Save, Save, Save!!!
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When you first start a new document, click on the save icon, decide where you are saving the document, and give it a title. Then click on the icon whenever you do anything new and important!

1. Choose Slide Layout  (Format, Slide Layout)
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Click to add title

Click to add subtitle
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2. New Slide (Insert, New Slide)
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3. Add Clip Art  (Insert, Picture, Clip Art) 
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4. View Slides (Located toward lower, left corner)






5. Formatting Text








6. Change Color Scheme (Format, Slide Color Scheme, Custom)





7. Animate Slide Objects


    A.


        B.



  C.





D. 


8. Importing Objects from Internet


      A.


B.



  C.  





D.



Remember: You must always give credit to the source from where you obtained the object or information!!!

E.                                           F. 



     G.

Title Page





Long Bullets





Short Bullets





Object with Title





Object (picture, map, etc.)





Click here once to insert into slide, then close Clip Art box





Normal View





Slide Sorter





Slide Show


(to preview)





Change Font





Change


Size





Bold, Italics, Underlined, Shadow





Increase Font


Size





Decrease Font Size





Background





All text except


titles





Titles





Click here to change the color





Entire Slide Show





Just this slide





Choose Colors





Make sure yellow star button is depressed





Click on this button





“No Effect” means no animation; click here to change





Choose Animation








Choose Sound (optional)





Choose how the effect occurs





Be sure to SAVE your presentation





Minimize PowerPoint (in upper, right corner)





Open Internet Explorer and open the site you plan to use for your presentation





Click on address, Click on Edit, Copy





Minimize Internet Explorer; return to PowerPoint and click on Edit, Paste





Save, minimize PowerPoint, return to Internet Explorer





Right-click on object, click on copy, return to PowerPoint and paste





To change the size, use only corner


handles.











