	Microsoft® Office PowerPoint 2013
Quick Reference

	The PowerPoint 2013 Screen
	Views
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	Normal View w/ Thumbnails
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	Normal View w/ Outline
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	File Tab
	Zoom Control
	Mini Toolbar
	Slide Sorter View
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New, Open, Save, Print, 
and PowerPoint  Options
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Use slider or click Zoom level % to display dialog box with more options.
	[image: image5.png]Comole -0 - K 4" 6 5
Bu





First Row

Font

Font Size

Increase Font Size

Decrease Font Size

Decrease List Level

Increase List Level
Second Row
Bold
Italic

Underline
Align Left
Center
Align Right

Font Color

Format Painter
	[image: image6.png]




	Quick Access Toolbar
	Dialog Box Launcher
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Contains buttons for Save, Undo, and Redo.  Click list button to customize with other often-used tools or to move below the ribbon for easier access.
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Click to display a dialog box or task pane for that group when available.
	
	

	
	
	
	Reading View
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	Navigation Keyboard Shortcuts
	Views Bar
	

	Go to the Next Slide
	Page Down
	
	

	Go to the Previous Slide
	Page Up
	
	

	Go to the First Slide
	Ctrl + Home
	
	Notes Page (From View Tab)

	Go to the Last Slide
	Ctrl + End
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	Slide Show Keyboard Shortcuts
	
	

	Change Arrow to Pen
	Ctrl + P
	
	

	Change Pen to Arrow
	Ctrl + A
	
	

	Show/Hide Pointer
	A
	
	

	Erase Pen use from screen
	Ctrl + E
	
	

	Display specific slide
	(Slide #) + Enter
	
	

	End Slide Show
	Esc
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