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File Button: The file button is back, replacing the Microsoft Office Button from Office 2007. The file button allows you to
create new documents, open existing documents, print documents and a few new options.

Save As if you want to change the document from
Office 10 format (.pptx) to Office 03 Format (.ppt)

See next page

»
>

—— | Open an existing PowerPoint project

[ Close — > | Closes current PowerPoint project

: ———— | General information about current project

Shows recently opened PowerPoint’s projects

Recent >
Mew > Creates a new PowerPoint project
Print — | Prints current PowerPoint project

Save options that enable the user to save

v

Save & Send See page 4

the current project online with others

Help
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Saving: When saving a document click the File button then select save or save as

| = - | p o —
|E| Save As Iﬁ
File Home | =
P— uu \/| el « Users » v My Documents - | 3 || Se el |
(= save —
Organize « New folder 4= - (7]
Save As e
IE} ~| Downloads i MName Date modified Type
I_? Open =] Recent Places
Mao items match your search.
=
[ Close 7 Libraries
3 Documents
J“- Music =
[ Pictures
Recent BE Videos
New M Computer
£, Local Disk (C3)
Print 5 arcgis (\sthumsl _ = D
. i (]
Save & Send File name: -
Save as type: [PowerPoint Presentation (*.pptd) v] l
HE|p Authors: IC Labs Tags: Add a tag
] Options
4« Hide Folders Tools - [ Save ] ’ Cancel I
9 Exit |

To change the PowerPoint document so it can be opened in PowerPoint 2003

File name: Presentationl.pptx

Save as type: [PowerPoint Presentation (*.pptx) [ = \ﬂj PowerPoint 97-2003 Presentat
- _. PowerPoint Presentation (*.ppb) T ] e § st 07
eI PowerPoint Macro-Enabled Presentation (*.pptm) H Change FllET:pr Uses the PowerPoint 7-2003

PowerPoint 97-2003 Presentation (.

PDF (~.pdf)

I WPVE PUo e —ek £

Prepare: If you are going to be saving the document as a PowerPoint 2003 document run Compatibility Checker before
saving the document. Not all features of PowerPoint 2010 were available for PowerPoint 2003, Compatibility Checker
shows you what was available and what was not available in PowerPoint 2003.
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Home Insert Design Transitions Animations Slide Show Reviewr View Add-Tr
= save . .
Information about Presentationl
B Save As
5 Open - Permissions
B Close ;'{33 ?-I Anyone can open, copy, and change any part of this presentation.
Protect

Presentation —

Fecent
Prepare for Sharing
MNew Before sharing this file, be aware that it contains:
. Check f Document properties and author's name

Print Isse:esfr Content that people with disabilities are unable to read
Save & Send B Inspect Document

I'r:.r ! Check the presentation for hidden properties
Help or personal information.

L Check Accessibility this file,

2] Options _@ Check the presentation for content that people
Ed et =] Check Compatibility

% Check for features not supported by earlier

versions of PowerPoint.

Printing: To print click the file button and select print
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Home Insert

H Save
Save As
L_;': Cpen

[ Close

Info

Recent

Mew

Save & Send

Help

:] Options

9 Exit

Instructional Computing

Design Transitions Animations Slide Show
Print
i:' Copies 1 -
Print
Printer i

'@ﬁ 55103-9050-2-M5-Duplex on icprint2

Change to another printer

Change the number of
slides printed per page

a2, Ready
Printer Properties
Settings
= Print All Slides .
== Print entire presentation
Slides: i
Full Page Slides
| . . ¥ —_—)
Print1 slide per page
Print on Both Sides .
“==l Flip pages on long edge
w—, Collated
== hd

123 123 123

E Grayscale -

Edit Header & Footer
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Save and Send: Save options that enable the user to save the current project online with others

Home Insert Design Transitions Animations Slid
H Save
Save & Send
[E] save As i .
2 Open UE . Send Using E-mail <
. Allows the user to save current project
LA Close
@ Save to Web — | tothe Windows Live SkyDrive
Info
i Note: To do this the user
Save to SharePoint o .
Recent needs to sign into their
— Windows Live account
Mew _‘O Broadcast Slide Show
Print ]
= Publish Slides
Help Allows the users to change file type.
— . S
H Change File Type See page 2 for more information
:] Options
B4 Exit Create PDF/XPS Document
™ ¥|]| Create a Video —— » | Makes the current project into a video
S

&  Package Presentation for CD »| Creates a package so the current
project may be viewed on another

j Create Handouts — ¥ Creates a handout of current project that
can be edited and formatted in Word
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Home: contains formatting and editing icons

