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Features in Microsoft PowerPoint 2007 J
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Create a presentation using blank slides G
(Blank Slides o3 s2aX[gs) presentation ;os 0§o3:[gc:)

Create a Presentation using Design Templates 9

(Design Templates o3 s2a3:[gq) presentation oods 0§o3:([gc:)

Normal View (0e§[gEoc:) 6
Slide Sorter View (Slide gp: s205c305[gEagcs) )
Slide Show View (Slide gpza3 [goooopdgagés) 9
Insert Text from Word File (Word file o Text gp:c3copdfgés) o
Save a Presentation (Presentation co6s03 o3&:g¢&) e
Protect the Presentation 00
(Presentation co6503 Protect [good[gés)

Close Presentation (Presentation c>6203 305[g¢:) o
Exit Microsoft PowerPoint o |

(Microsoft PowerPoint ecgod(gés)



Microsoft PowerPoint 2007 3

9§:( )

oGl Adding Text (Text gpzod ooéog&@&)
oa Using Font Sizei Stylel Alignment
(Font: Sizer Styler Alignment gp:a3 s205:(g[5¢:)
oG Inserta New Slide and Duplicate Slides
(Slide s20061 Duplicate Slide gpzcopdopcs(gcs)
ooi Change Slides Order (Slide gpzc3 e qpe[go&cd[gés)
ooi Delete a Slide (Slide o>6253005[g¢:)
opi  Hidea Slide and Show a Hidden Slide
(Slide o%eqpogoo’):[_gjgm eqpogooozsooo Slide O%G(DT@E:)
Jon  Format Background of Slide Pane
(Slide Pane 088 e@oo%éc?éoao%?ogeo:@&)
Jon Add Themes of Slide pane ( Slide pane o3¢ Themes cop3(gcs)
JJi Add Color of Themes (Themes color copdeoz(gés)
Jon Select Font of Themes (Themes oocbigpzod egpajodgcs)
&

Jgi Select Effects of Themes (Themes Effects egzgjcdeos

)
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Jou Create Table (Table o§o3(g¢:)
J6i Insert Table (Table coponés(gés)
Jon DrawaTable (Table esg=3(gc:)
Jon Insert Excel Spreadsheet (Excel Spreadsheet copyaa&s(g¢:)
Jer Insert Picture (Ogpscopdocs(gés)

pon  Edit Picture Brightaness (bgp:a? sacoisacent[gézo(gcs)
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Edit Picture Styles (dgp:ad dd[gEaoeo(gés
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Add Picture Shape (oep203 Shape copeos(gcs)
Add Picture Border Colors (cgep:o? Gwocs'aeepcc:ooéeo:@é:)
Add Picture Effect (CLJQJ'J:O% Effect ooéeo:[%cc::)

%953(g)
Create a Photo Album (65050 Album o6 0§03:[gE:)
Using Hyperlink (Hyperlink s203:(gg&:)
Using Action (Action s2aX[gg¢:)
Insert Text Box (Text box copyazés(gcs)
Rotate the Text Box (Text box o3 copd[gés)
Using Header and Footer (Header s¢ Footer soo3[gg¢:)
Create aWordArt Text (WordArt Text coda0§:o3:(g¢:)
Fill Color a WordArt Text (WordArt o3 seeepElypdgé:)
Fill Picture a WordArt Text (WordArt o3 Picture [gp9[gc:)
Fill Gradient a WordArt Text (WordArt o3 Gradient [gp9[g¢:)
Fill Texture a WordArt Text (WordArt o3 Texture [gp9[g¢:)
Text Outline a WordArt Text (WordArt Text Outline copj(gés)
Add Text Effect a WordArt Text (WordArt o3 Effect copd(g¢:)
Add Transform Effect a WordArt Text
(WordArt o3 Transform Effect copd(gés)
Insert Symbol (Symbol depzcopd(gés)
Insert Object (Object dgpzcopd[gé:)
Insert Movies (Movies file gp:cop3(gc:)

Insert Sound (sa03¢picopdgEs)
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901 Apply aAnimation (Animation s2a%(g[3&:)
961 Apply a Custom Animation (Custom Animation s»o3:(g[g&)
a1 Using Fly In Effect (Fly In Effect s2a3[g[3¢:)

99 Using Appear Effect and Disappear Effect

(Appear s¢ Disappea Effect s2aX[g5¢:)

961 Using Motion Path Effect (Motion Path Effect s2a3[g[g¢:)
)
)

soi Using Slide Transition (Slide Transition s2a3:(ggc:

on

901 Draw Custom Path (Custom Path cqgsd =203(q3

9er  Add Transition Sound (Transition o3¢ s205c0p3(5¢:)

Gon  Select Transition Speed (Transition Speed egzgjc5(gc:)

Gor Using Advance Slide (Advance Slide s2a3[gg¢s)

61 Showing the Presentation (Presentation [goo[g&:)

Gon Showing Start the Current Slide (Current Slide oo>¢[googé:)
91 Create the Custom Slide Show (Current Slide v§o3:[gao(gc:)
G Using Setup Slide Show (Slide 8o 9203(g[goofgc:)

2295:(6)
G6i Select Text (Text gpzegeaS[ges)
Gon Turn AutoFormat Options on or off
(AutoFormat Option gp:a3203:(ggE:)
Gon  Turn AutoCorrect Options on or off
(AutoCorrect Option gpa3saad:[g[¢:)
@@ll Copy and paste text (Text gp:o3 ox[gscond[gcs)
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ool Change text size (Text gpzel size o3 e[go&:[gE:) o

oon  Make Text Bold, Italic or Underlined o
(Text ep:crcé ood?:gaoral 36008 es@ocﬁqé:@lqgg&)

o1 Change Text colors (Text gp:a3 sacepCe(go&:gcs) o

opi Change the Font (Text gp:el ooad:0d6(goEs[gE:) e

o091 Checking spelling (eoc3:e0lé:odea0:(gés) G

ol Finding Text (Text gp:ad gpeylgs) 66

ool Replacing Text (Text gp:od saon:cd(gés) 66

oo Insertan Equation (Equation gpscopyoncs(gcs) o

%3§:()

o@!  Printing in pure black and white grayscale and color be
(Slide gpza3 Printing [good[gés)

oo Set Up the Slide Size for Printing be
(Printing [govde$ ooaog 83805990393093 005605(5&:)

oo Printing Slides (Slide ¢p:a3 Priting [geod[gé:) 00

o Printing Handouts (Handout s[4 Printing [good(gc:) 0

opn  Create and Print Notes pages e
(Notes pages ¢pzod 0§o3[gésé Print [goodgés)

ogi Printing an Outline 09

(Outline gp:ad Printing [good(gc)
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Effect gpx Sound Effect gpzs¢ Timing Control gp: 386coégadloéaondlaogdi
Starting Microsoft PowerPoint 2007

( Microsoft PowerPoint 2007 o oc>éofespadfgés )

i PowerPoint 2007 o3 oeqpadq§ Start — Program — Microsoft Office
— Microsoft Office PowerPoint 2007 o3 Click cod[gés[gé PowerPoint 2007
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ol Microsoft Power Point 2007 o3¢ Commands gpzodeslgeosqs
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Drawing Edi
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Dialog box launcher LL:(C' ) Ribbon

Create a presentation using blank slides

( Blank Slides o3 s2a%[gs) presentation oo 0§c3:(gcs)

ol c§o055 Design opz seeqpleps dgp: edloéearn Blank slides ops(gé
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PowerPoint windows &1 egm0doc5o005§ @ Normal View icon sxo: Click
6l Normal View o3¢ working area o:2§aop5 Slide page $1saeol oocdondd
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Insert Text from Word File ( Word file ¢ Text gpza3cops[gés)
opi  Mocrosoft Office Word 2007 @ceq ooncon: Text document 02603
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8§E&cloopbi Word 2007 od03¢ Text document o3 §odcopd[Ge oS&:ooo:qo’]eéu
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Save a Presentation ( Presentation oooso% 088:@8:)

