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1- Layout ) ����� �����Slide Layout(  �� ��Content .�!"� #!!$�  

 %�&� '� :����format  %(� #�Slide layout         )�!� '� �*� ( ���  +�(� %��, �-./  +� �� +��  �� 012�3 �� ��#, 4!1,

      5��2 �, �627 '� 8��, #" �"� )�9 2 ���  %�#� �� 8�2 �� �:� �� �;2 �� <(�� �627 '� 0=� 0=� %(� #� ( �"���� � 8���Content 

.�!&, 0� 4!1, )7 %(� #� ���  

2- �?�@  8�2 �� �� �����mywork ��� ���� C AB!�# )saveC��2 (!�.  

 %�&� '� :����File  %(� #�save as       +�D E '� FG�  �"� )�9 2 ���  %�#� �� )7 �#H&3 �� ��#, 4!1,save in    ���� #!D �

 5I� �� ( J!��3 +�KKDE �� �*� ( ����2 ��I:2� �� #L2file name  8�2mywork  ��,� %(� #� ( ��#, ���( ��save   4!1,

.M!&, 0�  

3- Layout %��� ���KK�� )Slide Layout) J:� ���, 4� ( )��&N ���, 4� @��KK� �, �!"� #!!$� %� �2�O �� �� (title 

and text  .���� (  

 @2�3 #O� :����layout  �, 8��, #" 8 �2 ( �:��� �;2 �� <(�� �627 4� 4� %(� #� �H27 '� ���� +��� +�� �� �"title and 

text    %�&� '� �K��P2 #O� ( M!&, 0� 4!1, )7 %(� #� �K���format  %(� #�slide layout  @2�3 �� ��#, 4!1,layout  �"

.��� ���� )�92 +��� +�� ��  

4-  ��R�� ���2Standard .I� ��0  ��R�� ���2 (Formatting .�!"� 5���2 ��  

 %�&� '� :����View  %(� #�toolbar    �KKK� '�� %�&� #�' '�( �:?�   S��PN 4!� �Standard      S��PN 4!� ( �:KKK��� #� ��

Formatting .M���TO 0� ��  

5-  '� ���.:�� ��Slide Design .�!"� #!!$� ���IV� �� �� ����� ����� W#X  

 %�&� '� :����format  S��PNSlide Design    @2�3 +� �� +��  �� �� ����2 ��I:2� �'Slide Design   #� �*� ( ���  #"�Y

'� 0=� %(� .M!&, 0� 4!1, �6Z#X  

6-  ��R�� %�"���2Outlining  (Picture .I���0 C��2!�.   

 %�&� '� :����View  %(� #�toolbar  %�6���PN 4!� ��� '�� %�&� #�' '�( �:?�Outlining  (Picture .M���� 0� #� ��  

7- ��� ���� ��� '���"�% ) \TZ �� �����delete&, (!�.  

 J:��� �;2 J!��3 '� ���.:�� �� �� ����� �� �2� �:?#O ��#E M" #� +93 ( ]!�#� �� �, �"����� +�DE '� �!2��� 0� ��� :����

 �!1,ctrl  %�&&� '� �*� ( �!&, ��I:2� <(�� 4!1, (Edit  �&�RO %(� #�Delete slide  ��� %�#� �� �"����� �� �!&, 4!1,

  �� 8'^ J�_ ��.�&, \TZ     %�&� '� �!2��:!� ���P2 +�(� @��E ��� %�#� �"����� @2�3 #O� �, +�� #,T�View  S��PN %(� #�

normal .�"� )�92 ��� %�#� �� @2�3 )7 �� �!&, 4!1,  

8- �4 ����� ���� )New slideC��2 �?�_� (!�.  

 %�&� '� ���� ����� )�#, �?�_� %�#� `���insert  �&�RO %(� #�new slide .�!&, 0� 4!1,  

9-  %�&� '� ���.:�� ��File �&� aMywork ) '(�&�( %��, R!� �� �����desktop) '�� �� (Open.�!&, (  

 �&�RO ��� '�� %�&� '� ( �:?� @��? %�&� �� ��:�� :����open  +�DE '� ��� '�� �#H&3 �� �*� ( M!&, 0� ��I:2� ��look in 

 )7. �KK��� 0� %�KK9, %�&� 4� %���� �, �H27 �� ( ��#, '�� �� �&�desktop  J!��3 �� �� )7 S���:-� �� M!&, 0� ��I:2� ��

   @��? FG�  �"� )�9 2 �� %�#�Mywork  ��,� %(� #� ( ��I:2� ��open    �� %�#� %��, �-./  �� �� �&�  �� M!&, 0� 4!1,

.�"� )�92  

10- b c�( �� ��� �:��2 S��PN!J )center) ���� ,(italic' ( (�# ) cAunderline&, ��� (!�.  
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 %�&� '� )�#, J!b cKK�( %�#� :����format  �&�RO %(� #�Alignment  S��PN ��KK� '�� %�&� #�' '� ( �:?�center  ��

   %�&� '� )�#, ��� cA#�' ( ���� %�#� �* � ( ����2 ��I:2�format   �&�ROfont       5��� 2 )7 �#H&3 ��  M!C��2 0� ��I:2� ��

 5I� '� �*� ( ����font style  S��PNItalic  +�DE '� (effectes  S��PNunderline  ( ��I:2� ��ok  .M!2' 0� ��  

11- ��2 �� �� ����� �&�% ) �"����� ]!�#�slide sorter"� ��#E (!�.  

 %�&� '� :����View  �&�RO %(� #�slide sorter .�!&, 0� 4!1,  

12- ��� �&�% ��2 �� ��% ) 0V��*�normal"� ��#E (!� .  

�� %�&� '� :��View  �&�RO %(� #�normal .�!&, 0� 4!1,  

13-   %��2 �� �, �!C��2 M!L&� %� �2�O �� �� ��KK� MKK�� 0��!1�N ��,�Slide Show ) ��,� �� ���KK�� ��MouseOver a(

) ����� J!V(� �� 5���2First Slide.��� @e:&� (  

    �&�RO ���  #"�Y %�&� '� ( ��#, +� �� 4!1, 0��!1�N ��,� %(� #� ��:�� :����Action setting   �#H&3 �� ����2 ��I:2� �

  ]� %(� #� �*� ( ��� '�� )7MouseOver      +�DE '� FG� ( ��� #"�Y ��� %�#� )7 S���:-� �� �!&, 0� 4!1,Action 

on mouseover   5I� 4!�Hyperlink to 2' 0� ��         �&�RO ( ��#, '�� �� ���, J�� .��#O f�*? )7 J!��3 ���, �� �!First 

Slide  �*� ( ��#, ��I:2� ��ok .�!2' 0� ��  

14- ��2 �� �� �&�% ) �" �:��2 �-./notes pages.�!"� ��#E (  

 %�&� '� :����View  �&�RO %(� #�notes pages .�!&, 0� 4!1,  

15- ��2 ��% slideshow ��� ���� 3 &, g#3!�.  

