B
Pl (G 3 | motes... | L Transkion ¢ Degign | 1 eew Side [
o o I H=H = e
i, Click the STide ' iE | ot comermsications cptsons |
Sorfer Fiew bBuffonm 'ﬁ' oL F. Clichk Cuf on R p—— o ’ I
—] A LoR fhe shorfouf mern. . ——— -
=0 ol EaD Rim g it 'I:It‘H_I:I_-: |=:: - e B ] - o ]
2 To more @ o - i ;_g
slide, right-click 1 bewskde
L if fo display fhe Dedete Shde
sRhorfounf man. —| Shde pesion... 2 3
li Backoround. .. Ii.—-- #. Righf-click
Fate Projeciors ! — T befwesy fwo slides,
- | g Arimation Schasnas. . fhzy click Fasfe fo
- — '_.":_ (| Shde Iransition. .. e mare fhe =lide fo
- = ! 5l rsde skde wm= | FRgf locafion.
: I — I F_- L |
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Slide Show view

ER Microsoft PowerPoint - [S peech. ppt]

I. Click fhe first slide fo move fo the #5how  Window  Help o -
begiyung of fhe shide show F| =9 -~ 4 | Gl | |.-ﬂ HiE %%
: sl - ¥+ = | B I U | W= = | A | 2= = | S Design ) Hew Shde

.

F. The firsf slide appears,

= BT elecom Freefall fiiling the exnfire scresn.

Telecom Freasfall |
F. To move fo the nexf
shide, click fthe Ieff
mouse hufforn or press
the righf-arrow keyp.

2. Click fhe STide
SToW Buffor fo view
the prescerfafion.

= HIER Ty

Mew communications TesEcom Frestall

options

= Cormgatitors imn e ocal
telephone market

ey

= -
. -

« Internet phone service o | cic 2. To move fo the previous
mef= ) ~ > slide, press fthe Ieff-arrow kep

: Dpaw ~ | L || Autoshapes = -.L—l-:'—‘:.H_._
Skde L of 5 | O Fress fhe Bsc kep fo TTW 00l
sfop fhe slide show.

T —
v start
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Formatting Text

EE Microsoft PowedPoint - [Speech. ppt] I. Select the fexf pou
] ple Edt  Yiew [nsert  Fgrmat  Tools wanf fo change. Type & guestion for help = 3¢
' £l % a o o “|"g:||:5-§;mm =@
= A - | New Shide

- | S gk
T om | .

2 Click flas
AOHAMI- AP oW
Burfon o select
a2 fonf from fhs

Fosaf Iisf
I P

F. Click fhis
AOH M- PO

ELECO I
@m:m:am:mﬂvm e o

So chesp it might £ 5 weall bea
4 Use the Bold Italic, free!

bufforn fio and Uaderiine buffons 5 T 7 £ia
change fhe fo apply these affribufes T S ﬂﬂ;ﬂ ;':""5;_“’5'3 j,
fonf size. to the selecfed fext. HEFEQESE SOHE olZe G
Decrease Font Size
— buffons fo malks fhe
5 @ Fouf larger or smaller
= = |Click to add notes
iDgam - [Lp | Autoshepes= S W 1O Pl Al gl S-2-A-==7= @ @
Shde 1 of 5 Hetwork =
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Changing Slide Design

Click on “Design” tool
From Formatting toolbar,
the Slide Design Task pane
will appear.

Click on “Design template”
Thumbnail to select an
Appropriate Design.
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R =1EY
Twpe a question For help - X
e e em e e ez Design | 2] Mew Slide !

= =

i

[~

Slide Design
Slide Design  x

IS

&l Design Templates
[az} Color Schemes
|5% &nimation Schemes

Apply a design template:

Used in This Presentation

E_’i Erowse, ..