L

00 C ©o H C o C oC oC ocC C
oGl 28{(J-lesHevpt{=teve) Presentation eal=lep emmo’]sao?c: oae:ooo;:c%co']oa@—
o

(o)  Office Button (73 o3 Click co5cli Office Button menu edl'aon
o’]eén (cL) o—og)
w

Recent Documents

1 -
Computer =i
test

a

Manager =
sit ta mine Power Point =
PROTTPLM

I
[
o
-.
™
I~ R v = A R e

1] PowerPoint Options || X Exit PewerPaint

(5) edlomea menu ¢ Save command o3 Click codoli Save As
dialog box el awepdi (¢ 0-o)

(o) edlameon Save As dialog box ¢ Save in list box o3¢ 88
OSGS:CD’J:C\%GOJ’) Drive (o%@o?og) Folder orcé eg:sJogeo:o']u

(w) File name list box 088 eo:o%eoo') File name or% %o%ooéeo:o']n

(c) Begood Save button o3 Click coddl



Microsoft PowerPoint 2007 o0 ooooog$

Srer A [l
[P L) e Conumenm = A ¥ -
. By Bapows iy
- poumerts e il

[k Cesicrngs My b
Mg rotrm

(60-09)

Flopee gt 2000
ST DR poesprPoe] Mo £nated Preetaion

[ - e ][ et |

Protect the Presentation (Presentation o>6203 Protect [gaod[gés)

o1 8Be§oBcontean Presentation :6203 safgniaep: gcf:eqemcc: Password
eo:ej m')ogoggf [Qloeg%cc:cﬂoaéu Presentation mo%zgo% Password eo:epcgcc: Office
button o3 Click codcli 0a3&:qean:eonn Presentation [gdoloo Save command o3

o

egl:@ch)o']u :1%8:009:@:3039 Presentation ooo%zg[?go%o’]m Save As command o>
ea:chf)o']u B3l Save As dialog box edl'conepdi edl'aneonn Save As dialog
box ¢ Tools command button down arrow o3 Click cxboli Tools menu edleooegdi
(6 0-09)) g&:o General Options o3 eazeJoSo']u B3] General Option dialog box

X Delete

Map Metwork Drive...

(goog) | Foven

Save Options...
General Options...

Web Options...

Compress Pictures..,

[ Toos ]




Microsoft PowerPoint 2007 00 ooooorg$

sl aepbi (¢ 0-06) General Option dialog box ¢ Password to open text box
0p¢ Password o3 §odcopieosq) OK o3 Click cobdli Bses] Confirm Password
dialog box eol'condlegdi (6 0-00) Reenter password to open text box ¢ password
to open text box 085 Qodcopdco 093t §odcopien:d: OK o3 Click dli
Password cosconeons Presentation o3 ¢¢dl Password dialog box ecl'cosdlegdi
(6 0-00) Password o3 o§m$go §odcopien:dCeonn Presentation wopd g&olegbi

General Options _

File encryption settings for this doocument

Password to open:
File sharing settings for this document
({) Q_o@) Password to modify:
L
Privacy options
[] remaove automatically created personal information from this file on save
Macro security
Adjust the security level for opening files that might
contain macro viruses, and specify the names of s e

trusted macro developers,

Confirm Password E|EI
Resnter password to open:

({) O_O(Z) Caution: If you lose or forget the passward, it cannot be

L recovered. It is advisable to keep a list of passwords and their
corresponding document names in a safe place. (Remember
that passwords are case-sensitive. )

Lo J [ concel |




Microsoft PowerPoint 2007 2 ooooorg$

Close Presentation( Presentation moSeL)og 805 8:)
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()  ocedgo PowerPoint Windows o3 g&coniqilegdi
(8) Inserttab o3 Click co6(G: Hlustrations group ode Photo Album
3 Click coddli (6 g-o0)

Insert Design Anirmatsong Slide Show Review Wit

L] i | &

In | Phate” Ships Hasds
r lAlbun =

| B Mew Fheto Ybum., | Liria

(85-0)

(o) edlanear dropdown menu e New Photo Album o3 Click coocl
Photo album dialog box edl'conepdi (6 - )

(w)  Insert picture from esaocde File/Disk button o3 Click codcl

(c) edlaonearn Insert New Picture dialog box &1 Look in list box
085 Picture/Photo ooéooo:e:no folder (7% eg:eJcﬁof]n ((3 9-9)

(@) Picture/Photo folder cdosdaoadep Picture/ Photo gp:od egpods)
Insert button o3 Click co&dli (6 6-6)

(s0) Photo Album dialog box 23[g§eepada€ §66 /6loddmbag i’
Preview @é@ gaco&s’aecfoéo% @@8@0:%80’]03én

(@) [glgcc:eo:@sof]m Create button 093 Click cxg&ﬂn o%sosﬂ Photo Album
s@@o%[glngcsooo:ewo Presentation oooggo%qéﬁeén Photo Album

C

oné Text Box oleoon Slide mégo%qsﬁ@s Text epsoge ooéogé:
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Using Hyperlink (Hyperlink s2a3[gg¢:)

i PowerPoint Presentation o3¢ Presentation o>dsc3(gasesop oodgnieon
Presentation c>6s(g¢ Link code) [gao&&olaopdi ondfgnieonn Presentation oxdss¢
Link Qg(c)q%sfaogo% oooe@:oon Link [groodcBeaon Text (a3ewros) Object o3 Select
w&ali Insert tab o3 Click cw6¢) Link group ¢ Hyperlink command o3 Click
&l Beesl Insert Hyperlink dialog eol'conepdi (9g-9) de Link cvbeons
(%Edogeg:qugeozé OK button o3 Click codcli Hyperlink o3 [g§copSocdepzaddlon
Hyperlink command o3 Click cvdg) eclaonear Edit Hyperlink dialog ¢
Remove Link button o3 Click coScln

R r—— i)
Link: tait Text o dplayt | 2007 [ ‘—-ﬂ!'"fﬂ;-_J
iy i Lok n: ) My Decuments b Ea, @I;
R o
Cr-f_"‘"-' ) Iy o
] o o My Puctures
Piges in Thia =1
Cemcurreesit fromsed | i8] Tam busy
Pages | = wuder.sav
] test
Create few Regent | = HRLL
Document Fimg
a Bibprs: 0 Detuments ard Selbegs Admrmt alor Py Betumeniaa. mrin -
E-mall dudciness
o) (o

(65-9)

Using Action (Action s2a3:(g[g¢:)
ol PowerPoint Presentation o3¢ Presentation o>éa03(gooesed oodfgniean
Presentation (s3e0>05) oodfgo: application Program oodssz0: Action command

L
C

3 92a%(g| [goo&Eclaopdi ordgnzeas Presentation ocdas¢ Action [gieodg§sacgod
oooeé:ogo Action [gioo6cBeax Text (sBewros) Object o Select codali Insert
tab o3 Click cod) Link group ¢ Action command o3 Click coSali 3oo3l
Action settings dialog eSTaxegbi (¢ ¢-6) Be Run Program Option o3 Select
C\?(C)Orlll (ce c/:-rg) o%e@o% Browse (7% Click C\gf)ej col'conean Selecta Program

to Run © 850%@839J056036j OK hutton 093 Click 0360%

L L
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Insert Text Box (Text box copyanésigés)
Gl Presentation oodac Slide Pane o Text box [gScopd: Text gp:a?

