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UNIT-V-MS POWERPOINT

Introduction & area of use
Working with MS PowerPoint
Creating a New Presentation
Working with Presentation
Using Wizards

Slides & its different views
Inserting, Deleting and Copying of Slides
Working with Notes
Handouts

Columns

Lists

Adding Graphics

shapes

screenshots

SmartArt

Charts in presentation

Sounds and Movies to a Slide
Working with PowerPoint Objects Designing
Presentation of a Slide Show
change Slide backgrounds
Change Slide Size

Using Animation

CISiereT in presentation

Advanced Slide options Manual & Automatic
Printing Presentations, Notes, Handouts with print options
Slide Master
Handout Master
Notes Master.
Outlook Express
Features and uses
Configuration and using Outlook Express for accessing emails in office
o How to Add e-mail accounts to Outlook
How to set up an Internet email account in Outlook 2013
o How to Manual set up an Internet email account in Outlook 2013
o Create emails
o send and receive emails in outlook.
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THUH qraiuise 2013 &1 IREH (Introductions to MS PowerPoint 2013)
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PowerPoint
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TAATT FASS &F Yaldaiishe] & IR T < fe@rs 3ar &, 3R 9eieX &g & & s 3k i
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et gegfa wmy 3k wordidsht 4 it & v &
PowerPoint 2013 &, T& 3R WIET, MPEG-4 dIf3al red & &WiaRd T&dfd I Feolel & faw Sitst amr
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inipp

Export

[3 create POR/XPS Document

I (3 create a video

0 Package Presentation for CD

L_)- Change File Type

TATH YrE9iEe 2013 F FIT HA FIT (Working With MS PowerPoint 2013)
PowerPoint 2013 T Sl AFeaaR § ST 3ot aifarelier Fomss seqfaar et &7 gt &ar &
39 FA1SS AT A animation, narration, images 3R 8 9§ Fo MAT F Thd &
Opening PowerPoint 2013
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o JI¥ Ugd TEC THITT A, Blank Presentation T TdT «9MT 3T 38 Aelde |

— =] *
= Search for online templates a O Javier Flores (=
PowerPoint mictereissogmsicon | W)
Suggested searches:  Business Switch account [PV
Calendars Charts and Diagrams
Recent Education  Medical  Nature
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YraidiEe aIdraior & | FTH LT (Working with the PowerPoint environment)

IiE el Tgel  PowerPoint 2010 IT 2007 &1 39Ter fohar § , @ PowerPoint 2013 3T9ehl IRTIT HeHH
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The Ribbon
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BHS- O '@ s Presentation? - PowerPoint DRAWING TOOLS
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Each tab is divided Click a tabto see
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Drawing [F}

Click an arrow for more i et

group commands

appear when certain
items are selected

Exploring the Ribbon
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HHATS Tl A Geoll § TE STelel & TIT PowerPoint ST 3UTTT AT AT G|
m H 5 s Presentation - PowerPaint TABLETOOLS
G HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLDESHOW  REVIEW  VIEW  DESIGN  LAYOUT
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Raer & a1 3t 3¥=Faa FF FT (How to minimize and maximize the Ribbon)
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qgd TP ThIeT TIF ol &l 3T 38 $A § FA I Fhd ¢

e ReaT & WY T FIa & Ribbon DisplayOptions?—ﬂTWWaw‘i'l

E[}—I:IX

- Awuto-hide Ribbon

. Hide the Ribbon. Click at the top
of the application to show it.

Show Tabs

Show Ribbon tabs only. Click a
tab to show the commands.

L

[¥5]

o0
M

Show Tabs and Commands

Show Ribbon tabs and
commands all the time.

i

o 3MU-S3o A @ @IfSd minimizing option T =T &
Autohide Ribbon:
Autohide qUT-TshiaT #S & PowerPoint Y& &Xcl & 3R ¢ g & Reel & gurer g1 et fe@e &

T, THeT & Y 9T Expand Ribbon &8 W fFereh |
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Show Tabs:

I8 fashed 3ualr # 67 gl W @ FATs FHE F gUr ¢, dfdher 9 faws &I Rewr fewe &
T, 89 ' &9 W Fadh |

Show Tabs and Commands:
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Ribbon is hidden and
PowerPoint appears
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in full-screen mode

show the Ribbon

The Quick Access toolbar
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fFa® taE o # FAE F@ AT (How to add commands to the Quick Access
toolbar)
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FILE HOME |NS£ Customize Quick Access Toolbar AN

ey W L4 MNew i
Do, =g o
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Paste N Mew . v Save 3
- > Slide~ 158
Clipboard e Slides Email
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The Ruler, guides, and grid lines
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affer §, T Ruler, guides, 31 gridlines MRS §1 ¥ T MU Follss W Jfesiee H WIWA el
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THUH UrE4ise 2013 # Ysieere ¥ &0 3ix @& (How to Create and Open
Presentation in MS PowerPoint 2013)
UIaRUISE WIgell T YEIIdhIoT ( Presentation) &gl STl &1 e 8 39 PowerPoint & IS #aT Ylsiee
Y& HIA §, T IRl Teh oI5 TEfcd (Presentation) STl ISl &, ST AT @ Blank I1 Template & &=l1$ ST
eI
UF 7§ TG H/ T1C (How to create a new presentation)

o TN UgA JHESS g W A F AT File Tab & =TIt H|
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New

Search for online templates and themes
Suggested searches:  Business  Calendars  Charts and Diagrams  Education
Photo albums

~
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DROPLET

< =]
v .
Blank Presentation Droplet
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Organic
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.........

Click Blank Presentation
or choose a theme

_bmganrc

g% oG fasr & a1% 3 New fdded W Ferdh ¥ , T Blank Presentation T fFeleh & T
Theme 1|

Medical  Nature
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N A A AR A A A

INTEGRAL

d
QKK

4
N
Integral

BANDED

Banded

o TH A YEJ (Presentation) fe@ms 2aM|
HiseT wEgfad H FH/ @ (How to open an existing presentation)

o W Ugd JhEST e W S & AT File Tab &I TheT |
EHS O -

i

m HOME IMNSERT

"'D X [2=] Layout
EE ¥™] Reset
Paste Mew

- b Slide = ESEctiDn"
Clipboard Slides

e Open & TIT Y|

e 3% d1¢ Computer F TIT HYL, Y Browse W Fereh HY| dhfedsd & ¥ , 3T OneDrive T
TGN Brgeil T Wielel & fAIT OneDrive (& Tgel SkyDrive & =T & SIlell SIIT §) Tl Hehd
gl

@ Recent Presentations E;I CompUter
Recent Folders
My Documents

Desktop

& Javier Flores's OneDrive
Etl Computer

Browse

Add a Place
o N

e Open STIAT sierd fewrg am| 319el Y& ( Presentation) &I 9cl o 3R Tol , T Open W
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T 0 « MyDocuments » AdWorks AN ) Search AdWorks 0

Organize + Mew folder =~ @ @
-

J:_-_‘I Recent places A [ Mame Date modified Type
& Downloads

|@ Regional Sales Report 7/10/2013 402 PM Microsoft PowerP..

Al Libraries
@ Documents
Jz' Music

[&=] Pictures v < >

File name: ‘Regmnal Sales Report v| |AII PowerPoint Presentations V|

Tools = | Open ﬂj | Cancel |
Are: IS 3T9e grel & & aifSd YEdfd ( Presentation) WeT &, A 39 WISel &I WieT & Fol1g 3=
Recent Presentations aT SIT3al hY Tqohd ?I

Open

) Recent Presentations
@ Recent Presentations

- Regional Sales Report
& Javier Flores's OneDrive My Documents » AdWorks
@ Computer New Employee Orientation
__ My Documents = AdWorks
- Company Workflow
My Documents = AdWorks

weqfa e F/ FX (How to pin a presentation)
g 3T AR Toh &1 Yol & TTY HIH X &, a6 3T 3 I 9§ & ToIv deheest g W o
FX T 8l
o SHES g W A & T File Tab & TheT Y| Open W fFereh S| 3TeRl Recent Presentations
fears &3t
o 38 Y& (Presentation) 9 HIZH I AT A 39 T e =6 &1 GEJTT (Presentation) o
ST H T YR 3MMSehat (pushpin icon) feTs eamm| qRIfYeT 3MTgehed WX foFeleh |
Recent Presentations

- Regional Sales Report
My Documents » &dWorks
Mew Employee Orientation .
S by Documents = AdWaorks [:@
- Company Workflow

My Documents = AdWaorks

o UEGfd (Presentation) Recent Presentations # Igafl| YoieRlel &I el ¥l & fow , @ gerfoer
3Mghat R T & fFelh I
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Recent Presentations

Mew Employee Orientation x
MWy Documents = AdWaorks

- Fegional S5ales Report

My Documents = AdWaorks

- Company Workflow
MWy Documents = AdWorks

Note: 39 AT & Ugd & AT deheesT e A West U 8 Y Tohd §| dheesT g &, Open W
s Y, 38 West A & TF 37 A e a6 §, R Qe 3msewa W Fes w¥

Open

@ Recent Presentations E;I Computer

Recent Folders
@ Javier Flores's OneDrive a:‘é\:‘z:ﬁem»ndwmk ....b
My Documents
E“_ Computer Desktop
== AddaPlace
Browse

Using templates
U TFIAC Tk afAeiRa sedfar ( Presentation) & & 3T Siedl & T #$ a3 o &l & fow

3T FT Tohd &1 SFTelcd H 3 custom formatting 31X designs enfier gia &, safow I8 v a3

Presentation & &Yc §HY 3T dgd HHT o<l Hehdl ¢ |

FTAT @ TEIfa HFA FAC(How to create a new presentation from a template)

o TS oY dh UEUA & AT File Tab R Foreh |

. Newﬁwqgﬁ|éwmaw@aﬁ$ﬁv§gwmmwmmm%‘m@m
faflrse @isi & T search bar &1 3YANT T Hehel &1 AR 3eTeX0T # | §H FITT TEIIA

(Presentation) T @ HLAT|

Search for online templates and themes pel

Suggested searches:  Busin Calendars  Charts and Diagrams
Natigj

Education  Medical Photo albums

BANDED

Blank Presentation Banded
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e Tdh SFUSC I I

Y Home

FL|

Business

Recommen: ding
a Shategy

b ke el e

e/

Business strategy presentation

- i

-

Business strategy prese...

e/

Business cards, vertica...

m |
| 3
N |

Business plan presentat...

Business contrast presentation (...

Business plan presentat...

o  TIAT TFIAC FT 3UANT A & TIT Create TT Foleh |

Maore Images

Business strategy
presentation

Provided by: Microsoft Corparation

Propose a new business strategy with this
presentation template. Each slide has background
phota of a high-rise office building, with slides
reviewing the vision statement, goals and
objectives, available options, and business
recommendations.

Download size: 288 KB
Rating ¥ ¥¢ ¥% ¥% 3¢ (27Votes)

]y

o TIRAT TFIAT & WY Th 7S YEJ (Presentation) G@rs M|

THATH UER9ise 2013 & TA18S & 1T HH ST

PowerPoint 2013)

(Working with Slides in MS

UTaRUISe Yoleee FASSH &I Teh H@oll § Tl §| TA8S H a6 SWelhl Bl & ST 31T 3del gdehi &
A FeiRid A g1 3@ e , & 3R AiC nfAe & Fevd &1 YAl ol F B F Tgd
IS FASSH R FASS AP & A FH F HiT H{el a1 Il gloll HTGTF 3

Tellgs iR TATSS AAT3C &I AT (Understanding slides and slide layouts)

S 3T Ueh 515 TATSS STald &, dF AR W Todglesy g8l & Sogelesy & egee 3R saag afed
faffiea gehR &1 Gl g1 Tohell &1 T ColdElosd # Toglest SHEC BT &, I 39 39e Taee |
SCoT Hehd g1 3T H Ul 3TShal § i 39eRl &7, = 3R AifSAr sre dr rgafa & &

Placeholders

Click an icon to /'
insert other content

-~

Sa

Click to add title‘\ Click and begi
ICK an in

* Click to add text

typing to add text
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Yk GaRT ATA HT A dTell SRR F ThR & YN W FASsH H Toldgiest & [au HemdT-
3TOT 33T B &1 ST &Y 31T Ueh #I5 Tolgs dld &, af 39 319eT Al e et arerm ueh
TATSS AIHTSC Tofell BIAT ¢

O FFice Theme

Title Slide %‘ Title and Content Section Header

Twwo Content Cormpariscn Title Crml

Elank Content with Picture with
Caption Caption

Duplicate Selected Slides

Slides from Outline...

ik

- Reuse Slides...

T A% TARs HA @FATAT HYT (How to insert a new slide)

S 8 3T T 7S TR AF F § , SHA Title Slide AHNIT & TY TH Foss gl 81 3T AP
MWM3e A AT TR & el TASH 3Tl Fehd &1
e Home Tab &, New Slide #ATS & fF0e BEd W Faes |

FILE HOME INSERT [
"'D Layout

Reset
Paste Mew _
- Slide <Ly Section ©
Clipboard Slides
o To@$ o arel A ¥ dIfS slide layout T
—] Layrowut — . -
= FReset - R )' : N
s = Section — = x L8 ] S aSpe S0 o ]
O F Fice T hermme
1 | Title Slicde Title anmnd Conterl?f| | -Sﬁction Hﬁﬁdﬁr. |
| - Towro Content - | | : c.:-rnp:aris.:-n : | | Title Chrilnr |

Blamk Picture wweikth

Capticon

[y sSlides from Oatline...

Reuse Slides...