MS PowerPoint Presentation

Use this
slider to
select more
available
design
templates
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Changing Slide Layout

: Click on the to_p of

3dobe PDF Ty ; ;
- . .= .= . Taskpane todisplay Slide Layout M
S N Ol A
List of other task panes.
Apply slide layout:
.Slide Design | % Click on “Slide | Text Layouts =

Gel“'”';' Started Layout” Thumbnail ‘l

nelp to select an g :

Snlaarch Results Appropriate SI Ide | Title Slide Title OnIy

Clip frk

e Layout.
Research s |: s —
Clipboard "l Title and Text | “[Title and 2-Column Text

Mesw Presentation Content Layouts

Shared Workspace Select “Slide ] i‘:‘ﬁ

Document Updates Layout" to Blank L Content

Side Layout .| Activate the

Slide Design J S“de LayOUt iz % Dgiﬁ nga

Slide Design - Color Schemes Task Pane. Mitle and Contenﬁ Title and 2 Content
A slide Design - Animation Schemes

Cuskom Animation ﬂ =h - % [ & -

Slide Transition A ¥ Show when inserting new slides

-
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Changing Color Scheme

. T : Slide Design * x
mhﬁ T Click on the to!o of
- aESE| A Task pane to display
' List of other task panes. Design Templates
[ast Color Schemes
slide Design b (&% Animation Schemes
Fetking Started
- Click on “Color N
Search Results Scheme” Thumbnail Titl= 2
Clip &t to select an " Buller =
Research Appropriate — |:.
Cliphoard : Color Scheme. —
Mews Presentation ] El.lll:t
Shared Workspace
Dacument Lpdates Tith=
Slide Layout | | Select “Slide Click “Edit Color
Siide Design .| Design: Color Scheme” to modify
slide Design - Color Schemes . SChemeS" to The SElected CO|Or
A Slide Design - Animation Schemes gCt:Vatg t::e Scheme.
Cuskam Animation olor scheme | -
Slide Transition Z Task Pane. | I m b
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Applying Slide Transition

1 1+ - ER Microsoft PowerPoint - [S 4
SI Ide TranSItlon . I. To add a fransifion fo ene  ShdeShow  Window  Help 2. Click fhis .:i.:m.rn-.::rmw £
butfon ov the Slide

the current slide, click . Y ¢
an EffeCt that Slide Show, then click Slide & 0 9~ - i ] Transifion fask pane fo
Thamnsifion 10 cpen the u E W |- - | A | o= select a fransifion effect

SpeCIerS hOW a &slide Transifion fask pane. =

L — ™ | Shde Transition - 9
slide replaces the |: = o A R: c -
- P ; E Rate Frojections : Apply to selected slides:
previous slide. AN e s in -
2
: Ll — Modify transition
L :»ﬁl :: :."’ded_ = :::;1 Spead: |Fast w
—— s 2 Tomake a slide advance Sound: | [Na Sourd] el
.= o ) automatically, place a oot
1338 check mark here, then enfer v advance slide

fhe pause fime in minufes 2 [Fon mouse dick
M seconds. % o [ ustomatically after

Y

(122 P — '
" M 4 Click fhis down-arrow buffon fo selecf a sound.

?Dl.aw'Ell Agtathapes~ s [

e

| 5 Click the Close butfon to close
2 start o 5 B ricrosoft PowerPeink ... the ilide Tramsifion fask pane.

Shie 3of 5 Mt
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Text Animation

0 Click the text object you want to animate

0 Choose Custom Animation In the task pane

o Click the Add Effect button

0 Click one of the effects and view Its submenu
0 Choose when the effect should start
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Text Animation

Twpe a queskion For help -

B g e RN

EE | _A ~ | = Design =] Mews Slide

=P
— & Custon Aninaktion -
L -

|55 addEffect +| 7 memoue

X

. |=T* Entrance 3 | % 1. Blinds I
lon Text - - B =
FE  Exzit » | 3% 5. Checkerboard :I
) Motion Paths » | 38 4, Diamond :I
ant to animate # 5. Faded Zoom
_ ,f &, Fly In :'E._-;."'
More EFfecks. ..

