Microsoft PowerPoint Notes

Microsoft PowerPoint &=11 8ldr 3?

Microsoft PowerPoint 3@ Presentation Software &l s3It 3u=iiel Slides Tetrepe fepetl
faaer ool HAststiet, RIRTel AT g=dd beel b [o1e [t SirAr 81

218 Microsoft Office o1 Bt &1
PowerPoint {vaa daen?
PowerPoint @l Iax 78 Robert Gaskins 37 Dennis Austin o1 se=r o1l

g 3 s Microsoft &aeil a1 1987 st I o= 37 aa & 18 Microsoft Office oot o1l a1
eIl

1. Home Tab
6 JeA AP IU=ANT 8l aleAl el B |
e Pl
« New Slide Stigat
e Layout dqcTell
» Font @t (Bold, Italic, Underline)
« Font Size 3l Color sgctat
» Paragraph Alignment
« Copy, Cut, Paste
e Shapes a6l

Shortcut Key: Alt + H




2. Insert Tab
&S TSt Slide st SSa @ fetg SU=iel 8l B
o=l PRI
 Picture Stigat
» Table FalleTt
o Chart Sotlett
e SmartArt SISl
e Text Box SliSall
« Header 31® Footer #altett
Shortcut Key: Alt + N
3. Design Tab
Slide @t [E3se st & gl
o2 PRI
e Theme dcctat
« Background Style acctett
« Slide Size J¢ &1l
Shortcut Key: Alt + G
4. Animations Tab
Slide @& Text =11 Object a3 Animation &fallet o 1Tl
ol PRI

e Animation Effect ¢TIttt

« Animation Timing ¥¢ @vell

e Custom Animation @va1t
Shortcut Key: Alt + A




5. Slide Show Tab
Presentation =ctrel @ fe1gl
ol PRI

e From Beginning (F5)

e From Current Slide

« Set Up Slide Show
Shortcut Key: Alt + S




6. Review Tab

STATA=IT Pl gelvat 3R et o feral

ol PRI

» Spelling Check

« Comment Siigat

» Language / Translate
Shortcut Key: Alt + R
7. View Tab
Slide @t View daciat @ feral
e CaH

* Normal View

» Slide Sorter View

* Notes Page

e Zoom

Shortcut Key: Alt + W




