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About PowerPointl.net

PowerPoint1 is the biggest online store for Microsoft PowerPoint presentation templates on the Internet.
The service has approximately 7000 unique, professionally developed presentation templates in 6 localized
online stores. The customers of PowerPoint1 can buy the presentations using English, French, Spanish,
German, Italian and Finnish. The localized PowerPoint1 sites are: www.powerpointl.net,
www.powerpointl.fr, www.powerpointl.es, www.powerpointl.it, www.powerpointl.fi and
www.powerpointl.de.

Legal
© PowerPointl. All rights reserved.

Microsoft and PowerPoint are trademarks or registered trademarks of Microsoft Corporation in the United
States and other countries.
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How do I add slide transitions?
Gotothe® Ani mati ons” tab of t he .Briooke®ptionsfor6lideArpnpitlons. a S| i
You can set the transition effect for i ndi vi dual

= (@ Home  Insert Design | Animations l Slide Show  Slidle Tyransifion Options @ - =
’=-H - < gﬁ[NoSound] ': Advance Slide

Preview ‘ %30 Custom Animation ‘

- g_ | Medium ~ | ¢! On Mouse Click
~ 45l Apply To All [ Automatically After: 00:00

Preview || Animations | |

You can also choose to add a Sound Effect to the Slide Transition.

What is Notes and how do I use it?
The Notes feature of PowerPoint allows you to add additional information about the slide. When you view

the presentation in Normal View, you will see a panel below the slide edit area. Click on the space in the
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panel to add your notes.
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@1 Home Insert Design Animations Slide Show Review |Vrew ' Developer Add-Ins - =

E Slide Sorter | =l Slide Master 7.. | Q . ':] =] @ ‘ .
Notes Page | Handout Master \ “ 3 E ‘
Normal _ - Show/H|de} Zoom Fitto |Color/Grayscale] New Switch Macros |
P slide Sh | Notes Master } Window = l Window =3 | Windows ~ \
Presentathon Views ' Zoom ‘ Window ‘ Macros ‘
.L. 0' 10908 1e70 106 15 1 GeaeFene2e el o120 0030004150060 1070 01285149010 111 |§12- !

' E

' » Use graphics where it adds on to the content of
the slide

» Use it in also slides where you need to show
statistics, process flow, comparison charts

» Itis not necessary to have graphics on e

ip #4 — Use graphus sparmgly
!a I Graphics can generate interest and add more to your presentation. However, a Iot of
2 | anle tend togo overboard on thrs Use graphlcs only where needed and wher e

This featureal so enabl es you to create handouts for your
page” in the “showapagkf forteahslide withhthe slidewcaldd down and your notes
below it. You can print these pages directly to be distributed as handouts.
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v Creating Better Powe

(@ Home |Insert | Design | Animati | Stide

23] slide Sorter ‘E 161

— (1= Notes H || e

Normal '@Sliae S B Shov\:/Hidez Zo:vm
Presentation Views

8 & & & 0 2 4 6 8

e side

+ Use tin 830 SI0E wher YOu need 10 Show
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e
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Foracamze al
= o
o
2nirage of 3 2eman anthe Shane.
Notes

How do I add WordArt and other text effects?

To add text effects:
1. Select the text you want to apply the effect to or select the text box to apply the effect to all text

within the text box.
t he “ For ma tbuilt-it WolalArt st@eryal wanttaapply.e t h e
sefFiil hgys foext TOxt

2. Go to
3. You can create you custom WordArt by usingc hangi ng

“Text Ef fects?”.
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| Built-\in WordArt I Format

A TextFill ~ B

A\ A A & Text outline » | By

S % lﬂ‘ Text Effects " 3{} S
WordArt fyles |
‘5 a 2 3 - A o.| L= Shadow %
1 |Effects Customization|
I /5 Reflection >
Glow 4

~ A

>n to your presentation /.\ 3-D Rotation »
AR

ude a subtitle that adds AR Tanstom

that raflante tha thama

How do I use template files (pot. and potx. files)
To apply a template for your presentation:

1. Open the presentation

2. Gotothe® Desi gn” tab

3.l n the “Themes”™ panel, c¢click on the down a
4. Locate the template and click open

This will apply a template to your existing presentation.