Home Insert Dlesign Transitions Animations Slide Show Review View Add-Ins ﬁﬁ
L{z db Cut [ Layout - ” A o | iss = == iz |I{} Text Direction sNE®E ||:|—| ) &% Shape Fill 34 Find
- EReset ) ' ) - (=] Align Text AlLLed - - 5 L# shape Outline 3, Replace =
Pafte )' Format Painter Slldev _|5ect|on +| B £ 1 8§ abe 2 Aa A == = Convert to SmartArt d% T { } * X Arra'nge :: 5 - = Shape Effects lg Select -
Clipboard (] Slides Fant Paragraph Drawing Editing

Insert: objects into the file, such as pictures, charts, header/footer, and movie/sound

Home Insert Design Transitions Animations Slide Show Review View Add-Ins ﬁﬁ

Q & 3@

=

AR L B PR Qi EE4EEa

II||
[ f

Table Ficture Clip Screenshot Photo Shapes SmartArt Chart | Hy nk Action Text Header Wordart Date Slide Object | Egquation Symbo Video Audio
i Art . Album ~ i Box & Footer * & Time Mumber . x i
Tables Images INustrations Links Text Symbols Media

Design: page setup, slide orientation, themes, and backgrounds

.5
Home Insert Design Transitions Animations Slide Show Review View Add-Ins &y
3 n Colors = @_‘j
v Ao Background Styles =
D IE Aa Aa ﬁlﬁl Aa Aa | |Aa +| [A] Fonts -
Page Slide EEEEEE ] mEEEEE EEEEEn [LLT T _ I:‘ Hide Background Graphics
Setup Orientation = - @ Effects -
Page Setup Themes Eackground [P

Transitions: Customize the slide transitions

Home Insert Design Transitions Animations Slide Show Review View Add-Ins aﬁ
= T - -_ — ey EEL Sound:  [No Sound] *  Advance Slide
=] = - < = [ o & | . : _
T 7 IR x 8 Duration: 02.00 = On Mouse Click
Cut Fade Push Wipe Split Reveal Random Ears Shape Uncover | ;jﬁppl)'TO 2 |:| After: 00:0000 *
Praview Transition to This Slide Timing

Animations: Customize the way text/pictures enter and/or leave the slide
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__

)

View Add-Ins

Review

Slide Show

Animations

Transitions

Home Insert Design

<t ’-L::!‘_% 55‘.5 Animation Pane I Start - Reorder Animation
L y s :
= \ A \ . 4 L Duration = & Move Earlier
Preview Eade Flaatin A Pt
- o e S B "l EN an ~ P Animation Painter 2 Delay 3 ¥ Move Later
Preview Animation Advanced Animation Timing
Slide Show:
File Home Insert Design Transitions Animations Slide Show | Review View Add-Ins ﬁﬁ
@1 [ | 'FE' ,—.“\j 'i_i'b_ ' F"b Play Marrations [l Resolution:  Use Current Resolution  ~
= l | p ICE [ S N
=, =D — l_— I o Use Timings =t Show On T
From From Broadcast  Custom Set Up Hide Rehearse Record Slide ; -
Beginning Current Slide  Slide Show Slide Show = | Slide Show Slide  Timings  Show = Show Media Controls | [T] Use Presenter View
Start Slide Show Set Up Monitars

Review: spell check, thesaurus, comments, and presentation protection

Home Insert Design Transitions Animations Slide Show Review | View Add-Ins aﬁ
7 =T=h - = 5 s R = N
Y IPIE R IEY
Spelling Research Thesaurus | Translate Language MNew Edit Delete Previous MNext Compare Ac
T : g Comment Comment
Proofing Language Comments Compare

View: views of the presentation, zoom, macros, and switch windows icon to switch between open presentations

Home Insert Design Transitions Animations Slide Show Review View Add-Ins ﬁﬁ
;Tg|:| ) | [ Ruter (5] ‘J::l‘ !- Cofor| -_JEl = Arrange Al %
g H | .-] | s 7
o |:| Gridlines _& E Grayscale g e %Cascade
‘Nurmal slide Motes Reading | 5lide Handout MNotes . Zoom  Fitto . Mew : Switch Macros
Sorter Page  View | Master Master Master [T Guides Window |l Black and White | \yingow 52 Move Split  windows ~
Presentation Views Master Views Show w Zaom Colorf/Grayscale Window Macras

Add-Ins:
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Animations slide show Review View Add-Ins
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