PowerPoint

Creating a Slide

1. Choose insert in the Menu Bar

2. Select New Slide

3. Choose an AutoLayout 

4. Click OK

Inserting Text

1. Choose insert in the Menu Bar

2. Select Text Box

3. Click and drag to create a Text Box

Adding a Background

1. Choose Format in the Menu Bar

2. Select Background
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3.  Click on arrow(
4.  Select Fill Effects

Inserting Clip Art

1. Choose Insert in the Menu Bar

2. Select Picture-(Clip Art

Viewing Slide Show

1. Choose Slide Show

2. Select View Show

Important Icons:
[image: image3.jpg]



Slide View, Outline View, Slide Sorter View, Notes Page View, Slide Show
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