Alternately, you can save the template in the default Microsoft PowerPoint Themes folder. This

will display t he t e naodgwithéehe othar builtlingemplalesfteemes.s ” p an
1. Open atemplate
2. Click on the *“Office Button”, Bamrmdtls™dofwmo
thesubmenu. Thi s will open the “Save as” dialog

By default it should take you to the default Microsoft PowerPoint Themes folder. Otherwise,
locate the folder. It should be in:
Windows Vista:




C:\Users\UserName\AppData\Roaming\Microsoft\Templates\Document Themes

Windows XP:
C:\Documents and Settings\UserName\Application Data\Microsoft\Templates\Document Themes

3.Choose the file name, choose “ PampgawR oi nt Te
format list and save.

This will display the template in the “Themes
for the theme under “My Templ ates” when you o

How to I add SmartArt?

Go to the “Insert” tab and click the SmartArt
Choose a SmartArt style from the pop up by double clicking on it
Once the SmartArt has been inserted to your slide, you can add content and further customize it to
your liking.

4. Enter text content directly by clicking on the shapes or click the arrows on the left border of the
SmartArt to activate the Text Edit Panel.

5. To add image, click on the image icon in the image placeholder, browse for the image and click

open in the dialog box to insert the image.
6. To change the SmartArt style, selectthe SmartAtand choose a different st
panel under the “Design” tab




W )
J @. Home Insert Design Animations Slide Show Review View Developer Add-Ins [ Design Fol

—] (3 AddBullet | @ — = 00
LJ - :IU o o 0,® Best Match for Document
S Righttoleft | @ ||| " | =
g ; _| || Change
Shape ~ & Layout » IE — Bl || colors~ g Q QE
Layouts

Create Graphic
|12| i |10| (K TR ;,,,,. T o . l
:”‘ZT‘" T = -
sm 1\ S TR doy 7 4 . ©

4

Type your text here

* Present
* Step1

* Listen

* Question

Bending Picture Accent Li... Image Placeholder

How to hide slides?
Go to the left panelont h e “ S| Rigttelisk’'dn tHe slide you want to hide, this will give you a menu;
choose “Hide Slide”.
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3 1
- Tamplacas, af * CU!
ol Ba | Copy
overar] (% | Paste
=] New Slide
Duplicate Slide
Delete Slide
2L Publish Slides
Check for Updates 4
[#=]  Layout >
Reset Slide
@ Format Background...
!,2] Photo Album..
|[S] Hide Slide
I f you want to hide multiple slides, hold down th
click on any of the slidesandcho o s e “ Hi de Sl i de”.
You can al so access the Hide Slide function from
I
Animations | Slide Show |
m »® Record Narrati
= @ Rehearse Timit
EUp Hide | _
‘Show ' Slide V! Use Rehearsec
Set Up

How do I display slide numbers for my PowerPoint presentation slides?

Nl.sxlrll:jbeer i i
1. Go t o drhte” “tlanls and «cl 1 on tBei HedeNumbpahel
In the pop up box, check “Slide number”. I f yo
slide, check “Don’t show on title slide as wel
3.Click “Apply to All " afidr sdliidés, nombed itck 4dRApPea

be displayed only on the current slide.
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HL]
Picture Clip Photo
At Album~

Slide | Notes and Handouts

Text

L] Header & Footer |#] Slide Number
A wordart -
Box @ Date & Time

Q|

{2 Symbol =
5 < Media
'ﬁ Object Clips ~

Indude on slide
Date and time
Update automatically

1/18/2009

-]

Language:

Calendar type:

|English (United States)

[+] |western

@ Fixed

l

Slide number
Footer

D mrerarime iasresencupeasear e

You can also activate this feature from your Slide Master. To activate do the following steps.

1. Go
2. ClI
3. I n

to “Slide

ck on “"Maisnt etrh & a“y®luitd e
the pop up

Master?”

di

al

0g,

under the “View” tab
Master” tab
check “Slide Number?™

Th
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@] Slide Master [ Home  In
j l:] @ Delete ‘ lEl
@Rename —
Slide Insert Master
ter ®||| Layout PI

[V Title
Text

Slide number placeholder

\ 2

Taking Printouts of slides
Go to the Office Button and select Print or use Ctrl + P. In the Print dialog, choose the printer, and the range
of slides you want to print.
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Printer

Name:

Status: Idle
Type: HP PSC 1400 series
Where:  USB001
Comment: [T Print to file
Print range Copies
@ Al () Current slide

Custom Show: |
©) Slides: |
Enter slide numbers and/or slide ranges. For example,
1,3,5-12 Choose what to print

