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First Class:

System Requirement to Run Microsoft Power Point

Hardware Requirement:

· 100% IBM or IBM Compatible Computer or Higher Computer

· At Least 486 Processor
· At Least 165 MB Hard disk Free Space
· At Least 16 MB Ram
· VGA or AGP Card
· One Color Monitor
· One Mouse
· One Keyboard
· Sound Card
· Sound Box
· Printer (Optional)
Software Requirement:

· Windows 95 or 98 or 2000 or ME or XP
· Office XP-2002. (version--10.2)

To Run Power Point:
Click Start Menu

Point to Programs

Click Microsoft Power Point.
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After run Power Point we will get this layout window. To write on the Slide we have to click into ‘Click to add title’ text box. Then type text.
To Save Presentation:
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After Create Presentation

Click File Menu

Click Save

Select Location from ‘Save in’ box

Type File Name into ‘File name’ box

Click Save.
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To Save As Presentation:

After Create Presentation

Click File Menu

Click Save

Select Location from ‘Save in’ box

Type File Name into ‘File name’ box

Click Save.
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To Save as Web page:

Click File menu

Click Save as Web page…

Select Location from ‘Save in’ box

Type File Name into ‘File name’ box

Click Save.
To Open New Presentation/Document:

Click File Menu

Click New

Click ‘Blank Presentation’ from Task Pane.
To Open an Existing File:

Click File menu

Click Open

Select Location from ‘Look in’ box

Select a Presentation/File

Click Open.
To Close a Presentation:

Click File menu

Click Close.
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To Print Preview:

After Open or Create a Presentation

Click File menu

Click Print preview.
Second Class:
To Create Presentation ‘Title Slide’:
Click File 
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Click New 

Click Blank Presentation (from Task Pane)

Then Select or Click ‘Title Slide Layout’ (from Task Pane)
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Type Title or Sub Title

Click File
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Click Save

Type File name

Click Save.
To Create Presentation ‘Title and Text’:

Click File 
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Click New 

Click Blank Presentation (from Task Pane)

Then Select or Click ‘Title & Text Layout’ (from Task Pane)

Type Title & Bullets List

Click File

Click Save

Type File name
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Click Save.
To Create Presentation ‘Title and 2-Culumn Text’:

Click File 

Click New 

Click Blank Presentation (from Task Pane)

Then Select or Click ‘Title & 2-Columns Text Layout’ (from Task Pane)

Type Title & Two Columns Text 

Click File

Click Save

Type File name

Click Save.
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To Create Presentation ‘Title and 2-Content’:

Click File 

Click New 

Click Blank Presentation (from Task Pane)

Then Select or Click ‘Title & Content Layout’ (from Task Pane)

Type Title & Two Columns Text 

Click File

Click Save

Type File name

Click Save.
To Cut ‘Text or Object’:

Select Text or Object
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Click Edit menu

Click Cut


Or

Select Text or Object

Right Click on the Text or Object

Click Cut.
To Copy ‘Text or Object’:

Select Text or Object

Click Edit menu

Click Copy

Or

Select Text or Object

Right Click on the Text or Object

Click Copy.
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To Past Special:

After Cut or Copy, Text or Object

Set Cursor or Set Position

Click Edit menu

Click Past Special

Select Option as your Choice (As: Picture)

Click Ok.
Undo:
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This command use for reverses the last command or delete the last entry you typed. The command name changes to Can’t Undo if you can’t reverse the last action.
To Undo:
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Click Edit menu

Click Undo.
[To reverse more than one action at a time, click the arrow next the Undo button (Standard toolbar) and then click the actions you want to undo.]

Redo:

[image: image26.png]&) g
D&
smsen

Outine

1

Edt

Slides.

wnion e
o
A~

Vew Insert Format Took SideShow

] ESRY [

B UGS

-1 -

x

Replace Font

Replace:

it

rial Unicode M5 =~

Click to add notes

ra @ -0
A | @esin (Snewside

Replace

Close.

auoshepes~ \ W (1O B 4l 2 [@ d-L-A-SERBRET,

Side 2.0f 2 Default Design

Engish (US.)

i
‘E
(=

ERe e

kL'

=i Slide Layout v x
Aoy slde ayout

Text Layouts

Content Layouts

Text and Content Layouts

Jeor el

¥ Shaw when inerting new sices




When you use the Undo command to reverse an action the Repeat command changes to Redo. The Redo command reverses the action of the Undo command.
To Redo:
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Click Edit menu

