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Chapter 1: Introduction

Microsoft PowerPoint 2016 gives you more ways to create and share dynamic
presentations with your audience than ever before. Exciting, new audio and
visual capabilities help you tell a crisp, cinematic story that’s as easy to create as
it is powerful to watch.

With new and improved tools for video and photo editing, dramatic new
transitions, and realistic animation, you can add polish to presentations that will
captivate your audience.

Chapter 2: Getting Around PowerPoint

The PowerPoint 2016 program has come a long way from its origin in '97. If you are familiar with
PowerPoint 2013, the transition to PowerPoint 2016 will be relatively seamless. There are a few
improvements along with some new features which we’ll go over in this guide, but overall it is very
similar to the 2013 version.

Listed below are some of the key features of Microsoft’s Word 2016 that have carried over from 2013.

Quick Access Tool Bar

The Quick Access Toolbar displays a small selection of the more
commonly used commands in PowerPoint 2016 in the top left
hand corner of the application window. It is displayed
independently of what tab you are currently working in, so you

can always see those popular commands and always have them a =N
ready for use. The Quick Access Toolbar is also customizable so D ayout
you can add commands that you use most frequently. We will 5] Reset

Paste Mew
address how to customize the Quick Access Toolbar in a later

chapter.

The Ribbon

The Ribbon, introduced in Office 2010, contains all the commands related to managing and working with
presentations. The ribbon has only slightly changed from the 2013 version of PowerPoint to 2016.

Presentation] - PowerPaint Haley Piper [E = Tl
Design Transitions Animations Slide Show Review View @ Tell me what you want to do ,Q, Share [
- S = [E]Layout~ P - . . |} ’:g’. [ £ Find
h =z 1] Reset . B . ' 2 Replace ~
Paste N;

i B I U abe AV 3 . = = Shapes Arrange Cuick
7 Side- secion- °© T 1 : : g 1 = « Steles [t Select~

Clipboard & Slides Font Paragraph Drawing Editing ~

In PowerPoint, eight tabs display by default: Home, Insert, Design, Transitions, Animations, Slide Show,
Review and View. In addition, you can display the Developer tab, and you might see an Add-Ins tab but
we won't bother with that right now. We will discuss the different tabs in the Ribbon in a later chapter.

T . .
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Auto Hide Ribbon

Auto Hide allows you to hide the Ribbon from your screen. You can specify if you want it blank, the tabs
to show, or tabs and commands to show.

= |

Haley Piper

Ribbon Display Options

Q Tell me what you want to do 2 Share [

Step 1: Click the Ribbon Display Options tool.
Step 2: Click on Auto-hide Ribbon and the Ribbon will disappear.

Haley Piper

Auto-hide Ribbon
Hide the Ribbon. Click at the top

e what you wa

2] of the application to show it.

_ - Q”’f | — Show Tabs

e rtfl"_‘ Show Ribbon tabs only. Click a
e tab to show the commands.

Drawing

= Show Tabs and Commands

*| Show Ribbon tabs and
commands all the time.

Presentationl - PowerPoint Haley Piper jal o O

Hame Insert Design Transitions Animations Slide Show Review View @ Tell me what you want to do ';_;_ Share [ 1

If you want to bring everything back (the tabs and commands) click Show Tabs and Commands in the
Ribbon Display Options.

Presentationl - PowerPaint Haley Piper [ |

Insert

Design

Transitions

Animations

Slide Show

Review

=) Eltayout~ 50

Y : ———
D A = = €= 3= 1=
Ry 7] Reset
Eeret S [Nen S T U § aschV. A A-l====
- Slide~ ©OJSection~ a
Clipboard T Slides Font Paragraph
1
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Backstage View

Presentationl - PowerPoint Haley Piper 7 = O X

New

| search for online templates and themes yol

Suggested searches:  Presentations Business Industry Education Labels Personal Animation

Take d 6 Quotable

tour
Blank Presentation Welcome to PowerPoint Quotable
e
Account 3 At I as | GALLERY |
Madison
Options | I
N | . - EAETTEN N R G
Madison Atlas Gallery

The Backstage view contains all the commands related to managing the presentations and customizing
the program. It provides an easy way to create, open, save, print, share, and close files; find recently
used files; view and update presentation properties; set permissions; set program options; get help; and
exit the program.

Dialog Box Launcher

For additional formatting, there are dialog box launchers located
at the bottom of the ribbon that are indicated by small arrows in
the right-hand corners. When these are clicked a dialog box will
open providing more options for editing and formatting the

alln |:| Layout = .
D presentation.
] Reset
Paste NEW = cection - You can also add a dialog box launcher to any group on a Ribbon.
T Slide~ [ In doing this you can add common editing and formatting options
Clipboard| T Slides that you use creating an even easier environment for you to work.

%\\l Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
nemsys



PowerPoint 2016 Guide: A Complete Overview for Connect Users

Keyboard Shortcuts

There is a large quantity of keyboard shortcuts you can use to get around faster. Here are a few that are

commonly used to get you up to speed.
Action

Start a Slideshow
End Slideshow
Hide the Cursor (In Presentation)
Laser Pointer Cursor (In Presentation)
Advance to Next Slide (In Presentation)
Go to Previous Slide (In Presentation)
Undo
New Slide
Jump to Slide
Save Presentation
Print Presentation
Toggle Screen Black (In Presentation)

Toggle Screen White (In Presentation)

nemsys>

Keyboard Shortcut
F5
Esc
Ctrl +H
Ctrl + Left Click
Spacebar or Left Click
Backspace
Ctrl +2
Ctrl+ M
Slide Number + Enter
Ctrl +S
Ctrl + P
Ctrl +B

Ctrl + W

Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
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Chapter 3: Learning the Ribbon

The Ribbon was designed to help make the Office applications easier to work with, and help users
discover the rich features and capabilities of Office. The menus and toolbars have expanded over the
years making it difficult for users to find the commands they need quickly and easily. With that in mind,
the Ribbon was developed allowing for better usability.

Understanding the Ribbon is a great way to help understand what can be done in PowerPoint. The
ribbon holds all the information in previous versions of Microsoft Office in a more visual stream line
manner through a series of tabs that include an immense variety of program features.

Home Tab
The Home tab is where you can insert new slides, group objects together, and format text on your slide.

Presentationl - PowerPoint Haley Piper &=

Design Transitions Animations Slide Show Review View

LI [E Layout - R ’__."F\,' O y o2 £ Find
O e 9K &|% = E S (Ao e
] Reset il 28 Replace ~
Paste | B I U 8§ abc &V . a3 A = === | = Shapes Arrange Quick
- , 5||dev & Section - ) - r Styles~ [t Select~
Clipboard T Slides Fant Paragraph Drawing Editing ~
Insert Tab

The Insert tab is where you can insert tables, shapes, charts, headers, or footers into your presentation.

Presentationl - PowerPaint Haley Piper = O
Design Transitions Animations Slide Show Review View Q Tell me what you want to do ',.4_ Share [
D@Dnllneplcturs |_—|<>;| :ﬁSmartArt > & ] D 4 B Q "
J &4 Screenshot ~ - ) [&] -
Mew | Table  Pictures Shapes 1l Chart Add- | Hyperlink Action  Comment  Text Header WordArt Symbols Media
Slide - - = Photo Album - . ins~ Box &Footer + L M M
Slides Tables Images Illustrations Links Comments Text L
Design Tab

The Design tab is where you can customize the background, theme design and colors, or the page setup
of your presentation.

H -0 @ = Presentation] - PowerPoint Haley Piper il [

File Home Insert Design Transitions Animations Slide Show Review View Q@ Tell me what you want to do ,;«.L Share [

Aa Aa [Aa Aa 2 =

e - e - R — - [T T - - Customize Design

5 ' 3 Ideas
Themes Variants Designer -~

Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com 11
nemsys



PowerPoint 2016 Guide: A Complete Overview for Connect Users

Transitions Tab

The Transitions tab is where you can apply, change, or remove transitions to your current slide.

H -0 T = Presentationl - PowerPoint Haley Piper O
File Home Insert Design Transitions Animations Slide Show Review View Q@ Tell me what you want to do r!;:_";_ Share |.v__|
m) EI E E 4L, Sound: [NoSound] ~ Advance Slide
1 N )
o D E \_-I - - ® Duration: 02.00 . On Mouse Click
review — ect
Mone Morph cut Fade Push |~ Options~ =3 Apply To Al [ After. 00:00.00 -
Preview Transition to This Slide Timing A

Animations Tab

The Animations tab is where you can apply, change, or remove animations to objects on your slide.

Presentationl - PowerPaint Haley Piper = 0O
Home Insert Design Transitions Animations Slide Show Review View Q' Tell me what you want to do ,f:f;_ Share [ ]
* [ g - 'I* % Animation Pane P Start When Clicked ~ Reorder Animation
5 \D * *1' ( ¥ o Ay Trigger = (Y) Duration: |00.50 - | & Move Earlier
TEVIEW ;: = ect
- Mone Appear Fade . Options - Animation = *% Animation Painter @ Delay: 00.00 | ® Move Later
Preview Animation 7} Advanced Animation Timing ”~

Slide Show Tab

The Slide Show tab is where you can start a slide show, customize the settings for your slide show, and
hide individual slides.

H -0 T = Presentationl - PowerPoint Haley Piper =

File Home Insert Design Transitions Animations Slide Show View Q Tell me what you want to do

.L:@S .Igr Eé E.Er E‘Er L_‘CL) ,j@!. Play Narrations = Monitor | Autornatic -

- Use Timings

From From Present Custom Slide SetUp  Hide Rehearse Record Slide - [] Use Presentes View
Beginning Current Slide Online~  Show~  SlideShow Slide  Timings  Show~ Show Media Controls
Start Slide Show Set Up Monitors P
Review Tab

The Review tab is where you can check the spelling, change the language in your presentation, or
compare changes in the current presentation against another presentation.

H ©-0 @ - Presentationl - PowerPoint Haley Piper & O
File Home Insert Design Transitions Animations Slide Show View @ Tell me what you want to do C_;_ Share [
BEC . — an - &= .
" Spelling i) @ Translate = P il
ElE Thesaurus - QA Language ~ ;
Check Smart New  Delete Previous Mext Show Compare  Stat  Linked
Accessibility | Lookup Comment Comments = T Inking = Motes

Proofing Accessibility | Insights Language Comments Ink OneMote -
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View Tab

The View tab is where you can view the slide master, notes master, slide sorter. You can also turn on or
off the ruler, gridlines, and drawing guidelines.

H -6 g = Presentationl - PowerPoint Haley Piper B O

File Home Insert Design Transitions Animations Slide Show Review Q Tell me what you want to do ,5::'5. Share [

EENElE EREL - EEHEE
. - - ] Gridlines E - &= Grayscale DD % I:‘I:I L
Mormal Outline Slide MNotes Reading  Slide Handout Motes ) Motes  Zoom  Fitto ) New Switch Macros
View Sorter Page View  Master Master Master Guides Window ~mm Blackand White  window " Windows ~

Presentation Wiews Master Views Show F} Zoom Color/Grayscale Window Macros ~

Contextual Tabs

Contextual tabs appear and disappear as you work. For example, if you click in a table, two extra Table
Tools tabs appear: one for Design and one for Layout. These contextual tabs are available when you are
looking to edit or format tables and images.

H S

File

® = Presentation] - PowerPoint

Design Layout @ Tell me what you want to do
—

Home Insert Design Transitions Animations Slide Show

N

/| Header Row FistCoumn || mmees [coz=s| oooee coz== oooss Ss=== Sos=== Contextual Mi==2lap
Total Row LastGolumn | SEEEE IS=S=S== | S=S=== =S=S=== ==S=== === ===== -
= SSSE= SSSS= ESEEE ====— - Draw  Eraser
+/| Banded Rows Banded Columns Tabs olor=  Taple
Table Style Options Table Styles Draw Borders

Customizing the Ribbon

Use customizations to personalize the ribbon the way that you want it. For example, you can create
custom tabs and custom groups to contain your frequently used commands. This can be done by
selecting Options in the Backstage view and then clicking Customize Ribbon. From there you can create
new Tabs and Groups selecting the commands you would like to use within them.

e
PowerPoint Options [
Géneral b
s fﬂ Custamize the Ribbon,
Froofing
ronse commands rom: ) Custanizt the Fgoor: -
e ncs = MainTas =
Language
. [y Action . [ Mhsan Tabs -
|| divanied z Atd Animation . El IE Heme
i T 1 Animation Pane = [ Insent
Customize Ribbon 7
2 w  Animation Styles » |8 Ii Design
Quick Areezs Toalbar i Erlng Forwand A ¥ Transitians
& Eingto Frant = [ Animations
Add-Ins 1= Eulets |= [ slige Show
% | Review
=2 Copy
Trust Center & o L 2 [ Ve
A" Decresse Font Size i B Presentation Viaws
7 DrawTabie 1 Master Viaws
-3 Duplicate Selected Slicles M show o
i E-mail B A Direction |
Font i ® Znom ._‘ ]
A Fonr Coior |* - ) H ColonGrysiale ke
Font size = SXHomae| H Window e
\'P!j Fommat Baceground... R | .. B Macros
% Fomat Objedt.., 71 [ Developer
¥ Fomat Painter 1 [¥ Add-ns
G From Beginning k| Ii Merge
& From Current Shide [ Grayseale
B Grown 1 [+ Blatk And White
. Hyperink., [ Slide Master |
A Inmease Fort Size 1[4 Handout Master i
=l Layout . [ Hotes Master
¥ Macros L8R S balinnliamoack: .. E
L Hew | [iewsroug | [ Rename.. |
T New siide |» " s I =
& open tobniaions | Bastt [0
%1 Open Recent File... i [impatBpedin]c
oK | cancet | r|
- — o
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You can rename and change the order of the default tabs and groups that are built-into Microsoft Office
2016. However, you cannot rename the default commands, change the icons associated with these
default commands, or change the order of these commands. The default commands appear in gray text.