. %m%ﬁ%ﬁlmmwmﬁﬁwmasma@mm
F| T 3T JhR H G, S =T a1 I¢ g & v 3msed W Y Fele & g £

1

Click to add title

+ Click to add text

= Clicka

placeholder
& or an icon /'L
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Note : HIS[ET Fell$S & WI3T3C HT deolel & [T, A3MBE HATS W Foleh A, Y FIfSd o313 I |

FILE HOME

T =]
Paste Mews

- Slide -

Clipboard =

1

INSERT
=] Layout -

Office Theme

DESIGM

TRAMSITIONS

AMNIMATIONS

H i

Title Slide

Section Header

Tweo Content I}

Comparison

Title Only

Blank

Content with
Caption

Picture with
Caption

sSL

T TOTEE & TET 33T F SAT o A TorEE A R o7 & oS 5 A | 7 o

FILE HOME | INSERT

FAS & NY HPT W Fold H|

Organizing slides

qraRatEe gEgfadt # e e S @ 3 Tossy @ w8

wllls

[

Paste

-

Clipboard

=R
=
Mew -~
Slide= O7
Slides

Slide Navigation pane 3TgehT
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e Format Shape option SIIcIlaT Slerd Tol SITTAN| S8 e Text box fashed Iot, T Coreesiord seat
W Feres Y (1 & iR el W1 H gEase) F adoT Hl
e 3% d1¢ Column button X Fereh &Y|

Format Shape S

o A=
A 8

4 TEXT BOX
Wertical alignment Top
Text direction Horizontal -
Do not Autofit

Shrink text on owverflow
* Resize shape to fit text

Left margin 0.1° =
Right margin 0.1° =
Top margin 0.05° =
EBottom margin 0.05" =

~| Wrap text in shape
Columns...

o 3H ST SiF H AT FHioH H FEAT AfESe Y & fAv v F&A g IR TFA § :
3 Spacing # inch & AT AURA #T @ §1 g7 2 &lad 3R 0.55T & gl a7 & &

2
Columns : =
Mumber; |1 =
Spacing: |07 =

o AT & a8 3R QU 1T 3EEIOT H , AT FTYRYT WENE fhT 3T THRT & AT Th caec o
T Thd &, AR a8 3R, 3T & Plad & W IV CFEC & AT Teh &l ¢Fee diod ¢l Tohd gl
TATH 9raRdise 2013 # gee AR A«REr T 39Alr FH F (How to Use Bullets and
Numbering in MS PowerPoint 2013)
veTel graRdise YEqfadl @ a6l & T, gt & uea & fAT I9el oS H I ST HgeaqoT
BT B VAT el & FaH A el H & Teh TR AT ol I AN Tk & &7 H e LT g
fSwlec ®0 &, 51a 319 fordl caldglost A THEC <Y X § , af el WG &I YT H U Jolc
oTTT ST §-Faaifeld &9 & goie foee oeld §1 Ife 39 °aed &, dl 319 Teh 37697 Jeolc g
A I AR e & aa w7 foee # ur aX Gahd &
gaT BT & FUR FH FX (How to modify the bullet style)
o TIY Ugel AT foke & T¥A HY O 31T BidHc HAT A6 &
e Home tab 9T &, Bullets 379-3137 IR W Foleh |
TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW

Fmp. EI;,H&' B ™ ™
- At
== PDT "-I% \I.'

sss
111
4

I[1&

wyl <24 < A A A

| § kA Aar A -

Font I Paragraph I

E 2 Bullets

Create a bulleted list.

Click the arrow to change the lock
of the bullet.
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o @S &t arel A) & AIfSA Bullets Style &7 =TIl Y|

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMA™
VoA A = P 5= =. “ﬁ Text Direction =
= = = V= e -
a- A - L -
A None . o .
[] a <
[] a <
[] a <
| » v Star Bullets
> v |
> v

EE Bullets and Mumbering...

e Bullets Style forre & fe@g ¢t et

FHIfRT AT A Fq AT FI (How to modify a numbered list)
o HEH Ugd Hiser foke @ T HY fFH T $iAc T qEd B
e Home tab 9T &S, numbering 3MT-33 X WX [Fele H|

ANIMATIONS SLIDE SHOW REVIEW VIEW F
R = = EIE'“ﬂ' B~ S O
[ El- AL L
fa- A =E=== =- ™. 2 A A
IF Paragraph P
2 1 Numbering

Create a numbered list.

Click the arrow for more numbering

formats.
o @S ot arel A & sfesd numbering fashed & =TI Y|
ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
Ao A = _i=_ 5= 1=- ||£} Text Direction - S
; _5— r4 .. —_ & —L
ta- A- == 1. 1) @ =~
B None 2. 2)
3 3)
N
l. A a) 123
I B. b)
. C. c)

a. i
l ii.
iii.

EE Bullets and Numbering... I
o fo¥e & numbering f[dweT @S St @Y |

YRS+ T&AT F& d¢a (How to change the starting number)

i &9 &, Aifhd FRAT (numbered lists) HeX Teh & AE I g1 greliich, Hsf-hefy 3T foraly et
HEAT & AN FEAT YE FX Rl §, o T fIee i dR 118 Y& F&A1 a6t § ar -
o TEY g HIS[AT HAThd faEe (numbered lists) &1 TaeT Y|



1PGDCA2- PC PACKAGES

e 3% d1¢ Home tab T U, numbering 3MT-313+7 X WX [Feleh Y|
o fR@r$ &t arel AL & Bullets and Numbering T Tl & |

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
A oA ke . IE' HﬁTﬂ‘tD\redion' ’E
= [ I /
2 A E3 1 no
5 None 2. — 2) —
3. — 3
| — A — a) —
- B. b)
. — c. — c) —
- |
b. — i —
c [T
:=  Bullets and Numbering... r

Mumbering Settings

o U SUANT diFT G@S &3m| Start At field &, aifdd IRf@® T&am e HLl

Bulleted | Numbered

-
8)
7

e —
f —
g —

Start at:

o ToFC HEAT SEor e
Modifying the list’s appearance
SIS 39 I AT hAiehd foIee I 3UANT AT € dF 39l Bullets or numbering & 3R 3R T &r
qColet T RIS HGHH BIcll 81N TAT &¥el § Mt Soicers 3R off Foax 3N 3mlia G@ms &
ST |
HHR R W1 F FF FMAT FT (How to modify the size and color)

o HAlEr goe foee a1 Ta

e Home tab 9T &I, Bullets 379-3137 IR W Foleh |

TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW

o y— s AL ~
wdyl - A A B Z-iZ. e=3= 1=~ “:1 . _
N (- |ATL
] § abe M- pa- A = === =~ :-IZI' TN
Font = Paragraph =

L : 2 : Bullets

Create a bulleted list.

Click the arrow to change the look
of the bullet.

o @S & arel A] & Bullets and Numbering &7 T &{|



1PGDCA2- PC PACKAGES

ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW FOR
A -
PR =  — | 4= Text Direction ~
AN A =-i=- =5 IE-}_{X: "
Aa- | A~ o l
o None L o —
. PR
. | J— S
. [ K
. [ F
- 0 I
> v
P — v —

EE Bullets and Numbering... l

o U SN Sl @S 23| Size Hles &, ol 3MHR AT |

Bulleted  numbered

& P
& P
& P

Color m Customize...

Reset ok || canca |

e Color 3M9-3131 ST TN TFeleh ¢ IR Th WM & TIT |

Bulleted | Numbered

. Automatic o —

Theme Colors o —
H EEEEETHE

o ——

|||I|ié'"'}_

ed, Accent 2, Lighter 40%
Standard Colors >

Size: [{& - Colars... Picture...

[ oc | [ e |
o OkW fFosh | foFe AT gole AR IR T @e & fav 3use g Smeah|
Customizing bullets
3T foree A Bullets & & &1 3elhfod A & 3T F& fove 3MgeaAl W S & Fhd § AT 39l
foree & fBasar &t dafdadha o Gaha &1 Bullets T IThiold H HT Th 1A ol Symbols T
3UAT AT B
qaT & T A Welld FT 3TAWT F/ F (How to use a symbol as a bullet)

o HiSEr gele foree &1 aheT A

e Home tab 9T &S, Bullets 319-3137 IR W Folsh |
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TRAMNSITIOMS ANIMATIONS SLIDE SHOW REVIEW VIEW

— i AL = B

dy) [ |K A e B S e s i BN

[s (1- |[ATL

] § aeMN~-par A = === =- ™. b ™
Font P Paragraph P

L : 2 : Bullets

Create a bulleted list.

Click the arrow to change the lock
of the bullet.

o f3@Wr$ &t arel AL & Bullets and Numbering T Tt & |

AMIMATIONS SLIDE SHOW REVIEW WIEW FORI
A - -
- - s e e e 3=  t= _ “u Text Direction -
Aa - b = = = = [t e T _
wa - A - _ — e
= Mone — N
EE Bullets and Mumbering... E

o UF AT dIFd G@TS 3| Folo & IX, Customize W Feled Hl|

Bulleted
.
MNone . — o =
.
o — P — > — v —
o — e o w
o — %  — v —
se 55 3] orted
|| customize... |
[

Reset o ] [ coneet |

e Symbol STIEeT SFT fG@TS M|

o Wiec 3MU-313 dIFd W fFaldh Y 3R Th Wiee & TIT HY| Wingdings and Symbol BIve 1S
ey & aifeh @ agd 39PN Symbol g1 €1

o TifSd Symbol FT T H|
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.fnnt: ‘Wingdings EI

O A 4| | % % | & 3|50 2| Q|0 X DB 7

T|D|D|T|2|2|D[E|T|T|I|Y |4 |&|P|F

2 [MRE R eyl [@R <[> [£] v

coooe%4~¢nzzue%1~~bs

AN =203 E|DF ey olx|v

®||a :

Recently used symbaols:

3|3« [2|>mo| [+ |x|o]. [ |o]™

:\:::;;;‘:2;2 Character code: from:
e OkW @& Y| Symbol 31§ Bullets and Numbering SIS SieFd & TAeId Bullets [dhed & &9

7 fe@rs gem|

Bulleted | Mumbered

o — o
o — e
o — o

ok ) [ cancat |

o AR A faFC # Symbol ] FA & fAT T & Ok W fFereh Y|
TATH YEIUIEe 2013 ® TAICHIE & AT HIH FIAT  (Working wirh SmartArt in MS
PowerPoint 2013)
SmartArt 3TYeRl THFEC T SYANT FA o F1T AMherd o TTY STABRT BN T Fel I ITHTT Sl
g SUH Fs Tesed ¢ , Toletal 3UTNT 3T F5 3l9-37T YR F ARt & /T == & fOw &
qhd ¢
SmartArt A& FF 3Tk (How to Insert a SmartArt graphic)

o 3 TASS I TIUT Y 18T 3T SmartArt IMTher QT a8 &

e Insert tab &, Illustrations group # TEUX SmartArt HHTS HT TJeT Y|

FILE HOME  INSERT ~ DESIGN ~ TRANSITIONS  ANIMATIONS

S B Qe a 2 ) B

New  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart
Slide » T Pictures *  Abum<+ -+
Slides  Tables Images Illustrations
o Th SIyAlr Sl TS Gam| a1 3R ¥ Uk category HT I H, A SmartArt I Te,
3R ok IR Ferehr HYI
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All = )
List ,_ S l —

Process -

Cycle _—__ - - l _ ‘ l _ ‘

Hierarchy

[ . |
Relationship l ‘ l ‘ l ‘
Matrix \ A .
Pyramid .
- HIE Hierarchy
Picture I

Use to show hierarchical relationships
progressing from top to bottom,

Office.com

@EDHE S § D

Choose a category and
then select a graphic

coce

e SmartArt e TAATT TS W @S &4 aam|

l [Text] [Text]
I[Text] }I [Text]w [Text]w

Note: SmartArt S8t & foIT 3T Tordglesy & Insert a SmartArt Graphic R 8 fFae T Thd gl

&
o S o

—ug,

Insert a SmartArt Graphic +

[ oo a

SmartArt A& 7 TFFe FJ AT (How to add text to a SmartArt graphic)
e SmartArt IMheh HT TJT HY| SmartArt task pane I8 3R @S 2am|

Type your text here x H{:’% n
= l [Text]
* [Ted]
* [Text] | ]
. [T;ﬂﬁm] > l [Text] l [Text]
* [Text] _'7
l [Text] l [Text] ]l [Text]
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o Task Pane H YA Joc & T H THEC Gof Y| eaee aMhah A G@rs &am 3R 3mehm &
37X fhe A & fAT HHR dgar See|

Type your text here x
Nicole
* Nicole Ramirez, President ]: | Ramirez,
President
* [Text]
® [Text] |
* [Ted] '
»
o [Text] e
® [Text] "
[Text] [Text] [Text]
| Hierarchy...

o YT PR s & fAU | Tex garv| TaskPaneﬁWHégﬁEﬁ'@Té’a?ﬁ,ﬁTmﬁﬁﬁW
T 3R fG@rs daml 39 R off geie @ ger whd g

Type your text here x
Nicol
# NMicole Ramirez, President RE:E:::Z
o [Ted] President
I| I
* [Text]
o [Ted] [Text] [Text]
® [Text]
* [Text]
[Text] ‘ ‘ [Text]
Hierarchy...

. ma@amwmmwma@mmmmmmmmm
T IMHRT H CHC S5 HI 3aRIeheT &

Alo@r eFFe A SmartArt # F& gRafdd FX ( How to convert existing text to
SmartArt)
UERUI$E WRETA goie St ST U 3Mehdeh TAICIHIE Aftheh H Seolel H ITAET Tl g1 I 3aeh
I Ugdl & TA88 W e &, dl 319 38 SmartArt F aRafdd & ga &1 A RT 717 gAR 3T
&, g fshar & RFT e # Geraar & U gole dise SmartArt # seor 31

o 37 foTe a1 NEmE W Tse-Folh ™ fFT 3T SmartArt H Felac T dEd &l

e 3T §IG 31T Convert to SmartArt X fFeae &Y, R aifdd SmartArt IMfhes &1 TdaT H|

Calibri (E ~ (28 ~| A" A~ 3=
. T B I U===./4A"-~
= Research Topic
) 36 Cut
5" Organize Sourc gy copy
= Write Paper i EEt=On e
| S 2 LA
=} Exit Edit Text

A Font..

S Paragraph

:=| Bullets >

i= Numbering 3

T Convertto SmartArt  +

& Hyperiink

Synonyms 3

Bg Translate
A Format Text Effects...
& Format Shape...
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e CFEC SmartArt IMher & FT H @S am|

Research Organize

Topic Sources

Note: 3T9 SmartArt I arad e F o gRafdd & Td &1 ReaT F cfgal a® Design tab &, Convert
FHAS W Foad Y, BT Convert to Text FHT TIA |
SMARTART TOOLS

DESIGM FORMAT lavier Flores - %

Reset Convert
Graphic @

-

- ----F

SmartArt Styles e r. .
Convert to Text I} IE‘
1 Conyert to Shapes
SmartArt ®1 F& FMAT FL(How to Modify SmartArt)

TF IMHia F A3 (How to add a shape)
e SmartArt I T T FY, T ReeT & g5 30 U Design tab W Fearer Y|

N REVIEW VIEW DESIGN FORMAT

v

L
e_8
| | [ ; 'Q
Change| | || | [ || | ]
Colars =
Smarthrt Styles
o T &Y fF 3T &gl 74T Shape TG@ET aEd &, T adjacent shape T TIeT &Y |
Type your text here X
Nicole ‘
* MNicole Ramirez, President Ramirez,
President

#* Brent Summerfield, VP

Denise Ross,
HR Manager

Judy Williams,
Admin
Assistant

* Valerie Evans, Marketing !