Click Redo.
[To repeat more than one action at a time, click the arrow next the Redo button (Standard toolbar) and then click the actions you want to undo.]
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To Normal view:

Click View menu
Click Normal.
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To Slide Sorter view:
Click View menu

Click Slide Sorter.
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To Slide Show:
Click View menu

Click Slide Show.
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To Notes Page view:

Click View menu

Click Notes Page

Click ‘Click to add text’

Then Type Text/Note for your Slide.
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Third Class:
Slide Master:
Click View menu

Point to Master

Click Slide Master.
[image: image33.png]1| el = 21 el I

to animation Er

[ Microsoft PowerPoint - [Presentation1]
&) Fie Edt Vew Inset Fomat Iods SideShow Window Help

DEEERE SRY L BB | o-c- [ WOMR|F 4l e
aral -8 -/BZU S A - [ oesi

Shdes

4 CustomAnimation v X

v change | [%s Remove
Modify: Bounce

B
starts B on clck -
roperty: Speed

| fedun |+
1B ek 1 s

Th Feias

[#] Re-order [

> iy | [Esicesron

|

Click to add notes ]
¥ Autoprevien
&

se@n.

Default Design Engish (U1.5.) ox

1]
autoshapes -\ % 1 O E 41
Side 1of 1




Notes Master:

Click View menu

Point to Master

Click Notes Master.
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Color:
Click View menu

Point to Color/Grayscale

Click Color.
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Grayscale:

Click View menu
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Point to Color/Grayscale

Click Grayscale
Then Click ‘Setting’ from ‘Grayscale View’ Toolbar
Click any option as your Choice.
[image: image38.png][ Microsoft PowerPoint - [Presentation1]

B Fle Edt Vew Insert Fomat Iook SideShow Window Help
DEEHRE GRY {B@Y - - [WOMBE| = 4 W e
avel -8 -BZUS A5 A | Boess

4 CustomAnimation v X

v change | [%s Remove

Modify: Bounce

Property: Speed:

| edum
ory Siom

B e 5w

AT
oory past

[#] Re-order [

> iy | [Esicesron

¥ Autoprevien

L 1]

Autoshapes = N\ 1O se@n.
Slde 1 of 1 Default Design Englsh (U.5.) ox





Pure Black and White:

Click View menu

Point to Color/Grayscale

Click Pure Black and White

Then Click ‘Setting’ from ‘Grayscale View’ Toolbar

Click any option as your Choice.
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To Show/Hide Task Pane:

Click View menu

Click Task Pane.
To Show/Hide Standard toolbar:


To Show/Hide Formatting toolbar:
Click View menu




Click View menu
Point Toolbars





Point Toolbars
Click Standard
.




Click Formatting.
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To Show/Hide Ruler:
Click View menu

Click Ruler.
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To Show/Hide Grids and Guides:

Click View menu
Click Grid and Guides

Click ‘Display grid on screen’ check box for grid

Click ‘Display drawing guides on screen’ check box for guide
Click Ok.
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To Header and Footer:
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Click View menu

Click Header and Footer

Click Footer check box

Then Type Text into Footer text box

Click Ok.  
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To Zoom:

Click View menu

Click Zoom

Then Change your Choice

Click Ok.
To Reset Zoom:

Click View menu

Click Zoom

Click ‘Fit’

Click Ok.
Fourth Class:
To Insert New Slide:

Click Insert menu

Click New Slide.
[image: image47.wmf]To Duplicate Slide:

Select Slide
Click Insert menu

Click Duplicate Slide.
To Set Date and Time:

Click Insert menu
Click Date & Time

Click Date & Time ‘Check box’
Click Update Automatically ‘Radio button’
Then Click Update Automatically ‘drop down arrow’ and Select any Date or Time Format 

Click Apply for Current Slide or Click Apply to All for All Slide.
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To Set Fixed Date and Time:

Click Insert menu
Click Date & Time

Click Date & Time ‘Check box’
Click Fixed ‘Radio button’
Then Type Date and Time into ‘Fixed: box’

Click Apply for Current Slide or Click Apply to All for All Slide.
To Set Slide Number:
Click Insert menu

Click Slide Number

Click Slide Number ‘Check box’

Click Apply for Current Slide or Click Apply to All for All Slide.