IMPORTANT Ribbon customization is specific to the Microsoft Office program you are working in
at the time. Ribbon customization does not apply across all Office programs.

To add commands to a group, you must add a custom group to a default tab or to a new, custom tab. To
help you identify a custom tab or group and to distinguish from a default tab or group, the custom tabs
and groups in the Customize the Ribbon list have (Custom) after the name, but the word (Custom) does
not appear in the ribbon.

Chapter 4: New in PowerPoint 2016

This chapter provides a brief look at some of the changes you will find in PowerPoint 2016. Those
changes include the new look of PowerPoint and new capabilities that enable you to share, present, and
create within your presentation. After reading this chapter, you will understand the new tools and
features that you can use to create and share professional PowerPoint presentations with ease.

Slightly New Look

PowerPoint 2016 still has a simplified and clean look to make navigating through various commands
easy which in turn will make you more efficient. This new look also includes updated Templates that will
do much of the formatting for you. When opening PowerPoint, you are immediately presented with
template options. Choosing a template sets the ground work and all you need to do is enter your
information. The colors may have changed but the user-friendly platform stays the same.

Click to add title

Templates Blank Presentation

L emsys\
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Tell Me

The “Tell Me” feature is a brand new for Microsoft Office 2016 Haley Piper [H
and is located at the end of the ribbon tabs. Sometimes it can be
tricky to remember where commands reside the ribbon,

especially if you don’t use them often. The “Tell Me” feature acts =" Edit Shape 3
as a search bar where you can type in what you are looking for & b

Shapes
and Word will give you a list of commands to choose from. “Tell 5 Video Shape ,

Me” saves you from searching through the many ribbon tabs and
Shape Fill k

directs you to the exact command you’re searching for.

Haley Piper O Get Help on "shape”

2
WIJ Convert to Shapes
o
o

Smart Loockup on "shape”

';.i_ Share [ ]

Share

The new Share button makes it easier than ever to collaborate with others. This I g
button can be found in the upper-right corner, beneath the close button. Once -,
you have saved your document to OneDrive or SharePoint, all you need to do is

click the Share button and type in the names of individuals you wish to

collaborate with. You can also decide what level of permissions you would like

.

Kate Jocdan
them to have by selecting an option from the drop-down box. Finally, you can ' e

include a message with your invite so the recipient knows exactly what you need s
'y o J : :
from them.

Haley Piper &

Q Tell me what you want to do

Easy to Find Comments

Next to the Share button is a Comment button for easy access to comments from collaborators. Keep in
mind, you can still find the new comment button under the Review tab where it has always been.
Simply click the Comment button next to the Share button and you will see options to insert a New
Comment or jump around to the previous or next comment within the document.

Haley Piper [ O X

Q Tell me what you want to do Q Share | [ ’
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Smart Lookup
Smart Lookup is available in all Office 2016 programs, including Word =
(:e"lﬂ‘lﬁ Oalave arn cama nf tha

2016. Think of this new feature as a digital research assistant. It can pull =~ gygny % Cut b

information from the web to enhance your work or assist with B Copy
 Paste Options:

unfamiliar content. Simply highlight a word or phrase that you wish to -

. . . O

research, then right-click and select Smart Lookup. A pane will appear on P

the left of the screen with links of information to choose from with more S Paragraph..

information on the selected text. B3 Insert Document Item
[ Smart Lockup

Step 1: Highlight word/phrase Synonyms v
Bz Tranglate

Step 2: Right-click the selected text B, Hyperlink...
t:l Mew Comment

Step 3: Choose Smart Lookup from the dropdown menu. A pane will
appear on the left with web research relating to the selected word or phrase.

Smart Lookup > %
Explore Define
Explore Wikipedia

Microsoft Office 2016 -

@* E Microsoft Cffice 2016
{codenamed Office 16) is a
h _& version of the Microsoft ...

Microsoft Office 2013 - Wikipedia
Microsoft Office 2013 (codenamed Office
15) is a version of Microsoft Office, a
productivity suite for Microsoft Window

Mare
Web search

Microsoft Office | Productivity Tools...
hittp=//producks. office.com/en-us/home

From desktop to web for Macs and PCs
Office delivers the tools to get work done.
View product information or sign in to

Microsoft Office 201...

|
1 hitps//en wikipedia oro/wiki/..

ll—l-l r— [\ crosoft Office 2016

{codenamed Office 16) is
_E a version of the

Maore

— N
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Chapter 5: Diving Deeper into PowerPoint 2016

How-To Basics: Using PowerPoint in your Office
Basic Fundamentals

Moving a Slide
e Step 1: Select the slide you wish to move.
e Step 2: Click, hold, and drag your mouse to a new location. A horizontal insertion point will mark
the location.
o Step 3: Release the mouse button. The slide will appear in the new location.

Deleting a Slide
e Step 1: Select the slide you wish to delete.
e Step 2: Press the Delete or Backspace key on your keyboard.

Moving a Placeholder
e Step 1: Click the box you would like to move.
e Step 2: Position your mouse on the border of the box so it changes to a cross with arrows cursor
with directional arrows.

Directional Arrows

e Step 3: Click and hold the mouse button as you drag the box to the desired location.
e Step 4: Release the mouse button. The box will be moved.

Note: To rotate the box, click and drag on the circular arrow at the top of the box.

%\\l Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
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Resizing a Placeholder
e Step 1: Click the box you wish to resize.
e Step 2: Position your mouse over any one of the sizing handles that appear on the corners and
sides of the box. The cursor will become a pair of arrows resize cursor.

e Step 3: Click, hold, and drag your mouse until the text box is the desired size.
e Step 4: Release the mouse button. The box will be resized.

Deleting a Placeholder
You can easily customize your layout by deleting unwanted or "extra" placeholders from any slide.

e Step 1: Position your mouse on the dotted border of the placeholder so it changes to a cross
with arrows cursor with directional arrows.

e Step 2: Click the border to select it.

e Step 3: Press Backspace or Delete on your keyboard. The placeholder will be removed from the
slide.

Inserting Text
e Step 1: Click the placeholder or text box where you want to insert text.
e Step 2: The insertion point appears.
e Step 3: Type directly into the placeholder or text box.

Note: Some placeholders automatically format your text in a bulleted list. This is because
bulleted lists are so frequently used in PowerPoint. To remove the bullets, deselect the Bullets
command in the Paragraph group on the Home tab.

Selecting Text
e Step 1: Place the insertion point next to the text you wish to select.
e Step 2: Click the mouse button, and, while holding it down, drag the mouse over the text.

e Step 3: Release the mouse. The text will be selected. A highlighted box will appear over the
selected text.

Deleting Text
e Step 1: Place the insertion point next to the text you wish to delete.
e Step 2: Press the Backspace key on your keyboard to delete text to the left of the insertion
point.
e Step 3: Press the Delete key on your keyboard to delete text to the right of the insertion point.
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Drag & Drop Text
o Step 1: Select the text you wish to copy.
e Step 2: Click, hold, and drag your mouse to the location where you want the text to appear. The
cursor will have a rectangle under it to indicate that you are moving text.
o Step 3: Release the mouse button, and the text will appear.

Note: If text does not appear in the exact location you wish, you can press the Enter key on your
keyboard to move the text to a new line.

Minimize/Maximize the Ribbon
The Ribbon is designed to be responsive to your current task and easy to use, but if you find it is taking
up too much of your screen space, you can minimize it.

e Step 1: Click the box with the arrow in the upper-right corner of the Ribbon and select Auto-hide
Ribbon to minimize it.

Haley Piper

e what you wal
Hide the Ribbon, Click at the top

£ - of the application to show it.
= :| | m== Show Tabs
bt s Show Ribbon tabs only. Click a
s tab to show the commands.
Jrawing

E Show Tabs and Commands
= | Show Ribbon tabs and

commands all the time.

Minimize/Maximize the Ribbon

e Step 2: To maximize the Ribbon, click the top bar of your presentation.

Advance/Reverse a Slide in a Presentation
e Step 1: Hover your mouse over the bottom right of the screen. A menu will appear.
e Step 2: Click on the right arrow to advance slides or click on the left arrow to reverse slides.

End Slide Show

e Step 1: To end slide show, hover and select the menu box options command and click End Show.
You can also press the "Esc" key at the top left of your keyboard to end show.

— N
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File Tab Basic

Create a New Presentation
e Step 1: Click the File tab. This takes you to Backstage view.
e Step 2: Select New.
e Step 3: Select Blank presentation under Available Templates and Themes and a new, blank
presentation will appear.

Presentationl - PowerPoint Haley Piper 7 = O X

New

Search for online templates and themes pel

Suggested searches:  Presentations Business Industry Education Labels Personal Animation

-> |
Take a C Quotable
tour
IEFank Presentation - .\;'\Fekome to PowerPoint Templates &
Themes
|
|
Account GALLERY
Options |
| = - O T T .
Madison Atlas Gallery

Open a Presentation
e Step 1: Click the File tab. This takes you to Backstage view.
e Step 2: Select Open. The Open dialog box appears.
o Step 3: Select your desired presentation and then click Open.

Save a Presentation
To Use the Save As Command

Save As allows you to choose a name and location for your presentation. It's useful if you've first created
a presentation or if you want to save a different version of a presentation while keeping the original.

e Step 1: Click the File tab.
e Step 2: Select Save As.
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Presentationl - PowerPoint Haley Piper 7 = O x

Save As Option

OneDrive - b Nemsys

Sites - Nemsys
hpiper@nemsys.com

OneDrive
This PC

Add a Place

Browse
Account

Options

e Step 3: Select the location where you wish to save the presentation.
e Step 4: A dialog box will appear. Enter a name for the presentation and click Save.

To Use the Save Command

e Step 1: Click the Save command on the Quick Access Toolbar

DLayuut
Jem - 2] Reset

e Step 2: The presentation will be saved in its current location with the same file name.

View Print Pane
e Step 1: Click the File tab to go to Backstage view.

e Step 2: Select Print. The Print pane appears, with the print settings on the left and the Preview
on the right.

Printing a Presentation
e Step 1: Go to the Print pane.
e Step 2: Determine and choose how you want the slides to appear on the page.

e Step 3: If you only want to print certain slides, you can type a range of slides. Otherwise, select
Print All Slides.

e Step 4: Select the number of copies.
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e Step 5: Select a printer from the drop-down list.

Step 6: Click the Print button.

Home Tab Basic

Create a New Slide

Step 1: From the Home tab, click the bottom half of the New Slide command to open the menu
of slide layout options.

Haley Piper
Insert Design Transitions Animations Slide Show Review @ Tell me what you want to do '-:_;_ Share [
.5 = ol - T el — Fra
B &% :] [=] Layout s=a= = Uf @} DD )2 P Find
Emy ~ 12 Reset = e EEC Replace ~
Paste Mew o = == Shapes Arrange Cuick .
- Slide~ [C)cC™ = W= Fol - * Styles- = [¥ Select ~
Clipboard Slides Paragraph Drawing Editing ~
L]

Step 2: Select the slide you want to insert.

Pr
Insert Design Transitions Animations
"D E&, E Layout ~ 24 & 7 4
Bl -] Reset
Paste New AV 3
- ¥  lgide~ O Section~ B I US§a#S-AMA A
Clipboard 1| Office Theme
1 .
5 ‘ List of Slide Types
Title Slide Title and Content  Section
Two Content Comparison Title Only
Blank Content with Picture with
Caption Caption

43 Duplicate Selected Slides
r|:'| Slides from Outline...
5] Reuse Slides...

o Step 3: A new slide will be added your presentation.

Note: To instantly add a slide that uses the same layout as the one you have selected, simply
click the top half of the New Slide command.
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Changing the Layout of a Slide
e Step 1: Select the slide you wish to change.
e Step 2: Click the Layout command in the Slides group on the Home tab. A menu will appear with
your options.

Presentationl

Transitions Animations Slide Shq

Layout Command

Clipboard =

1 Title Slide Title and Content  Section Header

i i b — iy

Twe Content Comparison Title Only

..........................

Blank Content with Picture with
Caption Caption

e Step 3: Choose a layout from the menu. The slide will change in the presentation.

Copy & Paste a Slide
e Step 1: On the Slides tab in the left pane, select the slide you wish to copy.
e Step 2: Click the Copy command on the Home tab. You can also right-click your selection and
choose Copy.

Copy

Command

O [ Layout
D g - ¥ Reset
Paste AL
- EFE‘I Copy Sectiol

Clipbog e Duplicate es

1
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Step 3: In the left pane, click just below a slide (or between two slides) to choose the location

[ )
where you want the copy to appear. A horizontal insertion point will mark the location.
Below or
Between
Slides
|l
™
e Step 4: Click the Paste command on the Home tab. You can also right-click and choose Paste.
The copied slide will appear.
EHS O -
FILE HOME INSERT DESIGN TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Haley Piper -
I La}-‘out === ulﬁ- DD nf # Find
B [.] i [+ ?ac_RepIace -
Paste MNew ) — | == Shapes Arrange Quick
- Slie~ O Section = — | = = » Styles~ [3 Select~
Drawing Editing ~

Clipboard & Slides

e Step 5: To select multiple slides, press and hold Ctrl on your keyboard, and click the slides you

wish to select.