* Ryan Medford, Brent

Salesperson L Summerfield,
A

Valerie Evans,
Marketing

1

g

* Judy Williams, Admin
Assistant 1
Ryan Medford,
Salesperson
Hierarchy... ==

e Graphics group ® ¥ Add Shape FHTS W Feleh Y| Teh Y-85 A fa@rs &am|
e Shape & HATT T W TH Shape SISl & e Add Shape Before AT Add Shape After Ioi | =i
Shape & 39X AT oA T Shape SN & folT Add Shape Above IT Add Shape Below &T Il &Y |

* Denise Ross, HR Manager
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FILE HOME IMNSERT DESIGN TRA

17 ]Add Shape = € Promote T Move Up
L_'-‘" Add Shape After te 4 Move Down
¥4 Add Shape Before  ftoLeft 52, Layout

®  Add Shape Above  [3Phic

fw. Add Shape Below Iy
-

o ST Shape fg@ms$ =¥ w@Yam|

Type your text here X .
— Nicole

* Nicole Ramnirez, President = Ramirez, ‘

® Brent Summerfield, VP L Bresident )

y

* Valerie Evans, Marketing [ [ |
s R Medford | ] 1
5:|ae: E,Eso:r ’ 3 Sum?;::;ield Valerie Evans, Denise Ross,
P VP ] Marketing HR Manager
- .

* Denise Ross, HR Manager

* Judy Williams, - n-,ran Judy Williams,
; ; s Medford, Admin
Hierarchy... Salespemn Assistant

HTHR FT Te1dT & AT B3R FF HT (How to Promote or Demote Shapes)
e SmartArt I T T HY, BT ReeT & g5 30 U Design tab W Feorer Y|

N REVIEW VIEW DESIGN FORMAT

Ik [ -
change | )| T | “Q" lQl_

Colors -
Smartart Styles
o 3H Shape T T HY TS 3T SISAT AT el A6 &1 AN 3&60T H |, §H Ush Shape
feelie &
Type your text here x
* Nicole Ramirez, President [+] R::;:jr!:z
President

* Brent Summerfield, VP

* Valerie Evans, Marketing [ I
* Ryan Medford, Brent - . .
» Valerie Evans,
Salesperson Summerfield, N
WP Marketing

* Opal Jones,

|
Denise Ross,
HR Manager

Intern L | i
* Denise Ross, HR Manager Ryan OpaIJor:es Judy Williams,
- Medford, ’ Admin
| Hierarchy... | Salesperson Intern Assistant

e Shape @ 3Td TR WX of Sl & foIU |, Create Graphic group & Promote &3 W Feeh HL| 30
fF et TR W o I & T, Demote FATS R Fae Y|
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FILE HOME INSERT DESIGN TR:
1] Add Shape ~ € Promote T Move Up

Add Bullet
EDText Pane

< Demote 4 Move Down

B

Create Graphic
Shape Tsh TR 3= AT AT TAIRT 8 ST

Micole Ramirez,
President
| | L
Bremt .
Summerfield, '\.l"a.:"erli Eﬁ s
W arketing
Ryan PMedford,
Salesperson

Opal Jones,
Intern

sAle: 39 Task Pane & $fiak & #f Shape @I f3ATe 3R yHle & Fhd &1 Task Pane H FiFHAeH fog &
1Y, Shape &1 Al FA & AT &9 Foll EaIU| T Shape T Foram &4 & faT Jhedq Foil (I Shift
+ Tab) &aTU| Ig TS multilevel list & TTT TH outline §or FHT RE B

TF @ T W MHR H qAedaiedd F8§ FI (- How to rearrange shapes on the same
level)

(:} Right to Layout

Denise Ross, HR
Manager

Judhy Willlianm s,

Admin Assistant

SmartArt ITfthes T TTT HY, T Design tab W FeTeh Y|
3 Shape & TIT Y oI 3T TAGAIRT FAT dEd gl

Type your text here 4
Nicole
#® Micole Ramirez, President Ramirez,
President
*® Brent Summerfield, VP L HEsIce J
_

* Valerie Evans, Marketing | | A

+

* Ryan Medford,
Salesperson

Brent
Summerfield,
VP

Denise Ross,
HR Manager

* Denise Ross, HR Manager

Valerie Evans,
Marketing

* Judy Williams, Admin

Assistant Ryan Medford, ] Judy Will_iams, ]
8 Salesperson A.d_mln
Hierarchy... Assistant
e  Create Graphic group &, Move Up I Move Down WX {Fereh &Y|
FILE HOME IMSERT DESIGM TR
17]Add Shape ~ € Promote T Move Up
Add Bullet = Demote 4 Move Down

] Text Pane (:} Right to Left Layout

Create Graphic
Shape Teh ¥2T FIX AT «Ard g S|

Customizing SmartArt

SmartArt STl & o1, VEY & @al § [See 3T 39e 3ufeAfT & T} & scodar aga &1 a9 o 39
SmartArt IMTfther TeTcl §, o Design 3R Format ¢80 Reel & a1$ 3R @S &1 oferar &1 @8l & , SmartArt
Aok T Fersel R AHBE H FUR T I
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SmartArt I FETCATSA H¥ HY (How to customize SmartArt)
PowerPoint SmartArt 3 &1 39T et & foIw fAff=T  color schemes Y& HTAT §1 TN deoa & AT,
SH SmartArt T =T &Y, Change Colors H#HS W TFefeh &Y, R SMU-313+ A & aifd W1 T+

AdWorks_Employee - PowerPoint

SMARTART TOHOILS

TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW DESIGM FORMAT
o — _ = - - R
- =7 i o = =] e L L — 1
== = — oS- o <] (Change| CIC ) COC) COC ) T
Colors =
Layouts Primary Theme Colors
g}
] |
]|
[ |
Colorful
| | } T -
| | | e [ ] =
[ Accent 1
Marcus James, Bob Robert CIT‘_‘I IZII:II:I |:||:II:| I:LI__II:I
hieadlon Soalesoclfle: = :
Accounting e

Accent 2

colorschemesiﬁﬂvﬁwmm% Wmmﬁwwwaﬂﬁﬁ 3 W AR

g

INSERT DESIGM

TRANSITIOMNS

AMIMATIONS

SLIDE SHOW REVIEW VIEW DESIGM FORMAT

Aa

Custom

T T T
Office

] I B T
T
T
[ w1
T T
T
T T
T T
T ]
1 ]
TN ]

Custom 8

Office

Office 2007 - 2010
Grayscale

Blue Warm

Elue

Blue Il

Blue Green

Green I}
Green Yellow
Wellow

Yellow Orange

Colors

Fonts

Effects
Background Styles

LT T v ¥

Denise Ross, Desizn
HR Manager Specialist

UIRUISe # S TAEINE Terged o AMAS § , Sl ATIeh! 30l THAEHE & &9 3R 3Hesd H caikel

T @ FAMAT Fe AT Al &l §1 Ferser seea & fow

, SmartArt Styles group & aifd Styles T

TIT F|
W REWVIEW WIEW DESIGM FORMAT
[ ]
e | s Y B e
change | ][] D i) O
Colars -

Matalie
Ramirez,
President

Smartart Styles

8
N\ 4

Select a style or click the
drop-down amrow to see
more styles

Tom Bridge,

Denise Ross,

Design

Head of

HR Manager Specialist

Adwvertising

3T 379aT TATCINE H  shape effects S8 vl & , S beveling 31X 3D rotation | Border W Fesh leh
YOl SmartArt ITftheh &1 TF=T &Y, Format Tab T =TT Y, R alfS shape effect TeT| 31T S 37eraT-
3T 3Tkl el & foIU Ueh gfFaerd 3R W o fFoeh #X @ohdl &
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ANIMATIONS

sssssssssss

Click the SmartArt border, then
choose the desired Shape Effects
from the Format tab

SmartArt I33¢ A HA dga (How to change the SmartArt layout)
Ifg 3MIHr SmartArt I F IR SATFARRT TARAT Flel T RE THG 6T § , dl 3T 3= araft
I g s & e Ha & [T gAAT YT A3 acol T Bl

o SmartArt Ik T TJT HY, THT Design tab FT TIA A |

e Layout group &, 3MT-313 dR WX fFerh H|

MSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW DESIGM FORMAT

o L]

R N [ = =R =R
£z 60O 50 o Change|l | ] | R
I:}C-:ulcurs'

Layouts Smarthrt Styles

o TIfSd 3T FT TIT Y AT More Layouts W Foeh Y ... 3R 81 SmartArt fased c@ar &
fore

= e =5 — 8-

=== BEERE = = = - ©- O-

—] = =

oD EEe 0 ===
ey, =

== C=e=El

=] == H Table Hierarchy = —
— = = - - =
= “=a8 Bgg 55 —

PI:l More Layouts...

o  TIfAT A3M3e @S gam|
THUY Yraiuise 2013 H ThiAeie @ srel (How to Insert Screenshot in MS PowerPoint
2013)
EhAIE Hel T @ IR FYY Fhlel & FAUATC g 81 31T oorsrar Bt off damer | de@rse ar
TSt &1 TR of Hehd §1 9raRUise T Yol H U S & v REd Hr ot TR ar whie
fFarftier & ThieiTe & Sac FIAT T TATT &l

o T Ug Inserttab T TTA &Y, T Images group F & Screenshot FHE W Feareh H|

o 3MUd 3THCIT UX Available Windows fe@rs &aft)

o 3T ThA & TS HY A 3T EheAeile & & H FTU T I8d ol

o THIARIC AT § TafAd Togs W @S ¢ oehm|
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HOME INSERT DESIGMN TRANSITIONS
= B i ed @ B Y

MNew Table Pictures Online Screenshot Photo  Shape:

Slide ~ - Pictures i Alburm ~ -
Slides | Tables In Available Windows
-
4 i
| —
~ &4 Screen Clipping

THUY qraiuise 2013 & TR fFaq & st (How to Insert a Screen Clip in MS

PowerPoint 2013)
o TIH U Insert tab T TIT HY, T Images group & & Screenshot S I fFerh FY|

o 379 3THCIT W Available Windows fe@ms &afr| 3@# & Screen Clipping fased WX Fareh &y
HOME INSERT DESIGM TRANSITIONS
= B D e me B Y

Mew  Table Pictures Online Screenshot Photo  Shapes

Slide ~ - Pictures = Alburn ~
Slides | Tables In Available Windows
o=

B3 I
—— F" . ScreengippingL\)

o Y SERCIT W Teh Yol A @S 2o | 30 BhieT &l Tieed & T ffeten &Y 3R i
5 39 & Fafte & & F Fwrw w6 agd S
o  ThT Fofter adae F wafed Togs W R & oem|

THUH Yraiqise 2013 H 1€ & Y FIH HIAT (Working with Chart in MS PowerPoint

2013)
IC Th IYHIOT & TAHHN 3TN 3T F Afheh & T H TGRIT Il o foT Rar Srar § | doieerT &

AIE FH GAT F F ST I Jolell Fleh Sl 3T g Il g

UIE & YR (Types of charts)

UIERUISE # S HeF-3e9 TR & dIC gid &, [STad 39 39eT SeT &1 Fafeasd alih & Tedd
Hohd § AIC T THET &7 T 3UAT A & o0, I Tg qHSTA HI 3TaeThdr gei T fafdesr arc
F 3YINT HA fRAT AT gl

Column Chart
Bar Chart

Line Chart

Pie Chart

Area Chart

XY (scatter) Chart
Stock Chart
Surface Chart
Doughnut Chart
Bubble Chart
Radar Chart
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Inserting charts

JIaRdise dIC 3T &of el & folU Coldglosy & §T H TFHA T dig TUsMe &7 3T Har g | seT
& A Y GTHAT HT T B

TH € FF 8¢ HY (How to insert a chart)

Y Ygol Insert Tab T =31 &Y, BT Illustrations group & ¥ Chart #d5 9 fFae HY

)
HOME INSERT DESIGH TRAMSITIONS AMIMATIONS SLIDE
B
D |eg m@@hn%a
Table  Pictures Online 5creenshot Photo | Shapes Smartdrt Chart  Apps for
- Pictures - Album - - Office~
Tables Images llustrations Apps
e Insert chart STICITIT S1Fd @IS Sam| left pane ¥ Teh Category T Tl &Y, 3R right pane & a1
FI Review S|
o TS T & T Y, R Ok R Farsd +Y|
Insert Chart ?
s Recent ) - - - A
Templates ‘/\"/ \/\‘J/[\ \/“‘J/’ l/!\". *f\-" V\-" raN -
|_|]1[|1 Celumn Stacked Line
X Line Stacked Line
® Pie
E Bar
B~ Area . - Select a category and
[ XY (Scatten) : then selecta chart
lis Stock .
B Surface
‘;k‘ Radar
fir Combe
o

o 3NYH TH TIC IR Th Wl @ i e & @ g arem 3T cordglesy dld 3er
(Source data) & TSI 3T YT FATARRT & g Thd gl BT 3T ( Source data) T 3TN ATC
I & v fmar Srar &

Chart Title

Chart in Microsoft Pow

= = E F

1 l .Series 1 Series 2 Series 3 I [

4 |category 1 a3 24 The source data will
4 |category 2 2.5 4.4 appear in the chart
4 |category 3 3.5 1.8

Category 4 a.s 2.8

The placeholder
i source data
4

geefic 7 3eT g |

oW NN

[}

[l | Chart in Microsoft PowerPoint b4
A E C D E F G H -

1 Series 1 Series 2 Series 3

2 |January 4.3 2.4 2

3 |Februa 2.5 4.4 2

4 |MarchI 3.5 1.8 3

s |category4 | a5 2.8 5

G

7 -

4 3
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o IE RS g, dr dfFadl 3R T & fAT 321 I g A1 v & fAv A @r & AT
aIu el I TFefeh Y 3R Dief| hael el W3 & Ry g3m ey =wie # fewrs &am|

il - i Chart in Microsoft PowerPoint x
A B C D E F G H -

8 |July $20,000

9 |August $18,000

10 |September| $18,000

11 |October $16,000
12 |November | $18,000
13 I[lecemher 1 $23,Dun,h
a

-

o O 3T [T A o, dr TsMe A d¢ A F AT x W Ferwr ¥

o TIC Y N SATVAM|

e 3T 39« TIE T TIT d¥h 3 Design Tab 9T Edit Data ®HS TR fFerer FTh dE 3T &l
frer off gFg Fuifea T F&d gl

VIEW DESIGN FORMAT
=l
. _ Select  Edit
! Data Data-
Data

o 379 Uk oA dIE STd & [T Taldglesy H Insert Chart #HATS W 8 Fodsh T Tohd &1
e ToH F WY AIE H FUR FIA(Modifying charts with chart tools)

3T AT A HEEASS 3R TafeUd A & 5 3T dlF ¢l 360 & [T | gTaRyise 9 are
YR Fcolel, UIE & 3T I JAHARd el 3R C & A3 R Fr3el & Feolad AT el
gl