To Insert Symbol:

Set Cursor

Click Insert menu

Click Symbol

Select a Symbol
[To get more Symbols -
Click Font: drop down arrow

Select any Font]
Click Insert 

Click Close

To Insert Comment:
Select Text

Click Insert menu

Click Comment

Then Type your Comment

Click Outside of Comment Area.
Slides from File:

Click Insert menu

Click Slides from Files…

Click Browse

Select Location

Select File

Click Open

Click on the ‘Keep source formatting’ check box

Select Slide

Click Insert

Click Close

Slides from Outline:

Click Insert menu

Click Slides from Outline…

Select Location

Select File

Click Open.
To Insert ClipArt:

Click Insert menu
Point to Picture

Click Clipart  

Click Clip Organizer...... (From Task Pane)

Click (+) of Office Collections

Click any Collections folder (Academic, Agriculture) 
Point to any Picture

Click Picture ‘Drop down arrow’
Click Copy

Click Close Button

Click Yes

Set Cursor your Choice

Click Edit

Click Paste.

To Insert Picture from File:

Click Insert menu

Point to Picture

Click From File

Select Location

Select Picture

Click Open.
To Insert WordArt:
Click Insert menu

Point to Picture

Click WordArt

Select any WordArt

Click Ok.
Type your Text

Click Ok.
To Format WordArt:
At First Insert WordArt

Click Right button on the WordArt

Click Format WordArt

Then Change your Choice (Color, Line & Other Options)
Click Ok.

To Edit WordArt:

At First Insert WordArt

Then Select WordArt 

Then Edit your Word from WordArt Toolbar.
Fifth Class:
To Insert Text box:

Click Insert menu

Click Text box

Click on the Slide

Then Type your Text.
To Insert Movie from Clip Organizer:

Click Insert menu

Point to Movies and Sounds

Click Movie from Clip Organizer…

Click a Clip from Task Pane.
To Insert Movie from File: 
Click Insert menu

Point to Movies and Sounds

Click Movies from File

Select Location

Select a Movie File

Click Ok.
Click Yes / No (After read massage).
To Insert Sound from File:



To Insert Sound from Clip Organizer:
Click Insert menu




Click Insert menu
Point to Movies and Sounds



Point to Movies and Sound
Click Sound from File




Click Sound from Clip Organizer…
Select Location




Click on a Sound from Task Pane
Select a Sound File




Click Yes / No (After read massage).
Click Ok.
Click Yes/ No (After read massage).
To Insert Object:

Click Insert menu

Click Object

Select an Option from Object type: box (As-Bitmap Image, Adobe Photoshop Image)
Click Ok.
Then Draw your Object into Drawing Area
After End Drawing Click Outside of Drawing Area

To External Hyperlink

Select Text

Click Insert menu

Click Hyperlink

Select Location from Look in: box
Select File

Click Ok.


To Internal Hyperlink:

Select Text

Click Insert menu

Click Hyperlink

Click Bookmark

Select any Titles or Slide 

Click Ok.
Click Ok.
To Remove Hyperlink:

Select Hyperlink Text

Click Insert menu

Click Hyperlink

Click Remove Link.
To Set Slide Layout:

Select Slide

Click Format menu

Click Side Layout

Then Select a Layout from Task Pane

Or

Point to any Layout from Task Pane
Click Layout’s ‘drop down arrow’

Click ‘Apply to Selected Slides’.
To Set Same Design for all Slides:

Click Format menu

Click Slide Design…

Then Select/Click any Design from Task Pane.

To Set Different Design for a Slide:

Select Slide

Click Format menu

Click Slide Design…

Point to any Design

Click Design ‘drop down arrow’

Click ‘Apply to Selected Slides’.

Sixth Class:
To Set (Font; Font Style, Size, Color; Effects)
Type Text

Select Text

Click Format menu

Click Font

Then Change your Choice
(To Change Font – Select any Font

 To Change Style – Select any Style

 To Change Size – Select any Size

 To Change Color – Select any Color

 To Change Effects – Select any Effect)
Click Ok. 

To Replace Fonts:
Click Format menu

Click Replace Fonts…

Click With: drop down arrow 
Select any Font

Click Replace.
To Set Bullets and Numbers:
Set Cursor

Click Format menu

Click Bullets and Numbering…

Click Bulleted Tab (if you want Bullet)

Click Numbered Tab (if you want Number)

Select any One

Click Ok.
To Get More Bullets:

Set Cursor into Text box or Select Text

Click Format menu

Click Bullets and Numbering

Click Picture (if you want Picture Bullet)
Click Customize (if you want Symbol Bullet)

Select a Bullet

Click Ok.
To Set Alignment:
Select Text

Click Format menu

Point to Alignment

Select any One (Align Left, Center, Align Left, Justify).
To Change Line Spacing:

Select Text

Click Format Menu

Click Line Spacing

Then Change Options

Click Preview

If it is likeable

Click Ok.
To Case Change:

Type Two or More Line

Select Text

Click Format menu

Click Change Case

Select any One (As-Sentence case, UPPERCASE)
Click Ok. 