Duplicate a Slide
An alternative to Copy and Paste, Duplicate copies the selected slide and, in one step, pastes it directly

underneath. This feature does not allow you to choose the location of the copied slide (nor does it offer
Paste Options for advanced users), so it is more convenient for quickly inserting similar slides.

e Step 1: Select the slide you wish to duplicate.

e Step 2: Click the New Slide command.

e Step 3: Choose Duplicate Selected Slides from drop-down menu.
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= Preqg
Insert Design Transitions Animations
-3 - N v ]
D & S E|Layout 50 A
g -~ ) Reset
Paste MNew B I U § ae®N-aa-| A

- ~ Slide~ CJSection~
Clipboard ' Office Theme

17| || ee———— :
nei Title Slide Title and Content  Section Header
2 mll b = Lt - =
1. r Two Content Comparison Title Only
Duplicate Selected
Slides Option

Blank Content with
Caption

1] Duplicate Selected Slides
% Slides from Qutline..
3] Reuse Slides...

e Step 4: A copy of the selected slide appears underneath the original.

Copy, Cut, & Paste Text
Copy & Paste Text

e Step 1: Select the text you wish to copy.
e Step 2: Click the Copy command on the Home tab. You can also right-click your selection and

choose Copy.

Presentationl - Po oint Haley Piper

Transitions Animations Slide Show Review View ‘;’ Tell me what you want to do

D = (2
<> U ~&7 [ ?},’c Replace -

Copy Command =
= Shapes Arrange Cluick
(B v + Styles~ [s Select~

New
= Slide~ O dection~

Clipboard = Slides Font Paragraph Drawing Editing ~

e Step 3: Place your insertion point where you wish the text to appear.
e Step 4: Click the Paste command on the Home tab. The text will appear.

Presentationl - PowerPoint Haley Piper

Slide Show Review fi Q@ Tell me what you want to do ;+ Share [

- P Find

Transitions Animations

= =D S (g
e B & [# - | 2 Replace -
Paste = g Shapes Arrange Cluick
= = Section = == =] = +  Styless = [s Select~
Clipboard = Slides graph Drawing Editing ~
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Cut & Paste Text

e Step 1: Select the text you wish to cut.
e Step 2: Click the Cut command on the Home tab. You can also right-click your selection and
choose Cut.

Presentationl -

Design S G S i : ) £ share [J
£ Find

D Eg - ] Reset s L7 ?Ec Replace -
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- Slide~ CJ3ection~ E] - *  Styles~ = [s Select~
Clipboard Slides Font Paragraph Drawing Editing ~

e Step 3: Place your insertion point where you wish the text to appear.
e Step 4: Click the Paste command on the Home tab. The text will reappear.

Formatting Text
To Change the Font

e Step 1: Select the text you want to modify.

e Step 2: Click the drop-down arrow next to the font command on the Home tab. The font drop-
down menu appears.

e Step 3: Move your mouse over the various fonts. A live preview of the font will appear in the
presentation.

Presentationl - PowerPoint

Insert Design Transitions Animations Slide Shovar

Font Button

"‘D * =] Layout
By — ] Reset - - 3
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e Step 4: Select the font you want to use.
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To Change the Font Size

e Step 1: Select the text you want to modify.

e Step 2: Click the drop-down arrow next to the font size command on the Home tab. The font
size drop-down menu appears.

e Step 3: Move your mouse over the various font sizes. A live preview of the font size will appear
in the presentation.

Font Grow Button

Fresentationl

Transitions Animatior,

Font Shrink Button

Clipboard

: 10.5

1 =TT
IF/N 12

14

nemsys 6

18

2 20

e Step 4: Select the font size you want to use.
Note: You can also use the Grow Font and Shrink Font commands to change the size.

Use the Bold, Italic, and Underline Commands

o Step 1: Select the text you want to modify.
e Step 2: Click the Bold (B), Italic (1), or Underline (U) command on the Home tab.

Presentationl - Pow

Bold Button
Tran Underline Button

"EIF".EE’E
Paste Mew . A -
= Slide~ CJoection~
Clipboard = Slides Font P

Italic Button
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To Change the Font Color

e Step 1: Select the text you want to modify.

e Step 2: Click the drop-down arrow next to the font color command on the Home tab. The color
menu appears.

e Step 3: Move your mouse over the various font colors. A live preview of the color will appear in
the presentation.

e Step 4: Select the font color you want to use.

Presentationl - PowerFoint

Transitions Animations Shide Show

Slide~ 128 |
Cliphoard & Slides Eont Theme Colors
H EEEENENE
1 Font Color List I
L I
/ Nemsys o IIIIIII

Standard Colors
- More Colors Option EE PEEEEN

we More Colors..,

,: }/ Eyedropper

Note: Your color choices are not limited to the drop-down menu that appears. Select More Colors
at the bottom of the menu to access additional color options.

Changing Text Alignment

o Step 1: Select the cells you want to modify.

e Step 2: Select one of the three horizontal Alignment commands on the Home tab.

Align Text Left: Aligns text to the left of the cell.

Center: Aligns text to the center of the cell.

Align Text Right: Aligns text to the right of the cell.

Justify: Justified text is equal on both sides and lines up equally to the right and left
margins. Many newspapers and magazines use full-justification.

O O O O

Align Center Align Right  .win.

| LIS “aLIONS Slide Show f=" fig Farmat Q Tell me ';_;_ Share [
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Insert a Bulleted List
e Step 1: Select the text box (or specific text) that you want to format as a bulleted list.
e Step 2: Click the Bullets command in the Paragraph group on the Home tab.

Presentationl - erPoint Drawin..  Haley Piper

g Tell me
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o Step 3: A bulleted list will appear.

Insert Tab Basic

Add a Text Box
Text boxes allow you to add to your current layout, so you can place text wherever you want on your

slide.

e Step 1: From the Insert tab, click the Text Box command.

Presentation]l - PowerPoint Jrawin...  Haley Piper
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e Step 2: Your cursor will turn into an upside-down cross text box cursor.
e Step 3: Click, hold, and drag your mouse to draw a text box. A text box will appear.
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Insert an Image
e Step 1: Select the Insert tab.
e Step 2: Click the Picture command in the Images group. The Insert Picture dialog box appears.
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e Step 3: Select the desired image file and click Insert.
e Step 4: The picture will appear in your slide. Insert a Screenshot
o Step 1: Select the Insert tab.

e Step 2: Click the Screenshot command in the Images group.

Presentationl - PowerPoint ) .. Haley Piper 3] O

Design Transitions Animations Slide Show Review View Format Q Tellme r!:_‘i_ Share
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Mew Table  Pictures L Shapes 11 Chart a | Art Symbols Media
Slide - - & Photo Album - - ins - Box & Footer - | M M

Slides = Tables Images Illustrations Links Comments Text e

e Step 3: The Available Windows from your desktop will appear. Select the window you would like
to capture as a screenshot.

e Step 4: The screenshot will appear in your slide.

Insert a Screen Clipping
o Step 1: Select the Insert tab.
e Step 2: Click the Screenshot command and select Screen Clipping.

Presentationl - PowerPoint

Transitions Animations Slide Show Review Screen clipping
[:@ Online Pictur 7 i .
[ah 8 onine e Option

= gya Screenshot v
New  Table Pictures
Slide ~ > Available Windows

Slides = Tables

'

- @+ Screen Clipping
o
e Step 3: A faded view of your current desktop will appear and your cursor will turn into a cross.
e Step 4: Click, hold and drag on the area of the window that you want to capture.

e Step 5: The screen clipping will appear in your slide.
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Insert a Shape
e Step 1: Select the Insert tab.
e Step 2: Click the Shapes command.

Presentationl - P oint Drawin..  Haley Piper

Design Transitions Animations Slide Show Review i Format Q Tell me ,!::i_ Share |.v__|
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e Step 3: Select a shape from the drop-down menu.
e Step 4: Click and drag the mouse until the shape is the desired size.
o Step 5: Release the mouse button.

Design Tab Basic

Apply a Theme
e Step 1: Go to the Design tab.
e Step 2: Locate the Themes group. Each image represents a theme.

Presentationl

Transitions

LLGE G ES

rﬁua

Themes

e Step 3: Click the drop-down arrow to access more themes.

E & - (9 II:‘_E‘ = Presentationl

File Home Insert Transitions Animatio

Aa Aa

More Themes

Themes

e Step 4: Hover over a theme to see a live preview of it in the presentation. The name of the
theme will appear as you hover over it.
e Step 5: Click a theme to apply it to the slides.
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Change Theme Colors

e Step 1: From the Design tab, in the Variants section click the more command. A drop-down
menu will appear.

e Step 2: Hover the mouse over colors and you will see different sets of theme colors with a live

preview.
&
————— - Customize Design
e Trlazs
B Colors b | Office
Fonts T W Ofce
@ Erfects B I Office 2007 - 2010
W TN Grayscale
@ Background Styles Theme Colors !
. INN N Elue Warm
Command N Gl
- e Fil... T

o Step 3: Select the set of theme colors you desire, or select Create New Theme Colors to
customize each color individually.

Change Theme Fonts

e Step 1: From the Design tab, click the More drop-down arrow in the Variants group. A drop-
down menu will appear. Hover the mouse over the Fonts section.
e Step 2: Hover the mouse over the different sets of theme fonts to see a live preview.

2
- [T Customize Design
- Ideas

E Colors ' Designer ~
Eonts b | Office

Effects v office

83 Background Styles » Il A E:HL[::" Light

Office 2007 - 2010
Cambria
Aa Calibri

Theme Fonts Command

Calibri
Calibri
Calibri

Aa

e Step 3: Select the set of theme fonts you desire, or select Create New Theme Fonts to customize
each font individually.

Change Theme Effects

e Step 1: From the Design tab, click the More drop-down arrow in the Variants group. A drop-
down menu will appear. Hover the mouse over the Effects section.
e Step 2: Hover the mouse over the different sets of theme effects to see a live preview.
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Step 3: Select the set of theme effects you desire.

Save a Theme

Step 1: From the Design tab, click the More drop-down arrow in the Themes section. A drop-
down menu will appear.
Step 2: Select Save Current Theme.

H ©-0 E = Presentationl
File Home Insert Transitions Animatio
This Presentation '_:
Aa
[ | b ]
Office
Save Current

Theme Option

Browse for Themes...

Step 3: Type a file name for your theme and then click Save.

Apply a Background Style

Step 1: From the Design tab, click the More drop-down arrow in the Variants section. Hover the
mouse over Background Styles.
Step 2: Select the desired style. The new background will appear in the slides.
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Transitions Tab Basic

Apply a Transition
e Step 1: Select the slide you wish to modify.
e Step 2: Click the Transitions tab.
e Step 3: Locate the Transition to This Slide group. By default, none is applied to each slide.

H ©-06 T - Presentationl - PowerPoint Haley P
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e Step 4: Click the More drop-down arrow to display all the transitions.
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List of Transitions

e Step 5: Click a transition to apply it to the selected slide. This will automatically preview the
transition as well.
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Preview a Transition
You can preview the transition for a selected slide at any time, using either of these two methods:

e Step 1: Click the Preview command on the Transitions tab.

H -0 T = Presentationl - PowerPoint Haley Piper &

File Home Insert Design Transitions Animations Slide £-—- B

@ : — = o Advance Slide

+| On Mouse Click

- —- -3t you want to do
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- Options ~ 'E')Apply To All After |00:0000

Preview Transition to This Slide Timing -~

e Step 2: Click the star Play Animations icon. The icon appears on the Slides tab in the left pane
beside any slide that includes a transition.

Remove a Transition
e Step 1: Select the slide you wish to modify.
e Step 2: Choose None from the gallery in the Transition to This Slide group.
e Step 3: Repeat this process for each slide you want to modify.

Animations Tab Basic

Apply an Animation to an Object
e Step 1: Select an object.
e Step 2: Click the Animations tab.
e Step 3: In the Animation group, click the More drop-down arrow to view the available
animations.

Presentationl - PowerPoint Haley Piper [E O

Home Insert Design Transitions Animations Slide Show Review View @ Tell me want to do r';«_;_ Share [
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Y == Reorder Animation
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Preview None A
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i - Options ~ | Animation ¥ Move Later
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e Step 4: Select the desired animation effect.
e Step 5: The object will now have a small number next to it to show that it has an animation.
Also, in the Slide pane, the slide will now have a star symbol next to it.
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Preview Animations
Any animation effects that you have applied will show up when you play the slide show. However, you

can also quickly preview the animations for the current slide without viewing the slide show.

e Step 1: Navigate to the slide that you want to preview.

e Step 2: From the Animations tab, click the Preview command. The animations for the current

slide will play.
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Slide Show Tab Basic

Start a Slideshow

e Step 1: Select the Slide Show tab.

e Step 2: Click the From Beginning command in the Start Slide Show group to start the slide show

with the first slide.

Haley Piper & O
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Presenter View

Presenter View will show the full-screen slide show on one monitor and a “speaker view” on another
monitor. The speaker view will have a preview of the next slide, your notes, and more. This tool was

made very user friendly in PowerPoint 2013.

Step 1: Click the Slide Show tab and check Use Presenter View in the Monitors group.
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e Step 2: Click From Beginning in the Start Slide Show group.
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Next Slide

nemsys

nemsys

Review Tab Basic

Using Spelicheck
e Step 1: Go to the Review tab.
e Step 2: Click the Spelling command.

H -0 @ s Presentationl - PowerPoint Haley Piper 52l — O
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e Step 3: The Spelling dialog box will open. For each error in your presentation, PowerPoint will
try to offer one or more suggestions. You can select a suggestion and then click Change to
correct the error.

How-To Intermediate: Exploring More with PowerPoint
Intermediate Fundamentals

View an Outline of the Slide Show

e Step 1: Click the View tab and choose Outline View in the Presentation Views section.

H -0

File Home Insert

Marmal Outline Slide Motes Reading
View Sorter Page \View

Presentation Views

e Step 2: An outline of your slide text appears.
e Step 3: Type directly in the pane to make changes to your text.
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Adding Notes
e Step 1: Select the View tab and click Notes in the Show group.
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e Step 2: Click and drag the edge of the pane to make it bigger or smaller, if desired.
e Step 3: Type your notes in the Notes pane.