Print what: / Handouts

Slidfsv / E]l Slides per page: |6 ‘E‘] %%

Order; (@ Horizontal Vertical GG

Handouts
Notes Pages

Outline View [7] Scale to fit paper [ ]Print hidden sldes
[]Frame slides [ High quality
[]Print comments and ink markup

OK

Under “Print what”, you well get a selection of w

1. Slides: Selecting this will print each slide on an A4 size paper (other other paper size you set).

6 tips to turn your
presentation around

Gounose

2. Handouts: When you choose the print the presen
how many slides you want printed on each page.
the “Print what” pustoméidfurthenas gdertyar néeds.iYau tan atko chobse g .

to add a frame the slides by p Pteviewbefgreywupdnh e c k a
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be clicking the “Preview” button at the botton

3. Notes: With this selection, you can print the notes for the slides with a scaled down image of the
slide.

+ Lue praghca share t add o0 © Pa cane o
rasice

e e S O chere [T Tees D RS
FEaca pocess De SITOWEI Cwea

S recesaer) 1S T TGS O eeah
wew

- The ZRONCE SOUT De Tee e

C R PO et aTaTe W e

om C I JEOnCE
S

T e gt ey

et

W i oo, . -G
Tt Imatat ar S e a0 g e ek e
= -

S

e e g s’ 4 par e Ta

4. Outline: Choosing this will print the outline of the presentation.
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How do I perform a Spell Check in PowerPoint?
PowerPoint checks your spelling automatically as you type. Errors are highlighted with a red wavy line
under it. Right-click and then select the correct spelling from the list of suggestions that appears.

To perform spel]l check manual |y, praeasdslickievtheon your
“Spel | iTmegpelling dalograx opens with the spelling error highlighted. Make your corrections
accordingly.

Function Action

Ignore Does not change spelling

Ignore All Accepts spelling as correct. Does not change it in the entire presentation
Change Corrects the spelling to the suggestion highlighted or entered

Change All Corrects all instances of the word in the entire presentation

Add Adds a word to the dictionary

Autocorrect Automatically replaces the word with the newly selected spelling

Suggest Finds suggestions if no auto suggestion was available

Once all possible corrections have been made, it will display a dialog box confirming that spell check is
complete. Click ok.




‘Speling

Not in Dictionary: \vgrahi'cs B \ ‘
Change to: oraphics [ tonore | [ 1gnorear |
Suggestions: graphics |

[ change | [ changeny |

[ add ][ svooest JJi

How to save a PowerPoint 2007 presentation in PowerPoint 2003 version?

In order to save your PowerPoint 2007 presentationi N Power P o i meédtoddwbléadthey ou’ | |
Microsoft Office Compatibility Pack for Word, Excel, and PowerPoint 2007 File Formats.

Download and install the Microsoft Office Compatibility Pack for Word, Excel, and PowerPoint 2007 File
Formats from the Microsoft Office Downloads and Updates Web site.

Once all updates and converters have been installed, all Office PowerPoint 2007 presentations that are
automatically converted on opening. But remember that certain features and formatting that are specific to
Office PowerPoint 2007 like SmartArt may not be accessible. All graphics created with SmartArt will be
converted to bitmap images.

What are Master Slides and how to edit them?
A slide master is the top slide in a hierarchy of slides that stores information about the theme and slide
layouts of a presentation, including the background, color, fonts, effects, placeholder sizes, and positioning.

Master slides form the basis of using a consistent and uniform theme for all slides of your presentation.
Editing slide masters will effect universal style changes to every slide in your presentation, including ones
added later to the presentation.

To edit a slide master, go to the View tab, in the Presentation Viewgroup, click Slide Master This will
open the master slides with the default and associated layouts.



http://office.microsoft.com/search/redir.aspx?AssetID=DC102052461033&CTT=5&Origin=HA100703231033
http://office.microsoft.com/search/redir.aspx?AssetID=DC102052461033&CTT=5&Origin=HA100703231033
http://office.microsoft.com/search/redir.aspx?AssetID=DC102052461033&CTT=5&Origin=HA100703231033
http://office.microsoft.com/search/redir.aspx?AssetID=ES790020041033&CTT=5&Origin=HA100703231033
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3 Home |Insert | Design | Animatior | Slide Shoy | Review | View ||
E8] slide Sorter [ Slide Mastef' Bir Q| ‘ |
2l Notes Page | |:i| Handout Master —7 ||A— »
Show/Hide| Zoom | Color/
2B Slide Show Notes Master v =
Presentation Views
Slide Master View
Open Slide Master view to change
the design and layout of the
master slides.
Changing color scheme:
To change the color scheme, go to “ CGmeyoolkes” i n
from the built-in list or create one of yourownbyc | i cki ng “Create New Theme
nColour | R d Stules ~
This Presentation B
MEEEN M PresentationLoad 1
Built-In