 %�&� '� ��:�� :����slideshow  �&�RO %(� #�View show  %��2 �� �� �!&, 4!1,slideshow  %(� #� �*� ( ��#!;� ��#E

     �&�RO %(� #� ���  #"�Y %�&� '� ( ��#, +� �� 4!1, �-./Go to slide     ���� � )7 %�#� ���  '�� %�&� #�' '� ( �:?�3  ��

.�!C��2 ��I:2�  

16- � f(� ����� %�#�) 0&9!�!2� ��TO 4Slide transition h�2 '� a(Cover Up ) �:D"7 +N#� ��slow.�!C��2 M!L&� (  

  %�&� '� �*� ( ��#, ��I:2� �� f(� ����� ��:��:����slideshow  �&�RO %(� #�Slide transition  �� )7 @2�3 �� ��#, 4!1,

       +�DE '� �*� ( �"� )�92 %��, �-./ +��� +�� ��Apply to selected slide  h�2Cover Up  ��I:2� ( ��#, ��!3 ��

 +�KKDE �� @2�3 )��" �� �*� . �!C��2Modify transition  5I� ��speed  ( ��#, '�� �� %�KK9, %�&�slow  ��I:2� ��

 %(� #� J!��3 �� �*� ( ��#,apply .�!&, 4!1,  

17- ��&O�R�0� )zoom �� �� �-./ (100 % $�!!# "�!�.  

�&� '� :���� %View   �&�RO %(� #�zoom      �&�RO M!� ��KKK� #"�Y �#H&3 '� ( ��#, 4!1,100%    %(� #� �*� ( �!2R� ��ok 

.�!C��2 4!1,  

18- ) +V�� h�2bullet.�!"� #!!$� 0V�A �� �#��� �� �� %��� ����� )��&N ���, �� ����� S��PN (  

        %�&� '� �*� ( ��#, ��I:2� <(�� �� �� )7 +V�� ��:�� :����Format   �&�RO %(� #�Bullet and numbering   ��#, 4!1,

 ]� �� FG� ���� 5���2 )7 �#H&3 ��Bullet  ( ��I:2� �� 0V�A�� #��� @=�ok .M!2' 0� ��  

19- ��� )��&N ���, �� ����� S��PN�� ���% ��TO ����� ��% )NumberingC��2 (!�.  

         %�&� '� �*� ( ��I:2� <(�� '� ���.:KKK�� �� �� )��&N ���, �� ����� J:� ��:�� :����Format   �&�RO %(� #�Bullet and 

numbering   ]� �� FG� ���� 5���2 )7 �#H&3 �� ��#, 4!1,numbering    ( ��I:2� �� �" ����� @=� '� 0=�ok  0� ��

.M!2'  

20- ) �'��2�Size �� ����� S��PN +V�� ( �� �� %��� ����� )��&N200% .�!"� 5��R?�  
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        %�&� '� �*� ( ��#, ��I:2� <(�� �� �� )7 +V�� ��:�� :����Format   �&�RO %(� #�Bullet and numbering   ��#, 4!1,

 ]� �� FG� ���� 5���2 )7 �#H&3 ��Bullet  ���e� �#H&3 J!��3 5I� ��size  #��#� ��200  �*� ( M!"� 0� ��#Eok.  

21- ) +V��Bullet S��PN ("It is Quiz" .�!"� #!!$� ��� ���� j�#� �� �� %��� ����� )��&N ���, �� �����.  

  %�&� '� �*� ( ��#, ��I:2� <(�� �� �� )7 +V�� ��:�� :����Format  �&�RO %(� #�Bullet and numbering   ��#, 4!1,

 ]� �� FG� ���� 5���2 )7 �#H&3 ��Bullet  @=� j�#� ��� ���� ( ��I:2� ��ok .M!2' 0� ��  

22- ) #k� (� J!� �1/�?Line spacing �� �� %��� ����� )��&N ���, �� ����� (2 .�!"� #!!$�  

 %�&� '� �*� ( ��#, ��I:2� �� )��&N ���, #k� (� ��:�� :����format  �&�RO %(� #�line spacing  �#H&3�� M!&, 0� 4!1,

 �"� )�92 �� %�#� �� )7 +�DE �� �*� (line spacing  ��N2  ( ���( ��ok .M!2' 0� ��  

23- �&� '�#�%  S��PNquiz b lb �� %��� ����� )��&N ���, �� �����!J )align leftC��2 (!�.  

  ��:�� :����  S��PNquiz         %�&� '� �*� ( ��#, ��I:2� <(�� '� ���.:KKK�� �� �� )��&N ���, �� �����Format   S��PN %(� #�

Alignment  �&�RO )7 %�#� ��� '�� %�&� #�' '� ( �:?�left .M!&, 0� ��I:2� ��  

24- ����� .I��� �����0 )hideC��2 (!�.  

 %�&� '� :����slideshow �&�RO %(� #� hide slide  .M!&, 0� 4!1,  

25-  %��2 '� ���.:�� ��Slide Master) M1E h�2 afont) 0&:� ���, (Text box �"����� 8��� ( �� ��Tahoma .�!"� #!!$�  

  %�&� '� ��:�� :����View   �&�RO %(� #�Master     �&�RO )7 %�#� ��KKK� '�� %�&� #�' '� (  �:?�slide master   ��I:2� ��

  %��2 �� �"����� �� ��#,Slide Master  %�&� '� FG� ( �2#!;� ��#EEdit  �&�RO %(� #�Select all  ����� �� ��#, 4!1,

 ��X ��    %�&� '� FG�  . ���  ��I:2� @��,format  %(� #�font   %�9 , %�&� '� ( ��#, 4!1,font   S��PNTahoma  ��

 �*� ( ����2 ��I:2�ok .M!2R!� ��  

26-   '� ���.:� � ��Change Case ) m�R� +V�Z �� �� %��� ���� � )��&N ���, �� ����� S��PN \(#Z �!1, aupper case (

�!C��2 @��P�  

      %�&� '� �*� ( ��#, ��I:2� �� )��&N ���, �� ����� \(#Z �!1, ��:�� :����format   �&�RO %(� #�Change Case    4!1,

 ��� ����� %�" �&�RO )�!� '� �*� ( ��� #"�Y )7 �#H&3 �� M!&, 0�upper case  ( ��I:2� ��ok .�!2' 0� ��  

27-  '� ���.:�� ��Slide design�� ����� ����� W#X a  ��Ocean.pot .�!"� #!!$�  

 %�&� '� :����format  S��PNSlide Design    @2�3 +� �� +��  �� �� ����2 ��I:2� �'Slide Design   #� �*� ( ���  #"�Y

                   )7 8�2  �,  8��,  #" �6Z#X J�� )�! � �� �" � )�KKK92 �� KKK� %�#� �� )7 8�2  ��  �� ��� �; 2 �� <(��  �6Z#X '� 0=� 0=� %(�

Ocean.pot <(�� �� .��� f��N� �-./ %(� �� �� ��#, ��I:2�  

28- ) �&!�' F3 %�6;2� �2��2 '� ���.:�� ��Background ����� ����� �&!�' F3 n2� ce? a(1 .�!"� #!!$� ��  

     %�&� '� ( ����2 ��I:2� �� 4� ���KKK�� ��:�� :����format   �&�RO %(� #�background      %�#� �� )� �#H&3 �� �!C��2 4!1,