1in the tagkpane

1 view Its submenu
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Animating the Bulleted List

ER Microsoft PowerPoint - [S peech. ppt]

I To add animafion fo @ ie-  Shge Show  Window  Help Type 2 question for help (= (136
selected slide, open fhe ra - N T A ey - :
Cusfom Animafion fosk pane G o F 9 B ) oA Lo
by cliching STide Show, fhen = |1 ew Side
clicking Cusfom Animafion
L ¢ CusEom Animation - o
3 -~ :
1 [=] Phone Wars 7. Click the Add Bffect 1S L&
QU oo Buffon and select an [1'-;:1- add Effect --] [i""iq_ FI:EITH:NE]
£ Izrl 1=  Protectionism armimation sffect -
£ | = Deregulation 2120
3 ﬁ'| 2 | » Intemet Start: @ On Cick. w
4 Use fthese - Direction: | Erom Left =
PR T | & confrols fo specify - "
2. Click the slide element the direcfion and ) Veory Past b

specd of fhe

Ford Wearf fo arvm afe.
: AN AT oR,

| 13 # Text 2: Protecti... i
¥

o
T

i JiL-

O Click fia 5 down- arrow buffon, fhen
clich Effect Opfions fo select a sownd

§E-gaw'||u.: |I futoshapes - ~ w L1 O =) Al & 8] il | O - -, & Click f."-’!-E- Close huffon
Skde z of 5 Bhbveark, fo close fhe Cusfom
Animafion fask pane.

e -
rg start 2 - 9 BN specch.ppt
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Animating the Bulleted List

O To animate the second —
level bullet also o T

C h O O S e iaroup kext: ;Ei';.-' Znd level pa
Effect Opt'ons 9 TeXt Anlmatlon tab [ | automatically after

O Bullet
m Sub bullet
m Sub bullet

O Bullet

(%]

ragraphs JE4

gnimate attached shape

[ 1n reverse order

k. ll Canicel l
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Animation of Charts and Graphs

0 For animating charts, clip arts or diagrams
first you have to ungroup the pictures to split
them into different components.

0 Then these components can be animated
similar to that of text.

+1 £+

to Computer Science ~ MS PowerPoint Presentation




Animation of Charts

0 Use Un-grouping Animation

100
90
80
70
60
50
40
30 A
20 A
10

O -

O East

1st Qtr 2nd Qtr 3rd Qtr  4th Qtr
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Animation of Chart

O Use Chart Animation from effect option

wie X
Effect | Timing  ©hart Animation | 90
— 801
" daroup chart: |By element in series j
[~ Arimate s one ohject 10
By series 60-
By cateqor
By Element in series 3T 0 East
By element in cateqory 10 et
0 W North
0
101
oK Cancel 0

IstQr  20dQr  3dQr  4hQr
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Check Spelling

E2 Microsoft PowerPoint - [Speech. ppt] [= [& [
DE] ple Bt Yew Insert Format 1 To check spelling in a presenfation, 00 in = %
P ) L el A s w1« elick the Spelling butfon, 3 - | ke =
i Arial -2 - B 4 U ||EE|E= | SES] A EEEE A - | ) bew Side =

iy
Microsoft Office PowerPoint |E| . -
- -
\_'l‘f) The speling check i complete. MNew communications options
* E::"'“i:““"‘*' 2. To correct a misspelling,
m sEhent M o lek the correct word, fhen

& Intarnat phor

- clichk the Change buffon. .
21 Rate Project ons Spelling J‘S_E]

e n Mew coammun ©ations ok i Dickionary s | servoe

options Change bo: . [ _lorore J l == ]
« Compatitons in te local SupRions: P Changs
telephcne narkal E [- Change J l 4 l El
. ::r::er-et prone James 2. Click the Add [ add ] [ swooest |
DO ks o Buifon fo add the 1 [ aatocor .] | I
[0 5 Click the OF butfon fo | “¥% selected word to the i e

P olose fhe dialog box fhaf ] 0 spelling dicfionary. & - = < Click fhe
C appears when fhe speliiag — — Igmore buffon fo
check is compliefe. Ignore fhis word