HONEENNEE office
BTN Grayscale
HOENNNENE Apex
HONEEENE Aspect
Civic
NN ENNEN cConcourse
EONNENEN Equity
Flow
BOEOOEDE Foundry
HOENNENN Median
HOENEDNEN Metro
HODNNNEN Module
ENENEENE opulent
EONNNCEN  oriel
EONECCME  origin
HONNNNNN Paper
EONCMENN soistice
HCONNNNEN Technic
Trek
HONEENEN urban v

Create New Theme Colors...

1}

Reset Slide Theme Colors

Changing Fonts:
To change the font system, in the slide master
selection or choose to create your own.
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e

e

Carabria -

Office Classic

Aa Arial

Tiraes New Roraan

Office Classic 2

Arial
Aa Arial

Apex
A Lucida Sans
2 Book Antiqua

Aspect
As Yerdana

Verdana

Civic
Georgia
Aa Georgia

Concourse

Aa Lucida Sans Uni...
Lucida Sans Unicode

Equity
Franklin Gothic Bo...
Aa

Perpetua

Create New Theme Fonts...

Theme Effects:
You can apply a uniform effect for all slides

master panel and choose an effect that you like.
WH II''| Hide Background Graphics H S’;z; ¢

e

Q
3

Office ApT Aspect Civic
DDy E
Concourse Equity Flow Foundry
@@y @3] @y
Median Metro Module Opulent
e g,

Oriel Origin Paper Solstice
el e,
Technic Trek Urban Verve v‘

Changing Themes:
To change a theme, click on &ThBPmesfnintahe 6h
from the built-in theme.
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To use templates downloaded from our online store:
1. Click “Browse for Themes” in the Themes drop
2. Locate the template you’'ve downloaded and cl

This will apply the template theme to your presentation.

How to add a corporate logo for my PowerPoint templates?
You can add a logo to your presentation in two ways.

Method 1:

I f you do not want your | ogo tdoapmeaarn hen “dlinlseglti”
and insert the logo on selected slides.

Method 2:

For the logo to appear on all slides, insert it in the master slide. To do this:

1. Go to “View” tab and click “Slide Master?”

2. Select the main slide master (the first slide in the slide master list)

3. Go to the “lInsert” tab, click “Picture”; | ocat
4. Position your logo in the space you want it to appear

What are the main differences in PowerPoint 2003 and PowerPoint 2007?
Lots of extra features have been introduced in PowerPoint 2007 along with changes in the menu access
system. The table below lists the main differences between PowerPoint 2003 and PowerPoint 2007.

Features in 2007 not present in 2003 Features in 2003 not present in 2007

1 Redesigned user interfaces (Ribbon 1 AutoContent Wizard
feature and Tabs) 1 Macro recorder.
1 SmartArt diagrams 1 Broadcast feature for displaying a
1 New special effects for graphics as well presentation to multiple people over the

as WordArt
1 Custom layouts

Web or an Intranet
1 Send for Review
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Features in 2007 not present in 2003 Features in 2003 not present in 2007

1 QuickStyles 1 Summary slides

1 WordArt for any text 1 The title master replaced by a new title

1 Compatibility with earlier versions layout in 2007

1 New security features - document 1 Speaker Notes to add audience input
inspector to remove personal during slide show view
information, prevent changes (mark as
final), and adding digital signature

How to add a pie chart for my presentation?
You can add pie charts in two ways.

Method 1:
1. RightclickontheSlidespanel;c |l i ck “ New Slide” to insert a
2. On the slide, click the icon for charts ﬂ
3.l n the tool box for I nsert Chart that pops
and click “ok”

= ii

| L ——J

1 Templates

[d  column 7 B ll/ ."‘ :
L Line - — =
( @
=
J

E Bar
@ Area

25 XY (Scatter)

i Stock b
[ Manage Templates... | [ setas Default Chart




S eereeta Pt RSy N
POWERPO/N@

4. This will insert a pie chart with sample date given in an excel pop up. Edit the data and

close the excel file.

Sales

2 l1statr
3 |
| 3 2ndQtr
4 3rd Qtr
5 |4thQtr

You can change the chart style from the *“D
Styles” section.