 )�KK92 ��KK� ��,� ( ��#, 4!1, �6;2� '� 0=� %(� #� �#H&3 J!�" '� FGKK� �"�apply  )7 4� ���KK�� %�#� ce? �� �!2R� ��

.�&, f�PE �&!�' W#X )��&N �� �� n2�  

29-  ����� ����� %�#� ce?1�' F3 a!�&  h�2 '� %�Texture .�!C��2 M!L&�  

     %�&� '� ( ����2 ��I:2� �� 4� ���KKK�� ��:�� :����format   �&�RO %(� #�background  %�#� �� )� �#H&3 �� �!C��2 4!1,

          �&�RO %(� #� ���  '�� %�&� '� �*� ( �!&, 4!1, %�9 , %�&� %(� #� �#H&3 J!�" '� FG�  �"� )�9 2 ���fill efectes 

  ]� %(� #� �#H&3 J�� �� �*� ( ���  �#�� )7 �#H&3 �� �!C��2 4!1,Texture  )7 %�61=�  �� �!C��2 4!1,     )�9 2 ���  %�#� ��

 ( ��#, 4!1, �6Z#X '� 0=� %(� #� FG� �"�ok  �*� ( �!2' 0� ��apply.  

30-  %��2 �� �� �&�Note Page .�!"� ��#E  
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 %�&� '� :����View  �&�RO %(� #�notes pages .�!&, 0� 4!1,  

31- 3 f�=KK�� '� ���.:KK�� ��!5 ) o#?AutoShapes ��R�� ���2 �� ����� (Drawing a�4  �?�KK_� ����� ���KK�� �� @=KK�

C��2!�.  

  ��R�����2 ��KKK� %��, �-.KKK/ �� #O� :����Drawing  %�&� '� �!2��:!� ��KKK� �KKK��P2 �����View  '� (toolbars   �&�RO

Drawing      %(� #� ��R�����2 J�� �� �*� ( ���  ���� )�9 2 ���  %�#� )7 ��R�����2 �� �!C��2 ��I:2� ��AutoShapes  �!&, 4!1,

 ��       �!9 ;� �� )7 ��A %��, c!-� %(� #� ( ��#, ��I:2� <(�� �� �� 0=� �61=�  J�� '� �'��  )����2 )�:��#� �� 0.1:I� %�61=�

.�!&, m�� )��" ��  

32- �' n2�!�& )Fill Color) ����2�:�� ��' %�6;2� '� 0=� �� �� ��� M�� j�#� (Standard.�!"� #!!$� (  

� �!2��� 0� �� ��, J�� %�#� :����        #� �!2��� 0� �� ( ���  )����2 )�:��#� 5��!/ �p A �#H&3 ��� 0&, 4!1, ���(� @=�  %(� #

   �&�RO ��KK� #"�Y %�&� '� ( ��#, +KK��� 4!1, @=KK� %(�format AutoShapes  )����2 g� �#H&3 �� �!C��2 ��I:2� ��

 ]� �� �#H&3 J�� �� FGKK�.��KK�color and lines  5I� ��fill ��� %�KK9, %�&� '� ( �� n2� �!2��� 0� 5I� J�� �� ��

 %(� #� ( ��#, ��I:2�ok .�!C��2 4!1,  

33-  ��R�� ���2 '� ���.:�� ��Drawing�*� �� +V�Z �� �� %��� ����� �� ����� @=� a% )3D Style�(7 �� (��.   

 #O� :������R�� ���2 Drawing    %�&� '� �!2��� 0� �KKK��P2Toolbars    ���� @=KKK� . �!&, #"�Y �� )7  '� ( ��#, ��I:2� �� �

��R�����2 Drawing       ��A @=�  %�#� �� 0=� f�=� � J�� '� ���  )����2 5��" %�&�#�' �� �!&, 4!1, j�#� ]*=� @=�  %(� #�

.�!C��2 ��I:2�  

34-  ��R�� ���2 '� ���.:�� �� �� %��� ����� �� ����� @=�Drawing �� +V�Z ���� ) ���Shadow Style�(7�� (��.  

 #O� :������R�� ���2 Drawing    %�&� '� �!2��� 0� �KKK��P2Toolbars      '� ( ��#, ��I:2� �� ����� @=KKK� . �!&, #"�Y �� )7

��R�����2 Drawing  ��A @=� %�#� �� 0=� f�=�� J�� '� ��� )����2 5��" %�&�#�' �� �!&, 4!1, ��� ���� j�#� @=� %(� #�

.�!C��2 ��I:2�  

35- 3!)�= )Arrow���� ($� %� �2�O �� �� �!!# "�!�  �,Begin Style ) +6� )(�� )7No Arrow.���� (  

 ]� �� �#H&3 J�� �� . �"� )�KKK92 ��KKK� %�#� �� %� �#H&3 ���!&, 4!1, @��� )7 %(� #� ( �!C��2 ��I:2� �� )�=!3 ��:�� :����

color and lines  5I� �� (Arrow   +�� ��� �:��2 �, 0:�DEEnd style , %�&� �� cA ce? @=� ( ��#, '�� �� %�9

 %(� �*� ( ����2 ��I:2�ok .M!&, 0� 4!1,  

36-  ��R�� '� ���.:�� ��Word Art  ��R�� ���2 ��Drawing.�!&, q�� f(� ����� �� ���IV� �� �� 0���PN a  

 ��R�����2 )�#, #"�Y �e�#X �PE :����Drawing  ��2 �, ��KK� 0� ���.:KK�� 02��' �:PV� .M!:.O ��  ��KK� %��, �-.KK/ �� ��R���

    +��N %(� #� ��R�� ���2 J�� �� :f��� ���� .��92 ��"�9�A    h�2 +�DE J�� �� ( �'�� )����2 �� g� �#H&3 �� �!&, 0� 4!1,

 �*� ( �!C��2 0� ��I:2� �� �:��2ok  ( ��#, l��� �� ���IV� S��PN %�*� �#H&3 �� FG� ( �!2' 0� ��ok .�!2' 0� ��  

37- �� f�=���&� �(#O �� f(� ����� �� ���% )grouping&, (!�.  

 �!1, J:KK��� �;2 J!��3 '� ���.:KK�� �� �� f�=KK�� J�� ��:�� :����Ctrl  �627 '� 0=� %(� #� �*� ( �!&, 0� ��I:2� <(�� 4!1, (

     �&�RO %(� #� ���  #"�Y %�&� '� ( ��#, +� �� 4!1,grouping   %(� #� ���  #"�Y %�&� #�' '� ( �:?�group  0� 4!1,

.�!&,  

38-  '� ���.:�� ��Slide Layout��7 a�5 ����� ) �����2 ( J:� S��p� �� f(�Titel,text and chart.�!C��2 M!L&� (  

 %�&� '� :����format  %(� #�Slide layout        �*� ( ���  +�(� %��, �-./  +� �� +��  �� 012�3 �� ��#, 4!1,  )�!� '�

 5��2 �, �627 '� 8��, #" �"� )�92 ��� %�#� �� 8�2 �� �:��� �;2 �� <(�� �627 '� 0=� 0=� %(� #� ( �"����� 8���Titel,text 

and chart .�!&, 0� 4!1, )7 %(� #� ��� 
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39-  %�&� '� ���.:�� ��Insert %#&" �N��H� '� %#��p� aclip art ) �?�_� ����� ����� ��insert (.�!C��2  