To Set/Change Background Color of Slide:

Click Format menu

Click Background
Click Background fill: drop down arrow

Select any Color

Click Apply for Selected Slide/

Click Apply to All for All Slide.
To Get More Background Colors:

Click Format menu

Click Background

Click Background fill: drop down arrow

Click More Colors…

Select any Color

Click Ok.
Click Apply for Selected Slide/

Click Apply to All for All Slide.
To Set Fill Effects:

Click Format menu

Click Background

Click Background fill: drop down arrow

Click Fill Effects…

Then Change Options

Click Ok.
Click Apply for Selected Slide/

Click Apply to All for All Slide.
To Animation Schemes:
Select Slide

Click Slide Show menu

Click Animation Schemes…

Select an Animation from Task Pane

Click ‘Apply to All Slides’ for Same Animation to Other Slide

Click Slide Show menu

Click View Show.
To Deselect Animation Schemes:

Select Animation Slide

Click Slide Show menu

Click Animation Schemes…

Select No Animation from Task Pane

Click ‘Apply to All Slides’ for No Animation to Other Slide.
Custom Animation
By Custom Animation we can add or changes animation effects on the current slide. There are four types of animation effects.

· Entrance: If we want to make the presentation where the text or object will enter the slid show presentation with an effect then we have to use Entrance.

· Emphasis: If we want to add an effect to text or an effect that is on the slide then we have to use Emphasis.

· Exit: If we want to add an effect to text or an object that will leave from the slide then we have to use Exit.
· Motion Paths: If we want to add an effect to text or an object that will be moved in a specified pattern then we have to use Motion Paths.

To Entrance:
Select Text or Object
Click Slide Show menu

Click Custom Animation

Click Add Effect from Task Pane

Point to Entrance

Click an Effect or Click More Effects…
Click Preview Effect Check box

Click an Effect

(Look the animation on the slide. If it is likeable)
Click Ok.
To Emphasis:

Select Text or Object

Click Slide Show menu

Click Custom Animation

Click Add Effect from Task Pane

Point to Emphasis

Click an Effect or Click More Effects
Click an Effect

(Look the animation on the slide. If it is likeable)

Click Ok.
To Exit:

Select Text or Object

Click Slide Show menu

Click Custom Animation

Click Add Effect from Task Pane

Point to Exit

Click an Effect or Click More Effects

Click an Effect

(Look the animation on the slide. If it is likeable)

Click Ok.
To Motion Paths:

Select Text or Object

Click Slide Show menu

Click Custom Animation

Click Add Effect from Task Pane

Point to Motion Paths

Click an Effect or Click More Motion Paths

Click an Effect

(Look the animation on the slide. If it is likeable)

Click Ok.
To Remove an Effect:

Select the Effect from Task Pane

Click Remove.
To Change Speed of an Effect:
Select the Effect from Task Pane

Click Speed: drop down arrow

Select any One.
Seventh Class:
To Apply Transaction:

Select Slide

Click Slide Show menu

Click Slide Transaction

Select a Transaction from Task Pane.
Modify Transaction:

To Change Speed: 

After Apply Transaction

Click Speed: drop down arrow

Then Click/Select any One.
To Apply Sound:

Click Sound: drop down arrow

Select any Sound.
Advance Slide:

On mouse click: If you want to presentation the slides
        by click then you have to check on ‘On mouse
        click: check box’.

Automatically after: If you want to presentation the slides

        automatically then you have to check on ‘Automatically

        after: check box’ and check off ‘On mouse click: check box’

        for all slide. Like this - 
· If we want to change our animation time then we have to change time. Like this - 


Set Up Show:

To Set Up Show:

Click Slide Show menu

Click Set Up Show

· Think we have 25 slides but we want to show 5-15 slides in our presentation then we have to select ‘From’. Type From: 5 To: 15
· If we want to presentation our slides continuously then we have to click ‘Loop continuously until ‘Esc’: check box’

· If we want to show our slides without narration then we have to click ‘Show without narration: check box’

· If we want to show our slides without animation the we have to click ‘Show without animation: check box’

Click Ok.
Eighth Class:
Action Button: In Microsoft PowerPoint, action button is a connection from a slide to another slide. An action button is a ready-made button that you can insert into your presentation and define hyperlinks for.