If you want to chart it from a pie chart to other chart types like a bar representation, select the pie

_ -
chart, go to the “Design” t acmme acdlselect dnef@mthed he *
list.

Method 2:
1. Onthe Inserttab, in the lllustrations group, click Chart

2. Inthe Insert Chartdialog box, click a chart, and then click OK
3. Follow steps 3 and 4 from Method 1.

How to convert a PowerPoint presentation to HTML?
To convert your PowerPoint presentation to HTML, follow the steps outlined below.

1. Open the PowerPoint presentation you want to convert to HTML.
2. Click on the office button, go to “Save as” an
3. Inthe file save dialog, choose Save as Web Page.
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File name: Presentation demo

Save as type: [Web Page

Authors: Zimcon Manager: manager

Tags: create better presentati... Company: Zimcon

Title: Creating Better PowerP... Categories: Tutorial; presentation; guide
Subject: PowerPoint Tutorial Comments: demo purpose

Save a copy and Page title: | Creating Better PowerPc|

customize its contents [ ]
hange Title...
Publish... Change Title

¥ Browse Folders Tools ~ I Save ] [ Cancel

5. Inthe Publish dialog box make the following selections:
a. Complete Presentation (if you want to segment the presentation or do not wish to publish
the complete presentation, select “Slide nt
published).
b. Display Speaker Notes
c. Select the All browsers listed above
6. Click Web Options, go to Pictures tab. From the drop-down list, choose 640X480, or 800X600 for
the best fit for display on all browsers. Click OK to save setting. You can also change other setting
available in the dialog box as per your requirements

Publish what?
@ Complete presentation
() Slide number |

L

Custom show: |

[¥]gisplay speaker notes

Browser support
(@ Microsoft Internet Explorer 4.0 or later (high fidelity)
() Microsoft Internet Explorer 3.0, Netscape Navigator 3.0, or later
() All browsers listed above (creates larger files)

Publish a copy as

Page title: Creating Better PowerPoint Presenta...

File name: i E:\Presentation demo.htm

7. Under Publish a copy as, click Browse, navigate to the folder where you want the HTML files to be
saved, enter the filename, and click OK to confirm.




8. Click Publish to convert the presentation to HTML.
9. Once published, you will notice a new folder that contains all the relevant file and an html file for
wewmg in a browser. Upload both to your web space to view it onIme

-
il "6 tips to turn your” Ji==

| 2 Tip #1: Choose

Wamiplatos CREATING
appropriately BETTER

3Tip#2-Usea POWERPOINT
cover slide PRESENTATIO

4 Tip #3 - Be Concise
& Clear

5 Tip #4 — Use -
grahics sparingly

6 Tip #5 - Use 6 tips to turn your
animation presentation around

7 Tip #6 — Keep it
Short & Simple

8 Add Power to your @aooo
PowerPoint e
Presentations!

Thank you!

QO AdAdinna Cranhine

Outline Notes € glide1of11 > &3 slide Show

How to save Presentations as PowerPoint Shows?

To create PowerPoint shows for your presentations, go to the Office Button @and scrolldownto” Sav e
asaand choose ®“PowerPoint Show” from the submenu.
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Save a copy of the document

D [@ 1 PowerPoint Presentation

~y — | Save the presentation in the default file
/7 Open format.
& PowerPoint Show

— | Save as a presentation that always opens in
Slide Show view.

Save

= . PowerPoint 97-2003 Presentation
Save As | » = 2 ;
ave As ’ ~—| Save a copy of the presentation that is fully

compatible with PowerPoint 97-2003.

@ Print > = Find add-ins for other file formats
i 1_6 Learn about add-ins to save to other

formats such as PDF or XPS.

Prepare » =} Other Formats
Nb Open the Save As dialog box to select from
all possible file types.

Send >

In the Save As dialog box, enter t Nomwillfindthe fileh a me , c
witha “ . ppsx” extension.

To save it as a show compatible with PowerPoint 2003, in the Save As dialog box, click the down arrow to
getadropdownmenu.Choose “ PowdrORBoiSthtowd7 and click “Save”

(3 Save As_ —
Il » Computer » Work €) » v

o
B

File name: Creating Better PowerPoint Presentations v

Save as type: |W ENM 1|

Aihoi PowerPoint Presentation :
* PowerPoint Macro-Enabled Presentation
Tags: powerPoint 97-2003 Presentation
Title: PowerPoint Template
Subject: PowerPoint Macro-Enabled Template
PowerPoint 97-2003 Template
Office Theme
PowerPoint Show
‘¥ Browse Folders  poyerPoint Macro-Enabled Show
PowerPoint 97-2003 Show
| PowerPoint Add-In

'PowerPoint 97-2003 Add-In
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How do I embed a sound file into my presentation?
Go to the “lnsert” tab and f. Thiowilgivelyod folMeptohsdor CIl i ps p
inserting sound.

