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Microsoft Office Button has replaced the file button that was in older version®ofverPoint The
Microsoft Office Btton still allows you tareate new documents, open existing documents, primtumentsand a few
new options.
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j Mew > [ Creates a newowerPointPresentation ]
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7/ Open > [ Open an existin@owerPoint Presentation ]
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See next page]

Save A if you want to change theresentatiorfrom
Save &3 >

Office 07 format (.pptx) to Office 03 Format (.bpt
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! Jl|| S . . [ Prints currentPowerPointPresentation
5,3f| Prepare F » | Allows you to run compatibility checker
| [ N . \
a‘é Send ’ » | If you haveMicrosoft Outlook setup you
can send the currerfPowerPoinffile as
7 publish » Kan attachment )
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j Close > [ Closes currerPowerPoimPresentation]
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SavingWhen saving ®resentationclick then Microsoft Office Button then select save or save as
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There are two ways to change the PowerPoint Presentation so it can be opened in PowerPoint 2003

—— | >ave INe presentation In tne aeTaurt Tiie
farmat.

1
File: narme: IPresentationl pptx

55 1y PowerPoint show
— | save as a presentation that always opens in
Slide Show view.

Save a5 Bype (powerPoint Presentation (*,ppts)

PowerPoink Presentation (*,pptx)
bled Presentation (*
o= * 3

@ PowerPoint 97-2003 Presentation
| Savea copy of the presentation that is fully |
compatible with PowerPoint 97-2003.

\Eakion O
ink: Jpokx) Q Publish a capy of the presentation as a PDF
PowerPoint Macra-Enabled Template (*.potr) or XPS file.
PowerPoink 97-2003 Template (*.pot) @ Prepare » Other Formats

Open the Save As dialog box to select from

Prepare:lf you are going to be saving the documentd®owerPoin2003 document run Compatibility Checker before
saving the document. Not all featuresRdwerPoin2007 were available fdPowerPoin2003, Compatibility Checker
shows you what was available and what was not availabRoimerPoin2003.

j New Prepare the document for distribution
iﬂ Properties Microsoft Office PowerPoint Compatibility Checker 2|
~ =) View and edit presentation properties,
4 Open such as Title, Author, and Keywords. The following features in this presentation are not supported by earlier
~ & versions of PowerPaint. These features may be lost or degraded when you
£ Inspect Document _ save this presentation in an earlier flle format,
4 Save |5/ Check the presentation for hidden Summary b cFren s
i = metadata or personal information.
= The SmartArt graphic and any text in it cannot be edited when using 1 d
=] (] 7) Encrypt Document earlier versions of PowerPoint. (Slide 1) Hel
: SaveAs .__'iB Increase the security of the presentation by =

adding encryption.

B Restrict Permission

_° Grant people access while restricting their
ability to edit, copy, and print.

ﬁ Prepare » N  Add a Digital Signature

9 Ensure the integrity of the presentation by j
adding an invisible digital signature.

¥ Check compatibility when saving in PowerPoint 37-2003 formats.

& Mark as Final .
Let readers know the presentation is final

and make it read-only.

@ Run Compatibility Checker
- S Check for features not supported by earlier
J Close versions of PowerPoint.
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*) PowerPoint Ontions | | X Exit PowsrPo
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Home contains formatting and editing icons
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/ Home Insert Design Animations Slide Show Review View
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Insert objects into the file, such as pictures, charts, header/footer, and movie/sound
J/ Home Insert Design Animations Slide Show Review View
S, Y » 2 4 = (o0 \@
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rable Picture Clip Photo Shapes SmartArt Chart Hyperlink Actior Text Header WordArt Date Slide Symbol Object Movie Sound

v At Album~ ~ Box & Footer Y & Time Number ' Y

Design page setup, slide orientation, themes, and backgrounds
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/ Home Insert Design Animations Slide Show Review View

y r n Colors ~ I Back =
P ground Styles
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Slide sEmEms |menmen | [(eweess = Effects ~ Hide Background Graphics
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Animations:slide transition
) _ _ .
- Home Insert Design Animations Slide Show Review View

gk Transition Sound: [No Sound] v | Advance Slide
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- ii,]_ Transition Speed: Fast ¥ | ¥ On Mouse Click
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oy Custom Animation ~ i3l Apply To All Automatically After: 00:00

Slide Showset up slide show

Home Insert Design Animations Slide Show Review View

> = L 9 Record Narration @l| Resolution: Use Current Resolution ~
D & e =0 x |

(57 Rehearse Timings
From Custom Set Up Hide X :
ginning Current Slide | Slide Show ~ | Slide Show Slide V' Use Rehearsed Timings Use Presenter View

Review spell check, thesaurus, comments, grésentationprotection

View: views of thepresentation zoom, macros, and switch windows icon to switch between gperentations
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