C C

copyiedl (g §Eclaopdn Slide Pane o3¢ Text box [¢¢ Text gpzod copiazéeq$

N O

C r] QcC c ¢ _C coc ,] c
320000 6320000 G’ZOECS GSO’)CgO’)C\?OGSO’)C&LCO CD@-

(o)  Inserttab & Textgroup o3¢ Text box command o3 Click co6dl
(s) B3l Slide Pane o3¢ mouse pointer &1 ddoopd To%e@oé:ogo:

O

3
ooéor%eogqeén

(o) Mouse left button 038q) drag [gieodcli Beesl Text box oés

qsﬁo’]@én (LL) c;-c)) Text box 088 Text ep:or% gao%ooéeo:o']n (LLJ c/:-@)

-

®
(] LN
" o)
[ PowerPoint 2007 J
Q) '} )
(6 5-¢)

Rotate the Text Box (Text box o3 copd[gé:)

9 Text Box 020203 copde:adslon §5:(p)s p:[gErpden:dolaopdi oo s
o0pd Text Box o3 Select codg) Text Box eclo> 928&:eqpE Rotation handle o3
drag o3 sdcppdecs(gés [goclaopdi sadwspden Text Box o3 Select codg) Drawing
Tools tab & Format command o3 Click coSdli edl'aoneoon Format command

Q

& Arrange group o Sk~ Rotate o3 Click codoli Rotate menu o copdcdeons

L

Rotate ooo%aLo% Ggl:@JOSGO:OrIII (cg c;—oo) ooo%ooér.éza)é Text Box 0% o%o%meJ

cvpden:adolon Rotate menu o More Rotation Option o3 Click co6q) edl'amean
size and position dialog box &1 Rotation text list 03¢ cppdaBeom 80§33 §odcopd
coigéilgé cvpden:8Ealagdi (6 g-00)
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Sh  Rotate Right 90°
|4 Rotate Left 90°
(6 G-00) | = Fiip Vertical

44 Flip Horizontal

More Rotation Options...

Size || pestion | AlkText

Size and rotate

Haght: (0.7 2] width: [408" |5
Rotation: 0% :
Soale

Height: 100% ~|| Width: 100% -
[ Losk aspect ratic

(6 g-00)

Crop from

Ongnal siza

Using Header and Footer (Header s¢ Footer s2o5:(gg¢)

Gn Presentation o>ds03¢ Header & Footer of s203:[gq) Slide &
egaoo%e@ogé ep%oél Slider number gpzi ecoT[QC\Oané sae@o&gaqbga(qé: 0%093
e@T@ eo:%éo’]wén Header & Footer (7% %o?:@[q$9faogo% Insert tab 093 Click
woal Be Text group ¢ Header & Footer command o3 Click cobcli Header &
Footer dialog box eoTcooeén q(ﬁoéqp: e@TBC\%&m col'aoneaxn Header and
Footer dialog box &1 Date and time Check box o3 Check mark [godeozdli
Slide number o3 el [ge3Slon Slide number check box o3 Check mark [goodeozdl
s@e@ogswsp Sfaoqléso% ecoT[gQ%(ﬂm Footer check box 093 Check mark Eﬂqef)é
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Footer esaoo%&i Text box 038 e@T[cheoao we@o&%epsaoqé:o% ooéogé:

L

Seo0n oroommn §odaopyenidh Besoad Apply to All command button o3
Click co&cli (6 6-0 )

Header and Footer E'@
| Slide | Notes and Handouts
Include on slide
Date and time
() Update automatically
Ipdiac i bt Cancel
(9 9'°J) | OF “& - L
i Previey
|
[]Siide pumber;
[“]Footer .
osCD | | _
[[]Don't show on title glide

Create a WordArt Text (WordArt Text c>6205:03:(5E:)

ol WordArt S3acpden Microsoft Office system document gpzo Shadowed,
mirrored spo§eax Effect gp:sé Text style oopdicoiconieonn gallery oods(go
Cloopdn §& Text gpzad WordArt [goesandegoscden:§Eolaopdi Persentation
»d903¢ WordArt s3ogo3q$sac305 Insert Tab o Click codcln Text group o
WordArt command o3 Click co6cli WordArt gallery edl'aonepdi (6 6-0p)
eélamear gallery o 88 [o%ep WordArt Style mo%?o%ea:qcf)o']u B3l Your
Text Here cyeoon Placeholder eclaonepbi (6 g-og) o3 Text box o3¢ 88

L o
(o]

ooéogé:cx%ewom ( PO Microsoft PowerPoint 2007)0’3 oogooéeo:of]u
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[

Your Text H‘h*l“{*{

™1
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(¢ g-09)
Fill Color a WordArt Text (WordArt o3 saeepé(gpdfgcs)
ol @$o%:ooo:eoo’3 WordArt Text ep:cr%més Color, Gradient, Picture,

Texture océof) ooéeo:%&ﬂoaén WordArt Text ep:o% Color @éooéeosq%s@ogog
Drawing Tools ¢ Format tab o3 Click cobcli WordArt Style group o A ~ Text
Fill down arrow o% Click C\B(SO']II Text Fill menu Go'rcu’)eéu ((3 9—03) c]&ogg

[gedcopdenicean saeqpéald egeajedeo:dli
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Theme Colors
H EBEEEREEEN

(6 G-09) | standard Colors

m = EEEEN
Mo Fill

9 More Fill Colors...

G Picture...

|] Gradient b

ﬂ Texture b

Fill Picture a WordArt Text (WordArt o3 Picture [go5(5¢:)
el WordArt Text gp203 Picture [godcopseddlos WordArt Text o3 egzgjoScl
& -09) o Picture o3 Click coSali Insert Picture dialog box eol'conepdi gése

L

@éooéeo:c\%eooo Picture 093 GaZQJOSSj Insert 0% Click C\g&ﬂn

Fill Gradient a WordArt Text (WordArt o3 Gradient [go5[g¢:)

oon WordArt Text ¢pzo3 Gradient [gpdcopdeo:cddlo> WordArt Text o3
GgFSJOSOr]II (6 6-09) o Gradient o3 Click coSali Gradient gallery edTaooepSi
(6g-06) gEze [gpycopievscdeonn Gradient Style o3 sgegcSoli
No Gradient -

(=9

E More Gradients...
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Fill Texture a WordArt Text (WordArt 093 Texture @é@é)
oo WordArt Text ep:cr% Texture @éooéeo:c\%cﬂm WordArt Text 093
C

ea:aJOSO']n (6 G-09) o Texture o3 Click coSali Texture gallery edTaooepdi
q&? @éooéo%ewo Texture Style o% ea:qtfao’]u (("ec;-ore)

(55-29)

E H More Textures...
|

Text Outline a WordArt Text (WordArt Text Outline copd[g&:)
o Ji 0§03:c00:c00 WordArt Text ep:o% Text Outline o"f) ooéog&eo:%&ﬂooéu
Drawing Tools & Format tab o WordArt Style group § g - Text Outline

down arrow o3 Click coSli Text Outline menue eol'coegdi (6 G-00) gése
More Outline colon Weigthi Dashes o3 egggcSeoscli
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Theme Colors

H EEEEEEN

({)9_30) Standard Colors
N EREREE
Ho Outline
2 | More Qutline Colars...
= | Weight .

