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Microsoft PowerPoint 2007 
 

Handout objectives: 
 

1. How to open the PowerPoint. 
2. How to work with a Slide. 
3. Appling Slide Layout. 
4. How to insert a New Slide. 
5. How to insert Design Templates. 
6. Manage Slides while Viewing the Show. 
7. How to Apply Animation. 
8. How to write live on your View Show. 
9. Options on printing a presentation. 

 
1. To open PowerPoint, go to Start / Programs / Microsoft office / Microsoft office 
PowerPoint 2007. 
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2. A Slide usually is divided in two parts, the head of the document and the body. The 
head of the document is where you locate the title of your project, and the body is where 
you input your argument. 
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3. Slide Layout enables you to create different formats on your pages, go to Home / Slide 
Layout and try one of the many choices you have inside your library. 
 

 
 
 
4. To insert a Slide, go to Home / New Slide. 
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5. To insert a Design Template, go to Design and enter the desired Template. 
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6. To view the slides, go to Slide Show / From Beginning. 
 

 
 
This is how your show is viewed. 
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To go to the next Slide, click the mouse or press Enter. 
 
 

 
To go to the previews slide, Right click / Previews. 
 
 
 
To Black-out the presentation, press b on the keyboard. 
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Press b again to go back to your presentation. 
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7. To apply Animation, go to Slide Animation / Select the animation. 
 

 
 
 
8. To write live on your View Show, right click  on the View Show, select Pointer 
Options / Highlight. 
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Start underlining or emphasizing different parts on your text or pictures. 
 

 
  
 
9. There are few ways you can print your presentation, first go to Office Button / Print. 
To print one slide for page, select slides under Print What  selection. 
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To print more than one page, select Handout under the same Print What  selection, and 
select how many pages you like to print for page under Slides per page Option. 
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