Move an Image/Object
e Step 1: Click on the image. The cursor will turn into a cross with arrows.
e Step 2: While holding down the mouse button, drag the image to the desired location.
o Step 3: Release the mouse button. The box will be moved.

Resize an Image/Object
e Step 1: Click on the image.
e Step 2: Position your mouse over any one of the corner sizing handles. The cursor will become a
pair of directional arrows.
e Step 3: Click, hold, and drag your mouse until the image is the desired size.
o Step 4: Release the mouse. The image will be resized.

Customizing the Quick Access Toolbar
e Step 1: Click the drop-down arrow to the right of the Quick Access Toolbar.
e Step 2: Select the command you wish to add from the drop-down menu. To choose from more
commands, select More Commands.

Customize Quick Access Toolbar
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Save
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Customize the Quick Access Toolbar
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Access Pen/Highlighter in a Presentation
e Step 1: Click on the pen menu option in the bottom left of your screen.
e Step 2: Select Pen or Highlighter based on your preference.

Laser Pointer

Pen

Highlighter

Ink Color

Arrow Options

e Step 3: Use the pointer to draw on or mark your slides.

Erase Markings in a Presentation
e Step 1: Click on the pen menu option in the bottom left of your screen.
e Step 2: Select Eraser to erase individual ink markings or select Erase All Ink on Slide to erase all
markings.

Laser Pointer

Pen

Highlighter

Ink Color

Eraser

Erase All Ink on Slide

Arrow Options

Jump to a Slide in a Presentation
e Step 1: Click on the menu box option in the bottom left of your screen.
e Step 2: Choose the slide you would like to jump to in your presentation.
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Modify Bullet Styles
e Step 1: Select all the text in an existing list.

e Step 2: On the Home tab, click the Bullets drop-down arrow. A menu of bullet options will

appear.
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e Step 3: Hover over each menu option to display a live preview of the bullet on the slide.
e Step 4: Select the desired bullet option.

Modify Size & Color of Bullets
e Step 1: Select an existing bulleted list.
e Step 2: On the Home tab, click the Bullets drop-down arrow.
e Step 3: From the drop-down menu, select Bullets and Numbering. A dialog box will appear.
o Step 4: Set the bullet size using the Size field.
e Step 5: Click the Color drop-down box and select a color.
e Step 6: Click OK. The list will update to show the new size and color.

Modify a Numbered List Style
e Step 1: Select all the text in an existing list.

e Step 2: On the Home tab, click the Numbering drop-down arrow. A menu of numbering options
will appear.
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e Step 3: Hover over each menu option to display a live preview of the list on the slide.
e Step 4: Select the desired numbering option.

Change the Starting Number in a List
By default, numbered lists count from the number one. However, sometimes you may wish to start
counting from a different number, for example if the list is a continuation from a previous slide.

e Step 1: Select an existing numbered list.
e Step 2: On the Home tab, click the Bullets drop-down arrow.
e Step 3: From the drop-down menu, select Bullets and Numbering. A dialog box will appear.
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Step 4: In the Start At field, enter the desired starting number.
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Step 5: The list will update the numbering to begin with the new number.

Insert a Hyperlink

Step 1: Select the image or text you would like to make a hyperlink.
Step 2: Right-click the selected text or image and click Hyperlink.
Step 3: The Insert Hyperlink dialog box will open. You can also get to this dialog box from the

Insert tab by clicking Hyperlink.

Step 4: If you selected text, the words will appear in the Text to display field at the top. You can

change this text if you want.

Step 5: Type the address you would like to link to in the Address field.
Step 6: Click OK. The text or image you selected will now be a hyperlink to the web address.

Remove a Hyperlink

Step 1: Right-click the hyperlink.
Step 2: Click Remove Hyperlink.
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File Tab Intermediate

Save as PDF or JPEG
e Step 1: Click the File tab to enter :g:: = Documents library . .
the Backstage view o e e
e Step 2: Click Save As and choose ~Foi -

& Dowrdasds ki Quttook Fie
nehlots Notebooks
B My Videos
My Received Filss
& My Pichures
& My Whsic
_ = My Dats Sources

the location where you would like
to save your work

e Step 3: Use the Save as type drop e
down arrow in the Save As dialog
box and choose the file type

e Step 4: Click Save

G Librwim

.......

.....

PoveniPoint Pictur Pressntation
Strict Open ML Prazentstion
OpenDocoment Presentation

Modify Proofing Options
e Step 1: From the Backstage view, click Options.
e Step 2: Select Proofing. The PowerPoint Options dialog box gives you several options to choose
from:
o Check spelling as you type: Uncheck this box if you don't want PowerPoint to check for
spelling errors automatically. (This automatically checks Hide spelling errors.)
o Use contextual spelling: Check this box if you want PowerPoint to check for contextual
spelling mistakes like the use of "your" vs. "you're."
o Hide spelling errors: Check this box if you want to hide the red wavy lines that mark
spelling errors. (This option is disabled if Check spelling as you type is unchecked.)

Using Autorecover
PowerPoint automatically saves your presentation to a temporary folder while you're working on them.
If you forget to save your changes, or if PowerPoint crashes, you can recover the autosaved file.

e Step 1: Open a presentation that was previously closed without saving.

e Step 2: In Backstage view, click Info.

e Step 3: If there are autosaved versions of your file, they will appear under Versions. Click on the
file to openit.

— N
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Presentationl - PowerPaint Haley Piper 7 = O X
Protect Presentation Properties ~
ﬁ Contral what types of changes people can make to this Tz Not saved vet
Protect 2
Presentation = . Slides 3
Versions Hiddensides 0
Title asd
e} Tags Add a tag
4 this file, be aware that it contains: Categories Add a category
Check for Ent properties and author's name
fssues - tent that people with disabilities are unable to read Related Dates
Last Modified Today, 11:44 AM
'_ﬁ Manage Presentation Created 6/22/2017 2:15 PM
Q Check out document or recover unsaved changes. Last Printed
Plgaﬂdlxm E_‘ ] There are no unsaved changes.
Related People
Account
Recover Unsaved Presentations Author .
Options Browse recent unsaved files Haley Piper
Add an author
'_ij Delete All Unsaved .Presentatmns Last Modified By
7% Delete all recent copies of unsaved Haley Piper
files

Show All Properties

Step 4: To save changes, click Restore and then click OK.

Using the Document Inspector

Step 1: Save your presentation.

Step 2: Click the File tab to go to Backstage view.

Step 3: Select Info on the left side of the page.

Step 4: Click the Check for Issues command. A drop-down menu will appear.

Presentstionl - PowerPoirt HaleyPipes 7 == [mi] X

Info

povvege®  Check for Issues Fipeitioe
a’ Control what type Size Mot T
Pt | presertation Command i
Presentstion - Slides 3
Hidden shides 0
Title asd
o Inspect Presentation Tags Add & tag
kl‘-?ﬂ Before publishing this file, be aware that it contains Categones fidd a'categdny
Mfm " Document properties and author's name
tRen = Content that peopla with disabilities are unable to reacd Related Dates
Inspect Document Lact Modified  Taday, 11:00 A
Check the presertation for hidden properiies
or personal information. Created 62272017 215 PM
b, Check Accesibifity =4 changes, Exst Prmied
@ Check the presertation for content that people
with disabilities migit find difficult to read. Related Pagpie
l-, Check Compatibility Aurhor
™| Check forfaanures not supported by earfier H Haley Piper

wersions of PowerP oint
Add an author

Last Mod fied
et By F:qHaleyPiper

Show All Froperties

Step 5: Select Inspect Document.
Step 6: Click Inspect.
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e Step 7: The inspection results will show an exclamation mark for any categories where it found
possibly sensitive data, and it will also have a Remove All button for each of those categories.
Click Remove All to remove the data.

e Step 8: Close the dialog box when you're done.

e Step 9: From Backstage view, click Save to make the changes permanent.

Creating Handouts for Presentations

Printing handouts with images of your slides can be helpful to your audience, as it gives them a hard
copy of the information you're presenting. Plus, they can take notes on the handouts as you present
your slide show.

e Step 1: Click the File tab. This takes you to the Backstage view.
e Step 2: Click Print.

Presentstionl - B

Print

Copiez |1

z i

ik

Printer

| ereuTEN) PCLE oaMEMDE
ST n B
=] Ready

Printer Fropertias Full Page Slides

Settings
=, Print All Slickes

Print enlire presentation

Option

Hidex

:l Full Page Stides
Prine 1 slide per page

Frint Layout

Full PageSides. | flote: Pege Cutline
Handouts

2 Slicdes Verticel

e Step 3: Click the drop-down arrow in the box that says Full Page Slides, and locate the Handouts
group.

e Step 4: Select a page layout for your handouts. Up to nine slides can be displayed per page. Note
that the 3 slides layout offers lined space for your viewers to take notes.

e Step 5: Click the Print command.
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Send via Email
You can now compress your PowerPoint file in order to send it via email.

e Step 1: Click the File tab to enter into Backstage view

e Step 2: Click Share

e Step 3: Under the Share section click Email

e Step 4: You are then able to choose how you would like to send your email. Click Send as
Attachment to attach the PowerPoint directly to an email. You could aslo click Send as PDF so
your PowerPoint cannot be easily edited.

e Step 5: Your Outlook will open and continue on as you would to send a normal email.

Presentatian - PewerPoint HaleyPipa1 7 - o 3%
Share Email
of ji [ ] Everyone receives separabe copies of this presentation
s Share with People |D'- i 5
i i Send as
| |L'J *| Email l Aftachment

ryane warks an the same copy of tis presentabion
nz sess the latest changes

g email size small

B Everyone gets an XPS atty

Content can't be sasily chang)

U Mo tas machine nesded

=) M You'llnesd o o service provider

Send as Attachment

Home Tab Intermediate

Organize Slides into Sections

You can organize your slides into sections to make your presentation easier to navigate. Sections can be
collapsed or expanded in the left pane, and named for easy reference. In this example, we will add two
sections: one for dogs that are available for adoption, and another for cats and other pets.

e Step 1: Select the slide that you want to begin your first section.
e Step 2: From the Home tab, click the Section command.
e Step 3: Choose Add Section from the drop-down menu.

%} Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
nemsys

45



PowerPoint 2016 Guide: A Complete Overview for Connect Users

2 X i | =] Layout =
DE‘@v N_- ] Reset

Calibri (Body) -

Section R
Command . Add Section
s Option

e Step 4: An Untitled Section appears in the left pane.
e Step 5: To rename the section while it is still selected, click the Section command, and choose
Rename Section from the drop-down menu.

Design Transitian
o ;ﬁ, ; ElLaycut'
PastD By - T ¥ Reset
2 ks — B I U § a
+ ¥ Slide~ [Section~
Clipboard & A Fi

4 Default Section

Remove Section

Collapse All

=]
=]
x
| g'.( Remnowve All Sections
P Rename Section
=

Expand 4ll

Option

4 Untitled Section
£l 1

e Step 6: Enter your new section name in the dialog box. Then click Rename.
e Step 7: Repeat to add as many sections as you need.
e Step 8: In the left pane, click the arrow next to a section name to collapse or expand it.
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Using Find & Replace
Using the Find Command

The Find command enables you to locate specific text in your presentation.

e Step 1: Enter your cursor anywhere in your presentation.
e Step 2: Click the Find option in the Editing group on the Home tab or press <Ctrl> + F to open

the Find Dialog Box.

Presentationl - PowerPaint Haley Piper O

x

Transitions Animations Slide Show Review it at you want to do rC_L Share [

Find

Insert Design

o [l Layout~ e IV = i £ Find
- 18 A A K — i— == o=
5 D Emy 5 ] Reset Button Cé L# ab. Replace ~
'aste 7 lew Be AV . AG A e = (e pe Quick
= > Slide~ O Section~ B L e g ) = 5= = [, Styles - = [ Select~
Clipboard =& Slides Font Paragraph Drawing Editing A

e Step 3: Enter a word which you want to search in the Find dialog box and Click Find Next.
PowerPoint will find the search term you are looking for in the presentation.

Using the Find & Replace Command

e Step 1: Click the Replace option in the Editing group on the Home tab or press <Ctrl> + H to
launch the Find and Replace dialog box.

Presentationl - PowerPoint Haley Piper &l FEl

Design Transitions Animations Slide Show Review O - - what you want to do rC_;_ Share [

= Eltayout- 7= = S Replace
By {75 Reset . B - o 28 Replace ~
Paste MNew B I U § ase®V . az A = == = Button i
> : = Section - = pan e A = == [¥ Select~
¥ Slide~ O2&€
Clipboard & Slides Font Paragraph Drawing Editing -

e Step 2: Type a word which you want to search and a word you would like to replace it with in
the Find and Replace dialog box as follows:

Replace
Find what:
Replace with:
’ Replacement
[] mateh case Word
D Find whole waords only
[

Change Text Direction
e Step 1: Select the text your wish to modify.
e Step 2: Click the Text Direction command in the Paragraph group. A menu will appear.
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Presentation]l - PowerPoint Drawin..  Haley Piper

Design Transitions Animations Slide Show Review View Format Q Tellme
[=] Layout - ’__'r‘u | - | P Find
— . " d r
7 Reset Text Direction Command o (5 M L e
Shapes Arrange Quick
:ﬁ = - *  Styles~ Q- [} Select~

Clipboard & Slides Font 7] Paragraph ] Drawing F} Editing -~

Slide~ [ dection

e Step 3: Choose for the direction of the text to be Horizontal, Rotated, or Stacked.
e Step 4: Choosing from the Text Direction menu

Drawin...  Haley Piper

Format Q Tellm|

B DO On (34
- "

Text
Direction ABC || Horizental s

Menu
Rotate all test 90°

Rotate all text 270°

Stacked

!

ﬁ More Options...

Use the Indent Command
e Step 1: Select the text you wish to indent.
e Step 2: On the Home tab, click the Increase Indent command to increase the indent, or click the

Decrease Indent command to decrease the indent.