1. Sound from file. When you click this, it will open a dialog box. Locate the sound clip and click open.

This will give you another dialog confirming the sound clip activationmode—p | ay “ Aut omat i c
or “When Clicked”. Choos e 0 nHiswillbe represreget iyant he s o
icon Q) .

'Microspﬂ Office PowerPoin R .‘E |

How do you want the sound to start in the slide show?

Show Help >>

[ Automaticaly | | whencicked |

2. Sound from Clip Organizer. When you click this, it will open the Clip Art side panel to the right.
Click on a clip to insert. This will give you another dialog confirming the sound clip activation mode
-pl ay “Automatically” or *“When CIl i ckeéedThiswillChoos

be represented by an icon %) .

3. Play CD Audio Track. This option lets you choose to play audio from CD tracks. Insert the CD and
click on this option. Choose the tracks and looping option and click OK to insert the sound file.

Insert €D pucio T e

Clip selection
Startattrack: (1 [+ time: |00:00 “
Endattrack: |1 [+ time: [00:00 |

Play options
[ Loop until stopped

Sound volume:

Display options
[ Hide sound icon during slide show
Information

Total playing time: 00:00
File: [CD Audio]

4. RecordSound.If you’'d | ike add some custom sound and
this option to record a sound file and add it to the presentation. This is useful especially when
"re sending your presentati on opersnalizatidne i nt e

you
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How to change the background image

To change the background i mage, go to the “View”
1. Ri ght c¢click on the master slide and choose “Fo
2. Intt he “Fill?"” menu, click I nsert from “File?”

3. Locate the image you want to use and click open. This will change the background image. Click
“Apply to AlI'l” if you want this background to

)

Format Backgrounc

Fill
Picture | | @) solid fill

@ Gradient fil

@ Picture or texture fill

Insert from:

Texture:
By Organize v [ Views ~ [ New Folder

Favorite | Name Date taken Tags Size Rating
!l [ D..
Stretch options @ R.
Offsets: E B
Y p...

B .
B s.
K .
Folders bg
File name: bg v |Al Pictures
To edit the background image, rightclickonth e i mage and choose “Format Bac

box, go to th¥oltlPcahuckbboseptadpust ment for “col or




Picture

[.m] Recolor: m

Brightness

Contrast:

Reset pid

No Recolor
—

Color Modes
F— .

ol ol ~4

Dark Variations

e . Ha. N Nl
o R

Light Variations

o ol i

'

ki

Reset Background ‘ [

How do I password protect my PowerPoint Presentations?

TR EY T T
POWEF?POII\@

To add password protection to your PowerPoint Presentation, follow the steps outlined below.

1. Go to B‘utht'@)C”es crol |l
submenu.

down

“Prepare” and choo




Prepare the document for distribution

New
[N Properties
@ View and edit presentation properties,
Open such as Title, Author, and Keywords.
Inspect Document
Save @ Check the presentation for hidden

metadata or personal information.

A Encrypt Document
Saveds ‘ L1l Increase the security of the presentation by ‘I
adding encryption.

GEALCLD

Print > Restrict Permission
i Grant people access while restricting their  »
ability to edit, copy, and print.

@ Prepare > | [l Add a Digital Signature

Ensure the integrity of the presentation by

adding an invisible digital signature.
@ Send 4
e Mark as Final
Let readers know the presentation is final
147 Publish » and make it read-only.

% Run Compatibility Checker
- Check for features not supported by earlier
Close versions of PowerPoint.

{Lj PowerPoint Options ] [X Exit PowerPoint ]

2. You will get a dialog box that will prompt you to enter a password. Enter a password that you will
remember and click *“ OK”

Encrypt the contents of this file
Password:

{........

Caution: If you lose or forget the password, it cannot be
recovered. Itis advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

to reenter the password.

Enter password to open file
Creating Better PowerPoint Presentations

ok J [ concel |

The next time you open the presentation, you will be prompted to enter the password. Remember, if you
fail to provide the correct password,y ou won’'t be able to access the fi