UE F YR H H¥ F¢a (How to change the chart type)
I et Farer § 6 e ser fanel RfYaa @ & fov suged adt § A A9 39 WwE F ghR
N A ¥ IEoT Fohd § AN 30T H, §H 30a °IC A oige] II¢ & HicH ae & gl &avl

o g8 U Yol TS 3T deolell U6 81§ a1g Design Tab TR fofeleh Y|

e Design Tab &, Change Chart Type A8 WX fFeleh |

T 7

1

Select  Edit Change
Data Data-~ Chart Type
Data Type

e Change Chart Type STIciieT diFd @IS ¢3IM| difdd a¢ & YR & T HL , T Ok W Fors

F|

Change Chart Type

+ I

Column

Clustered Column

>
n

v g x
%
i

EXBERRHGRE

o e | MDE (2R (B Mm le@ 00 0

cccccc
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o AT TE YR fe@rs am|
gfFd 3R Frad 3er FA Baa T (How to switch row and column data)
FHN-FH 3T 3H9el TIC 3T HT Teolell TR &l @lelifh , §H Giaadr AR TG A Fag & Fd &
drfeh AIE Ycdeh T3l o IT HhictH & H1Y ¥ oeh ST I Foffed A Feh| all AT &, T€ H Th

& SeT B &
o 3T UK F TIA B O 3T TNAT AT T8 &1
e Design Tab &, Data group & Edit Data 313 T T H|

EDESIGN FOMAT b m II

Eé i r/ Switch Row/ Select  Edit Change
LR L Select Edit . ¥

; i | Data- Column  Data Data Chart Type
Data Data Type

o TE A A T Fors Y, Y Data group F & Switch Row/Column HHTS HT TIT Y|

o ufFaat 3 Tt = o frar smeem)
e AAT3C HA¥ Fga (How to change the chart layout)
qEfAUIRa ¢ N3 TR Y AC B UGl H A §elld & fIT  chart titles, legends, 3R data
labels GfgT ATE ceal T HMAT Fel AT ST &

o 3T A F TIA F O 3T FMRAT A g &

e Design tab &, Quick Layout HHTES W Felsh Y|

FILE HOME IMSERT DESIGM TRAMNSITIONS AMNIBATIONS SLIDE SHOW REVIEW VIEW DESIGMN FORMAT
] = A —
I & fiik [:c? .t B =

Add Chart Quick  Change | 8 2

Element - Layaut= Colors -

Chart Layouts Chart Styles

. T 3 A A W aod qEmRE dase A wu A

| (lefen | IS
Jﬂﬁ J:I]_l]l

o 1 A3m3e yfafdfad aa & fow o 3r9se gl
qE dcd (S AE Mieh) T el & AT, element T FFerer &Y 3R ersfiier o« &Y
e TS F FF dga (How to change the chart style)
UE TEF H 3T U I1E & T@®Y 3R 3Hqerd & i & TN F Fehel 2
o 3¥ TIC & IIA H 8 T AT A T8 &
e Design tab &, Chart Styles group 3 More 39-3137 R W [Felh H|

G | G
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DESIGN  TRAMSITIONS  ANIMATIOMS  SLIDESHOW  REVIEW  VIEW DESIGM

SRl

— Select  Edit
I} Data Data~
Chart Styles Data

o @S & gt A @ DT TS FoTTA HI

1 Ll T

o T TG TeRd H fe@rs gam|
39 IIE dcal HT SiseT, AIC TS deolel IR A 3eT fheet A & fIw  chart formatting eifcehe et
& ¢ 39T FX FH gl

Sales by Year
$140,000.00
$120,000.00
$100,000.00
$80,000.00
$60,000.00
$40,000.00
$20.000.00

$0.00 1 | LI
‘ 2010 20
K $26.13.

[
2
31632600 I

THTH YaRdige 2013 & 3f3ar @ 31k (How to Insert Audio in MS PowerPoint 2013)
UIERUISE 3TAhT 0=l TEicl # HifSA Ssar &1 3qAfd &ar &1 3aeor & fav |, 319 U Forss
ShA3s A IHISA S Fehd €, 3R gEX W eafed veva STl Fohod &, 3R TET e o 319+ ge &
A o Repis & Tha €
wisd ¥ AfeAT FF FiFafaa T (How to insert a Audio from a file)

e T UgA Insert Tab WX f&UA, Audio 3T-313a7 AR W Fas &L, T Audio on My PC &7 aaaA

F|
] @)
Video Audio

Me 4 Online Audio...
i Audic on My PC... L\}

Record Audio...

o aifdd 3fEAr Wige 1 gar o@m? IR YA, T Insert R fForeh
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@ * T L« Music v Search AdWorks pel

Organize « New folder =~ @ @

N Name Type Size

[ Libraries

|4 Autumn Leaves ~__ MP3 Format Sound 1,624KB|

@ Documents L

Ji Music

[E=] Pictures

B Videos

1M Com puter
B 05(C) X

File name: |Autumr‘| Leaves W | |Audio Files V|

Tools - | Insert |v| | Cancel |

o 33T Fellgs H g ST
JHTeTaTss ATfA FF afFATAIT FI (How to insert an online Audio)
o JEH U Insert Tab WX f&UA, Audio 319-3137 dR W Fersh &Y, T Online Audio T TIT HY|

DRAWING TOOLS
FORMAT

T ED ABREN T Q OW

ient Text Header WordArt Date & Slide Object Equatlon Symbol Video Audio
Box & Footer X Time Number v »

ents Text Symbols Me 4% Online Audio...

o T3 fd3T & Search Bar #T 39INT d¥eh 3 AT & Wiel A 31T insert FIAT AEA gl

X

Insert Audio

0 thge com Clip Art Airpland

Royalty-free sound chips

o TS AfFA oA, T Insert R fFersh |

« BACK TO SITES

(s | Office.com Clip Art

= Airplane
2 search results for Airplane

D)

ow  F16 Rips By

Select an item g Cancel
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o Af3A TaTS3 H 3 MU
YA I & A RFITET (Recording your own audio)
ell-shefl 3T A Yolewrs A i3 Rl A w6 Tohd &1 3e60T & foIw |, 39 gegfciaior &
faeRor enffier el =med &1 Afthel I 31T g @1 3fEA Repls otah sTefl =g & o 39 ard
Teh ATSHIBIA gl ool ¥ 8 Hogedt & I’aARa Ashime @ § a1 Few Sogex & cor fhar o
qHhT Bl

3HIf3ar R HF HY (How to record audio)

e Insert Tab R f&ud, Audio 3MT-33 dR WX Ferah Y, R Record Audio T T3l Y|

1 )

Video [ Name: SIideSCummentar}'I Name: |Slide 5 Commentary
Total sound length: 0 3
Me .% Online Audio... g Total sound length: 0
o) Audio on My PC... ¢ .h
BRecord Audio... l} Cancel Cancel

o 33 Repifsar & fOT Audio T T ATH 8T Y|
o RIS Y& A & AT NPl dead W Forsh
o 9 3T RIS AT X of, dr Stop Jead W Fard F|

Hame: | Slide 5 Commentary Mame: |Slide 5 Commentary
Total sound length: 12 Total sound length: 12

L b
e ||t e e

o 3YAT RPITSIT HI Preview ¢W=T & fIT, Play ST IR [Feleh &Y
o SF 3T QM FI of, Al Ok W TFereh Y| HITSAT Wil Fellss & STell Swal|

Working with audio
3 T qargelda H@ FX (How to preview an audio file)
o T YA & AU TH IS Brged W fFoh A
o 33T WIge & i Play/Pause €T 9X fofeleh Y| audio Y& & ST, 3R Play/Pause & &
SIS H TBHATS dofel oT31aT|

Timeline

> 004041 i

e
o 3fSAT & M S & AT TEAATST W FT N Forh |
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A FA TAATGRT HY (How to move an audio file)
33T A Toss & R TUT W o I & fov Fae Y 3k did)

f3AY FF e How to delete an audio

39 3T $Isel 1 T F fOF 3T gerem aed &, T 30er HIeS o §HEdq AT Delete FHoit
gamd|

Audio options

W 37 faweq o § foeg 39 fIT aX #evd § & o9 Playback tab WY 3fif3dY fasew wag
9T I g1

y L H i . .
X - Start: |On Click Hide During Show

Play Across Slides
Volume

- Loop until Stopped Rewind after Playing

Audio Options
ategd (Volume): 38 fased a1 waer 3if3a & o 3HifA alecgw sgo & fovw fRar S g
YRS FX (Start) : Ig ARG axar § & 33T Taafold &9 @ & g1 § A1 519 ASH Fefen fohar
ST & T % gl
@ad §AT PUTT ( Hide While Not Playing) : 38 fahed &1 FailoT 3ifSaT &1 ool s G 3ifsar
3MghleT U & fIT foram el g
TATSS 8T & AU ( Play Across Slides): hdel Il TASS ST Soll THITOH Tallss H ST wisd
T S @ §
A9 aF & 4T (Loop until Stopped) : I faweq &g gl de& ifsar yafda #Xar §
T & a1g Rags # (Rewind after Playing): 38 fsed & 3if3ar @aAcd @l oX g3ia & fferar g
THATH YraRuige 2013 & AfFAaY F& srel (How to Insert Video in MS PowerPoint 2013)
UIERUISE YT TASS T Teh ASAT sTofel 3R 30l T&qfcd ( Presentation) & ERTeT & ==t
AT & 1 Tg 3k &Pl & fw 39elr el ( Presentation) 1 AR 31w el S T T
AR T §1 3T PowerPoint & #fiay fifsaY &I duifed (editing) off aX Foha § 31K suadr 3ufeafa
P FECHTSST HT Tohd &

wEd ¥ A F@ afEAfdT FI (How to insert a video from a file)

e T UgA Insert Tab X f&UA, Video 3MI-313a7 dR W Feah &L, BT Video on My PC &7 aIaA
ey

DRAWING TOOLS

FORMAT

S0 4ABEOT QO

ent  Text Header WordArt Date & Slide Object Equation Symbol Video Audio
Box & Footer ' Time Number . 2 .

Text Symbols hﬂl»‘h:
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o TS A BT HT Gl @M¢ 3R oA, T Insert TR fForen Y|

3 Insert Video | x|
®© v 1 1 « MyDocuments » Misc » Trivia Night v ¢ | | Search Trivia Night »
Organize v New folder =<~ 0 @
A
2 & |
4 Libraries
| Documents
J Music et 4
(&) Pictures World's Fair I}
B videos
1 Computer L g =
&, 0s(C Y
File name: | World's Fair v| | Video Files v
Tools v Insert f;‘ Cancel

o dIfSAT TA1SS H g ST

JiAersa ifsar F FfEAfAT I (How to insert an online video)
O JTASC-o JTIF-3TIHT T Foss 7 A3 Was et &1 37 &af &1 T woaIss Aifsar
HIAT FHT ITASC T BIC AT S Hehell © |, [T 31 § b ST T 3maehy wiser A w67 SisT
SITEaTT | THSIfSaT e SEfeT ( Presentation) & WHISel 3R 1 A dlel HT Teh GatTolelsh i &

ciftheT AIT3AT Tt & fOIT 3MTUPI Sctaic A Foide glad dhl HY TTLTHhdr gl |

o JEH UG Insert Tab WX f&UA, Video 3MT-3137 R WX Felh &Y, T Online Video T TaeT HY|

AWING TOOLS

FORMAT

4 T # ]
Text Header WordArt Date & Slide Object
Box & Footer Time Number

ent

|

e )

Equation Symbol Video Audio

o T3 fd8T & 319 SkyDrive WA & §9Tf H Browse W Folsh Y| dhfeus & &, 31T Ira31q

faer & forae a1¢ Red # bags dead W Ferh X BETH A video TS X Hehol B

David Eitelbach's SkyDrive

o TS AfFA oA, T Insert R fFersh |
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o Af3A TaTS3 H 3 MU
Working with videos
dAifSar #1 qEtaatFT F/ FT (How to preview a video)
o T YA & fAU TH Af$A W Fom
o dIfSAT & &MY Play/Pause SeoT WX foFersh Y| AIfSAT TolelT Y& g1 ST , 3R Play/Pause el

ST #H CTISHATSA TerdT T3]

- _
ne -,
- pld -~ - &

Play/Pause ‘! Timeline ™=

> 032166 ) 07:06.07 =3

o ST F 3T T & AT cBHATST W Fgl i Fod L
AT 1 IMFR HA I (How to resize a video)
o AIfTA F & HHER &l Tt g3 W fFoled T 3R Gie|

o FlA PR ol dlel G5l A HeT Tgef U Pl TIETT FA FHY Th dISAT T IR
geol &1l I 3T FIss Arefaier 83 &1 3UANT Hyd &, ar aifsar Ners S|
3T FA TYETEGRT FI (How to move a video)
fafsar #r Tomss & el T W of I & fov Fae & 3R di)

fifsar FF ge1w (How to delete a video)
39 A #1 TFT S 39 g2 aed ¢, TR 30el HIeS T dhedd AT Delete FHofl aTv|
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Video options

Video & T&afdd 0 3= ey off § T 3T afa a) asa § 6 3mger Aifsar Far g @1
g1 & Playback tab W Video fdshod ¥Hg & T S 81 dlegA: 38 e &1 yaer ffsar & fav
33 afegd seem & T BRar Sar 3

‘xﬁ [*" Start: |On Click -

Loop until Stopped
Play Full Screen

Yelume Hide While Not Playing Rewind after Playing
Video Options

ateg# (Volume): 38 fasheq & waier AfsAr & AT HifsAr afeqw aoret & forw fmar S g
YRET FX (Start) : Ig GG ar § 6 IS Taariod &9 @ & i1 § AT ST ASH ToFefen fohar
ST & @9 YE &M
qot BRI Feme ( Play Full Screen) : 30 f@ed & waier difsat &F g & w %ot & fow famr
ST g
@ad §AT PUTT (Hide While Not Playing) : 38 fahed &7 yailer difsa &1 oo ol @A s gure
& v fFar Srar §
&9 d& ¥ 47 (Loop until Stopped) : IF T 9¢ gt d dIfsAT TERId T §
T F 916 RaEs F (Rewind after Playing): 38 fahed & AT FATCT gled WX @3 A dterar &
TATH UG9S 2013 A Teolded & WY & &1 (Working with Objects in MS
PowerPoint 2013)
qraRUise H, Ucdsh TS H $s TScH g Thd &, o [, 3R 3R caee sied| 39 [Affea ot
T 3o¢ align, order, group, 31X rotate #sh SfT&d Objects T SITRTT FT Thdl &
Aligning objects
S AT graRdise H 3ifsoiaed of STd & , ar alignment guides 3iR spacing guides 3iTsaieed & aRT 3R
fears 2o a1l 39 3¢ align I Teh| gToiifeh, 3R 3 UTH TASS W S 3Tel@T-37e9T Objects &, aF
3¢ U RE U Ioatd el H Hhel AR FAT 97 FeveTl &1 AT & , UTaRUISe 3TI s
alignment HHTS YT AT & A 3iTeolaed HI AT & TITAT IR FohdT g
&Y a1 & ¥ N fssiaeq &I FaBA HA HL (How to align two or more objects)

o 3TealFcH & TH-UTH TH selection box §=Te¥ & foIT 31Uat A Fl fForeh aah Wid A 39

align AT TR &1
e 3T dIG Format Tab &, alignment S#ATS WX fFele &Y, T Align Selected Objects &T TdeT HY|
VIEW FORMAT
e . . . [EE ]
f— # Picture Border .1 Bring Forward |(. Align #/n.5e"
_’; ~ | C? Picture Effects ~ 0 Send Backward ~ \Lfg‘x Align Left
b E-)D Picture Layout - E{; Selection Pane & Align Center
L Arrange | | Align Right
ift Align Top
o} Align Middle
iy Align Bottom
0c Distribute Horizontally
& Distribute Vertically
unts