Presentationl - aint Drawin...
Design Transitions Animations Shide Show Review View Format Q Tell me
- - P — _ A Ty = -
Mo o] Elayout= | oy ~[18 - A & | M| isniE . a=am =, “:1 T'QJ DD P ? ):F'”“
ﬂRset [':-':l' # v 3B Replace v

Paste b G = =-. ; Shapes Arrange Quick am el

- Slidd B + Styles- @~ [§ Select-
Clipboard 1= Paragraph ] Drawing ] Editing ~

e Step 1: The selected text will update to reflect the new indent.

Format Line Spacing
e Step 1: Select the text you want to format.
e Step 2: Click the Line Spacing command in the Paragraph group on the Home tab.
e Step 3: Select the desired spacing option from the drop-down menu.

Presentationl - Point Drawin...  Hz iper

Design Transitions Animations Slide Show Review View Format Q@ Tell me

- ) e e £ Y v :
) Ellagout= | (Body) ~|18 ~|A A |de IS i= . E=s= s s F‘QJ DD P £ - O Find
2] Reset T ‘_JJ E ] fsc Replace -
Paste Mew g & B A | == = Shapes Arrange Quick
- Slide Bk + Siylese &~ | [ Select-

ra Drawing ra Editing ~

Clipboard &
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Insert Tab Intermediate

Insert a Video
To Insert a Video from a File on Your Computer

e Step 1: From the Insert tab, click the Media drop-down arrow and select the Video dropdown,
then Video on My PC.

Presentation]l - PowerPoint rawin...  Haley Piper =

Design Transitions Animations Slide Show Review View Format 2 Tellme

E |?‘Q[.'fnlinePicturﬁ @ FgSI’ﬂartArt b @_‘p IiI 'E": D 4 [;I@ o

v+ Screenshot =
B Shapes 1l Chart Add-  Hyperlink Action Comment Text Header WordArt Symbols
- insT Box & Footer x | X

MNew Table  Pictures
Slider = = Photo Album ~

Slides Tables Images

Video Command m C)) 54_.
: [

Videa  Audio  Screen

L ~  Recording
[m 3 Qnline Video..
nemsys Video on My PC option [2] Video on My PC...

e Step 2: Locate and select the desired video file and then click Insert.
e Step 3: The video will be added to the slide.

4 Default Section
1

Embedding a Video from a Web Site

Some web sites, like YouTube, allow you to embed videos in your slides. An embedded video will still be
hosted on its original website, meaning that the video itself won't be added to your file. Embedding can
be a convenient way to reduce the file size of your presentation, but you'll also need to be connected to
the internet for the video to play.

e Step 1: From the Insert tab, click the Video drop-down arrow and select Video from Web Site.

Presentationl - PowerPoint trawin..  Haley Piper Eal
File Home Design Transitions Animations Slide Show Review View Format Q Tellme
['@ Online Pictures @ e L o = 1)
=SB |l [ Beane (8] @ k] T EH O 4 2 e
= g4 Screenshotr l.'\".‘l .
Mew Table  Pictures Shapes 11 Chart Add- ' Hyperlink Action Comment = Text Header WordArt Symbols
Slide ~ - = phota Album ~ - ' ins~ Box & Footer = = -
Slides Tables Images Tlustrations Links Camments Text

. ~
4 Default Section A m ‘)) ;-ﬂa_«q.
. Video Command B o Screen
Lo ~  Recording

[m C3 Online Video...
nemsys 1 Video on My PC..

Video from Web Site Option

e Step 2: Insert the link to the video in the dialog box.
e Step 3: The video will be added to the slide.
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Preview the Video
e Step 1: Make sure the video is selected.
e Step 2: Click the Play/Pause button below the video. The video will start playing, and the
timeline next to the Play/Pause button will begin to advance.

e Step 3: To jump to a different part of the video, click anywhere on the timeline.

Insert Audio
PowerPoint gives you two options for inserting Audio into your presentation. You can use audio from
your PC or from a recording device.

e Step 1: Under the Insert tab in the Media group click on the Audio button.
e Step 2: A drop down will appear where you can choose from Audio on My PC or Record Audio

Presentationl - PowerPaint Drawin...  Haley Piper = O

Transitions Animations Slide Show Review View Format Q Tell me 5:_}_ Share

B

Design

[& Online Pictures
|

r'c’;f ﬁ SmartArt b

4 Screenshot = [&] s
New  Table  Pictures at Shapes 11 Chart Add- Header WordArt Symbols
Stz | = Bliphoto Album = . i e
Slides | Tables Images Tilustrations

4 Default Section

Video Au‘d'»o Screen
¥ >  Recording

4) Audio on My PC...
Record Audio...

Insert a Table
e Step 1: On the Insert tab, click the Table command.
e Step 2: Hover your mouse over the diagram squares to select the number of columns and rows
in the table.

Presentationl - PowerPoint Haley Piper & O

Transitions Animations Slide Show Review View Format 2 Tell me r!:_‘-;_ Share |v__|

+ B ]
Table Command L o 4 IZIG Q| ®

N = omment  Text Header WordArt Symbols Media
Mzl = T Box & Footer - = =

Table  Pictures -
Slide ~ - @l

Slides Tables Images Illustrations Links Comments Text ~

-

e Step 3: Click your mouse. The table will appear on the slide.
e Step 4: You can now place the insertion point anywhere in the table to add text.

Apply a Table Style
e Step 1: Click anywhere on the table. The Table Tools tab will appear on the Ribbon.
e Step 2: Select the Table Tools Design tab and locate the Table Styles.
e Step 3: Click the More drop-down arrow to see all table styles.
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Home IGE Design

Banded Rows | | Banded Columns

Transitions Animations Slide Show

Presentationl - PowerPoint

Table Style Options

Table Styles

e Step 4: Hover the mouse over the various styles to see a live preview.

e Step 5: Select the desired style.

Insert Excel Table

e Step 1: Click the Insert tab and in the Text group, click Object

i
I

2 4

Text Header Worddrt Sy
Box & Footer -

Text

e Step 2: Select Create from file in the
Insert Object dialog box

e Step 3: Click Browse and select the
workbook that contains the information
you need to use.

e Step 4: Select Link in the Insert Object
dialog box and click OK

Create Graphics

Create from File

Insert Object 2| =

|:| Display as icon

@ Create from file |

Result

Inserts the contents of the file as an object into your

. presentation so that you can activate it using the application
E_' that created it.

G

You can use SmartArt to create custom graphics for you presentations. You can change how the
SmartArt is organized to really tailor it to your needs.

Add a Shape

e Step 1: Under the Insert tab in the lllustrations group click SmartArt. Choose a graphic from the

SmartArt dialog box.

e Step 2: Choose where you want the new shape to appear, then select an adjacent shape.
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e Step 3: Click the Add Shape command in the H ©- 5 Add Shape
Graphics group. -

e Step 4: Select Add Shape Before or Add Shape File Home
After to add a shape on the same level as the one
you previously selected OR select Add Shape
Above or Add Shape Below to add a shape above
or below the one you previously selected. EC] Text Pane & Rightto Left

Create Graphic

171 Add Shape™~ Promate +
[(Z]Add Bullet 2 Demote +

Promote or Demote Shapes

Promote
You can use the Promote and Demote buttons to move

the shape to a higher or lower level

Design

e Step 1: Select a shape in the Graphic that you
want to Promote or Demote

e Step 2: Under the Design tab in the Create
Graphic group Click Promote to move the shape EC] Text Pane & Right
up OR Demote to move the shape to a lower level Create Graphiy

171 Add Shape ~ Promote T
[C]Add Bullet = Demote +

Left =2

Move Selection Up Rearrange Shapes

H €

You can rearrange shapes that are on the same level
File Home Insert lesign

e Step 1: Select the shape that you would like to move

e  Step 2: Under the Design tab in the Create Graphic
group select the Move Selection Up arrow to move the shape
forward in the sequence or the Move Selection Down arrow
to move the shape backward in the sequence.

17 Add Shape -~ Promate T
[Z]Add Bullet & Demote
] Text Pane .(__} Right to

Move Selection Down

Insert a SmartArt Graphic
o Step 1: Select the Insert tab.
e Step 2: Select the SmartArt command in the Illustrations group. A dialog box will appear.

Presentationl - PowerPoint SmartAr...  Haley Piper BB = O

Design Transitions Animations Slide Show Review View Design Farmat Q@ Tell me r!;:_'-;_ Share |v__|

= Screenshot ~
Mew  Table  Pictures o Shapes 11 Chart Add-  Hyperlink Action

’:‘gDnIinePicturs '_:u ™ oma
B o L Bysmanan o X SmartArt Command

ins= Box & Footer

Slides Tables Images Tllustrations Links Comments Text Y

Slide~ | = =) Photo Album ~

e Step 3: Select a category on the left of the dialog box and review the SmartArt graphics that
appear in the center.
e Step 4: Select the desired SmartArt graphic and click OK.
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Change the SmartArt Layout

e Step 1: Select the graphic. The Design and Format tabs will appear on the Ribbon.
e Step 2: Click the Design tab.

e Step 3: In the Layouts group, click the More drop-down arrow to view all the layouts.

Layouts

'

More SmartArt Layout Button

e Step 4: Hover the mouse over each layout to see a live preview.
e Step 5: Select the desired layout.

Change the SmartArt Style

e Step 1: Select the graphic. The Design and Format tabs will appear on the Ribbon.
e Step 2: Click the Design tab.

o Step 3: In the SmartArt Styles group, click the More drop-down arrow to view all the styles.

SmartAr.. Haley Piper E O

Format @ Tellme 5 Share [

[ ]

| T
‘Bl mE Em. © 39

Change | = Resed
- Graphic More SmartArt Style Button
SmartArt Styles Resé

Colars
e Step 4: Hover the mouse over each style to see a live preview.
e Step 5: Select the desired style.

Change the SmartArt Color Scheme

PowerPoint provides a variety of color schemes to use with SmartArt. The color schemes use Theme
Colors, so they will vary depending on which Theme you are using.

e Step 1: Select the graphic. The Design and Format tabs will appear on the Ribbon.
e Step 2: Select the Design tab.

e Step 3: Click the Change Colors command. A drop-down menu appears showing various color
schemes.

e Step 4: Select the desired color scheme.
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Insert a Chart
e Step 1: Select the Insert tab.
e Step 2: Click the Insert Chart command in the lllustrations Group. The Insert Chart dialog box
will appear.

Presentationl - PowerPoint Haley Piper O

Design Transitions Animations Slide Show Review View Q@ Tell me what you want to do ',:_;_ Share [

] % g ':‘g Online Pictures |_—|<> ™ SmartArt 3 ;GD * LU
= @4 Screenshot - =) = .
MNew  Table Pictures Shapes Ada el Aoton bols Media
e | Tob B photo Album « | 2P il Chart : Chart Command : i
Slides Tables Images Illustrations Comments -~

o Step 3: Select a category from the left pane of the dialog box and review the charts that appear
in the center.

« eI BR AR i o2 108 40
Il Eeleeen
l Cine Clustered Column

@ P

S Tk
gl Sy Fomge By

Chart Categories

b Histogram
Rl Bos & Whisker
| weaerall
= Funel
By Combo
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e Step 4: Select the desired chart.
e Step 5: Click OK. An Excel window will open with a placeholder for your data.
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Enter Chart Data
The data that appears in the Excel spreadsheet is placeholder source data that you will replace with your
own information. The Excel source data is used to create the PowerPoint chart.

e Step 1: Enter your data into the Excel spreadsheet.

e Step 2: If necessary, click and drag the lower-right corner of the blue line to increase or decrease
the data range for rows and columns. Only the data enclosed by the blue lines will appear in the
chart.

e Step 3: Close Excel. You do not need to save the spreadsheet. The PowerPoint chart will update
to reflect the new source data.

Format Chart

Once you have created a chart you can change its appearance by using the tools in the Format tab.

H -0 @ = Presentationl - PowerPoint Drawing Tools Haley Piper = = O

File Home Insert Design Transitions Animations Slide Show Review a Format F Tell me what you want to do ,Q,. Share [

VehoolEal — 3 Shape Fill + A - BingForward - |7 Align~ #7202 .
AL L4 G- | Pbc | ﬂ ﬂ E Shape Outline A A ZA\ L ﬂ = | By Send Backward ~ 2] Grou N =
J = W= E

Al a0

s 167"

% DN Y AT

Insert Shapes Shape Styles (] WordArt Styles [ Arrange Size [ A

£ Shape Effects - (AR EQ Selection Pane “h Rotate -

Insert Shapes

In the Insert Shapes group you can insert many different kinds of shapes as well as a text box.

Shape Styles

The Shape Styles group allows you to change the color, border and effects of your chart. It also has
premade styles that you can choose from. Just hover your mouse over each style for a live preview and
click the one you like best to apply it to the chart.

WordArt Styles

The WordArt Styles allows you to change the color, outline, and effects of the words in your chart. You
can also use the Quick Styles button which has premade styles to choose from. Just hover your mouse
over each style for a live preview and click the one you like best to apply it to the chart.

Arrange

The Arrange section gives you control over the position of your chart in regaurds to other shapes or
charts. The Bring Forward and Send Backward buttons allow you to determine the order of your charts.
The Selection Pane button allows you to choose to view and hide any number of charts. From here you
can also align your chart by using the Align Objects button. The Group Objects button allows you to
group individual objects into one moveable shape. Finally the Rotate Objects button allows you to rotate
or flip a shape using specified degrees.
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The Size group is great for changing the size of your chart or shape to be exactly the length and heigth
you would like it to be.

Insert Header & Footer

You can add a Header & Footer to the slides in your presentation that show the Date and Time and/or
Slide Number. This can be applied to all slides or customized to specific slides.