 %�&� '� :����insert  �&�RO %(� #�picture   %(� #� ��� #"�Y %�&� #�' '� ( �:?�clip art  +��� +�� �� �� �!&, 4!1,

 ( �#!;� ��#E %��, �-./ �� �� �!&, 0� 4!1, )7 %(� #� �� ��"�9� 0D=N #O� @2�3 J�� �� �"� 5���2 �� 012�3 %��, �-./

    �� �92 ��"�9� %#��p� #O�   ��,� %(� #� ( �!&, 0� `�3 ���� %� �:��2 )7 �� #O� �� 0�^�� ���, @2�3 )��"go  ��#, 4!1,

 %��, c!-� �� #��p� �� ��#, 4!1, �627 '� 0=� %(� �*� ( ��(�!� )�:��#� �� #�(�p� 8��� ��insert .���  

40- �&� '� ���.:�� ��% Insert  h�2 '� %�����2chart ��� ����  �?�_� �����.�!&, q��A ��I:2� +V�Z '� �� )7 ( ����2  

 %�&� '� :���� insert  �&�RO %(� #�chart   +V�Z '� )� )�#, q��A %�#� ( �&, #"�Y �-./  �� �� �����2 4� �� ��#, 4!1,

.�!&, 0� 4!1, ��� 4� �-./ �!.� +�DE �� ��I:2�  

41- ) 02��'�� �����2 4�Organization Chart ����� ����� �� (.�!C��2 �?�_�  

 %�&� '� :����insert   �&�RO %(� #�picture    %(� #� ��KKK� #"�Y %�&� #�' '� ( �:?�Organization Chart   0� 4!1,

.�&, �?�_� �-./ �� �� 02��'�� S��b 4� �� M!&,  

42-  h�2 '� �����2 4�Diagram ) 02��'�� �����2 R� ��Organization Chart) �?�_� ����� ����� �� (Insert.�!C��2 (  

 %�&� '� :����insert  �&�RODiagram  ( ��I:2� �� �61=� '� 0=� ��� #"�Y �#H&3 '� ( ����2 ��I:2� ��ok .M!C��2 0�  

43- �#�% ��� '� 4� #"��"� ) 0&9!�!2� ��TO 4�slide Transition) c��:� +N#� �� ���IV� (Medium.�!C��2 M!L&� (  

        %�&� '� �*� ( ��#, ��I:2�  4� 4� �� �"���KKK�� ��:��:����slideshow   �&�RO %(� #�Slide transition    �� ��#, 4!1,

          +�D E '� �*� ( �"� )�9 2 %��, �-./  +� �� +��  �� �� )7 @2�3Apply to selected slide  �!"��A 0� �, �� h�2 #"

  +�D E �� @2�3 )��" �� �*� . �!C��2 ��I:2�Modify transition  5I� ��speed   ( ��#, '�� �� %�9 , %�&�Medium 

 %(� #� J!��3 �� �*� ( ��#, ��I:2� ��apply .�!&, 4!1,  

.�!"� 0� 8�H2� �"����� 4� 4� %�#� �� ��, J�� :#,T�  

44-  S��PNNext .�!&, l��� f(� ����� �� ��� M�� ��,� %(� #� ��  

KKK��� 4!1, ��,� %(� #� ��:�� :���� �&�RO ��KKK� #"�Y %�&� '� ( ��#, +Add text  S��PN FGKKK� ( M!C��2 0� ��I:2� ��

Next .M!&, 0� l��� )7 %(� #� ��  

45- �#�% �KK�� )��&N ���, �� ����� S��PN�� ���%a ) JKK9!�!2� 4�Custom Animation h�2 '� (Box   �N��H� �� jE�(

Entrance .�!C��2 M!L&�  

      %�&� '� ��#, ��I:2� �� )��&N ���, �� S��PN )7 ��: �� :����slideshow  %(� #�Custom Animation    ��  ��#, 4!1,

     ��,� %(� #� @2�3 J�� �� �'��  )����2 )�:��#� +� �� +��  �� 012�3Add effected   '� ( ���  '�� %�&� #�' '� ( ��#, 4!1,

 +�DEEntrance  h�2 %(� #�Box  ��#, 4!1,.��� f��N� 0��I:2� J:� %(� #� ��  

46- ) ��,� 4�Action Botton ) �2�A �2�9 2 �� (Home    �� �, �!&, M!L&� %��X �� )7 ( ����2 �?�_ � ����� ���� � �� (

.��� 5I� 0���/ )7 %(� #� 4!1, 8�;&"  

 %�&� '� :����slideshow  �&�RO %(� #�Action Botton  � ��,� ���  '�� %�&� #�' '� ( �:?�  )7 %(� #� �2�A @=�  �, %

        J=�� S�E(� 0"�O)���  #"�Y �#H&3 '� FG� .()�!9 ,)����2 m�� �� )� ��A %��, �-./  %(� #� �*� ( �!&, ��I:2� �� +� �

      )�&�RO ( ��#, +� �� 4!1, ��,� %(� #� )7 )�#, #"�Y %�#� ��9 2 #"�Y �#H&3 J�� +� �Action setting 0� ��I:2� �� (

 J�� �� FGKKK�.�!C��2 S��PN 4!� �#H&3Play sound  ��I:2� �� 0���KKK/ 4� ���, J�� �� .��#O f�*? )7 ���, �� �!2' 0� ��

 %(� #� ( ����2ok .�!C��2 4!1,  

47-   %�&� '� ���.:�� ��Format) \(#Z +V�Z aChange Case   M!L&� %� �2�O �� �� %��� ����� )��&N �� ����� S��PN (

/ �� ��1, #" f(� \#Z �, �!C��2) 4b�, S��/ �� ��1, \(#Z �!e� ( m�R� S��Title Case.�2�� ���� 5���2 (  
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      %�&� '� �*� ( ��#, ��I:2� �� )��&N ���, �� ����� \(#Z �!1, ��:�� :����format   �&�RO %(� #�Change Case    4!1,

 ��� ����� %�" �&�RO )�!� '� �*� ( ��� #"�Y )7 �#H&3 �� M!&, 0�Title Case 2� �� ( ��I:ok �!2' 0� ��  

48-  S��PNWord Art �*� �� �� %��� ����� �� �����% )3D Style.�!C��2  (  

 ��:�� :����Word Art  ��R�����2 '� ( ��#, ��I:2� <(�� �� ��Drawing  )7 %�61=KKK� �� M!&, 0� 4!1, j�#� ]*=� %(� #�

.M!C��2 0� ��I:2� ��!:A� �� �� 0=� �61=� '� 0=� )�!� '� ( ��� #"�Y  

49-  S��PNICDL QUIZ:POWERPOINT ) #3�� +V�Z �� ��Bold�(7 �� (��.  

    %�&� '� �* � ( ��#, ��I :2� �� J:� ��: �� :����format    �& �ROfont    �* � ( ����2 ��I :2� �� 5I� '�font style   S��P N

bold   %(� #� ( ��I:2� ��ok .M!&, 0� 4!1,  

50- �����"�%  �����6-3  h�_�� �� �� ����� �&�"Print What" ��2% Outline View ) r�bPrintC��2 (!�.  