Align to Slide

Align Selected Objects

o T ¥ alignment FATE W T &Y, T & alignment fa&edl & & T T TIT F|
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VIEW FORMAT
D Picture Border ~ .1 Bring Forward ~ 5 Align ~ %o con

-‘ - Q Picture Effects~ "3 Send Backward 4| |2  Align Left

5 Picture Layout ~ Eh Selection Pane & Align Center
[l Arrangdl| S| Align Right

if* Align Top
| o} Align Middle
v  Align Bottom

Distribute Horizontally

Ints

e S|

Distribute Vertically

Align to Slide

‘ v Align Selected Objects

e 3% @RI Yo IV fdheq & YR R Hiestred align g S|
Tellgs W Bﬁ'ﬁm Y B FA HL (How to align objects to the slide)
Fofl-hsl 3T Toss F MR T fAflse Tae W v a1 31f8® 3ifeside A align T TR &, S
FW IT | 3feaFed Fl align Fet & gl 3T Align to Slide fAFed T TIT e X Thd &l
o 3ifsolded & H-UH UH selection box §=ilet & fIT 319ar #AZH &t fFereh iy Wi 5 3m9
align AT TR &l
e 3TSP §IG Format Tab &, alignment HHATS W Fesd &Y, T Align to Slide e T Tt H|

VIEW FORMAT VIEW FORMAT
= E; Picture Border~ 7 Bring Forward ~ [ Align ~ Tl r’ , Picture Border ~ .1 Bring Forward ~ . -_ .
| - | G Picture Effects~  "J Send Backward ~ [&  Align Left -‘ @ &2 Picture Effects ~ 0 Send Backward | [&  Align Left
7| BL Picture Layout + G SelectionPane | & Align Center 7| B, Picture Layout~  {; Selection Pane || & Align Center
e Armange | & Align Right i Amangell | Align Right
i*  Align Top i#  Align Top
i Align Middle i} Align Middle
il Align Bottom v  Align Bottom
[flo Distribute Horizontally Ofle Distribute Horizontally
t é‘l Distribute Vertically n tS é Distribute Vertically
nunts
v Align to Slide

v Align to Slide

‘ Align Selected Objects ‘ Align Selected Objects
o Y & alignment FATS W Fereh &Y, T : alignment [AFedl # T T FT IIT A

o 39 EaRT YA IV fashod & ITUR WX 3iissiered align g1 S|
Jteotged N R{alka & #T (How to distribute objects)
gfe 9= AfFqal AT TAT A Objects FI cFARRYd fham &, A1 3T 3o¢ Th g@X § FAW g0 W IGeAT
uea &1 39 &fdsT a1 sigad Objects 1 AT e TAT AT Foha &
o 3ifsolded & H-UH UH selection box §=ilet & fT 319ar #AZH &1 fFereh ey Wi S 3m9
align ST TR &1
e 3% &1 Format Tab &, alignment FATS X fFeleh &Y, T Align to Slide 3T Align Selected Objects
fawed &1 Tga HY|

VIEW FORMAT

D Picture Border .1 Bring Forward ~ & Align ~ #/nsa"
-‘ - &3 Picture Effects ~ 0 Send Backward - |2 Align Left

75 Picture Layout E[{ Selection Pane & Align Center

™ Arrange 5| Align Right

* Align Top

I%E

Align Middle

=)
=

Align Bottom

Distribute Horizontally

e & |

)UntS Distribute Vertically

Align to Slide
Align Selected Objects
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o MR A align AT W Ferw Y, Y gahc g1l arel M9-3137 AL ¥ Distribute Horizontally 2T
Distribute Vertically T TJe |

VIEW FORMAT
— L# picture Border~ 1 Bring Forward ~ [ Align~ #7ln.sa"
=4 - | & Picture Effects ~ O Send Backward ~ | |2 Align Left
A E—'D Picture Layout ~ E[\: Selection Pane & Align Center
i Arrange | S| Align Right
ij*  Align Top
ot Align Middle
v Align Bottom
0 u n tS 0o Distribute Horizontally
é Distribute Vertically %

Align to Slide

‘ v Align Selected Objects

e Objects TATT &7 & faala g S|
Rotating objects
39 Hfesiere &I ST IT 1T GAT Fehel & AT &lfcIoT AT Fead Ford F Fehol &1 0 faT -
JfeaFe F YA F/ (How to rotate object)

e Object T T HY|

e Format Tab ®, Rotate 3¢l W fFerh #Y| T& 319-3131 Ae] fe@ms &am|

VIEW FORMAT
2 pi . : - B Anign~ -
n L# Picture Border .1 Bring Forward |(, Align i ED Height: |1
E -4 Q ~ | &3 Picture Effects ~ 0 Send Backward ~ Groug ’C'Ff -
= op = \width: ¢
~| L Picture Layout~  5f; Selection Pane “A Rotate » L ey Width: |2
Picture Styles r Arrange | “\ Rotate Right 90°

A7 Rotate Left 90°
N  Flip Vertical
4. Flip Horizontal

More Rotation Options...

o TIfd Ve fashed T TTT H|

e Object g SR
Grouping objects
39 Uk 3ffssiee # Th § AT 3fisolred & Y9 &1 Tohd ¢ U Tellel A JHcolded Al TUEAART
F T IR Tl A AT gt & I 30 3T 3¢ TUAIRA AT agd &, df 3ifeoigeq Hr
Yelel § AR g 3T giell B
o, 3R, e 3, 3R tave SiFw @l Y UE WY RIS AT ST Wl ¢ ; g, Solaelesy
B TR A& FRAT o e §1 A 3T R F GAEded FET |, A cawgest & 3ex T 3mseeT
HT o AT A e8¢ A o folv  Insert tab T Images group H commands & & AT T T 39T
ey
HOME  INSERT = DESIGN  TRANSITIONS

=S B B E; . =2 |

New Table | Pictures Online Screenshot Photo | Shapes
Slide ~ ud Pictures v Album ~ >

Slides Tables Images ]

3ifeataed N THE F/ FL (How to group objects)
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Jifeoieed & H-UIT TS selection box §aTt & AT 319ar #ABZH F [Feleh b Wi 5T 39

align AT TES &l
3H% §1¢ Format Tab &, group FdTS W Fersd Y, BT group faemed & aa HL|

VIEW

T~

FORMAT

E‘ Picture Border ~ .1 Bring Forward ~ |: Align~
0 Send Backward ~ :@1: Group ~

E[\q Selection Pane

g[loss" 3
L2 Picture Effects ~
L=an E 0.95" :

:LEW: Group %

E—.‘: Picture Layout ~

] Arrange Size P

v
TAfAT TEG3T T 3T Feglehed foham S| QX THE & °IRT 3 3hR & dTel 85T o Ay

U fHerer sl g o I8 fe@man o &% f6 @ v @ 81 39 3 Heft sifeaieed A
Tsh G of ST ohd & IT PR g6 ohd gl

Exercise tips
Wellness articles

Updates

Member submissions

Recipes

Monthly discount offers

+

i 3T HAHg A T sifeatere @ HUIfed A1 TAARA FET TR § |, dF Jfeaiae &1 ad
el & T saa-fFae w1 T 31T 38 FuIfed T Thd ¢ I Seod TIH W o ST Thd
gl

i 39 3ifeoiaed T TIT I ¢ 3R Group FHS 37eTH (disable) &, At VAT STFAT & Tehel
g Fifr 3feciacd & ¥ UF Tolglesy & 3eX gl IR AT giar €, dr Insert tab 9X Picture HATS
I 3IYANT T images T YeT: FIFATIT Fel T JAT HL|
HOME INSERT DESIGN

TRANSITIONS

D EEE . 23S
New Table Pictures Online Screenshot Photo  Shapes
Slide ~ v l} Pictures v Album ~ v
Slides Tables Images

JeaFeq H ungroup F/ FI (How to ungroup objects)

Group 3iTssiee T TIT Y TSI 3T ungroup FHIAT AR &1
Format Tab &, group ®#T18 WX Fere &Y, T Ungroup &I T3 &1
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o TEJ3T @I ungroup foRaT ST
THUH Yradige 2013 & FA188 Y h¥ HY (How to Slide Show in MS PowerPoint 2013)
ST 3T AT YSIeAT HFTE FX o & ol 39 Tl & d1g 39’ Tg off dr@ewm ghom F 53 geint
FI FY 9 FAT ATT| GraRAiSe 3T Foieq=T P smooth, professional 3R TS s F FgaT &
fov #$ zor AR gRaud gar= Fwar g
TATSS FI 9 Flad T Tgol, TP 3T YoieAed & [olT ITeIet] 3USRUT & YR & dR H Y STeTpry
giell aIfRT| Ysieeriall & SNIeT S YEdcehdl WoleeX & 3UANT Fd §, Ig MUl fhdll 317 Hhie T
gl FI TEGA FA HAT T Alfe W Fossd I oad 3R sfeg, aver $r 3egafa &ar g
TF TS W FH YE F (How to start a slide show)

o fFaeh THAH TN W Start From Beginning HATS TR fFeleh &Y, AT 30 Hels & MY W F5

olt G| Yot e S 3 RS &)
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Note : 1. TcTHTT o138 & Yol Y& A & AT 319 PowerPoint gl & =1 Play Slide Show F#s &
it o = TAHd £

2. AR o fashedt e Ugga & fIT Reel o Slide Show & WX Fefeh Y| TgT &, 3T YoieueT HI
TAATT 158 A Y& X Tohdl § 3R Jeald Yoieeue faehedl deh gga Fehd Bl

FILE HOME IMSERT DESIGN TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW

== x, Play Narrations
BT BE B H L

| Use Timings

Fram From Present Custom Slide SetUp  Hide  Rehearse Record Slide i
Beginning Current Slide  Online~  Show~  SlideShow Slide  Timings  Show~ Y| Show Media Controls
Start Slide Show Set Up

Fargsd & ’fIF 3R Rad FF FT (How to advance and reverse slides)
39 39T AB3H W foFeleh oXeh IT 370 IS W TAHGR el 39Tl TA1S8 T 9gd Tehel &

Jfous T T, Yoie2e & AEIH T I AT IS I & fAT 39 39 HAg o1 Arrow keys @T

39T Y Fohl &1 3T 9 ASH H Ad-a1$ 3R 87 gar Fehd § 3R 3mY 7 fis S & fow b
W fFereh HT T &
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T3S Y A FF A (How to stop a slide show)
3T 39 SIS T Esc Foll W [Foreh Fieh Joierel Als & F1gY fAehel Tehd §1 dhfeds &9 &, 319
AR 918 3R Torss o fAeed scod W fFae X Thd & 3R End Show T TIeT & Hehd ¢l

goieelsT HAfaHA Tarss & dic T @cA gl Seefl| AT 229 W a9y el & folv 31T ABd )
el X TIFIR a1 dhd gl

End of slide show, click to exit.

k

TATH YaRUiEe 2013 & TASS SR 3 dHa3s #F FJ o (How to change the
slide size and background in MS PowerPoint 2013)
fSwiec & &, PowerPoint 2013 7 W FATSS 16*9 AT ATSSEHIA-Tge], eI T 3UAET FIAT 1 3T
qaT <o o assEhle Sdt 16%-9 UEe] HeIUT 1 IUANT HA & ATSSHhIA FollgsH ATSSERIeT
Alellex 3R JISiFeX & AT qGH IHTOT FHIH HLIM| gleliteh, ARG 3T Aldh 4*3 Fhlel fhe T a6 §
dr deRdige # I8 g & e &
TATH YaR9ige 2013 H FATSS ATHR HT A dga (How to change the slide size in MS
PowerPoint 2013)

o TATSS 3HR FGoladl & foIl, Design Tab T TTA &Y, T Slide Size FH3 W Forah HY|

o f@$ & At A A ifdd ToTEs IWER |

o T 3% fG&Fed & fAT Custom Slide Size... T Feld HY|

DESIGN TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW Javier Flares ~ 2

Y
e 1 &
- ememmm - - [T P = Slide Farmat
Size v Background
1EMeEs Variants

I:/ Standard (4:3)
I M

[ | Widescreen (16:9)

Custom Slide Size...