You can also apply a Header & Footer to Notes and Handouts that will not appear in the actual Slides

Header & Footer on Slides

Step 1: Click the Insert tab and in the Text group click on Header & Footer. A dialog box will
appear.

Step 2: Under the Slide tab, check Date and time. If you choose Update automatically the date
and time will continue to update. If you choose Fixed the date and time will not change.

Step 3: If you check Footer you will be able to add any information you choose.

Step 4: Click Apply to apply the info to the current slide or Apply to All which will apply the info
to every slide.

Header and Footer l ? ﬁ
Slide | Notes and Handouts

Include on slide Preview

:| Date and time

@ Update automatically
7/1/2014 .
Language: ) Calendar type: I=1——1-—
English [United States) » Gregorian
Fixed
4 :7.-'L:.'2014 .

'|:| Slide number
’|:| Footer

D Don't show on title slide

Apply | [Appl[to AII] [ Cancel

Header & Footer only on Handouts

Vv

Step 1: Click the Insert tab and in the Text group click on Header & Footer. A dialog box will
appear.

Step 2: Click on the Notes and Handouts tab.

Step 3: Check Date and time and Page Number. If you want to add custom information check
Header and Footer to add either or both.

Step 4: Click Apply to All and the info will be applied to your Notes and Handouts without being
added to the actual slides.

]
W
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Design Tab Intermediate

Create New Theme Colors
e Step 1: From the Design tab, click the More drop-down arrow in the Variants group. Hover the
mouse over Colors. A drop-down menu will appear.
e Step 2: Select Customize Colors.

I | R

| Gmew Bacbareond | ldess

K Coloes Bl oiee ]

3] foe t T O

[B] effect W R Office 2007 - X110
W VEEE ol

[ Background Styles
Bluse Warm

Blure
Blued

Elug Green
Green
Green Yeliow

Yellow

el loas O

ange

COrange
Orange Red
= Red
Red Violet
Violet
Vieslet 11
Medan
:
Customize Colors Faper

Marques bl

e Step 3: The dialog box will show the current theme colors. To edit a color, click the drop-down
arrow and select a different color. To choose the exact color you want, you may need to click

More Colors.

[(Geate tew heme ol [P =

Thema colors

Test/Background - Dark L L. -

Text/Background - Light 1 [ | =

Text/Background - Dark 2 E_'
|_| =

Theme Color

Text/Background - Light 2

o Actent L
Options

fceent 2

Arcent 3

focent 4

Aczent 3

AuEnE ] Name Field
Hyperlink =

Eollowed Hyperlink

Mame- | Custam §

Reset |

e Step 4: In the Name field, type the desired name for the theme colors, and then click Save. The
presentation will update to show the new theme colors.
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Create New Theme Fonts

e Step 1: From the Design tab, click the More drop-down arrow in the Variants group. A drop-

down menu will appear.
e Step 2: Select Customize Fonts.

|
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E oo 3
: i
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™
e
.

Customize Fonts
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e Step 3: The dialog box will show the two theme fonts. To change the fonts, click the drop-down

arrows and select the desired fonts.

r

Create New Theme Fonts

Heading font:
Calibri

Body font:
Calibri

Mame:

b

"

e Step 4: In the Name field, type the desired name for the theme fonts, and then click Save. The
presentation will update to show the new theme fonts.
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Trim a Video
e Step 1: From the Playback tab, click the Trim Video command. The Trim Video dialog box will
appear.

iert Design Transitions Animati
U=F Fade Duration
b @ §4 Fadein: o000 *
ove Trim .
nark | Video 49 Fade Out: 00.00
Editing

e Step 2: Use the green and red handles to set the start time and end time.

Trim Video . =2 o]

DanaPerson.mov Duration: 00:10.572

End Handle

[

00:22.037 1] [00:32.609

Start Time End Tin;e

A

o ][ cone

e Step 3: To preview the video file, click the Play button.
e Step 4: Adjust the green and red handles again if necessary, and then click OK.

Transitions Tab Intermediate

Modify Duration of a Transition
e Step 1: Select the slide that includes the transition you wish to modify.
e Step 2: In the Duration field in the Timing group, enter the amount of time you want the
transition to take. In this example, we will specify the length as 2 seconds, or 02.00.
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"E} Sound: [[Mo Sound] | Advance 5lide
& Duration: 0200 I ¥ On Mouse Click
Eﬁkppl}r To All After: |00:00.00

s

Timing
Modify Duration
Add Sound to a Transition
o Step 1: Select the slide that includes the transition you wish to modify.

e Step 2: Click the Sound drop-down menu in the Timing group.

e Step 3: You will hear the sound and see a live preview of the transition as you hover over each
sound.

*, Sound: |[No Sound] = Advance Slide

- @ Duratiof [Mo Sound] = Click
frect . [
Jptions 53 Apply T [Stop Previcus Sound] 0000 *

Applause I

Arrow

Bomb

Breeze List of Sounds
Camera

Cash Register
Chime
Click

Coin

Drum Rell
Explosicn

Harmmer

e Step 4: Click a sound to apply it to the selected slide.

Advance Slides Automatically

Normally, in Slide Show View, you would advance to the next slide by clicking your mouse (or pressing
Enter on your keyboard). Using the Advance Slides settings in the Timing group, you can set your
presentation to advance on its own instead, and display each slide for a specific amount of time. This is
useful for unattended presentations, such as at a trade show booth.

e Step 1: Select the slide you wish to modify.

e Step 2: Locate the Timing group on the Transitions tab.

e Step 3: Under Advance Slide, uncheck the box next to On Mouse Click.

e Step 4: In the After field, enter the amount of time you want to display the slide. In this
example, we will advance the slide automatically after 1 minute 30 seconds, or 01:30:00.

e
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;:& Sound: [No Sound] - | Advance Slide

& Duration: 01.20 - |:| On Mouse Click

{50 Apply To Al After: |01:30.00 :De
Timing

After

Move to the next slide after a
certain number of seconds.

Advance Slides Automatically

e Step 5: Select another slide and repeat the process until all the desired slides have the
appropriate timing.

Animations Tab Intermediate

Add Multiple Animations to an Object

If you select a new animation from the menu in the Animation group, it will replace the object's current
animation. However, you'll sometimes want to place more than one animation on an object, for
example an Entrance and an Exit effect. To do this, you'll need to use the Add Animation command,
which will allow you to keep your current animations while adding new ones.

e Step 1: Select the object.

e Step 2: Click the Animations tab.

e Step 3: In the Advanced Animation group, click the Add Animation command to view the
available animations.

e Step 4: Select the desired animation effect.

Presentationl - PowerPoint

Hame Insert Design Transitions Animations Slide Show Review s [

Add

Preview Nane Appear Fade =
! ( Animation

* Animation Painter B Delay v Move Later

Preview Animation Advanced Animation Timing -~

e Step 5: If the object has more than one effect, it will have a different number for each effect.
The numbers indicate the order in which the effects will occur.

Using the Animation Painter
In some cases, you may want to apply the same effects to more than one object. You can do that by
copying the effects from one object to another using the Animation Painter.

e Step 1: Click on the object that has the effects that you want to copy.
e Step 2: From the Animations tab, click the Animation Painter command.
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Animation Painter Command

H -0 @ = Presentationl - PowerPoint Drawin...  Haley Piper

File Haome Insert Design Transitions Animations Slide Show Rev i Format Q Tell me

* [ i s i | e 1* 2 Animation P3 P Start |\When Clicked ~| Reorder Animation

@ * '*' ;c Trigger = (D) Duration: |Auto s & Move Earlier

pretléw L il ﬂ bk I Oitrc:: ,i[_ Ani::gon . ¥ Animation Painter Delay: 00.00 S| * Move Later

Preview Animation T Advanced Animation Timing ~

e Step 3: Click on the object that you want to copy the effects to. The effects will be applied to the
object.

Open the Effects Options Dialog Box
From the Animation Pane, you can access the Effect Options dialog box, which contains more advanced
options that you can use to fine-tune your animations.

e Step 1: From the Animation Pane, select an effect. A drop-down arrow will appear next to the
effect.
e Step 2: Click the drop-down arrow and select Effect Options. The Effect Options dialog box will
appear.
e Step 3: From here, you can add various enhancements to the effect:
o Sound: Adds a sound effect to the animation.
After animation: Changes the color or hides the object after the animation is over.
o Animate text: If you are animating text, you can choose to animate it all at once, one
word at a time, or one letter at a time.

Change the Effect Timing
e Step 1: From the Effect Options dialog box, select the Timing tab.

e Step 2: From here, you can add a delay before the effect starts, change the duration of the
effect, and control whether the effect repeats.

Reorder the Animations
e Step 1: Select the number of the effect that you want to change.

e Step 2: From the Animations tab, click the Move Earlier or Move Later commands to change the
ordering.

Reorder Animation Commands
H -0 T = Jrawin...  Haley Piper [ O

File Home Insert Design Transitions Animations Slide Show Revie. Format ‘;" Tell me ';_;, Share |v__|

* i g _ | - 1* & Animation Pane P Start |V ~ | Reorder Animation
Pre\.rg\r rﬁ A(* i dr : Eff_r[ A Trigger = @ Duration: | Auto - >4 Move Earlier
- L & i 1~ Options - | Animation % Animation Painter Dela:.l: 00.00 | ™ Move Later
Preview Animation T Advanced Animation Timing ~

%} Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
nemsys

62



PowerPoint 2016 Guide: A Complete Overview for Connect Users

Open the Animation Pane

The Animation Pane allows you to view and manage all the effects that are on the current slide. You can
modify and reorder effects directly from the Animation Pane, which is especially useful when you have
many effects.

e Step 1: From the Animations tab, click the Animation Pane command.

H -0 T - Presentationl - PowerPoint Drawin...  Haley Piper

File Home Insert Design Transitions Animations Slide Show Review View Format Q Tell me

o 2 Animation Pane P Start |\When Clicked ~| Reorder Animation

Trigger = (D) Duration: |Auto | = Move Earlier
Animation Pane Command B |l st paintee | (BBal 0000 3| ¥ Movelate
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e Step 2: The Animation Pane will open on the right side of the window. It will show all the effects
for the current slide in the order that they will appear.

Reorder Effects from the Animation Pane

e Step 1: On the Animation Pane, click and drag an effect up or down

Animation Pane ~ *

b Play All
14 Picturel [
29 Picturel O

o Step 2: The effects will reorder themselves.

Preview Effects from the Animation Pane
e Step 1: From the Animation Pane, click the Play button.

Animation Pane ~*

b Play All 4:[

1 9 Picturel [
29 Picturel O

e Step 2: The effects for the current slide will play. On the right side of the Animation Pane, you
will be able to see a timeline that shows the progress through each effect.

Change an Effects Start Option

By default, an effect starts playing when you click the mouse during a slide show. If you have multiple
effects, you will need to click multiple times to start each effect individually. However, by changing the
start option for each effect, you can have effects that automatically play at the same time or one after
the other.
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e Step 1: From the Animation Pane, select an effect. A drop-down arrow will appear next to the
effect.

Animation Pane ~ *

]
Effect Drop Down
14 Picturel b [~]

Start On Click

Start With Previous

(T Start After Previous
Effect Options...
Tirning...
Hide Advanced Timeline

Bemove

e Step 2: Click the drop-down arrow. You will see three start options:
Start on Click: This will start the effect when the mouse is clicked.
Start With Previous: This will start the effect at the same time as the previous effect.
Start After Previous: This will start the effect when the previous effect ends.

e Step 3: Select the desired start option.

Review Tab Intermediate

Research & Thesaurus Tools

Smart Lookup

What was formally the Research button in PowerPoint 2013, is now the Smart Lookup button. This
button allows you to do research directly within the program and provides a useful links to make your

work sound that much more professional.

Step 1: Click the Review tab and in the Proofing group, select text from your slide, and click Smart
Lookup

H -0 @ - Presentationl - PowerPoint i Haley Piper [Ea = O
Side Show @ Smart Lookup Q Tell me

F 2 4 B

MNew  Delete Previous MNext Show Compare  Start  Linked
v Inking  Motes

File Home Insert Design Transitions Animations

e P

Check Smart’
Accessibility Lookup Comment Comments ~

Proofing Accessibility | Insights Language Comments Ink OneMote -~

:'} Spelling % Translate -

EE Thesaurus

guage =
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Step 2: A Smart Lookup pane will appear on the right side of the window with

information regarding the selected text. e

Step 3: The research will automatically update and you can dig deeper into i‘"““’ Whiesdn
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Add a Comment
o Step 1: Select the text or click on the area of the slide where you would like the comment to
appear.
e Step 2: Select the Review tab and locate the Comments group.
e Step 3: Click the New Comment command.

H ©- T = Presentationl - PowerPoint Haley Piper
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Mext Show
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e Step 4: Type your comment.
e Step 5: Click anywhere on the slide and your comment will appear.
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Edit a Comment
e Step 1: Click the comment
o Step 2: Make the desired changes
e Step 3: Hit enter

Delete a Comment
e Step 1: Select the comment you wish to delete.
e Step 2: From the Review tab, click the Delete command.

View Tab Intermediate

Using the Notes Page View
e Step 1: Go to the View tab.
e Step 2: Click the Notes Page command in the Presentation Views group.

H ©- Iz - Presentationl - PowerPaint Haley Piper B O

File Home Insert Design Transitions Animations Slide Show Review Q Tell me what you want to do r!;:_";_ Share

2E &=
— . . Notes Page m _ =
Mormal Outline Slide MNotes Reading  Slide Handout Motes Switch Macros

MNew
View Sorter | Page View = Master Master Master Guides View Button F Window Windows ~
Window Macros |~

Presentation Wiews Master Views Show
e Step 3: Type your notes in the text box, or use the scroll bar to review your slides.

Show the Ruler
e Step 1: Select the View tab.
e Step 2: Click the Ruler check box in the Show/Hide group if it is not selected. The Ruler will
appear.