== Dashes L4

Add Text Effect a WordArt Text (WordArt o3 Effect copd[gé:)

opn WordArt Text gpsad Text Effect o3 copyay&s8Edloogbn Text Effect
copyag&scdear WordArt Text o3 egegjeScli Drawing Tools &1 Format tab o
WordArt Style group § /i~ Text Effect down arrow o3 Click coSali Text
Effect menu edl'coegbi (& g-op) & Shadow: Reflection Glow: Beveli 3-D
Rotation Transform ocop5c3a3 eggajuboopdogciens8Edloogdi

3 O

Shadow b

Reflection »

(35-o¢) pic
! I"\}l Bevel b
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Add Transform Effect a WordArt Text
(WordArt or% Transform Effect ooé@é)

oG WordArt Text o3 Transform Effect cogdeosc3dlon (¢ 6-op) ¢ Transform
o3 Click coSoli Transform gallery eol'aonegdi (6 6- jo) & Follow Path esancbe
Arch Up c3egpgodcli Bsasl WordArt Text oopS (9- jo) 92038 e[gasaznanpdal
603 [gEqepdi
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Insert Symbol (Symbol dgpzcopd(gés)

o Presentation ooda&1 Placeholder o3¢ Symbol gp:ad copdagésedlg8e
Jlaopdi Symbol copiané:q$se0305 Insert tab &1 Text group ¢ Symbol command
a3 Click cobcli Symbol dialog box ecl'conepdi (6 6- | J) Be 8800@5&38:0?)@030
Symbol 093 ea:qlogeo:ej Insert buttom 093 Click C\g&ﬂn

f— EIE
Eont: (rarmal text) w Syhsat: | General PLnctuation -
===, ] e |%e ¢] > ©
plslo|o|5|8|7|8[9|*]|=|=|C|D|nm 0
({L)(;_JJ)113455739+-=1]€%
ENej@®|™M|™|Q|e|Va|a|26|%|36|% | Y| % | &
Recently used symbas:
tis|ela[sB¥|o|o|™|]#|2|+]x|=
POUND SIGN Character code: [0043 from: |Uricode (hex) v
[_irset | [ concel |

Insert Object (Object depzoopd(gcs)

ol Presentation ;dsel Slide Pane o3¢ oofgoieaxn Application Object
Hettes ooéogé:e@T@ej [goo8&claogbi Object ooé&gésq%gaog(ﬁ Insert tab &
Text group ¢ Object command o3 Click coSali Object dialog box eol'conepdi
(6 G- Jo) Do 88&)@5086:(\%6&)’) Application Object ;a5 (poe> Microsoft
Office Excel Chart) oo? eazaJoSeos'Sj OK buttom or% Click C\g&ﬂn

Insert Object ﬁl F'
OCbjpect fype: m
(Bicrestegew  [Adobe Acrobat 7.0 Document J
'S Adobe Acrobat Document
() Craats from fle e Fige | Cancel
( o B'UTW:I‘":W&‘
O - ) Mcrosaft Equabon 3.0
L (} \.J? orosoft Graph Chart DM&?HEU"
Mcrosoft Office Excel 97-2003 Worksheet
Microsgft Office Excel Binary Worksheet »
Resdt
Inseris & new Adobe Acrobat 7.0 Document shpect inlo your
EE presentaton.
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Insert Movies (Movies file gpzcopd[gé:)

ool Presentation o>és& Slide 035 Movies gpzgeo: ooéogé:@oa%go']oaén
Movies gpicopdaésg§sacgod Insert tab &1 Media clips group ¢ Movie command
o3 Click codcli Movie dropdowm menu edl'conegdi (6 6- jg) eolaneonn
Dropdown menu ¢ Movie from file o3 click co6cli 33l Insert Movie dialog
box eclavnepbi (6 6- J6) g&: Dialog box ¢ Movie file :69203 ea:qogé OK

093 click 0360']"
""
&
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liovie from Clip Organizer
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Insert Sound (s2o5¢pzcopd[gE:)

ool Presentation o>dac1 Slide 038 225 (Sound) eJosgao:ooéog& [goo8é
Cloopbn Sound qo:ooéag&q;%saogo% Insert tab &1 Media clips group ¢ Sound
command o3 Click coSsli Sound dropdowm menu edl'aonepdi (& g- j9)
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e6laoneaxn Dropdown menu ¢ Sound from file o3 click co6dlio B3l Insert
Sound dialog box edl'conepdi (6 6- 6) g&: Dialog box ¢ Sound file :>69903

ea:qogﬁ OK or% click C\380r]||c°3

]Snund|

' Sound from File...
Sound from Clip Organizer...
Play CD Audio Track...

Record Sound...

Lok jpu ) Sample s * @0 X D@

-E'ﬂ Hew Siees [Highwiay Bluet)
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Fles 0/ 108 (5o Fies
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Animations and Transitions

Apply a Animation (Animation sao3(gg¢:)

oll Presentation oodoc1 Slide sacpés§earn Text gpisé Object gpzoan:
Animation Effect ooéeo:epog& Animation Effect ep:O'OL) s'aa:):@lqeé @o%o’]oaén
Text o3eoncd Object oodasen: Animation copiqs Gé: Text 23oonod Object o3
Select codcli Begocd Animations tab o3 Click coddli Animations group o
Animations command 3 Click co6cli Animations dropdown menu eol'cooegbi
Animation o3¢ Fade Wiper Fly Ini Custom Animation o3clocclaspdi géscde

C (o] . C .2< ’] C (e )
O’)(DSLSLO? GaoQL](DGOo%CO CD@II (f 3-0

1.4 Animate: No Animation = =
No Animation
Fade
(C) 3_3) Wipe
Fly In
Custom Animation...

Apply a Custom Animation (Custom Animation saaX[g5¢:)

g Presentation o>dae1 Slide sac3:§earn Text gpisé Object gpzoans
Animation Effect copbeosepcpé Custom Animation Effect gp:ad s2ad[gqepd
[3laopdn Text oJewncd Object oodasan: Custom Animation copeé 6E: Text

o

Bomod Object o3 Select cdoli Begrod> Animations tab o3 Click coddl

L

Animations group ¢ Custom Animations command o3 Click co6cli Custom
Animations Windows ST cooepbi (& - )
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| Custom Amnims tbon w X

&Y AddEffect v| %

Select an alement of the side, then
oick Add Effect” to add animation.

| [#] AutoPreview

Using Fly In Effect (Fly In Effect sao5:(g5&)

ol Effect coscdeomn Text Bdecnod Object ep:o%ea:qu%@: Custom Animation
Windows ¢ Add Effect o3 Click coSoli Add Effect dropdown menu edl'cooegbi
(6 9-p) g&: Entrance o%ea:qcﬁej Fly In Effect co:clon Text a3ecncd Object
qpzaopd Screen sfaoggzso% eaﬂmp:oéeq;o%cuocﬂeéu & Fly In Effect s20: Modify
Fly In o3¢ [glg8Eclaopdn Start opé Effect ooxEopr0d On Clicki With Previous
After Previous o303 eggajod8Ecloogbn Direction opé Effect oonceg aopsepd
codseloypCilgdaopy Bottom, Left Right Topi Bottom Left: Bottom Righti Top
Left Top Right 0303 ea:qu%%éo’]wéu Speed 088 eaocqoscuoeé 2[g$ss: Very
Slow: Slowr Mediumi Fasti Very Fast 6303 GgSQJOSgL((EOf]ODéII (6 9-6)
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PYTTET:

'8 1. Blinds |5% entrance »

& 2 Box ¢ Emphasis  »

Sk 3. Checkerboard |#E Exit »

(¢ 90) | & Diamond '¥¥ Motion Paths »
& 5. Fyin
X & PeeklIn

More Effects...