THUYH YEaiqise 2013 F To188 dFA3E H Fd 9o (How to change the slide
background in MS PowerPoint 2013)

fSwhlce &9 &, 39T T&dfd & Fefl Tollgs Teh Athe dehar3s & 3TN ad &1 FS A1 T Torgst &

fIT dFa38 TS FI Tl A gl 3T JeAT TASS & dhI3S H solid, gradient, pattern, 3R
picture 3TeT Thd gl
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Design tab @T TdeT &Y, T Format Background ®HT8 9T TFele &Il

DESIGM TRAMNSITIONS ANIMATIONS SLIDE sSHOW REVIEW VIEW

YEE L 2

Size = Background

1l

1EMES Variants Customize

Format Background pane &r$ 3R @S ¢am| aifdd skt & fased #T TdaT HY| §AR 3807
H,§H Th gooh il & WM &A1Y Solid fill ST 3T HE|

Feoaorrmaiat BEackgraooarydd - =
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e FIL L

- Solicd Fill
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Picture or tesctwure Fill
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Hide background graphics
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T e rrnee o=

| I . - I -
Seoeld, ASAacc ek A Lighter ST
O O e e e s ae BN B
=S tarscllarad CCenibe s
I I I S S -

e Pl r= oo rs...

e Exyvedroppeaer

TIfad Tass i dHAT3S TS IYSC @ S|
e 39 Agd §, Al 39 39l GEJfd & Fefy Tollgst W FHATA ShAT38 TS P o9 el
T Apply to All IR [Felsh T Thd B

Format Background ~ %
Zooey 4 FILL

Male 8los. @ Solid fill
Border Collie Mix 2monthsold  F Gradient fill

Likes: Cookies — A
- Picture or texture fill
Dislikes: Fruits and vegetables

Pattern fill

Hide background graphics

Y
Color v

Transparency || 0%

2
¥ Apply to All h

TATH YraRuige 2013 & UARAUAA T 39AT & FY  (How to use Animations in MS
PowerPoint 2013)

graRuise H, 39 Fad 3¢, 3R AR T 5 Taee 3R 3ifeoiacd &l Tide X Tohd gl TB8 W
TATARIS-TT 3TETeled ST 3T &bl & €17 Y fAfse FroTal X INHNT It AT TSs F gt H
T §aleT & oI fRar ST FehT gl

ufaAaeT F YHR (types of animations)

W FE TR 9AE § Seg 3T I @ad g

YA (Entrance): J¢ {07 ha a&] Tollss A FdT Il &1 30T & T |, a138 TAAA & aqry
aEq F18s W IR S1wei 3R R 8 a1 o1 Seah|

Entrance

*: p )1 e Y ) ¢ -

Appear Fade Fly In Float In Split Wipe
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SR (Emphasis): & TTAARE a9 81d § SId a&d Fellss W gl & , 3R A3 Fefeh @ G giell B
30T & foIv, 19 3T AH W Fored o § aF 319 Ul aa & foIv 3ffeciae A HT Tohd ol
Emphasis

Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate

aTe fawe (Exit): T8 IR Xar § 6 a&g To1ss @ @ @eheldl €1 3eeor & fav | fis whaee
F Ty 3ifsaide a8 Wi gam|

Exit
o S S S | ¢

Disappear Fade Fly Out Float Out Split Wipe
AT Y (Motion Paths): ¥ Emphasis 3Td & TART 810 &, e s@% fF 3ifsaiae Toss & R

7g fAuiRa ArT & a1y Tongs & Hia] e g
Motion Paths

— - o
» | | (YT =
e Y. =

e

y i H
Lines Arcs Turns Shapes Loops Custermn Path

vAAesT F& sk (How to Insert Animation)
o 37 3feide F TIA Y oY HT UlAAC LT I8d &
e Animation Tab @, Animation group & & More 3M4-313 dR T Feae FY|

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

\p’ ] A ‘* zl Animatio
*: )1 W

ffect Add
Animation ~ ’

Preview

None Appear Fade Fly In Float In

§7‘|

Preview Animation Advanced Animatit

More

1 Pick an animation to apply to
objects selected on this slide. To
add multiple animations to the
same object, click Add Animation.

o THARA UHE HT Ueh Z19-313 Aol G@rs 33| aifesd effect T =T |

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW
>3- None
S
X 3T
Fade Fly In Split pe
Fly In
\ : SAe
» >= By = >
Nheel Random B Zoon Swivel
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate

o effect I&] W I &1 SIRAT| g @ & fAU & 386 98 veh TAA § |, ifsoige & 9rd
T I HEAT gHEN| TS UoTel H, TSs & §9TT A Ush QdRT Udie o fgars gam|

d




1PGDCA2- PC PACKAGES

AL & &, 39 3R ot gl o gg Fh &

Exit
W By
k 3 w
Disappear Fade Fly Out Float Out Split
4 Yr Sk - g
—~ *
Wipe Shape Wheel Random Bars Shrink & Tu...
N A &\
b+ 3 Sk ¥
Zoom Swivel Bounce -

# More Entrance Effects...
More Emphasis Effects...

w More Exit Effects...

<% More Motion Paths...

Effect options

O effects A fAehed g1 fSeg 3T deol Hehd &1 3GT6X0T & AT |, Fly in effect & &Y 31T AT A
THhd ¢ for 3ifeaige fovg fEem & 3mar &1 37 ool &1
T fFAT ST Gt B

Animation group & Effect Options HHTS &

ANIMATIONS SLIDE SHOW REVIEW VIEW
¢ -’ﬂi'. &4 Animatic
X - s Tri -
’ gger
Float In Effec Add
Options ~ Animation ~
Direction wnimati

™
e

—>
b |
%

U MIGHT

From Bottom

From Bottom-Left

From Left

From Top-Left

From Top

TAIALIT HT FH geTT (How to remove an animation)
o TUAART 3ifsalde & FoTd & T B T&AT FT IIT i

what pop

it
S

-

e Delete Key G810 | THIHLIA geT fear Srwam|
Rl sTeatde & v ¥ 3O+ vfAsera F@ AN (How to add multiple animations to an
object)
If& 3MT Animation group & Teh 7S UAIAR Told § , o Ig 3ffesiae I TAAE TAAT H Read
FLM| gTelifen, 3T Hefi-weft fFdY 3ifeaiae W T A 310 THAAT IWaT I18d &, SI¥ Entrance 3iR
Exit effect]| UIT el & foIT, 39T Add Animation SHHTS &T 3TN T T 3TTIHdT g9, S 3TTeht
AT TR Shgal &1 3egAfa &l
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T 3ifsolare &I TqT |

Animation tab T Feleh Y|

Advanced Animation group #, 39ele¥l TTIHRS @« & folw Add Animation F#E W Fee H|
ST THAIHAT IHTG HT IIeT H|

ANIMATIONS SLIDE SHOW REVIEW VIEW

¢ ‘i“* &4 Animation Pane P Start: |On Click ~| Reorder Anim
b 1¢ Trigger - @ Duration: |00.50 7 Ear
Float In ~| FEffect Add & =
Options ~ Animation ~ Animation Painter | @ Delay: 00.00 - Lat
= NAY <y -~
¥ . ¢ ¥
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Emphasis
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pU MIGHT RECC k g k
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. AR SeorT F UR @ WS GG ¥, A SE e GG & AT TF e dear |

HEAU 39 e I 3 el § forgs T8I gidr|

TATYH UERGise 2013 H oM &7 39T FJ Y (How to Use M in MS
PowerPoint 2013)

Ifg I qraRUIse Yot <@l § dl 39l ¢@T g1 &$T U Talss & arg # U 999 ghac
fe@rs gar § T Slide ol &gl Sar & Slide EoNe ¥ Fcdeh TS8 3Th¥eh iR THAeR @S
Y &l T fr T Ao § T gl giohee Tab W 918 AT 8

Subtle
Exciting
Dynamic Content

grefereT ® F& dE) F (How to apply a transition)

Slide Navigation pane & TS 83 &I TIT H| ITg I8 T3S & oIl SIS & G G@rg &Il
TRl Tab W Fetsh &Y, Y Transition to This Slide group &T UaT o9MT| B3hlee T ¥ , YAH
Tel133 9 Hrs 8 Transition ST &1 &l Bl

gl i & YeiRid aXar & fIT More 39-33 IR W Feldh Y|

FILE HOME IMNSERT DESIGM TRANSITIONS AMNIMATIONS

]
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TATAT FA158 W 58 o] A & T Teh eieed W Foreh |
Subtle
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Shape Uncowver Cower Flash
Exciting
== = | Y | [ A | i |l
Fall Owel Drape Curtains Wind Prestige Fracture Crush Peel Off
(| (=] (=] B [ 1] [ ™ =
Page Curl Airplane Origami Dissclve Checkerboa... Elinds Clock Ripple
ES = ;] [ ] (LT = = | ||
Honeycom b Glitker WVortex Shred Switch Flip Galleny Cube
[ami| == = (Do)
Doo Box Comb Zoorr Randorr
Dynamic Content

N - B @3 DO W =]

Elll
Pan Ferris Wheel Conwveyor Rotate Window Orbit Fly Through



1PGDCA2- PC PACKAGES

Y YT Joiered # Fol Follsst H Ueh &1 Tolqel  ofF] el & faw Timing group H Apply To All T
3T W TR &

DESIGM TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW

. - I;l 4, Sound: |[No Sound] -
- (5 Duration: oloo D

Fade Push - Effect :
Options = 53 Apply To All

Transition to This Slide

grafersT &7 e Fd d@W(How to preview a transition)

3T 57 or At # @ fFeY v &1 39T e fhdr off aFy gafaa Tess & fow greiee T
Preview &®& ahd &:
o CyolerT Tab R &UT Preview H#H3 W [Felsh H|

FILE HOME IMNSERT DESIGN TRAMSITIONS AMIMATIONS

oD s B & @3

Timing

PrE".riewL\) Maone Cut Fade Push Wipe
Preview
o Slide Navigation pane & Play Animations &S W Feleh FHi|
3
e

MAN'S BEST FRIEND | #demtsin oom

| FRAMNY

Play Animations B

TIoereT shae Y Hy dga (How to modify the transition effect)
39 qga & I F A Forgs A U ol & Seod aX Hhd g
o 3 TATSS & ITA Y ol 3T FMAT HAT a8 B
o Effect Options TS W Forsr Y, 3 Tifdd [Area &1 T FY| AT [BFed F 3R W A
e 3rerer-31e19T 81 &1

DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REWVIEW
\E| "I_', Sound: |[Mo Sound] -
J [ — | - Effoct @ Duration: 01.00 .
— ec
Fede Push =] options~= T3 Apply To Al
Transition to This Slide Timing
From Bottom

IE' From Left l}

(:-I From Right

From Top

o giohere HAftd faRam seem, 3R gisiere &1 e Wiy fewrs g



1PGDCA2- PC PACKAGES

gioiereT & §AT # HFJ FUR FT (How to modify the transition duration)

o 3T TGN F AU TASS FT TTT Y o1 3T FNAT el a8 &l

e Timing group & Duration Hies &, giole & T IifSd TAT gof HL| ST 3EEI0T H |, TSR i
AT A & [T g7 TFT FT aF Jhs AT 02.00 A T &I

I_'} "’_', Sound: ([Mo Sound] = | Advance Slide
I & Duration: 02,00 :L\\"» v| On Mouse Click
Effect -
Options - E‘;Appl}fTDAII After: |00:00.00 |

Timing
ZietersT & eafer F& T (How to add sound in transition)
o 3H TRNAA S Y TAZS H IS H [T 31T MRS L aga &
e Timing group # Sound $T9-8T3+ As] W et Y|
o AT FIl38 W 3H o] FA & fw  Sound W Fefeh Y, T Sound Fofel & AT Zrohere &r

Preview && |
"1_', Sound: |[[MNo Sound] = Auddwvance Slide
= Duratior [MNo Sound] = Click
= Apply T [Stop Previcous Sound] 0000 o

HSpplause

Ao

Bomb

Breezre

Camera

Cash Register I}'

Chirme

Click

Coin

Drrurm Roll

Explosion

Hammer

Laser

Push

Sucticn

Twpewriter

Voltage

WWhoosh

WWird

COther Sound...
Loop Until MNext Scund

TioiiersT #1 hA eTv (How to remove a transition)
o 3Y TGN & O TASS &1 IIT HL ol 3T [HAhreler a8d &l
e Transition to This Slide group & None fashed Tei| giolieret geT feam Swem|

FILE HOME IMNSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW

— 4, Sound: |[Mo Sound] -
\_| L} @I - @ Duration: Auto z

Mane Cut Fade Push 'E') Apply To Al

4]

Preview Transition to This Slide Timing
o T FTTSST A SN FI Fe & ToIT, Fellss H None TSRl o] &Y, T Apply to All T feFereh
Exy

TATH YTadiEe 2013 # TS3H @ Ta10

TATSS Y A H¥ Fe=T (How to Advance slides)

3T dX X, Slide Show View & 39 39al AZH WX fFeeh dXeh AT 3] HES W TITGR IT arrow
keys I GaThT 3ATell Fl188 W qg;%r Tohd & | ofheT MS PowerPoint 2013 & Timing group H Advance
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Slides AfETH YSieereT Y 37T 3T M Foat 3 TAF TASS H Ueh ARISE THT F AT geidia
F Y AT S B
TATH JIaRUiEe # FASSH Fadifad ®7 & Hd Ia0 (How to Play slides
automatically in MS PowerPoint)
o 33U TS & TIA HY Y 39 MR T argd Bl
o TToIRNT tab I} YU, Timing group 9 & &Y YT Advance Slide & dg&d, On Mouse Click & &3Tel
# Ty sieg & 39s H

Sample - 01.pptx - PowerP§ ? H -
TRANSITIONS ANIMATIONS SLIDE EW Sign
—= and] | JAdvance Slide
5 & (45 * -
- (. 1.00 - |1+ On Mouse Click
wde Push Wipe = -
Opti After: |00:00.00
isition to This Slide '1 Tirning
o After field, &, 38 THIT F gof HL oI T TASS TGHRIT FAT IEd &1 39 36@0T &, g7 1
Aee 3R 15 T3, AT 01:15:00 & d1G TATSS &l JCIATCHel Tollell A8 g
"ﬂ, Sound: |[Mo Sound] ~| Advance 5lide
@ Duration: Auto : On Mouse Click
I3 Apply To All | After: 01:15.00 :L\}
Timing

o TH AR T3S &I T HY AR IFhaT &I Qg0 A9 dsh o Tt Torsst # Jifsd AT o gl
T gl TS558 T T & GAY o] el & U Apply to All IX 8 fFersh X davdt &1

Sample - 01.pptx - PowerPoint T H - C
TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign
—| — IT "i, Sound: |[MoSound] - | Advance Slide
'._E‘ él .| . © Duration: 0100 On Mause Click
e Puh Wipe |3 u;E::;ts 3 Apply To Al /| After: 001000
Asition to This Slide Timing

THUH qiaiuise 2013 & 99ieersT @ e #¥  (How to Print Presentation in MS
PowerPoint 2013)

gelifh  PowerPoint Joieleial &l YT W W & v Bamse frar sar § |, ofhed &8 9/ & g
el & STe TIh! Uoleerel & fic oial T Maerdehcl HGHH &1 o 3T MS PowerPoint 2013 # 379ei
Joicelel FI 987 &7 e & e 8 T ohd & 387 & 1Y AT Jeieqd & Fred gEaor o i
FT hd &, ST TP TASS e Fl Ioic Fd AT AT &7 F TgAS & bl gl Print panel Preview
AR BT &1 AT FAra

Print layouts :

Joieerd e Fa THT UTavuise & $s 33 AR g1 3TH IR 3eer T 3m3e g § o e
TR & -

Full-page slides: I 3TIhr Goieeisl # Tedeh Fellgs & fav U qut a1 e &ear g1 afg 3ma 3roed
goieers & fiic ad @Hg ger ol e urgd € af I8 JI33e qod 3uel gl
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Notes: ToTss & faw fardll off Ta Aile & A1y | I8 IS Falrss & e axar &1 Ifg 3muar g3
T3 & T agd @R Aley A fhT §, b 319 3uel Jeieere 1 9eie Hid THg 39 Ty Alcq
1 A SRR @ wd )

Outline: Ig Talrss e Fr @ Outline & e AT &1 3T 379 ToASS M & Review T 3R 379e0T
Yo Sof F AT IR o & AT 57 A3 &7 39T FT Thd &l