M=tveark

oy il AN
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Using Thesaurus

iCrosg .'I."I _IDIEI
@ 2. CI ICk TOOIS - *  Tools | Slide Sshow  Window  Help  Adobe PDF Type a queskion for help +» X
0 S e v 5 seeling.. F7 1@ E CEE |5 New Slide E
.@ @ ﬁ ﬂ Research... Alk+Click,
. : | 3. Choose
= | Thesaurus. .. Shift+F7 I
L aclayout  Thesaurus  x
- Language. ..
1 0 Outline Sl A
S Spesch v slide | .
2 Zw Tntrodietioms tn B ply slide layout:
Shared Workspace. .. "
2
3 1.SE|eCt the N Compare and Merge Presentations. ., —
L I
Text Cnline Collabaration 3

o oot

E.f_. 4 E.ﬂd E—'nh.ﬂ macrn »
IMashde Add-Ins. . 1 s e

R

LA [ [ LT | [

6 Producing consis Pa—— R |
¢ AutoCorrect COptions, .,

¥ Cuskamize. .. +ntent Layouts

=
5 Cosmsimainininis Optians... ’

FrP0d Iron e Corapanr e I:l .f
9 111

J -
10 i =
E »| Click to add notes ¥ show when inserting new slides
iR =
EDLaW*P-utDShapesv“‘a\I:ICll*_:ﬂﬂﬂE@ﬂ %"'ﬁ'ﬁ'EEEGj!
Slide 3 of 39 Default Desian English (11,53 4
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Using Thesaurus

HE-E-EII‘["I

Search for:
Emphasize
Thesaurus: English (L.5.) L3
Bk |+ | [ ]~
= Thesaurus: English (U.5.)
= highlight (v.)
highlight

stress

| ¥

give emphasis to

put emphasis on

lay emphasis on

accentuate

call attention to

underline =

underscore

|4

ncint ot
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Inserting Hyperlinks

O In your presentation the hyperlinks can be given to
the following

= An existing File or Web page

= A place in the current presentation
= Create a new document

= Email Address
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Inserting Hyperlinks

O Select a text or an object, then choose “Insert” -
“Hyperlink”

Insert Hyperlink d
Link ko Text ko displasw: IInserting ScreenTip. .. I
Seleck a place in this document: Slide preview:
Existing File or [=1- Slide Titles -
“Web Page

. Fina"zing a Presenkation | _

Ohjectives

. Dukline

Chijectives

0 Tho stdondr rlonld mdoxrtared wtd et
. Dpening an Existing Pres— hands omeorperiores in

. Wiewing Slides

1

3

Flace in This 4

5
~ &, Mormal Wiew

7

o

a

1

Documentk

&

Creake Mew

= Eobomooopahide ceovm
= Suildog oo dieu = oulucesdo 3 lds ho-w

. Slide Saorter Wiew
. Slide Show wiew

Docurnent -9, Formatking Te:xt maeme mm -
- 10, Changing Slide Design |-
4 | | L ™ show and return
E-mail Address
(0.4 Cancel
PYPO0O02 Intro.to Computer Science MS PowerPoint Presentation 25



Working with Action buttons

O You can use an action button to create a hyperlink or
move to a particular slide or to the next slide.

O To create an action button Choose “Slide Show”->

O B U O

4 | >| }I | wmls | Slide Show | wWindow  Help
4§ | ssupshon.. 2 1F ba
? Ackion Butktons | :
— L = [2] 2] |
=% Animation Schemes. ..
3 o =] [ [r=] [m]
ot Cuskom Animation. .. ;
2 [w| (O] =] (=]
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Header and Footer

O Choose “View” = “Header and Footer”

Header and Foolter

Slide | Mokes and Handouks |
Include on =slide [ apply Eo All ]
~late and time!
¢ Update aukomatically [ Spply ]
[ iZancel ]
@ Flz=e Prewiews
| PYFO0Z Inktro.to Compuaber Science | c--=-=-=-=-=---1
Slide number
Fooker
|r'-'15 FPoveerFPoink Presenktakion |
[ 1Dan't showe an kitle slide
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Arranging Header and Footer

O Choose “View” = “Master” = “Slide Master”

ﬁ Microsoft PowerPoint - [Labl0.ppkt] — II:II }CI
] E.ij Eile Edik Wis Inserk Format Tools Slide Shows Wlindons Help Aadobe PDF Twpe a question For help -
N EHEHR S G E | BaEm o9 - M | % - | @ E E

g oy o m W [EE | Close Master Wisws

1 : slide Transition -
Title Area For Aukol E ol
| = ] i itle Area For un:ua';.-'cu_lsl A Iv E lect . «
. = Click to edit Master title style e Click 0N _Close
‘o Click to edit Master text styles |B|inds Horizantal Master View” to }
E = Second lewel Modify transition Return to the |
o Thirn - : -
- = Edit these placeholders speed: [Fast Normal view
To arrange and format Sound: | [Mo Sour., - |
the "fOOteI” I Loop unkil next sound