Custom Animation w X

[Zﬁ Add Effect v] [K_{k Remove ]

Modify: Fly In
((} 3-9) Start: | With Previous |E||
Direction: |Fr|:|m Bottom |E||
Speed: | Medium |E||
o Picture2 =|

Using Appear Effect and Disappear Effect

(Appear s¢ Disappea Effect soo3:(g5&:)

g Entrance o Appear Effect copb Text s¢ Object ep:a3 godorqodedamnaopd
Effect o3 [gded cocloopdi Exit o Disappear Effect copd Text s¢ Object gp:ad

ﬂO’SO’)GlC)’SG({".)O%Og’.)ZODé Effect 0% @Q%GOTGDOr]ODéII

Using Motion Path Effect (Motion Path Effect s2o3:[g5¢&:)

oL Motion Path ¢ Effect gpsaopd coéeelogpEionds9:03¢: egaapiacd [gdedl
cooopy Effect gpilgdclaopdn Motion Path o3¢ Circler Diagonal Down Right
Diagonal Up Right Downi Lefti Righti Spiral Rightt Upi Draw custom Path

R} egrajed sao(ggEclooghi (¢ 9-9)
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Custom Animation
By AddEffect =
ﬁ'— Entrance 4
¥r Emphasis ¥
_*:_- Exit 3
ES 1. Diagonal Down Right ' |fy Motion Paths »
~ 2. Diagonal Up Right
| 3 Down
— 4. Left .
— 5. Right (‘f 3'3)
| &up
™ Draw Custom Path 3

More Motion Paths...

Draw Custom Path (Custom Path segad s2a3[g[5¢)

G Draw Custom Path :Dé méze@oé:s’a’x 880%(50%8 @Co%:q;%@@o']ooéu
Motion Path syoos:q$ Draw Custom Path ecl'opé Point codcli AutoShape

Line gpssgoonigpdes203C: Liner curver Freeformi Scribble ocop5(gé egegjody)
a@oo’a:%&ﬂooéu Slide show @ooooés*aar] Text, Object ep:oaé e:\Joaozooo:ooé

o o oc cC o ,] C o G °
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C

Using Slide Transition (Slide Transition saa[gg&:
ol Slide c>6a5¢0d3[032: 926[gotizncd cre:e@o&éj%og& Background Effect
ooéog&eo:@é:[glqgeée%cﬂm Animations tab 093 Click C\E&ﬂn colaxmeom
Animations tab menu & Transition to this Slide group ¢ Transition type 085
Mouse pointer o3 Point co&clon Slide gp: Background Effcet sgo&:agozoopdal
603 [g¢ qulepdi Bevrad Transition to this Slide group ¢ More o3 Click cxddlon
Transitions Task pane edlaonepdi (6 9)-) Transitions Task pane op¢ Fades and
Disssolvesi Wipesi Push and Coven Stripes and Barsi Random o20p3
Tramsitions Effect o3 Jl§oopdi ecl'aneax Transition task pane o3¢ sdooodep
Effect mé??cﬁegzqugeoscﬂu oz%eg;crg Slide gao:d’z:o’é Transition Effect

~—r

copdaz&cdolon Transition to this Slide group ¢ Apply to All 150l Apply Ta Al

command 093 Click 0360%

L

-
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Add Transition Sound (Transition o3¢ s205c0p9[gE:)

oll Slide ep:ogc% Transition Effect (7% %ol?:@qaogcc: s’aoSepscf:més ooé:ag&
wo%s@[%&ﬂoaén 8305093 ooéao)& s’aa’?:@m%s@ogcﬁ Transition to this Slide ¢
Transition Sound command o3 Click co63l Bsesl Transition Sound dropdown

menu eoTcooeéu qcc::cf z?o%oao%ep mo%se?o%ea:eo:o']n ((3 3-@)

A Tunsticn Sound NoSeusd, =

oo Sound] -
[Btep Pravisad Sound]
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v
Bamb
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e i P
Lacar
Puih
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L
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Lecg Ughil e Sound

Select Transition Speed (Transition Speed egz5j05(5Es)

@i Slide gpzopé Transition Effect o3 saobi{gepopé Transition Effect Speed
o3 ode0deussslapd Transition Effect Speed op¢ Fast Mediumi Slow o3a3
Ga:ooo%?ogeoz%éo%oéu Speed o3 wo%c?(f)eo:qc%sfaogcﬁ Transition to this Slide
o Transition Speed command o3 Click co6Sl 3231 Transition Speed dropdown
menu eoTc\)oeén qé:ef ODO%?O’CJQ%GOD’J Speed oooc)sﬁcr%e:a:eo:o']u (9 3—@)

—

e o , s
-_{_ Transition Speed: Fast

Slow
(6 9-e) Medium
Fast
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Using Advance Slide (Advance Slide s2a3(g[3¢:)

oo Slide mo%@eoocgsoge@')&ooés%ﬂ Mouse Click o3 gﬁémé:em’;ésl
Ld L L () L d
ocC C C O C (o C C [og C ocC C
s@s&oooog;ooeo:ej FIEYPOD IRV PREONCE Ggﬁ@JQ)GO:&LCO']OD@II
GE20303 ea:syﬁeo:q$saogo% Transition to this Slide group ¢ Advance Slide

L L
C

op¢ Mouse Click §6¢)og0:9$ 92005 On Mouse Click check box § Check mark

o
C (o ocC o C Q Q C c C
E.}lC\)OGO:O’]II S’QO’DOJSj %SJ§ODOD@O’)GOS[93 3200 S’BGC\BJ’DO’DOD’DSQ§S’BO)(D
L 1 L o} ¢}

Automatically after check box § Check mark [godeos(G: aodecdeoidear

999?]%093 ooéog&eo:o’]n s@ooo%oqoao%cfcgqcﬁepscr(:) Presentation ooog?d?:ogcc:éeoao

[e]
[e]

Slide san:c(xsa0p05 maafgedclon Apply to All Slide 25l Apply To All command
0’03 Click C\?(C)Orlll ((3 g-oo)

Advance Slide

. v On Mouse Click
(¢ 9-00)
Automatically After: 00:00 .

Showing the Presentation (Advance Slide s2a3:(g[5¢:)

o0l @$0%:oooseoao Presentation ooogeLo% ocoesd: Slide ¢ eq?')or%afgs Slide
D gao%s'mésao%& @wq%sfaoro)og Slide Show tab ribbon & Start Slide Show
group ¢ From Beginning command o3 Click coog) copieomé: aeood Keyboard
o F5 Key o3 §6q)copdeomnés a3eunad PowerPoint Windows esanase(gq Slide
Show icon 093 Click Q36ejmé:eoo953 Bw%éo’]wén

Showing Start the Current Slide (Current Slide oo>&[goo[gé:)

oI e$oconea Presentation ;és0p¢ egegiedaonteoon Current Slide o
00¢q) [goocSlen Start Slide Show group ¢ From Current Slide command o3
Click co&dl

Create the Custom Slide Show (Current Slide o§c3:[goo[g6:)

opl w$o3coneonn Presentation ox6903¢ Slide Show [goospopé [gaocdea
Slide gpzc3o0o [gaoc3dlon Custom Slide Show o36§c3:8ESloopdn Custom Slide
Show o3 6$c3:q$spcp05 Start Slide Show group ¢ Custom Slide Show o3
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o

Click cvdg) Custom Shows o3egzgedcli Custom Slide Show dialog box
eoTcooeéu (cL> 3-00) qu:? NEWO% Click C\B&ﬂn on%s?@'] oocc)éej Define Custom
Show dialog box eol'conepdi (¢ -0 j) gése Slide show name list box opé
Custom name o3 copdeoscl Slide in presentation esc50p¢ [gadeon Slide o3
egeqedG: Add command button o3 Click o6l B2l Slides in custom show
emo%ogcc: 38 ea:qcfm%o%eoao Slide gp: oéespcr%cw)oaéo% @éq&eén o%e@oo%
OK button o3 Click codli B33l Custom Shows dialog box o3 [g§eepod
ogo:o’]eéu Close button 093 Clicl C\?(C)Orlll