 %�&� '� :����file  %(� #�print       +�KKKDE �� �*� ( ��KKK� �#�� g� �#H&3 �� M!&, 0� 4!1,print range  4!� (   S��PN

slide  �N(� �*� (��#O f�*? �� M!2' 0� ��6-3      +�D E �� J!��3 �� FG�  M!&, 0� ���( ���, )7 �� @=�  )��" �� ��Print 

What  S��PN ( ��#, '�� �� %�9, %�&�Outline View  %(� #� �*� ��#, ��I:2� �ok .�!&, 0� 4!1,  

51- ����� ��2 �� �� �����% 3!5 ��2�5 ) r�bprint preview"� ��#E (!�.  

 %�&� '� :����File  S��PN %(� #�print preview .�!&, 0� 4!1,  

52-  ����� ����� %�#� �6&�3  S��PN �� �-./�3 4�Footer .�!C��2 M!L&�  

 ���KK�� ��:�� :����3  %�&� '� ( ����2 ��I:2� ��view  %(� #�Header and footer  ��KK� #"�Y �#H&3 �� ( �!C��2 4!1,

��  +�DEfooter  %(� #� ( �:��2 �� S��PN 4�Apply .�!C��2 0� 4!1,  

53-  ����� ����� ��3 ) )�:� 4� �� 0V(��Column ( (5 ) #k�Row.�!C��2 M�� (  

  ���� � ��:�� :����3  %�&� '� ( ��#, ��I:2� ��insert #�table     ���, �� FG�  ���  '�� )7 �#H&3 �� �!&, 4!1,columns 

 ���, �� ( ��#, ���( �� )�:� ���e�Rows  ( ��#, ���( �� #k� ���e�ok .M!2' 0� ��  

54- ��2 �� �� �&�% ) �" �:��2 �-./handout master"� ��#E (!�.  

 %�&� '� :����View  %(� #�master  S��PN ��� '�� %�&� #�' '� ( �:?�handout master .�!C��2 ��I:2� �'  

55- �����"� ��TO ����� ��% )Slide Number��2 (!��.  

 %�&� '� :����insert  %(� #�slide number  4!� �#H&3 J�� �� �*�( ��KK� '�� )7 �� s��#� �#H&3 �� �!&, 4!1,slide 

number  ��,� %(� #� ( ��' ��Apply All .M!&, 0� 4!1,  

56-   ) 0&9!�!2� ��TO 4� %��� ����� %�#�Slide transition / �� ( %��Bomb    %� �2�O �� �� ��TO J�� t+�� ��� M!L&�

.��� �#�� ��/ )(�� ��TO �, �!"� #!!$�  

  %�&� '� �*� ( ��#, ��I:2� �� %��� ����� ��:��:����slideshow  �&�RO %(� #�Slide transition  )7 @2�3 �� ��#, 4!1,

        +�D E '� �*� ( �"� )�9 2 %��, �-./  +� �� +��  �� ��Apply to selected slide  ��I:2� ( ��#, ��!3 �� #L2 ���� h�2

  +�D E �� @2�3 )��" �� �*� . �!C��2Modify transition  5I� ��Sound   ( ��#, '�� �� %�9 , %�&�Bomb  ��I:2� ��

 %(� #� J!��3 �� �*� ( ��#,apply .�!&, 4!1, 

57- �' F3 n2�!�& )Background�KK�� 0���� (��"�%  S��KK/ �� �� �����) �H=�Apply to All ��' %�6;2� '� 0=� �� (

) ����2�:��Standard.�!"� #!!$� (  

 %�&� '� ��, J�� %�#� :����format  �&�RObackground  )7 %�KK9, %�&� %(� #� ��KK� #"�Y �#H&3 '� ( ����2 ��I:2� ��

  �&�RO %(� #� �!2��� 0� ���#=2 ��"�KK9� �� ��' n2� a �6;2� J!� �� #O� �"� )�KK92 ��KK� �� �� �" n2� +KKD!V �� �!C��2 4!1,
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More color   ( ��#, 4!1, ��' %�6;2� '� 0=� %(� #�.�"� )�9 2 �� �6;2� 0���� �� ��#, 4!1,ok �!2R� ��    %(� #� FG�  (

Apply all .�!&, 4!1,  

58-     �����  ���� � %�#�1 ) 0&9 !�!2� ��TO 4� aSlide Transition    S��/  �� �=���X �� �!C��2 M!L&� ���IV� S��/  �� (

) 4!������Automatically After.��� �#�� (  

  %�&� '� �*� ( ��#, ��I:2� �� f(� ���KK�� ��:��:����slideshow  �&�RO %(� #�Slide transition  )7 @2�3 �� ��#, 4!1,

          +�D E '� �*� ( �"� )�9 2 %��, �-./  +� �� +��  �� ��Apply to selected slide  ��I:2� ( ��#, ��!3 �� ���IV� h�2

 +�KKKDE �� @2�3 )��" �� �*� . �!C��2Advance slide  S��PN 4!�Automatically After  4!� ( ��' ��on mouse 

click .����� 0� #� ��  

58-  �&� '� ���.:� � ��% view      ) lb �� +� �� +��  '� �� �-./  �� ����� %�R�� J:?#O ��#E +6�right to leftL&� (!M  

C��2!�.  

 %�&� '� :����View   �&�RO %(� #�View Direction     S��PN ��KKK� '�� %�&� #�' '� ( �:?�right to left   0� ��I:2� ��

.M!C��2  

59- :��!�� �� %��&"Office   W�k/� �� ��Help Assistant ��2 ���5 )Show"� (!�.  

 %�&� '� :����Help  �&�RO %(� #�show the Help Assistant .�!&, 0� 4!1,  

60- ��� 0&:� ���, �� ����� S��PN�� ) 0G, 8(� ����� '� ���, J!�" �� �� MH&3copy.�!&, (  

       %�&� '� ( ��#, ��I:2� �� MH&3 ���KKK�� 0&:� ���, �� ����� S��PN ��:�� :����Edit   �&�ROcopy    ( M!C��2 0� ��I:2� ��

 %�&� '� ( ��#, 4!1, (� ����� �� FG�Edit  %(� #�Paste .M!&, 0� 4!1,  

61- ����� �6:2� �� �� f(�% �����"� ) @e:&�CutC��2 (!�.  

KK�� )�!� '� ��:�� :���� �&�RO ( +KK��� 4!1, f(� ���KK�� %(� #� �2� �:?#O ��#E ]!�#� �� �, �"���Cut  �� ( ����2 ��I:2� ��

 �&�RO ( ��#, 4!1, �"����� #A�Paste  %�&� '� ��edit .M!2' 0�  

62- �4 ) +��� cAline��� �� (��  �� )7 ( ����2 �?�_� �����20 )����Rotation2�A#u� (!�.  

