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	Normal View w/ Thumbnails
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	Normal View w/ Outline
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	Office Button
	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.
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Font

Font Size

Increase Font Size

Decrease Font Size

Shape Fill
Shape Outline
Format Painter
Bold
Italic
Align Left
Center
Align Right

Font Color

Decrease List Level

Increase List Level

Bullets
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	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.
	
	

	
	
	
	Slide Show
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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
	
	


	Samples of New Tool Tips (Displayed when you point to a button on the ribbon.)

	
[image: image12.png]Format Painter (Ctri+Shift-Q)

‘Copy formatting from one place
and apply it to another.

Double-dick this button to apply
the same formatting to multiple
places i the document.

@ press 1. for more hep.
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Change all the selected text to
UPPERCASE, lowercase, o other
common capitalizations.

@ Press 1. for more hep.




	
[image: image14.png]Convert to SmartArt Graphic

1

Convert text to a SmartArt graphic
to visually communicate
information.

‘Smartart graphics range from.
graphical lists and process
diagrams to more complex
graphics, such as Venn diagrams.
and organization charts.
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Inserta chart to illustrate and
compare data.

| Bar, Pi, Line, Area, and Surface are
I I some of the available types.

@ press 1. for more hep.





	Home Tab
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	Insert Tab
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	Design Tab
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	Animations Tab
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	Slide Show Tab
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	Review Tab
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	View Tab
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Quick Access Toolbar








Normal View
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View Buttons
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