Close
(¢ 9-00)

Slide show name: :Cusm Show 1
Shides in presentaton: Shides in cuzbom show:

2. Mirosoft Office Excel 2007
3. Microsoft Office \Word 2007
4. Defence Services Computer Department

(6 9-0)
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Using Setup Slide Show (Slide 8opseo:g[gao(gc:)
ogi Slide Show Ejoaepogé Q%%S@J(ﬁqlozgéeoéseo:q$ Slide Show tab 093
Click o3 codali eol'aoneann Slide Show robbon e Start Slide Show group o
Set Up Slide Show o3 Cklick coSoli Set Up Show dialog box edlaonegdi (& ¢
0p) g Show options es2>05§ Loop continuosly Until Esc check box o3
check mark [gieoSeoscli Slide Show [goooopysesl Keyboard o Esc Key o3

L
C

e%&;sﬁ:: Slide Qs eoo%o%o% eq&s@: @Q)G§Or]9éll Slide ShOWoQB q@oo%e@
Sl Key Board o Esc Key o3 86qalegdi

Set Up Show @E'
Show type Show slides
{#) Presented by a speaker (full screen) (a1
) Browsed by an indwidual (window) Ofom: | 250 | =1
) Browsed at a kiosk (full screen)
Show opbions Advance sides
[Oieon continuously unti Esc| O Maruialy
[C] show withaut narration (&) Using timings, if present

[ show without animation Multiple monitors

Pen color: | I ~ |

Performance
[CJuse hardware graphics acceleration
Side show resolution: Use Current Resolution v |

(6 9-09)



Microsoft PowerPoint 2007 99 ooooog%
2295:(6)
Editing, Formatting and Moving Text

Select Text (Text gpzegsajoS[ges)
oll ()  oozaiordas(Word) sao: Select (Gglzqcf)ﬁ)c\gf)c\%&m GEoomiak
(Word) edl'epé Double Click (Click s8[038)cpdaln
(s) o005 (Paragraph)o>dasan: Select cxdcolon GE:n35 (Paragraph)
edl'oa¢ Triple Click (Click a3:[036)codali
(o) Slide ;dzcdsan: Select cxodlon Outline tab o3 egzge5dln Slide
icon edl'epé Mouse pointer o>&q) Click coddli
(w)  Placeholderi AutoShapesi Text box oaopSodseniad:ad Select
w63l Keyboard ¢ Ctrl + Aa3 864l
(c) Presentation codocd:§ Select sanzadion: oodGEopd: Select
w63clon Slide icon 06203 Click cxddli Begnod Keyboard o
Ctrl + Aa3§5¢ln

Turn AutoFormat Options on or off
(AutoFormat Option ep:o3 s203:[g[3¢:)

C C C C C C oo ocC (o c C
JII TeXt GJ’XG?’JZCD@QO)CSGTDO(;C ODU)QJQO’)OO’DSOD@ (3@890?C8@®G®61§8’90’030’)
Auto Format seo:gaa?:[glq&eéu AutoFormat mswo?:@m%swgo% Office button
o3 Click cwdali edl'ameonn Office button menu ¢ PowerPoint Options o3
Click codoli Bs25] PowerPoint Options dialog box ¢ Proofing command o3

Click codcli Begoa AutoCorrect Options o3 soa5q) Click cobli AutoCorrect

hsaloret | linformal A Tou T Seart Taid

7] Sraght guotes” wi “weart quotrs”
] Fractors {47 wth fracten characier (1)
] Oy [ LEY) e SLperRTEt
@ [] vt (=) marts dhansh (=]
(O -O) 1] Gy fpiry <) 0l vy [we ) welh poecal Fpmbois
] interret and reteort pathe e hyperinia
Aoy s s Bvpe
[#] Satmrmate; bl Bed Fribaeepd bt
[#] dwsaa wie St o placrhoider
[] deasia oty et & placeider

I
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Options dialog ecl'aonepdi Eze AutoFormat As You Type tab o3 Click coSdl

(6 6-0)

ol AutoFormat As You Type elesa0>03¢ Replace as you typer Apply as
you typer Apply as you work ooop5esléodep:ad eogcqeén GE:03EN1692005 085
AutoFormat [geodeozoopd Command gpza? eop, qSlepdi saa3{gcde» Command
gpiel 6,03¢§e00n Check box o3¢ Click cvde) Marking so:q$ (g6 sa0d:
ofg8clon Marking so: Click code) [g§[god8Eclaopd-

()

C

“Straight quotes” with “smart quotes” 1 Check box oc

o
Marking cosecongC saefgpé “Straight quotes” o3 ooéog&eo:
opd[gdB Marking sosconolon secoy: “smart quotes” & copdaacs

o

o]

eo:eé @o%cﬂoaéu 9& quotes QpESs sqeolaemgaogsgmms QPEC
copoats :r05sglecy§cloopdi poen- Resizing of text in text
“placeholders” if the text doesn’t fit at its current font size.
Fractions(1/2) with fraction character(%2) 1 s28&:035zqps
ooéagé:qocgcc: 1/2 &3 (¥2) o»q) AutoFormat [gieodeo: Sloopdi
Ordinals (1st) with superscript » 1sti 2ndi 3rd o2op5cdg:
copdEsepopE 1% 214, 3rd 2[gde[gosadeoiclaopdi

Hyphens (--) with dash (—) ®mo:q§s§§>?@9:orgcc:Hyphen (--)
ooéag&:o’]oo Dash (—) s2[g® e[gr&:adeozclaogbi

Smiley faces :-) and arrow (-=>)with special symbols i :-)
s20: Smiley faces ©dsgbadcopdiconnts ==> s20: special
symbols 2 sa[gdadcopdreomés e[gncsadeoidloopdi

Internet and network paths with hyperlinks i Text gpssoo:
Internet s¢ Network sac305 hyperlink [goo6g)e0:38E a0
Automatic bulleted and numbered lists 1 e>e[o3oE:epz 0038
ep:oro)g: 220050p00e0s(gt bullets gp:aopi(gé: Aagrdsozclaogdi
AutoFit title text to placeholder 1 e3l&:o50on000:gproa:

Placeholder s¢ sboCgémfgdeoqs ssongadenslaopdi
o Ccoc¢C

AutoFit body text to placeholder i e563053E:§ooaozgpisa:

L
Placeholder s¢ sboCgémfgdeoqs ssongadensslaopdi
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() Automatic layout for inserted objects i Slides gpssacycs

objects gpzoopiaytiepapt sacdmeeaypod Layout gp: 2005e

8’7 r;80

GOSO(]CDECII

Turn AutoCorrect Options on or off

(AutoCorrect Option ¢p:a3 9293:[g|[5¢:)

el Slide gpzoacyCsdd text gpicopiapiqpaaé oslorg Word: Phrase
Sentences ooopd Gdgps 92203E:§odc0pa8clon AutoCorrect o3 s2ad:[g[g:(gé
205[g6e90¢ [g[geozcladpdi BfgE cwbslends] srad(gqeon oomiadigpisao:
(366G opd qodcopdegsedeesant AutoCorrect ¢ ssoncgodenus§Edloogdi
AutoCorrect s20: s2a3[gg$ 920305 Office button o3 Click coddli el cwneonn
Office button menu o PowerPoint Options o3 Click cocli cdsas] PowerPoint

futoCorrcct: Cnglizh (U.5.)