To Set Action Button:
At first Create 5 or more Slide

Select 1st Slide 

Click Slide Show menu

Point to Action Buttons

Select Action Button: Forward or Next

Then Draw a Next Button on the Slide

After Draw Button you will get this Action Settings: Dialog box
Click Ok

Select 2nd Slide

Click Slide Show menu

Point to Action Buttons

Select Action Button: Forward or Next

Then Draw a Next Button on the Slide

Click Ok

Again Click Slide Show menu

Point to Action Buttons

Select Action Button: Back or Previous

Then Draw a Back Button on the Slide



Click Ok
Then Apply Same Process (Like 2nd Slide) for 3rd Slide & 4th Slide. On Fifth Slide Draw Action Button: Back or Previous.
Click Slide Show menu

Click View Show

Then Click on Button

Spelling: When we write sometimes we write wrong word or write correct word which is wrong (as – Mymensingh) because in computer dictionary the word is absent. If we watch red underline under the word then we will understand WORD is wrong. Now if we want to correct wrong word then we have to use ‘Spelling’ option.
To Check Spelling:
At First Type Wrong Word 
(Type these wrong words in your document – I liv in Mymensingh. I am a memer of BCL. BCL is a Comuter and Engish Langage teacing ceter where I lern Coputer and Enlish Laguag.)   

Click Tools menu

Click Spelling…

Now we have to change wrong word or sentence by ‘Spelling: dialog box’
Now change Spelling by ‘Spelling: dialog box’. To correct ‘liv’ click ‘Change’ button because correct word ‘live’ is selected in ‘Suggestion: box’, click ‘Ignore’ or ‘Ignore All’ for Mymensingh, click ‘Change’ for memer, click ‘Ignore’ or ‘Ignore All’ for BCL, to change ‘Comuter’ select Computer from ‘Suggestion: box’ because Computer is not selected then click ‘Change’ button, click ‘Change’ button for Engish, click ‘Change’ for Langage. By the same way correct other wrong words.
Ignore: To avoid wrong word we use ‘Ignore’. That means if we don’t like to change wrong word which is correct (Mymensingh) then we have to apply ‘Ignore’ command.  
Ignore All: If we apply ‘Ignore’ for wrong word and again if we write same word in our document then compute again will identify the word as wrong but if we want the word will never show as wrong then we have to apply ‘Ignore All’ command.

Change: If we want change/correct wrong word which has in ‘Suggestion: box’ then we have to apply ‘Change’ command.

Change All: If we want change / correct more than one same wrong word then we have to apply ‘Change All’ command.

Add: If we want to add a word which is not in dictionary then we have to apply change ‘Add’ command.

Suggest: If we want suggestion for wrong word then we have to apply ‘Suggest’ command.
Ninth Class:
To Compare and Merge Presentation:

Click Tools Menu
Click Compare and Merge Presentations…

Select a Presentation

Click Merge

Continue

Then Click There
(Slides will be Expand)

Click There

(All Slides will be added with your current Presentation)
or

Select a Slide from There

(One Slide will be added with your Current Slide)

To Auto Correct Option:
Click Tools Menu

Click AutoCorrect Options…

Type Wrong Word into ‘Replace: box’

Type Right word into ‘With: box’ 
Click Add

Click Ok

Then Type Comuter and Press Enter or Space bar.

To Set Option:

Click Tools Menu

Click Options…

Then Change Options as you Choice
Click Ok

To Save a Presentation with ‘PowerPoint Show’:

Click File Menu

Click Save or Save as

Select Location from ‘Save in’ box

Type File Name into ‘File name’ box

Select ‘PowerPoint Show’ from ‘Save as type: box’

Click Save.