Handouts: I lcd & ot dFfous T & AT |, Tcddh TASS & Udaidl TEHIT T HIT gl Tg

A3 AT & F 39N ghar & I 39 39ar gipt ot veieersT fr ifas gfafaf o ama £

de g 3eg I Telgs W ACH ol & AT T g

uF gEgfa FF AT FX (How to Print a Presentation)

o Y UgA File tab T TIT HY| 3TIHT Backstage View fe@ms am|

E H D -

m HOME INSERT

sy X |2 Layout
N =

-] Reset
Paste R Mew
- b Slide - = Section *
Clipboard = Slides

o 3T I Print sl TAT Y| MU FhieT T Print Pane fe@rs =1 «avam|
39 39= IS TR Ctrl + P &aTehT $T Print panel ook Ig< Hehel &1

o aifdd fiex 3R fie o g+

o aifed fic d3mse 3R &1 Aféew 4|

Primter

Le=scrmark 222 (FRAAS) |
——

" _‘-;
———l [ ———

Primter Properties
Settimgs
|Iﬁl prfr‘lt_-ﬂn.ll i‘_:blides ) - |

Primt entire presaemtcatiom

Slicle | | ==
3 Slides - |

Harmndowuts (2 slides paer pacge)
FPrimt One Sided |

Oy prrimt orn onee side of Ehe .

| Iil
| =1
|":|:”EI T llated — |
| 5
| I

1.2 = 1.2 = 1.2 3

Fortrait O rientaticon - |

el —— |

o 9 Y AfETH H FUR F o1, AT Print R fFereh |
Print

Copies |1 -
e
=

Print
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THUH Yraqise 2013 & FASS AT FT 3TAET FF HI(How to use Slide Master in MS
PowerPoint 2013)
3=t @ g1 b S99 PowerPoint 7 Teh 37efaT A FoAd € , A g 3MTIhT TASS W THEC

qAHaReYd FX & § 3N dFaA35 H Shape Sisar g1 T sHfAT § FIfF gdw B 7 9w ¥ &
3 FASS A3 R dharm3s Mitherd 1 3T Fl63 AR o ATHG Brea) & AT §o o33 A
FUR W Hehd &1 T IR S 3T TASS AN g F 3UANT HEAT TG SR, dF 319 Sl FS
fFeleh & AU A G T35 AT I HECHSS Hla H HEH & SR
FAATSS AT &g FAT 82 (What is Slide Master view?)
TATSS ATEEY T JAFT T A1 T3l Torss & sgarg axat & fov fovar sirar § | Tl AT o
PowerPoint & Teh Ay giaem § ST 3M9e! 39l GEJfd & To18s 3R Fell$s oI3Ee i {d Jur
A I AT Gl &1 3T TASS AR A FUR Y Tehod & , S T A Jdh T3S A1 genfad
AT 81 T ATFAINT Fellgs o33e A off GUR X Tohd &, ST 3o A3M3C T 3TN Hleh fohaly
TASS &l el Sal|
3ETEX0T & foT, AT of fF 39t 319e gde 6 N7 Ay § AfeheT 3ae Toss 33 i 6l
g1 I3M3C T HECHTSS el o ToIU T FellS8 AR &g HT YA X Fohd & o1 d g & 3T
3o¢ oWl AEd gl

FILE HOME INSERT TRAMSITIONS  ANIMATIONS REVIEW  WIEW

| - EL .l 1@ [ B3
. =k .
Insert Slide  Insert Master Sli emes Background  Slide Close
ide Master tab
Master  Layout E Layout § - - Sizew  Master View
Edit Master dit Theme Size Close

Click to edit Master title style

h Slide master er text styles

= Fourth level
= Fifth level

T3S AT &g FT 3YANT HIAT (Using Slide Master view)

3T AT TEJTT A FS o deelel & AT ToTss AR o FT 3UANT W Tehd § |, oAfhed JgT 58S
T HIA ITH IYAT g

geaHfA g &Y (Modify backgrounds):

Tollgs ANCX o Ueh & GHT H 3Macht il Torssl & oI Sehalr3s ol fefepioldd el AT Selrdll
€1 3eEI0T & AT, 39 I GEIfd & Jodeh ToA1$s # FleAS AT ool SIS Fehd €, AT 319 Hisger
graRdise A & SRS WMihaFT HF TNRAT HT Tohd o

ColEosd T YAcdaieyd #Y (Rearrange placeholders):

I JMTIh! oaTaT § o 3T IFER Tedeh TA1SS W Coldgiesd &l YAAaedd &l ¢, al 37 $Hh
SOl TA188 AR o H YAcHdeyd ish HHAY §9T Hehd &1 STd 3T TS AR o H A3 A
T R T P TSoRe ad &, df 3T I33¢ & A1y Tl Tarss ol Suaf|
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CHFEC TATRIUT &I dHECHATSS Y (Customize text formatting):

Jcdeh TATSS TN SFEC 3T I HelaT-37el9T Scolal o §olld, 31T Teh & GHT & gl Tomgsr o Fee T
Feolel o TolU TS ARCY HI 3T I Tqohd gl
3efad F1SS A3M3C §4ATU (Create unique slide layouts):
Ife 3ma AT &7 & PowerPoint M1H & el TEJ &1 <gd & , Al 3T 39al T & A3
S & U Tollgs AR &g o1 3UGNT H Hehd ¢| HEcH AIBC H 3Th Tq & JhaA133 Alftherd
3R coragiesy enfAd & Iod gl

st Taes A FF Tga@ FY (How to changes to all slides)
3VR 3T 39l Fqfc T Tl T8sl W F& deolar dgd &, d 3T TA188 AR H HUIfed
Hehd &1 AR 3ETEI0T H, §H i TS A Th @l Sig &

View tab &l T &Y, T Slide master HATS T Foleh HY|

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
=] = Ruler C)\ B color
EH =
- - - ] Gridlines - . Grayscale
Mormal Outline Slide Motes Reading  Slide Handout Motes ) Motes  Zoom  Fitto )
View Sorter Page View  Master Master Master Guides Window mml Black and White
Presentation Views IMaster Views Show [F] Zoom Color/Grayscale

Usieersl Slide Master view T f&ael &M, 3R Slide master & Reel WX T=AT STeam|
T ATIINAT Feleh H, U Thicl A 3R Igell TASS HI IIT HL| IJg Tallss AR gl

FILE SLIDE MASTER HOME INSERT
Drelete
| =] = [E=]
. =& Rename
Insert Slide  Insert = rAaster Insert
Mlaster Layout L+ Preserse Layout Placeholder

Edit Master

Wisp Slide Master: used by slide(=s) 1-6
E— el |

Master La

e, TERIITI AT I

s T T e o B R T P T T e T e e o
TATSS & FIU-ATU Sl H Teh d€AR STeldr|

SLIDE MASTER HOME IMNSERT TRAMSITIOMNS

| a1
=SS . = Y T
Mew Table Pictures Online Screenshot Photo Shapes SmartArt
Slide = - [E_ Pictures - Album - -
Slides Tables Images INustration
TH .-
\

ioFok to moit Mioster fitie

A=

1 B?q-

RIS ATTHR B T3S 3ifeoided @ move, resize ;A delete FY AR 3CTe0T & , g 39y

ST STel AT AN & o fhe aa & T SFa3s b FT Shape gl 3T
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o 9 3T FHATCT H of, Slide Master & 9T Close Master View HTE W [Tl &

@Eackgmund Styles - Ii E

Hide Background Graphics
Slide Close

Sizer  Master View

Background a Size Close

o Rade gEgfa @1 F@s Tersst W fewrs em
Ifg 3T JFI3Z Iheh ST aTel & , dl 3T 3 TAss W 3T Tl 3ifeoiaey & NS FAAT ARG
3ifeaide W Tse-TFeTsh &Y, Send to Back T TIeT &Y, T Send to Back TR fFeleh &

= H
SN oy zidoe e St}!e Cr_-jp i R
LIClick to edit Master title style

a6 Cut
Em Copy

[ T—_h, Paste Options: et shyles
= ‘_hd "

=2 12 A
E‘g Change Picture...

9, Bring to Front [
2% Send to Back » | 5% Send to Back I}
% Hyperlink... 0O Send Backward

Sawe as Picture...

£ size and Position...

Lo Format Picture...

THUH Jiaiqise 2013 & $33m3c A FAT & (What is Handout Master in MS
PowerPoint 2013)

£3313T 9 gxamer § Sieg 3T PowerPoint & $ficR & i #X Thd & o@s MU Joieesl & Tolrss
representations AT & — 3T YA ES3MIC UsT W 9 Toll33H I ATHS el HT fdehed ol Hehel &
AfRad 7 & Y 9057 W 9 TASST & 1Y, IR TABS Udaid T g G@rs Salf| 3T A%
€33M3C U W hdol Ueh Tollgs e el o Fehod & — [T 31MUhT §33M3e Oaf fohell O X e
IfFdeTd Tass T Re fe@rs &am|

Jrferhrer §33m3e e fhe ol & fov qaw Sid € - 3R 3o U g33m3ey &1 wisde 3R e
£33M3¢ AR ganr AU fhar Sirar §1 §83m3e Ay & Furee 3R U el & faw |, 3m9er
PowerPoint 2013 3 §33T3¢ AT &g W STl Bl — §H TT H 319 @ fhv a0 gRacs fiie
€33M13C & Hide 3R 33T T Yomfad Xl &1 3T Jharss |, gsT 3R Pex §3313e & sl A
Furfed X dhd g

€33M13¢ AR oY osh Ygael o iU, 39 47 F Tl off fashow 1 g1 Fehel &

o REA WX View tab W fFereh Y, 3R handout Master ST 9 fFeleh &Y

Design Transitions Animations Slide Show Review Wiews

- =
I:l [ ruter & | 3l Color|
|:| Gridlines _% E Grayscale
5lide Hamdout Motes . Zoom Fit to .
Master Master Master | 1| Guides Window | mml Black and White

Master Vi 5 Show = Zoom Color/Grayscale

Handout Master View

Open Handout Master view to
change the design and layout of
printed handouts.

e T Status Bar 9X Slide sorter view ST T Shift-fefeler Y| T§ fdehod IR §S3M3C AR g W
o ST
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BFE S O- Fabrikam Handouts - PowerPoint DRAWING TOOLS ?7 @ - O X
HANDOUT MASTER HOME INSERT REVIEW VIEW FORMAT Barbra Wyatt ~
X n — = |Ift> ), £ ShapeFill - Find
& Calibri Body) ~[14 -| A A A iZ-i=- i=- i~ A Dﬁ | B S e
| By ~ &~ - & [Z shape Outline~ 3} Replace ~
Paste v = = e ==== = Shapes Arrange Quick
= - F cete B I U S aefA-Aa- A- = === = ~p 2 9 Styles> & Shape Effects~ [y Select~
Clipboard & Slides Font [ Paragraph 5 Drawing [ Editing ~
Fabrikam: For fine living
7
wl ] Office
HANDOUT MASTER  [[% B & #

TATH YTEIUise 2013 A +Aleq AREY &1 3999 FF #¥  (How to Use Notes Master in
MS PowerPoint 2013)
39S UTaRUISE 3 H Ycdsh T3S & WY $© Alcd 53 8 Fahd &, 3R ¢ Notes Pane &7 # T@r
ST &1 I 39 57 Ay S U FTASsd & 1Y e o agd § aF 3T W Tdhd &, glelith
Sgc A ol B Tl g R S Aled H 9T & &9 A e X TR §1 3T Notes Master & GaRT
Aed ISt 7 guR o I T §| Aley A o F iR 3IF GaRT FU v w15 o aRade dAew
US & iR, 3R AT Alcw geal & AT F g A B
AlcH ARCY & GaRT §H Alcd IoT & f398eT AR SI3M3C H T I T &, Shann3s, A, §=X 3R
BeX AT AT MM I JeHT fdshed 39Tt § ST61 & §H Tl Hehdl ¢ |
o TIH Ugd Raad W U View Tab W Feeh ¥ 3T% a1 Notes Master View I fFeorer Y]

P I O @ -

FILE MOTES MASTER HOME INSERT VIEW ARTICULATE
=] 2 Ruler
5 2 E B 3
ridlines
Maormal Outline  Slide  Motes Reading Slide Handout| Motes ) Mates v
View Sorter Page View Master Master  Master Guides Dire
Presentation Views MasterViewsE Show fa ' Dii

o 39 FHA Notes master view el S|
o FlCH AT FS ToHglesd Yald Rl § See ITaeTehdi[aR HNfeT fham S FehaTr &
NOTES MASTER

[=10% ” [ | Header | Date @ n Colors ~ “iﬂ Background Styles - B
=
= : | Slide Image || Body Fonts~ lide Background Grapl
Notes Page Slide Themes Close
Orientation~ Size~ | 1| Footer v| Page Number v [@)] Effects - Master View
Page Setup Placeholders Edit Theme Background [ Close

Page Setup section

Notes Page Orientation: g8 @lcq 9T & T 9 3R I Tl &
Slide Size: 88 38 FEJi # TASS & R H e Hehd |
Placeholder section

Header: g #fed §33M3¢ A7 Aicd # g AT R Fehd & AT g1 |
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Slide Image: g7 AlcH U TR TolSs T Ueh ddR AT I TAHhd &l

Footer: g Hfad §3M3¢ AT Alcy #H $eX A A1 AT X Tl &

Date: g4 Hfod §33M3¢ a1 Alley A f&Aien anffier ar w1gT & @l &

Body: &1 #llcH UsT W Tollgs SFEC & ATY Ueh 3TeldT S AT X Fohod 1
Page Number: 88 Hfad §S3M3¢ a1 Alcd # UsT H&AT AT AT g1 X Fhl |
Edit Theme section

Theme: 7 39l JEJfd & AT &I geel Tohd &1 T A1 T, Bie 3R germal T qe T Tohd &
Background section

Color: g8 Yol & 3TeldT W1 YofehY 3UANET fhU 1T Fef Talt T STocT & deel Fohel &l

Fonts: 8 Ueh &1AT Wice AT Yol CHEC &l STedl & Faol Hehd ¢ | Effect: 87 a&3i & WHAET &7
SJedl ¥ 9go Hahd ol

Background style: &7 T USTo{fH el & T H ool &

Hide Background Graphics: 8 Sehall3s Tollgs WX fohdll off arrftherd &l guT ol 21

Close section

Close Master View: 85 31Us TS e & JUIfed il & ol arqd ST Tehd &1

I3CF TFAYH 2013 T IR=A(Introduction of Outlook Express 2013)