�2 '� ��:�� :������R����Drawing  %��, c!-� �� cA 4� �� M!&, 0� m�� �� )7 %��, �-.KKK/ %(� #� ( ��#, ��I:2� �� cA

      ]� �� �#-&3 J�� ��.�"� 5���2 )�:��#� �� %� �#H&3 �� ��#, 4!1, @��� cA J�� %(� #� FG� ( ���  ��!9 , ��size   4!1,

 +�DE �� �*� ( .���� 5���2 )7 S���:-� �� �!&,Rotation  ��N20  %(� #� �*� ( �!C��2 ���( ��ok .�!C��2 4!1,  

63-    ��R�� ���2 '� ���.:KKK�� ��Drawing   '� ���IV� @=KKK� 4� aAutoshape   �� )7 ( ����2 MKKK�� ����� %�"120   ����

)Rotation2�A#u� (!�.  

��R�����2 '� ��:�� :����Drawing   '� �� 01=�auto shape   %��, �-./  %(� #� ( ��#, ��I:2�   FG�( M!&, 0� m�� �� )7

         ]� �� �#-&3 J�� ��.�"� 5���2 )�:��#� �� %� �#H&3 �� ��#, 4!1, @��� @=KKK� J�� %(� #�size      )7 S���:-� �� �!&, 4!1,

 +�DE �� �*� ( .���� 5���2Rotation  ��N120  %(� #� �*� ( �!C��2 ���( ��ok .�!C��2 4!1,  

64- �4  +��I_ �� cA0,5pt ��� ���� C��2 M�� %���!�.  

  ��R�� ���2 '�)����2 M� � �� cA ��:�� :����Drawing   ]� %(� #� FG�  ���  '�� %� �#H&3 �� ��#, 4!1, @��� )7 %(� #� �*� (

color and lines  +�DE ��weight  ��N0,5  %(� �*� ( M!C��2 0� ���( ��ok .M!&, 0� 4!1,  

65-  S��!L&� '� ���.:�� ��page setup � 0�(#A %�"����� S��/ �� �� ����35mm .�!C��2 M!L&�  

 %�&� '� :����File  �&�RO %(� #�page setup   +�KKDE '� FGKK� ��KK� �#�� )7 �#H&3 �� ��#, 4!1,slides sizes for 

 S��PN ( ��#, '�� �� %�9, %�&�35mm  %(� �*� ( ����2 ��I:2� ��ok .M!&, 0� 4!1,  
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66-  �K�� �'��2���   S��!L&� '� ���.:K�� �� �� %���Page Setup   �-.K/ �� 5���2 %�#� �, �!"� #!$� %� �2�O ��Screen 

).���� ]��&�on screen show(  

 %�&� '� :����File  �&�RO %(� #�page setup   +�KKDE '� FGKK� ��KK� �#�� )7 �#H&3 �� ��#, 4!1,slides sizes for 

 S��PN ( ��#, '�� �� %�9, %�&�on screen show  %(� �*� ( ����2 ��I:2� ��ok .M!&, 0� 4!1,  

67- ) Tv�, S��!L&� '� ���.:�� ��Page Setup�(#A ����� �'��2� a(0  �� ��A4 .�!"� #!!$�  

 %�&� '� :����File  �&�RO %(� #�page setup   +�KKDE '� FGKK� ��KK� �#�� )7 �#H&3 �� ��#, 4!1,slides sizes for 

'�� �� %�9, %�&�  S��PN ( ��#,A4  %(� �*� ( ����2 ��I:2� ��ok .M!&, 0� 4!1,  

68-   S��!L&� '� ���.:� � ��Page Setup     '� �" ���� � %��TO �����  �, �!C��2 M!L&� %� �2�O �� �� ����� �&�  a20   h(#�

.���  

 %�&� '� :����File  �&�RO %(� #�page setup    ��N FG�  ���  �#�� )7 �#H&3 �� ��#, 4!1,20   +�D E �� ��number 

slides from  %(� �*� ( .�!C��2 0� ���(ok .�!&, 0� 4!1,  

69-  S��PNicdl ) �-./�3 )��&N �� ��Footer���� %�#� (0 �����"� .�!C��2 M!L&�  

 %�&� '� :����view  �&�RO %(� #�header and footer    +�KKDE �� FGKK� ��KK� '�� )7 �#H&3 �� ��#, 4!1,footer 

 S��PNicdl  ��,� %(� #� FG� ����2 ���( ��Apply all .M!C��2 0� 4!1,  

70- �KK�� ����  8�KK��4 ) 0��!1�N ��,�Action button  J�� �� ���KK�� �� �, �!C��2 M!L&� %��X �� )7 ( ����2 MKK�� (

)��,�MouseOver %��2 �� a(Slide Show��� ���� 5���2 M:9" ����� a  

 %�&� '� ��:�� :����slide show  #� %(�Action button  ( ����2 ��I:2� �� �" ��,� '� 0=� ��KK� '�� %�&� #�' '� ( �:?�

     ��� #"�Y %�&� '� ( ��#, +��� 4!1, 0��!1�N ��,� %(� #� ��(�!2 �� )7 �� s��#� �#H&3 #O�.M!9, 0� �� )7 �-./ %(� ��

 �&�ROAction setting � #� �*� ( ��KKK� '�� )7 �#H&3 �� ����2 ��I:2� � ]� %(MouseOver  S���:-� �� �!&, 0� 4!1,

      +�DE '� FG� ( ��� #"�Y ��� %�#� )7Action on mouseover  5I� 4!�Hyperlink to  J!��3 ���, �� �!2' 0� ��

 �&�RO ( ��#, '�� �� ���, J�� .��#O f�*? )7Slide    ���KK��  ��KK� #"�Y �#H&3 �� FGKK� ��#, ��I:2� ��8  ( ��I:2� ��ok  ��

� R!2 %�*� �#H&3 �� ( M!2R!ok .M!2' 0� ��  

71- ) cA 4� ����� ����� ��Line) �&1� J!b cA h�2 '� (Long DashC��2 M�� (!�.  

 ��R�����2 w�#X '� ��:�� :����Drawing    '� FGKK� ��KK� '�� g� �#H&3 �� ��#, 4!1, @��� )7 %(� �*� ��!KK9, �� 0kA 4�

  +�DEline   %�9, %�&� %(� #�Dashed 1,  �;2 �� <(�� �627 4� 4� %(� #� �*� �"� 5���2 �� �" cA +D!V �� ��#, 4!

 �, 8��,#" 8�2.�"� )�92 g#�' �� �� )7 8�2 �� �:���Long Dash  ( ��#, ��I:2� ���ok .�!2' 0� ��  

72- ) +2�? n2�Font Color) )��&N �� ����� S��PN (titel ��� (�� ���%  �6;2� '� ���.:�� �� ��%  ) ����2�:��Standard a(

) ��' ��Yellow.�!"� #!!$� (  

 ��:�� :����) )��&N �� ����� S��PNtitel�KKK�� (�� ��� %�&� '� �*� ( ��#, ��I:2� �� %format  �&�RO %(� #�font   4!1,

   +�D E '� FG�  �!&,color     �9 2 +D !V �� n2� J�� #O� �!&, ��I:2� �� ��' n2� ( ��#, '�� �� %�9 , %�&�  0� ��9 2 ���� )

 %(� �� �!2���More color  %(� #� )���3 �� ( �!&, ��I:2� �� ��' %�6;2� '� 0=�( �!&, 4!1,ok  %(� �*� (Apply  4!1,