Adwvance slide

¥ <o mouse click

I automatically after I E:

b ]

= «| ¥ |
'EDLaw* AutoShapes = ™. \l:l(:).__]-éﬂtou@@ &-J-&*E————*— [j!

| Slide Master Quadrantk English {L1.5.% B} L
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Saving a Presentation

D SEIECt Save As @

“File” 9 savein: | (L] My Documents v| @ @ X Cy E - Tools~
ke 7 i I Classes
Sa've Lgb @My Music
MyRecent || By pictures Save in drop-down arrow
EI When the Documents ﬁf*’l? Videos >

file have © B =t
not bdeerrl] Pesep
saved, the 9
Save As s |
dialog oL
window o Comat
will appear |

My Metwork

resenta 0 2
Places Save as type: |presentation 4 ﬂ]
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Publish a Presentation on the Web

0 Choose File-> Save as Web Page

‘A Lab03:Windows Operating Systems (Cont.) - Microsoft Internet Explorer
File  Edit Miew Fawvorites Tools  Help Lo gl{:‘ - “ | B Search Wweb

b p: _.“ P ! Search u\ Favorites er‘Media =} =0 T |

address @ Giworkarealcourses\pwpl0z-042ilabl 1 abl 1 _Fileshframe. htm

Lab11:
Multimedia Slide
Show in PowerPoint

2 "Objective™

i Applying slide Lab1 1

transitions

1 “Switch to slide Multimedia Slide
sorierview Show in PowerPoint

Animation Text

5 Animation Text

5 Animating the
bulleted list

S Applying animation
to chart and
outline * €  Slide1of15 = Slide Show
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Publish a Presentation on the Web

O Tochange the REEEERELTE X]
Publish what?
d efa’u I t We b 'EE} Compleke presentation
pUbIIShIng () slide number
Setti n g C I i C k Display speaker notes
the “PUinSh” Browser support:
(%) Microsoft Internet Explorer 4.0 or later (high Fidelity)

b UttO n I n the () Microsoft Internet Explorer 3.0, Metscape Mavigator 3.0, or later
(e () all browsers listed above {creates larger files)
Save as Web

Publish a copy as

4y

through

4y

Web Cplions. ..

7 = —_—
Pag e d I al Og Page title:  Lab03:'Windows Cperating Systems (Cant, ) Change...
bOX File name: | G:\woarkarealcourses\pyp00z2-0424lab11ab11, hkm Browse...
[ ] open published Web page in browser | Publish el
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Printing a Presentation

0 The slides and notes can be printed in the
following format:

= Slides

= Handout

= Notes Pages
= Outline View
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Printing a Presentation

S I tuF-I JEPrint ed =S
O SeleC 1S
Cc P ri nt, y Mame: Ii? HP Laserlet 1200 Series PCL & ;I Properties I
> Skatus: Idle Find Prinker. .. I
Twpe: HF Laserlek 1200 Series PCL &
Wwhere; DoT4_001
_ommenk: I_ Prinkt Lo File
—Prink range —_opies
i+ Al £ Current slide £ Selection Murber of copies:

= Custanm Shaw: I ;I |1 3:

" Slides: I
Enter slide numbers andjor slide ranges. For example,
1,3,5-1Z

v collate
Print whak: Handouts
Select the Handouts ll Slides per page: |© '-'I
Type of Slides Order:  ©* Horizd 1 [~ Werkical =15
Printing the z
) MNokes Pages . = . . .
presentation Outline Yiew M Sz o 7 s ™ Print fidden slides

v Frame slides
I Prink comments lg |mark.l_||:|
Prewiswm | | (] I Cancel
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Summary

o We discussed
Introduction to PowerPoint Presentation
Creating a presentation
Editing and enhancing a presentation
Preparing a slide show
Saving a presentation
Printing a presentation
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