H ©- & = Presentationl - PowerPoint Haley Piper & O
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Format Tab Intermediate
The Format tab is a contextual tab that is there often when creating a presentation. The Format tab can
be seen whenever you are working in a placeholder or with an object and offers many editing functions.
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Apply a WordArt Style
A WordArt Style will automatically apply several effects to your text at once. You can then refine the
look of your text by adding or modifying text effects.

e Step 1: Select a text box, or select some text inside of the text box. The Format tab will appear.

e Step 2: Click the Format tab.

e Step 3: In the Quick Styles group, click the More drop-down arrow to view all the available
styles.

e Step 4: Select the desired style preset to apply the style to your text.

Drawin..  HaleyPiper E
Format Q Tell me
A o .1 Bring Forward ~ |(_ P El] 261"
_ ﬂ i 00 Send Backward ~ ] .
Quick i

Styles = &~ E[} Selection Pane e

A AAAA
AAAAA
AAA AL
A A |

9  Clear WordArt

Add/Modify Text Effects
e Step 1: Select a text box, or select some text inside of the text box. The Format tab will appear.
e Step 2: Click the Format tab.
e Step 3: Click the Text Effects command in the WordArt Styles group. A drop-down menu will
appear showing the different effect categories.

erPoint Crawin..  Haley Piper &=

Slhide Show Review View Format r\;‘ Tell me

AJ _& - .1Bring Forward - |¢_ i El] 261" Y

&5, 01 Send Backward -
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e Wordhrt Styles & Arrange Size I s

e Step 4: Hover over an effect category. A drop-down menu will appear. You can hover the mouse
over the different presets to see a live preview.

e Step 5: Select the desired effect preset. The effect will be applied to your text. If you want, you
can combine several different effects.
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Change to a Different Shape
o Step 1: Select the shape or text box. The Format tab will appear.
e Step 2: From the Format tab, click the Edit Shape command.
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e Step 3: Click Change Shape to display a drop-down list.
e Step 4: Select the desired shape from the list.

Change Shape Style
o Step 1: Select the shape or text box. The Format tab will appear.
e Step 2: Click the More drop-down arrow in the Shape Styles group to display more style options.
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e Step 3: Move your cursor over the styles to see a live preview of the style in the slide and select
the desired style.
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Change Shape Fill
e Step 1: Select the shape or text box. The Format tab appears.
e Step 2: Select the Format tab.
e Step 3: Click the Shape Fill command to display a drop-down list.
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o Step 4: Select the desired color from the list, choose No Fill, or choose More Fill Colors to choose
a custom color.

Change Shape Outline
o Step 1: Select the shape or text box. The Format tab will appear.
e Step 2: Click the Format tab.
e Step 3: Click the Shape Outline command to display a drop-down menu.
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e Step 4: From the drop-down menu, you can change the outline color, weight (thickness), and
whether it is a dashed line.
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Change Shadow Effect
e Step 1: Select the shape or text box. The Format tab will appear.
e Step 2: Click the Format tab.
e Step 3: Click the Shape Effects command. A drop-down menu will appear.
e Step 4: Hover the mouse over Shadow. You will see a list of shadow presets.

e Step 5: Move your mouse over the menu options to see a live preview of the shadow effect in

the slide.
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e Step 6: Click the desired shadow effect to add it to your shape.

Use 3-D Rotation
e Step 1: Select the shape or text box.
e Step 2: Click on the Format tab.
e Step 3: Click Shape Effects from the Shape Styles group.
e Step 4: Hover the mouse over 3-D Rotation. A drop-down menu will appear.
e Step 5: Select the desired rotation preset from the drop-down menu. You can also click 3-D
Rotation Options if you would prefer to type in custom values.

Use Bevel
e Step 1: Select the shape or text box.
e Step 2: Click on the Format tab.
e Step 3: Click Shape Effects from the Shape Styles group.
e Step 4: Hover the mouse over Bevel. A drop-down menu will appear.
e Step 5: Select the desired bevel preset from the drop-down menu. You can also click 3-D
Options if you would prefer to type in custom values.
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Merge Shapes

If you cannot find a shape that suits your needs you can custom build shapes by merging exhisting
shapes together.

Step 1: Select the shapes you want to merge by holding the Ctrl key and clicking each shape.

Step 2: On the Format tab in the Insert Shapes sections click the Merge Shapes drop down and
hover over the options to see which one you like best, then click that option.
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Crop an Image

e Step 1: Select an image. The Format tab will appear.
e Step 2: Select the Format tab.

e Step 3: Click the Crop command. The black cropping handles appear.
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e Step 4: Click and drag a handle to crop an image.
e Step 5: Click the Crop command to deselect the crop tool.

Crop an Image to a Shape

e Step 1: Select the image. The Format tab will appear.
e Step 2: Select the Format tab.

e Step 3: Click the Crop drop-down arrow (below the Crop command). A drop-down menu will

appear.
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e Step 4: Select a shape from the drop-down menu.
e Step 5: The image will take the shape that you have selected.

Add a Border to a Picture
e Step 1: Select the picture.
e Step 2: Select the Format tab.
e Step 3: Click the Picture Border command. A drop-down menu will appear.
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e Step 4: From the drop-down menu, you can select a color, weight (thickness), and whether the

line is dashed.

Make Image Corrections
e Step 1: Select the image. The Format tab will appear.
e Step 2: Click the Format tab.
e Step 3: Click the Corrections command. A drop-down menu will appear.
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e Step 4: To sharpen or soften the image, hover over the Sharpen and Soften presets. You'll see a
live preview of the preset in the slide.

e Step 5: Select the desired Sharpen and Soften preset.

e Step 6: Click the Corrections command again.

e Step 7: Hover over the Brightness and Contrast presets to see a live preview.

o Step 8: Select the desired Brightness and Contrast preset.

Adjust the Color in an Image

o Step 1: Select the image. The Format tab will appear.
e Step 2: Click the Format tab.
e Step 3: Click the Color command. A drop-down menu will appear.
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e Step 4: From the drop-down menu, you can choose a preset from each of the three categories:
o Color Saturation: Controls how vivid the colors are in the image.
o Color Tone: Controls the "temperature" of the color, from cool to warm.
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o Recolor: Controls the overall color of the image. Use this option to make the image
black and white, grayscale, or to colorize it with a different color.

Apply an Artistic Effect to an Image
e Step 1: Select the picture. The Format tab will appear.
e Step 2: Click the Format tab.
e Step 3: Click the Artistic Effects command. A drop-down menu will appear.
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e Step 4: Hover over the different presets to see a live preview of each one.

* ro

e Step 5: When you've found a preset you like, click on it to select it.
e Step 6: To adjust the settings for the effect, click Artistic Effects again and select Artistic Effect
Options.

Apply a Picture Style
e Step 1: Select the picture. The Format tab will appear.
e Step 2: Select the Format tab.
e Step 3: Click the More drop-down arrow to display all the picture styles.
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e Step 4: Hover over a picture style to display a live preview of the style in the slide.

e Step 5: Select the desired style.

e Step 6: To refine the picture style, click the Picture Effects command to see the Effects drop-
down menu.
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Compress a Picture

You'll need to monitor the file size of your presentations that include pictures, especially if you send
them via email. Large, high-resolution pictures can quickly cause your presentation to become too large,
which may make it difficult or impossible to attach to an email. In addition, cropped areas of pictures are
saved with the presentation by default, which can add to the file size. PowerPoint can reduce the file
size by compressing pictures, lowering their resolution, and deleting cropped areas.

e Step 1: Select the picture. The Format tab will appear.
e Step 2: Select the Format tab.
e Step 3: Click the Compress Pictures command in the Adjust group. A dialog box appears.

H -0 & = Presentationl - PowerPaint Picture..  Haley Piper

Design Transitions Animations Slide Show Review View Q Tellme ,f;::';_ Share [

File Home Insert

L} ions * q M o -
Cu Conections~ [ === Compress Picture Command Qs :

7 b Colar~ E’g il
EMmove — - = " .
Background Artistic Effects~ Y] - M E‘.‘: Picture Layout - E[}Selection Pane "k~ o3| 1193 s

Adjust Picture Styles 7} Arrange Size

&l
¥

e Step 4: Place a checkmark next to Delete cropped areas of pictures. You can also choose
whether to apply the settings to this picture only or to all pictures in the presentation.

e Step 5: Choose a Target output. If you are emailing your presentation, you may want to select
Email, which produces the smallest file size.

e Step 6: Click OK.

Remove a Background from an Image

Removing the background from an image can give your images a cleaner appearance and will allow the
slide background (or other objects) to show through. If you're printing your presentation, it can also
save ink.

e Step 1: Click on the image. The Format tab will appear.
e Step 2: Click the Format tab.
e Step 3: Click the Remove Background command.
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e Step 4: PowerPoint will try to guess which part of the image is the background, and it will mark
that area with a magenta fill. It will also place a box around the image with selection handles.
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Step 5: Drag the selection handles until all of the foreground is inside the box. After you do this,
PowerPoint may re-adjust the background.
Step 6: At this point, you may need to help PowerPoint decide which parts of the image are
foreground and which parts are background. You can do this by using the Mark Areas to Keep
and Mark Areas to Remove commands:
o If PowerPoint has marked part of the foreground magenta, click Mark Areas to Keep and
draw a line in that region of the image.
o If part of the background has not been marked with magenta, click Mark Areas to
Remove and draw a line in that region of the image.
Step 7: After you add your marks, PowerPoint will readjust the image.

Step 8: When you're satisfied with the image, click Keep Changes. All the magenta areas will be
removed from the image.

Step 9: You can adjust the image at any time by clicking the Remove Background command
again.
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How-To Advanced: Getting the Most Out of PowerPoint
Advanced Fundamentals

Customize the Ribbon
You can customize the Ribbon by creating your own tabs that house your desired commands.
Commands are always housed within a group, and you can create as many groups as you need to keep

your tabs organized. In addition, you can even add commands to any of the default tabs, as long as you
create a custom group within the tab.

e Step 1: Right-click the Ribbon and select Customize the Ribbon. A dialog box will appear. (You
can also do this by clicking the File tab and selecting Options and then Customize the Ribbon.)

Add to Quick Access Toolbar ¢

Customize Quick Access Toolbar... Customize the

Show Quick Access Toolbar Below the Ribbo Ribbon Option

Customize the Ribbon...
Collapse the Ribbon

e Step 2: Click New Tab. A new tab will be created with a new group inside it.
e Step 3: Make sure the new group is selected.

e Step 4: Select a command from the list on the left, then click Add. You can also drag commands
directly into a group.

e Step 5: When you are done adding commands, click OK.
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Use Pictures as Bullets
o Step 1: Select an existing bulleted list.
e Step 2: On the Home tab, click the Bullets drop-down arrow.
e Step 3: From the drop-down menu, select Bullets and Numbering. A dialog box will appear.
e Step 4: Click Picture on the Bulleted tab. The Picture Bullet dialog box will appear.

r M
Bullets and Numbering mi_hj
Buleted | umbered I
| None . = : |
O e > v I
O & > v
0 X > v
Size: 112 |4 %eoftext Bichqre...
Color Customize. ., g

e Step 5: Select the desired picture and click OK.
e Step 6: The list will update to show the new bullets.

Use Symbols as Bullets
e Step 1: Select an existing bulleted list.
e Step 2: On the Home tab, click the Bullets drop-down arrow.
e Step 3: From the drop-down menu, select Bullets and Numbering. A dialog box will appear.
e Step 4: Click Customize on the Bulleted tab. The Symbol dialog box will appear

r N
Bullets and Numbering @Iéj
Bulleted | Numbered
o .
None A N I
- .
a o > v
Size: 112 || eoftext Picture

e Step 5: Click the Font drop-down box and select a font. The Wingdings and Symbol fonts are
good choices as they have many useful symbols.

e Step 6: Select the desired symbol.

e Step 7: Click OK. The symbol will now appear as the selected bullet option in the Bullets and
Numbering dialog box.

e Step 8: Click OK again to apply the symbol to the list in the document.
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File Tab Advanced

Create a Slide Show Video

The Create a Video feature allows you to save your presentation as a video. This can be useful, as it lets
your viewers watch the presentation whenever they like. To make sure your viewers have enough time
to view each slide, you might want to rehearse the timings or record your slide show before using this
feature.

e Step 1: Click the File tab. This takes you to the Backstage view.
e Step 2: Select Export.
o Step 3: Select Create a Video. The Create a Video menu will appear on the right.
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e Get help burning your slide show video to DVD or uploading it to the web
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e Step 4: Click the drop-down arrow next to Computer and HD Displays to select the size and
quality of your video.
e Step 5: Select the drop-down arrow next to Recorded Timings and Narrations.

o Choose Don't Use Recorded Timings and Narrations if you don't have or don't wish to
use recorded timings. You can adjust the default Seconds to spend on each slide: in the
box below the drop-down menu.

o Choose Use Recorded Timings and Narrations if you have already recorded timings and
narrations and would like to use them in your video.

e Step 6: Click the Create Video command. The Save As dialog box will appear.

e Step 7: Select the location where you wish to save the presentation, then enter a name for the
presentation.

e Step 8: Click Save. A status bar will appear in the bottom right corner of the PowerPoint window
as PowerPoint creates your video. When the bar is completely green, your video is ready to
view, send, or upload.
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Insert Tab Advanced
Embed a Youtube Video

It has become very simple to insert a YouTube video into PowerPoint. No more messing with URLs and

codes. You can now do it with a simple search.

e Step 1: Click the Insert tab and in the Media group, click the Video option. A drop down menu

will appear and click Online Video.
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e Step 2: An Insert Video dialog box will appear and you can search for the Video in the Search

YouTube bar
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QJ Paste the embed code to insert a video from a web
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e Step 3: Scroll through and Click on the video
you want then Click Insert.