.�!&,  

73- ) 0��!1�N ��,� 4�Action Button�KK�� �� ���IV� (��  ( ����2 �?�KK_� �����Mouse Click  %(� #� �� )7Next 

Slide .�!C��2 M!L&�  

����    �&�RO ���  #"�Y %�&� '� ( ��#, +� �� 4!1, 0��!1�N ��,� %(� #� ��:�� :Action setting   �#H&3 �� ����2 ��I:2� �

  ]� %(� #� �*� ( ��� '�� )7Mouse Click   +�DE '� FG� ( ��� #"�Y ��� %�#� )7 S���:-� �� �!&, 0� 4!1,Action 
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on mouse Click  5I� 4!�Hyperlink to 2' 0� �� �&�RO ( ��#, '�� �� ���, J�� .��#O f�*? )7 J!��3 ���, �� �!Next 

Slide  �*� ( ��#, ��I:2� ��ok .�!2' 0� ��  

74- ��2 ��% Slide Sorter.�!&, �H��� #;��=� �� �� 8��6b ( 8(� %�"����� J:?#O ��#E @-� a  

 %�&� '� ��:�� :����View  %(� #�Slide Sorter   %��2 �� �"���� � �� �!&, 4!1,Slide Sorter   ���� � �*� ( �2#!;� ��#E

     ���� � #A7 �� ( ��!9 , �� )7 +� � J!��3 <(�� 4!1, �, 0V�Z �� �:?#O <(�� �� �� (�4   %�� S��/  J�� �� �!&, �"� �� )7

.�&, 0� #!!$� ����� (�  

75- �!J ����%�"�  8�� ( 8(��4 ����� ) ����New Slide (.�!C��2 �?�_�  

       %�&� '� �� �*� ( ��#, 4!1, 8�� ( 8(� ����� J!� ��:�� :����Insert  �&�ROnew slide .�!2' 0� ��  

76- ) J9!�!2� 4� f(� ����� �� ����� #��p� %�#�Costum Animation h�2 '� (Fly in .�!C��2 M!L&�  

 %�&� '� ��#, ��I:2� �� #��KKp� )7 ��:�� :����slideshow  %(� #�Custom Animation  +�KK� �� 012�3 �� ��#, 4!1,

     ��,� %(� #� @2�3 J�� �� �'�KKK� )����2 )�:��#� +KKK���Add effected  +�KKKDE '� ( ��KKK� '�� %�&� #�' '� ( ��#, 4!1,

Entrance  h�2 %(� #�Fly in .��� f��N� 0��I:2� J:� %(� #� �� ��#, 4!1,  

77-  S��!L&� '� ���.:�� ��) Tv�,Page Setup) %���N S��/ �� �� ����� +6� a(Portrait.�!C��2 M!L&� (  

 %�&� '� :����File  S��PN %(� #�page setup    +�DE �� �6� ( ��� #"�Y g� �#H&3 �� ��#, 4!1,Orientation    4!�

 S��PNPortrait  ( ��' ��ok .M!&, 0�  

78- ) Tv�, S��!L&� '� ���.:�� ��Page Setup a(e?� S��/ �� �� ����� +6�0 )Landscape.�!C��2 M!L&� (  

 %�&� '� :����File  S��PN %(� #�page setup    +�DE �� �6� ( ��� #"�Y g� �#H&3 �� ��#, 4!1,Orientation    4!�

 S��PNLandscape  ( ��' ��ok .M!&, 0�  

79-  %��2 '� ���.:�� ��Slide Master��� �!1, )��&N ���, +2�? n2� a$� n2� #3 RP� �� �� �" ��!!# "�!�.  

  %�&� '� ��:�� :����View   �&�RO %(� #�Master     �&�RO )7 %�#� ��KKK� '�� %�&� #�' '� (  �:?�slide master   ��I:2� ��

  %��2 �� �"����� �� ��#,Slide Master  %�&� '� FG� ( �2#!;� ��#EEdit  �&�RO %(� #�Select all ��� �� ��#, 4!1, ��

   %�&� '� FG�  . ���  ��I:2� @��, ��X ��format  %(� #�font   %�9 , %�&� '� ( ��#, 4!1,color    ��I:2� �� RP�  n2�

 �*� ( ����2ok M!2R!� ��  

80- �" ��R�����2% Standard  (Formatting ��2 �2�O ��� cA (� �� ( ����2 q��A �(�&� +V�Z '� ���5 "�!�.  

 )���2 q��A +6� :����    J�� '� �*� �2�� q��A �(�&� +V�Z '� �� ��#, 4!1, @��� �627 )��&N ���2 %(� #� �(�&� +V�Z '� �"���2

.�2�� 0� ���� 5���2 �2�O��� S��/ �� �62� ��A ��,  

81- Slide Master .��� M�� 0e?� cA 4� �" ����� 8��� �� �, �!C��2 M!L&� %� �2�O �� ��  

  %�&� '� ��:�� :����View � #�  �&�RO %(Master     �&�RO )7 %�#� ��KKK� '�� %�&� #�' '� (  �:?�slide master   ��I:2� ��

  %��2 �� �"����� �� ��#,Slide Master  ��R�����2 '� FG� ( �2#!;� ��#EDrawing .�!9=� ����� �� cA 4�  

82-     t+� � ���  %��TO +V�� �" ���� � �!1, )��&N ���,   '� ���.:� � ��Slide Master   �� �"���� � 0���� )��&N ���, +V�� h�2

$� #3�� j�#� ��!!# "�!�.  

  %�&� '� ��:�� :����View   �&�RO %(� #�Master     �&�RO )7 %�#� ��KKK� '�� %�&� #�' '� (  �:?�slide master   ��I:2� ��

   %��2 �� �"���� � �� ��#,Slide Master  I:2� �� +V�� )��&N ���, �� FG�  ( �2#!;� ��#E %�&� '� ( ��#, ��format  %(�

 �&�RObullet and numbring  ( ����2 ��I:2� �� #3�� j�#� ��� '�� �#H&3 '� ( �!C��2 4!1,ok .�!2R� ��  

83-  %��2 '� ���.:�� ��Slide Master�7 �� �� �"����� 8��� )��&N +V�� n2� a0 .�!"� #!!$� n2� #3  
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  %�&� '� ��:�� :����View   �&�RO %(� #�Master     �&�RO )7 %�#� ��KKK� '�� %�&� #�' '� (  �:?�slide master   ��I:2� ��

   %��2 �� �"���� � �� ��#,Slide Master   %�&� '� ( ��#, ��I:2� �� +V�� )��&N ���, �� FG�  ( �2#!;� ��#Eformat  %(�

 �&�RObullet and numbring   J!��3 +�DE '� ( ���  '�� �#H&3 '� ( �!C��2 4!1,   %�9, %�&�color  #3 0�7 ( ��#, '�� ��

 ( .�!C��2 0� ��I:2� �� n2�ok .�!2R� ��  

84-  ��R�� ���2 �� ]��&� ��R�� 4�, �� x�? ����� �� ����� #��p� %�#�Drawing ���� a"Shadow Style1" .�!&, M!L&�  

  ��R�����2 '� ( ��#, ��I:2� �� #��p � ��:�� :����Drawing       ���� 5���2 )7 f�=� � +D !V �� ��#, 4!1, ��� ����  j�#� %(� #�

