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How To Action How To Action

Insert Tables ===

Table

Select the Insert Tab and the
Table Option, a New Gallery
will be activated for preset
formatting options

Animations

1_5'1 Animate: | Mo Animation -
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@ Custom Animation

Animations |

Select the Animations Tab,
and in the Animations group

you can place on Animations,

or use the custom Animation
option

Add Slides
CI |55] Layout ~

‘_‘|Reset
Slldev * Delete
slides

Select the Home Tab, and in
the Slides Group you can add
slides and change Layouts,
use Rest and Delete Or use
Ctrl + M for a New Slide

Use Designs
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Select the Design Tab, and
you will be able to select a
Theme for your presentation

Charts
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Select the Insert Tab, to
define your Chart. Additional
Galleries will become
available once you start the
process. For quick Charts use
F11
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Illustrations

Select the Insert Tab, and
you will see the Illustrations
Group the SmartArt is the
new feature here for
Diagrams (The same options
here as per the other Office
Applications

Drawing Objects
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Rectangles

Use the Insert Tab to Add
Drawing Shapes, you will
activate Addition Galleries
and Tabs to help format the
shapes

Slide Show
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Beginning Current Slide | Slide Show ~
Start Slide Show

Select the Slide Show Tab,
and you will find the Slide
Options. Press F5 to Start a
Slide Show from the
Beginning

PowerPoint 2007 File Extensions.

.pptx PowerPoint Presentations
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