I suggest searching for the video on YouTube in
advance so you know the exact title to search for
and can visualize which Video you want to insert.
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Click to add title

e Step 4: The video will then be directly
embedded into your slide. You can resize,
move and edit it as you would any other
shape.

Format Videos

You can format the way your video will appear in the slide by determining effects, colors, borders and
more.

The Video Tools Format tab has everything you need to improve the look of your video.
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In the Adjust group you can make changes such as color corrections and erase changes.

The Corrections drop down allows you to change the brightness and contrast.

The Reset Design button will make all of your changes disappear.

Video Style

In the Video Styles group you have many options that will change the apperance of your Video. Simply
Click on the More Style Options drop down and choose from Subtle to Moderate to Intense until you
find the one you like best.

More Style Options
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The Video Shape drop down allows you to change the entire shape of the video.

You can add a border to your video by selecting Video Border and choosing a color and weight and other
specifications from the drop down menu.

The Video Effects drop down gives you many different creative options for the appearance of your
video. Hover over the options for a live preview.

Add a Bookmark to a Video
e Step 1: Click the Play/Pause button to play the video, and when you have located the part that
you want to bookmark, pause it. You can also click the timeline to locate the desired part of the
video.
e Step 2: From the Playback tab, click Add Bookmark.

Remove
Bookmark

Play

Preview Blokmarks

e Step 3: A small circle will appear on the timeline to indicate the bookmark.
e Step 4: You can now click the bookmark to jump to that location.

Remove a Bookmark to a Video
e Step 1: Select the bookmark.
e Step 2: From the Playback tab, click Remove Bookmark. The bookmark will disappear.
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Insert an Action Button

In addition to hyperlinks, another tool you can use to connect to a web page, file, email address, or slide
is called an action button. Action buttons are built-in button shapes that you can add to a presentation
and set to link to another slide, play a sound, or perform some other action. When someone clicks, or
moves over the button, the selected action will occur. Action buttons can do many of the same things as
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hyperlinks. Their easy-to-understand style makes them especially useful for self-running presentations
at booths and kiosks.

You can insert action buttons on one slide at a time, or you can insert an action button that will show up
on every slide. The second option can be useful if you want every slide to link back to a specific slide, like
the title page or table of contents.

e Step 1: Click the Insert tab.
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e Step 3: Select the desired action button.
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e Step 4: Insert the button onto the slide by

Rectangles
clicking the desired location. The Action Settings ':B'ES?ESSDDDDD
dialog box will appear. EOAMNOASOODO®
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e Step 5: Select the Mouse Click or Mouse Over O0@AOEYXEG C 3™
tab. Selecting the Mouse Click tab means you [ili}kfmis{ }
action button will perform its action only when DER QTS LHP RIS

. . . € dvmpnD» R
clicked. Selecting the Mouse Over tab will make

the action button perform its action when you
move the mouse over it.

e Step 6: In the Action on click section, select ; T v AaD
Hyperlink to: then click the drop-down arrow |
and choose an option from the menu. ------- W coBae

e Step 7: Check the Play Sound box if you want a | '
sound to play when the action button is clicked.
Select a sound from the drop-down menu, or
select Other sound to use a sound file on your
computer.

e Step 8: Click OK.

Action Buttons

HENEEEEEBEED

Slide Show Tab Advanced

Record a Slide Show
e Step 1: Click the Slide Show tab and locate the Set Up group.
e Step 2: Click the Record Slide Show drop-down arrow.
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e Step 3: Select either Start Recording from Beginning or Start Recording from Current Slide. The
Record Slide Show dialog box will appear.

e Step 4: Select the desired options. Remember, you can only record narration if you have a
microphone attached to your computer.

e Step 5: Click Start Recording. Your presentation will open full screen.

e Step 6: Perform your slide show. Make sure to speak clearly into the microphone if you are
recording narration. When you are ready to move to the next slide, click the Next button on the
Recording Toolbar in the top left corner or use the right arrow key.

e Step 7: When you reach the end of the show, press the Esc key to exit.

e Step 8: Your slide show timings and narration are now included in your presentation. The slides
with narration will be marked with a speaker icon in the bottom right corner.

Remove Narration on Timings from a Recorded Slide Show

e Step 1: Click the Slide Show tab and locate the Set Up group.
e Step 2: Click the Record Slide Show drop-down arrow.

e Step 3: Hover your mouse over Clear.

e Step 4: Select the desired option.

Broadcast a Slide Show

Broadcasting a presentation remotely is surprisingly easy. All you and your viewers need is an internet
connection-- they don't even need PowerPoint. Once your viewers are connected, you can start the
presentation as you normally would.

e Step 1: Select the Slide Show tab and locate the Start Slide Show group.
e Step 2: Click the Present Online command. The Present Online dialog box will open.
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. Office Presentation Service

A Afree, public service that allows others
to see your slide show in a web browser

e Step 3: Click Connect. Once the presentation is loaded, it will give you a link to share with
remote viewers.

e Step 4: Those who receive the URL will be able to follow along when you hit play or download
the file to view later.

Sometimes you might want to hide a slide while keeping it in your presentation. For instance, if you are
presenting a slide show to more than one group of people, hiding or even rearranging certain slides
could help you tailor your slide show to each group you present it to. You could also choose to create a
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shortened version of your slide show to present when you're short on time. The Custom Slide Show
feature allows you to create and name different versions of your slide show with hidden or rearranged
slides.

e Step 1: Select the Slide Show tab and locate the Start Slide Show group.
e Step 2: Click the Custom Slide Show command.
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o Step 3: Select Custom Shows.... The Custom Shows dialog box will appear.

o Step 4: Click New. The Define Custom Show dialog box will appear.

e Step 5: Locate the Slide show name box and type in a name for your custom show.

e Step 6: Select the slides in the Slides in presentation: box that you would like to include in your
custom show, then click Add>> to add them to the Slides in custom show: box. If necessary, use
the up and down arrows to reorder the added slides.

e Step 7: Click OK.

e Step 8: Select Close to exit or Show to view your custom show.

View Tab Advanced

Make Changes to All Slides
e Step 1: Select the View tab and then click the Slide Master command.
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e Step 2: The presentation will switch to Slide Master view, and the Slide Master tab will be
selected on the Ribbon.
e Step 3: In the left navigation pane, scroll up and select the first slide. This is the slide master.
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e Step 4: Use the desired tabs on the Ribbon to make changes to the slide master. In our example,
we'll insert a picture in the upper-left corner of the slide.

e Step 5: Move, resize, or delete other slide objects as needed. In our example, we'll resize the
title placeholder to fit below our newly inserted logo.

e Step 6: When you're finished, click the Close Master View command on the Slide Master tab.

e Step 7: The change will appear on all slides of the presentation.

Insert a New Slide Layout
o Step 1: Navigate to Slide Master view.
e Step 2: Clicking the Insert Layout command

Presentation2 - PowerPoint Haley Piper [Ea

Slide Master Home Insert Transitions Animations Review View Tell me what you want to do

(e

'ﬁx Delete
'EI, Rename Insert LaVOUt command ground Graphics B

Insert Slide Insert Slide Clase
Master Layou s ayout Placeholder ~ = Size~  Master View
Edit Master Master Layout Edit Theme Background ] Size Close A

o Step 3: A new slide layout will appear.
e Step 4: The layout will include Title and Footer placeholders by default. Click the Title and
Footers boxes in the Master Layout group to toggle these placeholders on and off.
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e Step 5: Click the bottom half of the Insert Placeholder command and then select the desired
placeholder type. We recommend using the Content placeholder most of the time, since it can
be used for any type of slide content.
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e Step 6: Click and drag to draw the placeholder on the slide. You can add more placeholders, if
desired.

e Step 7: Using the other tabs on the Ribbon, you can also add background graphics, shapes, or
pictures to the slide layout.

Rename a Custom Layout
o Step 1: Navigate to Slide Master view.
e Step 2: Clicking the Rename command
e Step 3: A dialog box will appear. Type the desired name, then click Rename.

Format Tab Advanced
The Format tab is a contextual tab that is there often when creating a presentation. The Format tab can
be seen whenever you are working in a placeholder or with an object and offers many editing functions.

Align Two or More Objects
e Step 1: Click and drag your mouse to form a selection box around the objects you want to align.
All the objects will now have sizing handles to show that they are selected.
e Step 2: From the Format tab, click the Align command and select Align Selected Objects.
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e Step 3: Click the Align command again and select one of the six alignment options.
e Step 4: The objects will align to each other based on the option that you have selected.
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Align Objects to the Slide
Sometimes, you may wish to align one or more objects to a specific location within the slide, such as the
top or bottom. You can do this by simply selecting the Align to Slide option before you align the objects.

e Step 1: Click and drag your mouse to form a selection box around the objects you want to align.
All the objects will now have sizing handles to show that they are selected.
e Step 2: From the Format tab, click the Aligh command and select Align to Slide.
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e Step 3: Click the Align command again and select one of the six alignment options.
e Step 4: The objects will align to the slide based on the option that you have selected.

Distribute Objects Evenly
If you have arranged objects in a row or column, you may want them to be an equal distance from one
another for a neater appearance. You can do this by distributing the objects horizontally or vertically.

e Step 1: Click and drag your mouse to form a selection box around the objects you want to align.
All the objects will now have sizing handles to show that they are selected.

00 B &

Unaligned Objects

e Step 2: From the Format tab, click the Align command.
e Step 3: From the menu, select Distribute Horizontally or Distribute Vertically.
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e Step 4: The objects will be distributed evenly.
e Step 5: Objects distributed evenly

00006

Evenly Distributed Objects
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Change the Ordering of an Object by One Level
e Step 1: Select an object. The Format tab will appear.

e Step 2: From the Format tab, click the Bring Forward or Send Backward command to change the
object's ordering by one level. If the object overlaps with more than one other object, you may
need to click the command several times to achieve the desired ordering.
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e Step 3: The objects will reorder themselves.

Bring an Object to the Front/Back

If you want to move an object behind or in front of several objects, it's usually faster to bring it to front
or send it to back rather than clicking the ordering commands multiple times.

e Step 1: Select an object. The Format tab will appear.
e Step 2: From the Format tab, click the Bring Forward or Send Backward drop-down box.
e Step 3: From the drop-down menu, select Bring to Front or Send to Back.
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e Step 4: The objects will reorder themselves.

Rotate an Object
e Step 1: Select an object. The Format tab will appear.

e Step 2: From the Format tab, click the Rotate command. A drop-down menu will appear.
e Step 3: Select the desired rotation option.
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e Step 4: The object in the slide will rotate.
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Group Objects
At times, you may want to group multiple objects into one object so that they will stay together if they
are moved. Often this is easier than selecting all the objects every time you want to move them.

Pictures, shapes, clip art and text boxes can all be grouped together, but placeholders cannot be
grouped. Therefore, you should make sure that you don't insert your pictures into placeholders if you're

going to be grouping the pictures.

e Step 1: Click and drag your mouse to form a selection box around the objects you want to align.
All the objects will now have sizing handles to show that they are selected.
e Step 2: From the Format tab, click the Group command and select Group.

H ©- ® = Presentationl - PowerPaint Picture ... Haley Piper
File Home Insert Design Transitions Animations Slide Show Review Format Q Tell me
Corrections :IQ: [ e E Picture Border = .1 Bring Forward - |: - an| | ED -
: e T E’EI | | ol | amal| _ssmatl |~ | O@ Picture Effects~ 01 Send Backward + [LE1 = = !
Remove : — ) e— = e —] -
Backgrotnd [E3| Artistic Effects = Yal = || . 2 IH Group =
Adjust Group Option Arrange s Reqro e I ~

ll A [

e Step 3: The selected objects will now be grouped. There will be a single box with sizing handles
round the entire group to show that they are one object.

Ungroup Objects
e Step 1: Select the grouped object that you wish to ungroup.
e Step 2: From the Format tab, click the Group command and select Ungroup.

e Step 3: The objects will be ungrouped.
Edit Points
You can use edit points to change an exhiting shape and cutomize it exactly how you want.

e Step 1: Double-click the shape that you want to change.
e Step 2: Under the Format tab in the Insert Shapes group click the Edit Shape drop down and
select Edit Points.
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e Step 3: Drag the black edit points to change the shape and the white square points to change
the curvature between the two black points.
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Change Shape

Change Curvature

e Step 4: When you click anywhere on the slide, out of the shape, it will be the shape you have
designed.

Apply a Video Style

Step 1: Select the video. The Format tab will appear.
e Step 2: Select the Format tab.
e Step 3: In the Video Styles group, click the More drop-down arrow to display all the video styles.

. - L& Video Shape -
-ﬂi il et g L# Video Border -
. &P Video Effects -

Wideo Styles I

e Step 4: Select the desired style.
e Step 5: The new style will be applied to the video.
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Office Online

BE Microsoft

v
[t}
E]

Office Products Templates Support My account

Welcome to Office

Your place to create, communicate, collaborate, and get great work done.
m

Type www.Office.com into your web browser.

The upper right corner has a space to sign in with your Microsoft email. (The name you use to sign in to
Outlook)

Simply click on a tile to enter that program. In this example | choose PowerPoint

PowerPoint then asks me to choose if | want a new document, to browse templates, or to open a
document that | have already saved to my OneDrive.

OneDrive is where you can save all your files and access them at any time from any location such as a
tablet, smart phone, or computer.
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To switch programs simply click on the tiles in the upper left corner of your screen.

PowerPoint Online

A box will appear that gives you access to all the other programs. Click on the program you want to open
next and it will open in a new window. You can have multiple windows open with different programs in

each window.
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SharePaint Planner

Delve
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e LA

PowerApps
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Dynamics 365

If you have any additional questions, make sure to check out our other trainings and guides at
the Nemsys Training Website or contact us at 419.243.3603
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