AUTDCOMECt | AutoFormat As You Type | Smart Tags
[¥] Show AuteCorrect Cotions butions

[l Correct Two Initial CApitads

[5] Capitakes first lether of senbances

[l Capitalize first ktter of table cells

[l Capiiakre names of days

[FlCoerect accidental use of cAPS LOCK key
[Flrenisce text as youtype

(66-) Replace: Withe

[ =
4] &
(tm) bl

abbout about v

[ ox [ conm |

Options dialog box ¢ Proofing command o3 Click codcli degoc5 AutoCorrect
Options o3 s005¢) Click co6li AutoCorrect Options dialog eol'conepdi Bego0d
AutoCorrect tab o3 Click codali (¢ 6- j) gEsesancdopé AutoCorrect [godeo
o0py Command gpscdecy qepd-
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()

Show AutoCorrect Options buttons n AutoCorrect [godeoq$
Capitalize first letter of sentences ¢g,§ Check box op¢ Marking
co:Sh AutoCorrect [goodfGeea Text ep:sa??:ogg Insertion point
(o%eo?o%)CurSOh ooéog&:qoatﬁor]m Small blue box eo'rcooeéu
ooen- We were soldiers. they were teachers. o3 §odcopscli o]
we o3 Weithey o3 They [g¢ saonctq) AutoCorrect [gioodeosozs
P53 eog‘,e](ﬂeéu AutoCorrect [goodconiearn Wer They 085
Insertion point (3ewcd) Cursor copdazc:adaddlor Small blue
box eoTcoocﬂeéu gcc::bOX 360l :103 Mouse Pointer oocc:c{z)o%&)ésaé]
AutoCorrect Options button el condlegdi g&: Button saoz Click
C\L)(C)(S]OO Commands ep:eér cuoo’]eén E’L)(@-?)ogcc: eogﬂ@&qoaés@ooe&
Undo Automatic Capitalization sao: Click codfooSlor Automatic
Capitalization [goeooo We o3 ocodd We o3 [g§egpcs aoaozeoo']eén
90005619203 cd8[gewddle> Undo Automatic Capitalization o
Redo Automatic Capitalization 3 efgncaga op5[g6[Gn vice versa

we were soldiers. they

(¥ Redo Automatic Capitalization

Stop Auto-capitalizing First Letter of Sentences | ZJ G-_'ij
A W I——" Y A

Control AutoCorrect Options...

(s2[g$2200$) [gEa0ma0l:{g8ESloopdn Stop Auto-capitalizing First
Letter of Sentences Command o3copd: s2aX[g8Eloopdn Control
AutoCorrect Options o3 Click cod[gé:[g¢ AutoCorrect Options
C)% ‘3303&80’)(7]% @q%méeepo%%eo%&ﬂwén

Correct TWo INtials CApitals i 5263600 §odcopdepapé oce

L
° C o ° H cC o ¢C (] C C (9
oad:ondadian ooax(os(Capital letter) (¢ §odqepd [gdsoo5copd:
C ’] Co o ° & o o "] ° o
003l§apE vmeerad: :[GE sBwerakdl (0% Eocdkm(gd
C

eosoacs%oggmcgo']oaén OSLGQQ'] Correct TWo INtials CApitals

4 o
Command soo: %d?:@[@&@é c/:cc:sgaep:epsm: [g&;o&;o) %&ﬂwéu
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ooen- Correct TWo INtials CApitals Command eo:fgsSlo> TAble
SEntencer CHange: SHort oo mc{’e:ep:o% %&@éo’]n o?esfaé]
Tabler Sentencer Change Short op5[9¢ AutoCorrect
[;]6&38808&8’)3&)8(‘(703 eogoelo’]eén

Capitalize first letter of sentences of]mJeJo:ogg 00Ot
oocx(o (Capital letter) ocopdac:8dlor AutoCorrect § Capitalize
first letter of sentences Command co:con:30)¢ 205[gEaos
GOZQg’DﬁO’]@éII

Capitalize first letter of table cells 1 cazgpe Cell gpesacyés
s@éa%gmecjagq’)cgé oceeadionpd sa(ooncd:(Capital letter)
Befge§cd9200lon Capitalize first letter of table cells Command

L L

3

093 gao%:@%éoaéu
Capitalize names of days n sunday: monday ooopd eg0d gt
ocoeenaean: ool (ok(Capital letter)(g¢ saaX(ge3clon Capitalize
names of days Command 3 s>aX[g8Eaopdi

Correct accidental use of CAPS LOCK key 1 e>§cdepagé
o3londd Caps Lock key sa0: §6c02:86lon encx(o3(Capital letter)
§odea0d00pb: enadieon: (Small letter)gdes (G ooadeon: §odclo
mcxe@ @o%e‘?o']eén 95:339’3:433[:83’): Correct accidental use of
CAPS LOCK key Command o3 sao3(ggc: AutoCorrect [gaod
GOZ%EOP'CDéII

Replace text as you type 1 =[036[036 §odcopdqeps Wordsi

Phrases Sentences QPeo2s ooeo%ooooo%se (a%eo?og) mC\E:oocgd’E:

C . Q. (% Co 2 C Co Co .2< %
[E(](; 8’9®oeo?°oogogc,99:13°[§lqoogcC\)@,emoc.,l QJ)’Do-%CGCD’D(D’)C\Eo
(o ° C (9] C C ° C C C
QJ’DoS’B’)o S’B(JQ§®’DC\L)°®J’30[§(; 330730(3?0@@&30‘,8?Q?o@quOgCC\)@oGO’JOCo

o

AutoCorrect Options ¢ Replace text as you type o3 egegjaSdl

L (e}
Replace c 02C 9202:a32C0PHAEL002EAE I WEHIOIOD O
PR QORI CCORY D O

08&@ With e§epog€: w@&@&%a’?s@[qeé ptfTotc zot ooéagcc::
9$[gdo0pdn poes- Major General veax oomaiisan: (036036
[0$805qepdclon M encxaan: Replace 088 ooéog&ooo:o']u Major
General s>o: With ogcC: ooéagcc::of]u @:Q}Jé Add 093 Click cng)or]u
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oo§cdapdoesl M o3 §odcopdq) Spacebar (dewnod) Enter o
32:13:@0']03 Major General @ quoao o’]eéu ( G- c;) sraooogq
oaeo%oomo%soro) s@d’r@l&]m Spacebar (oaeooo%) Enter or(:) s'ad?z[glqc
ecuo’]u eo"wc*’&ceoao o)oco eJ') Replace mc ooéogé:ﬁ 9939%

C (o] Qo
o)oco ep m Wlth ooc oogoac 8603 ooo°[§c @c SSHieolueleviep)

['80
)
80
O
T

@’LS](DQC\J)JC ‘3’2@?0’3(\)‘,@0 C\)C\)(D[(__.‘]CSOCG(LOD’J Q
171 1 [ W 1 [}

AutoCorrect: English (U.5.) &)
AutoCorrect | AutoFormat As You Type | Smart Tags |

Show AutoCorrect Options buttons

Correct TWo INital CApitals :
:

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accdental use of cAPS LOCK key
Replace text as you type

(66-) || Repce: v
M Major General]
Ineing Inving A
loeyv love
lonly lonety
looksgn looking
maintensnce maintenancs N

Lok J [ conce ]

Copy and paste text (Text gp:ad o[géisSmd[gé:)
i Slide ooo%eLgaogéséi Text gpzoon: Copy oxooq) o Slide sa038:0pc

(o] o
mé:emocc:u 99[5'): Slide epso%cué:emo&l 99[50: Software ooo%seseo%cu S:c0mCe
C C

Paste (ooéog&)%&o’]oaén OE:QIBC\OBGCD’D Text Q:9D: Select (egzqw)o’]u egrg W
comcoon Text eoTog& Right Click codcli edl'axneaxn Context menu o Copy o3
Click C\a&ﬂn ((L) @-3) o?@e@oo% ooéog&a%@&n Slide (o%eo?og) 99@0: Software
& @&l copdagacBeomesqpoé Right Click cobcli edl'aneonn Context menu
© Paste or% Click ng)o']u
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& | Cut
S Copy
[ Paste

Exit Edit Text
A | font. (6 &-9)
=7 Paragraph...
:— | Bullets »
i—  MNumbering ¥
2=| | Convert to SmartArt k
& Hyperlink...