 �, 8��, #" 8�2 �:��� �;2 �627 4� 4� %(� #� �� <(�� +D!V J�� '� FG�.���Shadow Style1 .M!&, 0� ��I:2� �� ���  

85-  S��!L&� '� ���.:�� ��page setup��� �'��2� a�� ) 0�(#ASlides Sized for �� �� (overhead $�!!# .�!"�  

 %�&� '� :����file  %(� #�page setup      +�KKKDE '� �*� ( �!&, 4!1,Slides Sized for  )��&Noverhead   ��I:2� ��

 ( ��#,ok .�!2R� ��  

86- ) Tv�, S��!L&� '� ���.:�� ��Page Setupa( ) �-./ �'��2�Slides Sized For(� #� �� (% Banner L&�!M .�!C��2  

 %�&� '� :����file  %(� #�page setup  +�DE '� �*� ( �!&, 4!1,Slides Sized for  )��&NBanner  ( ��#, ��I:2� ��

ok .�!2R� ��  

87-  �� ��� �:��2 S��PNWord Art ) ���� +V�Z �� �� f(� ����� �� �����Italic�(7 �� (��.  

  %(� #� f(� ���� � �� :����Word Art    +��N %(� #� �#H&3 J�� �� �'��  )����2 ���  %�#� �� %� �#H&3 �� ��#, 4!1, @���

B  �*� ( �!&, 4!1,ok .�!2R� ��  

88- ) M1E h�2Font �� ��� �:��2 S��PN (Word Art  �� �� f(� ����� �� �����Verdana $�!!# "�!�.  

  %(� #� f(� ���� � �� :����Word Art #H&3 �� ��#, 4!1, @���    %�&� %(� #� �#H&3 J�� �� �'��  )����2 ���  %�#� �� %� �

 %�9,font  8�2 a �6��2 8��� )�!� '� ( ��#, 4!1,Verdana  ( ��#, ��!3 ��ok  .M!2' 0� ��  

89-  ��,�End  %��2 �� )7 %(� #� 4!1, �� �, �!C��2 M!L&� %��X ��Slide Show).��� )���3 �� 5���2 aEnd Show(  

 #� ��:�� :����    �&�RO ���  #"�Y %�&� '� ( ��#, +� �� 4!1, 0��!1�N ��,� %(�Action setting   �#H&3 �� ����2 ��I:2� �

  ]� %(� #� �*� ( ��� '�� )7Mouse click      +�DE '� FG� ( ��� #"�Y ��� %�#� )7 S���:-� �� �!&, 0� 4!1,Action 

on mouse click  5I� 4!�Hyperlink to  ���, �� �!2' 0� ���&�RO ( ��#, '�� �� ���, J�� .��#O f�*? )7 J!��3  end  

 �*� ( ��#, ��I:2� ��ok .�!2' 0� �� 

90-   %��2 �� �, �!&, M!L&� %� �2�O �� �� 8�KK� ���KK�� �� ����� @=KK�Slide Show ) )7 �� <(�� ���KK�� ��Mouse 

Over.��� ���� 5���2 M:9" ����� a(  

 !1, @=� %(� #� ��:�� :���� :����   �&�RO ��� #"�Y %�&� '� ( ��#, +��� 4Action setting  )7 �#H&3 �� ����2 ��I:2� �

  ]� %(� #� �*� ( ���  '��Mouse over        +�D E '� FG�  ( ���  #"�Y ���  %�#� )7 S���:-� �� �!&, 0� 4!1,Action 

on mouse over  5I� 4!�Hyperlink to �&�RO ( ��#, '�� �� ���, J�� .��#O f�*? )7 J!��3 ���, �� �!2' 0� ��  slide  

   ����� %(� #� ��� '�� �#H&3 '� FG� ��#, ��I:2� ��8  �*� ( ��#, 4=!1,ok  R!2 %�*� �#H&3 �� R!2 ( �!2' 0� ��ok  0� ��

.�!2'  

91-  ��2 ��1� +N#�� 90 )custom Animation  )��&N %�#� ���  M!L&� ( (� #� �� f(� ���� �% A!10 ) M,very slow (

"� ��#E!���2 8���� ��) .�5 C��2 #P/!�(  

              +�D E �� +� �� +��  @2�3 �� FG�  ( ��#, 4!1, f(� ���� � )��&N +�D E �� f���  J�� �� :����modify  5I� ��

speed  S��PN %�KK9, %�&� '�very slow �P2 +KK��� +�KK� �� @2�3 #O�. �!&, 0� ��I:2� �� %�&� '� �!2��:!� �KK�Slide 

show  %(� #�custom Animation .�'�� #"�Y ��� %�#� �� @2�3 �� �!&, 4!1,  
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92-   '� ���.:�� ��Custom Animation    �, �!C��2 M!L&� %� �2�O �� �� f(� ����� )��&N %�#� ��� y�#*� 09���2 ��1� a3 

��2 8���� ��).��� ��#=� �P�#��5 (�!&, #P/  

�:�� :���� �f(� ���KK�� )��&N  8�2 %(� #� +KK��� +�KK� @2�3 '� ( ��#, ��I:2� ��Effecte  '� ( ��#, +KK��� 4!1, ��KK� ����

  �&�RO %(� #� ��� '�� %�&�timing  ���e� �#H&3 J�� ��.��7�� 5���2 �� )7 �#H&3 �� ��#, 4!1,Repeat  #��#� ��3  0� ��#E

 �*� ( M!"�ok .M!2' 0� ��  

93-  ) 09 ���2 ��1�Custom Animation     %�#�� '� �*� �, �!"� #!!$� %� �2�O �� �� f(� ���� � )��&N %�#� ���  M!L&� (

) 4!������ ��X �� 01PE J9!�!2�After Previous(�!&, #P/ 5���2 8���� ��) .��� �#�� (  

 ��:�� :����f(� ���KK�� )��&N  8�2 %(� #� +KK��� +�KK� @2�3 '� ( ��#, ��I:2� ��Effecte � '� ( ��#, +KK��� 4!1, ��KK� ���

 �&�RO %(� #� ��KK� '�� %�&�timing  5I� %�KK9, %�&� �#H&3 J�� ��.��7�� 5���2 �� )7 �#H&3 �� ��#, 4!1,start  '�� ��

 S��PN �H27 '� ( ��#,After Previous  ( ����2 ��I:2� ��ok .M!2' 0� ��  

94-    09���2 ��1� 4� f(� ����� )��&N %�#�Custom Animation    �, �!&, M!L&� %��X �� )7 +�� ��� M!L&�5  �!2�z

) #!A�� ��Delay(�!&, #P/ 5���2 8���� ��) .��� �#�� (  

 ��:�� :����f(� ���KK�� )��&N  8�2 %(� #� +KK��� +�KK� @2�3 '� ( ��#, ��I:2� ��Effecte  '� ( ��#, +KK��� 4!1, ��KK� ����

 �&�RO %(� #� ��KKK� '�� %�&�timing #, 4!1, ���e� �#H&3 J�� ��.��7�� 5���2 �� )7 �#H&3 �� ��Delay  #��#� ��5  0� ��#E

 �*� ( M!"�ok .M!2' 0� ��  

  