To Pack and Go:

Click File Menu

Click Pack and Go

Click Next

Select ‘Active presentation’ or ‘Other presentation(s):’

Click Next

Select ‘A:\drive’ or ‘Choose destination:’

Select ‘Choose destination’
Select Folder

Click Select

Click Next

Select ‘Include linked file’

Click Next

Click Next

Click Finish

To Setup Printer:
Click Start Menu
Point to Settings

Click Printers and Faxes
Click Add a printer from Task Pane

Click Next

Select ‘Local printer attached to this computer

Click Next

Click Next

Click Next

Select a Printer from ‘Manufacture’ list

Select Printer Model from ‘Printers’ list

Click Next
Click Next

Select Yes

Click Next

Select No

Click Next

Click Finish
Tenth Class:

To Print a Presentation:

Click File Menu

Click Print

To Print all Slides 

Select ‘All’

Click Ok

To Print Current Slide
Select Current Slide

Click Ok

To Print Slides

Select Slides

Type Slide Number into ‘Slides: box’

Click Ok

To Arrange All:
Click Window Menu

Click Arrange All

To Cascade:

Click Window Menu

Click Cascade  
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Save as: Saves the active file with a different file name, location or file format. We can also use this command to save a file with a password or to protect a file so that others cannot change its contents.








Save: Saves the active files with its current file name, location and file format.





Save as Web page: Saves the file in HTML format (a Web page) so that it can be viewed in a web browser and sets other options such as the Web page title and location where the file will be saved





Print preview: Shows how a file will look when we print it.





To Get Slide Layout:


Click Format menu


Click Slide Layout…





There are 4 types of Slide Layouts. Total Layout is 27.


Text Layouts (4)


Content Layouts (7)


Text and Content Layouts (7)


Other Layouts (9)





To Past ‘Text or Object’:


After Cut or Copy, Text or Object


Set Cursor or Set Position


Click Edit menu


Click Past


	Or


After Cut or Copy, Text or Object


Set Cursor or Set Position


Right Click on the Text or Object


Click Copy








Normal view: Switches to Normal view, where you can work on one slide at a time or organize the structure of all slides in your presentation.  





Slide Sorter view: Displays miniature versions of all slides in a presentation complete with text and graphics. In Slide Sorter view we can reorder slides, add transitions and animation effects and set the timings for electronic slide shows.





Slide Show: Runs your slide show beginning with the current slide if you’re in slide view or the selected slide if you’re in Slide Sorter view.





Notes Page: Displays the notes page for the selected slide where you can create speaker notes for the slide.





Slide Master: Displays the Slide Master where we can set the default layout and formatting for all the slides except title slides (which are controlled by the title master). For example, switch to Slide Master View to set the default font or to an illustration (such as your company logo) that you want to appear on each slide. Don’t add text in Slide Master View, switch back to normal view to add text. 





Notes Master: Displays the Notes Master on which you can modify the layout and formatting of your Notes Page.





Color: Color option shows the presentation in color





Grayscale: Grayscale option shows the presentation in black & white color. The appearances of objects on your slide depend on the options you select on the Grayscale View shortcut menu under setting.





Pure Black and White: Pure Black and White option shows most objects in the presentation in either black or white color. The appearances of objects on your slide depend on the options you select on the Grayscale View shortcut menu under setting.





Task Pane: Displays the Task Pane an area where you can create new files, search for information, view the contents of the clipboard and perform other tasks.





Ruler: Displays or hides the horizontal ruler which you can use to position objects, change paragraph indents, page margins and other spacing setting.





Grid: Sets the snap-to-grid options that you can use to easily align drawing objects





Header and Footer: Add or changes the text that appears at the top and bottom of every page or slide





Zoom: Zoom option controls how large or small the current file appears on the screen





Duplicate Slide: Inserts a copy of the current slide after the current slide.





Slides from File: Inserts slides from another presentation into the current presentation.





To insert all slide


Click Insert All





To Get WordArt Toolbar:


    [If Toolbar is Hidden]


Click View menu


Point to Toolbars


Click WordArt 





Text box: Text box help you to arrange text any where on the slide and add text to graphics.





Hyperlink: Colored and underlined text or a graphic that you click to go to a file a location in a file, an HTML page on the World Wide Web or an HTML page on an Intranet. Hyperlinks can also go to newsgroups and to Gopher, Telnet and FTP sites. 





Slide Layout: Changes the layout of the selected slide or reapplies the current master styles to the placeholder if you’ve modified their attributes. This command does affect objects and text outside the placeholders.





Slide Design: Displays the Slide Design task pane where you can select Design Templates, Color Schemes and Animation Schemes.





5 Slides





Option: Modifies settings for Microsoft Office programs such as screen appearance, printing, editing, spelling, and other options.








Arrange: Displays all open files in separate windows on the screen. The Arrange command makes it easier to drag between files.








Cascade: Rearranges all open windows, so that they overlap in a cascade. The title bar and a portion of each window are visible.