Synonyms »

,dl Format Text Effects...

7%y Faormat Shape...

H H (¢} C [of
Change text size (Text ep:al size o3 e[goé:[gé:)
G Text opzel 909059202203 ma(03 saea0: [gowdadclon [grodadeonn Text
Ol L L L L L

opzo: Select bl Begncd Home tab & Font group o Font size down arrow
o3 Click cp6[Gs ecl'con Font size pull down o Font size sagodseona’ Click
w60l 620506550 Font group o Font Size box ogcc: Bs26000) sfag]cﬁs’am:o%:
ooéag&qo’]eéu Home tab & Font group © md’g:seglcf)gamz @:Geqf? Increase
Font Size o3 23§03 Click ol @oc\’g::afaacf)sfam: coo:cclon Decrease

Font Size s> s'ao%gpoc\% Click c\36q$ [Qacxﬂ:néu

Make Text Bold: Italici or Underlined

(Text ep:ad oocd:mmi 6008 692205¢5:[g|w5(5¢:)

ol Text style opz[godes Bold(ooa3:808) Italic (oocd:eoné:dd) Underline
(es2005g)bro0s[gE:00) 3o Home tab & Font group o Click code) sa03:[g 8¢
Jlaopdn Text style o681 ocoedign Text gpzoan: Select cobqepdlgodloogd

Change Text colors (Text ep:ad saeepéelgaés(gé:)

ol Color e[go&zcBean Text gpzsan: Select codoli Home tab &1 Font group
o Font color down arrow s2o: Click coSdli gEzegoos More colors o3 Click
w60l (6 6-6) Colors box edTavnclepdi Standard Color o3 saax{gcdolos Standard



Microsoft PowerPoint 2007 bg ooooog%

tab o3 Gg:@JoSq@ﬂ Custom Color 093 seo?:@lqc%sraogog Custom tab 093

L

eg]:sJoSqof]eéu oco;e§903 §§>ooo%qbsfaespéeg]:§ Click Qg&ﬂn (ce @—Q)l (9 @—6))

Theme Colors
HE EEEREEEN

I :
II.-J-i i

Standard Colors
N " HEEER

12 More Colors...

(5 66

e ]

Haw

Current

|

Change the Font (Text e¢p:cl 0oa3:066[goE:[gE:)
el 03(gg§d90ea00 Font s20: Home tab &1 Font group ¢ Font box o3¢

o

6gea|05§Ecloopi Myanmar Font op& -Win--Taungyi ooop) Font gpigo§aocs

L

o]
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English Font cpccopb: Ariali Times New Roman ooopd Font gpzgodl§dloogbi
w@o:mvwoq&s@ogzogzogémé: oSLoBo?B Font epssio’]oaén saoﬁ?:@[cféewo Font 093

C

eg:@JoszaofB:@l%cc:q$ Font Installation [glC\L)SSj ooéog&ooo:q% C\ogsaf)eé@ocﬂoaén

Checking spelling (e2c3:¢0lé:06620:[58:)

ool Presentation saogé:%Text QPEos mai;:eo’]&:ooo%igm%eeosq)ogé ga:i?:@q%

Dictionary o>ds20: Microsoft Office op¢ copdagtcongolaopdi Spelling Check
cC C C "] OCo C C C chc "] C

W0Q$ 69MAlNGE: :280¢0¢ [glrrdgepd[gdolopd-

(o)  Spelling Check [goooqs @233s203¢: Cursor Sl Review tab &
Proofing group ¢ Spelling o3 Click codoli Standard Toolbar ¢
< o%cné: Click qﬁ%écﬂwén

(o) 093500635028 oocigpeaanadaogd Dictionary 088 JloCegolayc
(0005 p5:922(g¢ Spelling saenzeqayi€) Spelling check complete
message box edlaxepsi OK o3 Click codali(o @-@)

\::l) The spelling chedk is complete, ((f @_@)

(o) Dictionary 038 o0lQeamenadep: oocci)goc\)ogcc: olgesclon Spelling
box edTaondlepd Spelling en:caxmenc(3ewnod) Dictionary o3¢
d L 3 L o
C

odl§eomonadizen: Not in Dictionary o3¢ esl[goondloogdi

o

OC N C (% Co o, . N C o cC O ’] (9
@233 RCaRdE GEeradiga: 3209j0d[gaontdpdaeny qolepdi
(w) Change to 088 sag;%@o%%cc:eoao mdé:mo%d’a: ooéog&oooso’]oaén
Beoadisn: :0s(gdegigudadclor Change button sao: Click
L L d O L
el 6& Change to ¢ oxabsan: vegigudaddlon Suggestions o
L Jd L [} L d
©o0ds29908 6grg0de08ECloolI
(c) No in Dictionary ogcC: Spelling saeo:9(gd cwdlgoonteardoopds
Spelling Check eco6c3clon Ignore button szo: Click codaln
(o) Medical Term oya8eoon 9§ 00adsqpioopd Dictionary opé
s e ° L (o]
Q

ooéagcc::eooo:@& (Bewncd) Medical Dictionary o3 Microsoft

[
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Office 088 eooéog&ooos@&e@oé Spelling Check [gooba3&:

Not in Dictionary 035 [Jeudgesepdi Badeaxeradigp:ss

Dictionary on¢ ooé:n&c@of]m Add button so: Click cuf)ej
o °, O L L

(9 cC OoC C °

oog:xgc:%co']oa@n (cL) @-oo)

"""""" i fb’r matyour notes 7

L as you work ain Normal view, but to

| see how your notes pages will be

'Ir printed and to see the full effect of

' any text formatting, such as font

| colors, switch wuto Notes Page view.

e

Spefling [l
S [isore | [L1gnores |
Suggestions: i ~
ok [ change | [ changens |
a MI[_asd ] [ suopest |
(racogeet) [cme )
(5 6-00)

Finding Text (Text e¢p:cd gpeg(ges)

ool mf.z):czoof)(%gseog&g] Text cm%?o% 9903050303 §peg%5q$ Home tab &
Editing group ¢ Find &3 Click coddli Find Dialog box eol'cosfGs Find what: o3¢
88gpcdean Text o3 0$méed [gpdaztiqepdi ($ 6-00) cdegndd Find next button
o3 Click cobcli 88gpegeomn Text o3 sc3 §lon 90eepE[gé cwd[gaonoopda’

L

GO’goqor]@éll
Find (=)&)
° @_ | bt |
(LL) OO)I DMatch case
[]Find whole words only Replace...

Replacing Text (Text op:od s202:03:[g¢:)

L

2]

oc¢ C c.Q C (9} (% C C o
oI ©2Q3000930Ciq) Text O3 ﬂ)@g@:@@(ﬁl 99[%3: Text om:-e@g F0%0%

dvdgs Home tab & Editing group ¢ Replace o3 Click co6dli Replace box
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~~

eo’Tcuo@:u Find what: 088 88<ﬂ0c§e&n Text 093 g;%m%ogo @éog&o’]n S @-OJ)

Find next button o> Click cod3h Replace with: 03¢ saen:cadaocbeopiontscdeon
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