Outlook 2013 Ush Aol Fellse ¢ | 38 3rcay 2012 H SR fRAT a1 AT, Outlook 2013 A Farse #
o aola $1 aE $A, GuF, Felst AR FF yatrd HIETHAAT & WY Targeisl JaX T AU g
Outlook Express 2013 MS office Package T Teh UTollchels WA &l Ig  Application 39l MS Office
HIFEAIT Yohal & A1 A §| 38T 3 § 39 MS Office software package & 319 &egex faFeH
#H soTEelel YT 8T MS outlook T Hee & 3T 379al THTC Wil T g & , 3T SHAA & e J,
HYeT g EeA # oY S”RFE  receive AR send F Hhd § | ATl 3Tl §R IR FeoAC W
gmail.com 3T yahoo.com ST 3iTTelida S8 application #7 login @t $I TATHAT Gl g

MS outlook & 3TT9ehl synchronization &7 Tsaid feature 3t fAerar &, ST 3T real time email receive
Thd §, 31T 30R 39 HegeX @A & geT@ic  connection on §, 3N 31T fohell 3R ToelishereT
FT I @ &, a9 o 3T AT receive FT notification AT SRPT | FHEH MY Tar Tel SIREW FHr
39 9I new email 31T §]

3 &5 Sent Mail - Outlook Data File - Outlook ? E - 0O X
HOME SEND / RECEIVE FOLDER VIEW

*. CleanUp~ . Rules ~ [[5} Address Book
& Junk - £ Team Email il Y Filter Email -
Delete Respo p Mo a F

New  New
Email Items -

4 Qutlook Data File
Deleted Items
4 [Gmail]
Chats
Drafts
Important 7404
Sent Mail 67

FILTER APPLIED 0O @

Uses of MS Outlook 2013
33w TEHEdE 1 ST e st & fod faar sar B

o ST B TR T F R
. & A oo F
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o 3UA F FH FA a€ F & o

e contacts I TER A & ol

e  HolUST & AR AU SR HT 3ol HA & |
g Toh Hgcaqul TClohelel NATH 8| 3R Y@ AT A dlal & ol fohar e 81 5@ gd Aol &t
JTHATSA UG Tohd ¢l SHDT TAT il T Ugel TR Configure AT TST gl STH Hel HI ofled &
o A UHI3C UG IM3TAH UFEUH Al Bl G H SAIST ST g1 $HH $-HT AT GO 4 Fellse
FFYY W TR B 1 s afg Frcgey A § o7 o 78 @ &1 & 37 &7 37 A & 93
Thd gl
THATH IM3edAF 2013 F 7 FAAYATT (New Features in MS Outlook 2013)
Unread button:38 ¢ & GaRT AT &had 3«7 TG2IT &l ARG & & Fhd & Toles HT9el UGT gl ol
Message preview: 38 fd&ed & gaRT 39 Message List View & $H $r ggelr Gfdd &7 Preview ¢&
Thd g
Zoom slider: 8 fa%eT & S@RT 3T HAIT-376HT HA & AT Wiee IJHR H FAET T 6T I o
ghd o
Attachment reminders: 8 fd%cT & gaRT AT message & STl AT W Attach file T TG 5T Thd
& S 3mgeRr Attach BIgel & ITe feerar B
Weather bar: 58 fd&ed & garT 39 I a0 &= & fav dAlegwr RAE d@ @ha g
Search and filter: 3maeh! T STeRY &1 ITaRTSHAT § 38 geal & fIT  email, attachments, calendar
3arsedied 3R Contact @Sl Tha
IM3TAF 2013 7 FeTie $AT WIAT F/ AT 3T F  (How to set up an Internet email
account in Outlook 2013)
Ifg 3T Outlook 2013 7 FweTeIT SHA THISC YTIHT FAT g & dl AR oA &7 15 Tfkar & O
A & U I $cXaAC HaT YaIdT ( ISP) GaRT et fhar a1am 379aT $Ae qar AR 9rdas gar gler
SE B

o TIW Uge Outlook 2013 FI U HY|

e 39 File Tab &T TIeT H|

e Info category &, ST98T3aT & Account Setting & Account Setting ST I |

Account Information

I:]E‘ staff@service2client.com -
=5 mvapssmTP

4 Add Account

,7’?‘ Account and Social Network Settings
- Change settings for this account or set up more connections.
Connect to social networks.

N9 lbox by emptying Deleted ltems and archiving.

a Rules and Alerts
=1 Use Rules and Alerts to help organize your incoming e-mail messages, and receive
e Rules updates when items are added. changed, or removed,

F Slow and Disabled COM Add-ins

Manage COM add-ins that are affecting your Outlook experience.

e EMail Tab &, New fashed i
e Add New Account STIalTeT Sid , TaAoId & ¥ AIT SHA WIAT HITehIR el & oIl |, Auto
Account Setup & 37d3Td E Mail Account Section # e af¢Tq Hifewmarw
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o Your Name Box #, 379eTT 1 &ATH TET &

o Email Address Box &, 39T $-HeT IdT 189 &y |

o @le: YHT ISP TG SRR Uelel T B

o Password Box #, 319<TT ISP GaRT el fahdT €T qrads sy & |

o Retype Password Box &, GldRT UrHds T8 Y, 3R 38 a1g el WIdr 3T Gishar A& Hikel
& fIT Next R e |

Add Account X

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Your Name: Brad Johnson

Example: Ellen Adams

E-mail Address: brad@myemail.com

Example: ellen@contoso.com

Password: | mreeeeeses
Retype Password: | **e#sesssis

Type the password your Internet service provider has given you.

O Manual setup or additional server types

< Back Next > Cancel

e Outlook 3T9sh WId I Tl & & HlHIR FA HI FIH HFIM FS ISP (Internet Service
Provider) @I User name Hles & T Email address &of &del &1 TRl glcl ¢l Afe 39
Outlook &1 39 SHol UTHAS Pl TAAIld ®T T Gol P dlgd & , df Save this password in your
password list 2 STeFd T TATA Y| TG T WIAT APl dsh HlehIR fhadT arar § , ar
Add New E Mail Account STIeI9T STed ST el & o WIdT TheldIqdeh S« I g

o 3id # Finish & TIT &Y

AT —3Ife automatically configure fawer & 1T &, @ Auto Account He3TT giaer ufehees Faedred H
3T Feh Falde HIA T TAM Hchl &1 I Fg fafer off fawver g Sl &, o @rer Aegarer &9 @
FifewIR fRaT ST AR
AT -5 WON A QM T & AT, U 30 A T |, IHES, 3o Tl AT HH &l AH |, 3R
T3NSI A HAX ATH SATedoAT R AT T Felelc AT Uerar (ISP (Internet Service Provider)) &aRT
YeTeT fRaT ST &
I3TAF 2013 A FeTeic $AT WIAT F/ AT JT FX  (How to set up an Internet email
account in Outlook 2013)
If& 3MT Outlook 2013 7 FweTeIT SHA THISC YTIHT AT g & dl AR oA &7 15 Tfkar & q
Fel o folT 39el Fekeic AT Yerar ( ISP) GaRT Yaled foRaT 137 39elT $AS Iar 3R 9rdas gar gier
STE B

o TSEY U Outlook 2013 & 3T HY|

e 379 File Tab T T Y|

e Info category &, 3MUST3T & Account Setting & Account Setting T TIe &Y |
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©

o Account Information

Open & Export
= staff@service2client.com
=1,

Save As IMAP/SMTP

= Add Accoun t
Save Attachments
rint ,?‘ Account and Social Network Settings
Change settings for this account or set up mere connections.
NEEELTE Connect to social networks.
Settings -

Office Account 5
,7|j|. Account Settings..
- Add and remowve accoun ts or

change existing connection settings.

Options

Ibox by emptying Deleted Iterms and archiving
®  Social Network Acc
Exit o ! Metwork A
@ Configure Office to ©
social networks.

ect to

- Rules and Alerts
3 Use Rules and Alerts to help org wour g e-mail . and receive
Manage Rules updates when itermns are added, changed, or removed
F‘ Slow and Disabled COM Add-ins
- Manage COM add-ins that are affecting your Outlook experience.

Manage COM
Add-Ins

e EMail Tab W, New fashed o1l

e Add New Account ST dfdd H , TaAIfold & H AdT SHA TIAT PIeHIR Il & TolT , Auto
Account Setup & 3Td3Td E Mail Account Section & oo AfETH HifehaR i

o Your Name Box #, 39T X1 #ATH 5T |

o Email Address Box &, 31911 $-Hel UdT €189 &Y |

o FiC: TIHT ISP TG AN TeTed T &

o Password Box #, 379411 ISP GaRT Y&leT {3 9T 9qreas esg &l

o Retype Password Box &, GIdRT UrHds 89 Y, 3R 3H G 3ITel Wil T TihaT Y& H &
foIT Next 9 e &<

Add Account >

Auto Account Setup
Outlook can automatically configure many email accounts.

(®) E-mail Account

Your Name: Brad Johnson

Example: Ellen Adams

E-mail Address: brad@ myemail.com

Example: ellen@contoso.com

Password: — Edeessksss

Retype Password; | **+sssess

Type the password your Internet service provider has given you.

() Manual setup or additional server types

o cance
o Outlook 3% T # FTFEId §T A FHlHIR Hlel HT G HWM| FS ISP (Internet Service
Provider) T User name ¥Te8 1 9 Email address o &el T 3Taededr gl &1 If& 39 Outlook
P YT SHT JIds I TIAold T & o AT d8d & , dF Save this password in your password
list I Sfere 1 TATAT Y| AT 3MTHT WIAT TheldTqaeh HiT-haR fhdT 31 &, @ Add New E
Mail Account ST STeFH ST T & b WIaT AheldIydeh ST I Bl
o 3id # Finish & T Y|
e —afe automatically configure fawer & STAT &, @ Auto Account HE3TT gfaem ufehees Faedie H
3UGRT e FoAde Hel B GAH H ¢ A g Tafer o fawwer gy Sl &, A @rar A=ga w9 @
PlehIR fHIT ST aTRT|
AT -5 WON A QT & & [T |, 31U 30 A T |, IHES, 3o Tl AT FH 1 A |, 3R
T3NS A HAX ATH SATelaAT g AT 31T Felelc AT Uerar (ISP (Internet Service Provider)) &aRT
geTel R SITam
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IM3TAF 2013 H ATHT TT ¥ AT $AT HFB3C F/ AT FT (How to Manually set

up Internet email account in Outlook 2013)

$eTe SAS W &l AT T & HleHIR Fel & T o1 =0T T drefal
o TEY Ugel Outlook 2013 & 3TeT Y|
o 3 File Tab &l T H|

Info category &, 319813 & Account Setting fa&ed & Account Setting T TIeT Y|

Account Information

E staff@senvice2client.com
E" maessmre

F‘ Account and Social Network Settings
agt torset up
el Connect to social networks.

box by emptying Deleted ltems and archiving.

a | Rules and Alerts
Use Rules and Alerts to help organize yo

incoming e-mail messages, and receive
updates when items are added, changed, or removed.
& Alerts

F‘ Slow and Disabled COM Add-ins
=

Manage COM add-ins that are affecting your Outlook experience.
Manage COM

e EMail Tab &, New fashed =i

 Add New Account SRIGeT dTere # , #g3Tel & & AT SHA TN HlHIN aA & T, Manual
setup or additional server types f&elde #Y 3R Next W Fereh ]

Auto Account Setup

Manual setup of an account or connect to other server types.

E-mail Account

gack  |omea> | Cancel
e POP or IMAP ffeide @Y 3R Next W e &Y

Choose Service

() Microsoft Exchange Server or compatible service
Connect to an Exchange account to access email, calendars, contacts, tasks, and voice mail
() Outlook.com or Exchange ActiveSync compatible service

Connect to a service such as Outlook.com to access email, calendars, contacts, and tasks
(@) POP or IMAP

Connect to a POP or IMAP email account

[ )

User Information & dgd, AT afé3g FIiwaR Fi:
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o Your Name Box #, 379eTT 1 &ATH T8T &l

o Email Address Box &, 39T $-HeT IdT 189 &y |

e &I 39T ISP (Internet Service Provider) 39l IJg SATARRI YeTd T gl

e Server Information & T&d, Account Type STeFd #H 39 IrE Higlg Email Account IX fFeleh Y| I
39 Account Type ST & POP3 3T IMAP &7 Td &d g, dl e ATH HlfehaR o

o Incoming mail server ST &, AR & AT & B3RS &R & BT Y| S¥ - “mail.contoso.com”
& T H g ThdT g1 T, A IP Address F T & Tehal ¢, 10 & 172.12.0.0]

o Outgoing mail server (SMTP) ST #, SlI3hd 3GRT H HT3CINGIT SHAT AX &I ATH BT A |
ATH “mail.contoso.com” & &I H & HehdT &l AT , aTF IP Address & & & g ohal § , o9 &
172.12.0.01

e Logon Information & dgd, e Afesq Fifewir 1

o User Name ST&d &, 379aT User Name 189 &Y| User Name 3THAR WX @ Tciieh & 18 3R 3%
SAS Tl @I fGEAT gIaT €1 T ISP (Internet Service Provider) ST 9XT Email Address &= gl g1
gafeIT, I 3maeash g o Hudr 319a ISP (Internet Service Provider) & H9e &Y

o Password Box #, ISP (Internet Service Provider) aRT Y&lel fhdT 3T HYAT IrAds TSI Y|

o Ifg 3T Outlook T YT SHT TIAT UTHTS ITE, IWAT IT8d & , al Remember password I S
HT TIeT el o ToIU [Feleh H

o Jf& 3 ISP (Internet Service Provider) @l &I HTGRFhdT § , Al FII&TT UGS THATONROT
3T X W97 3o1 el & TolT  Require logon by using Secure Password Authentication (SPA) T
S T TIT el o ToIT el HY

e Test Account Settings &T TIeT Y| ST&F 3T Test Account Settings ST TIT A g, A faie=T Ufshar
g &

o Fe W fhEeH & FaAfFefady v gite fir 718 7

o 39 SMTP HAR W olldT 31 &l

o 39 POP3HAR W oeT 37T gl

o IfE POP 3 TAX Uga olieT 31T & af AT fAFed A9y ¥ gl Outlook TaaTfald &7 F 37TeF Tl
AT R W AT A’ AT T gl

o T& UAGTUT Message HSTT ST g1 T& Message TRIHF Te3d & forw v Rt off Igarra &l adran
gl

A Add Account x

POP and IMAP Account Settings
Enter the mail server settings for your account.

User Information Test Account Settings

Your Mame: ‘We recommend that you test your account to ensure that
the entries are correct.
Email Address:

Server Information

Account Type: POP2 P
Automatically test account settings when Mext

is clicked

Incoming mail server:

Qutgoing mail server [SMTP):
Logon Information
User Name:
Password:
Remember password

D Require logon using Secure Password Authentication
[SPA])

Deliver new messages to:

(®) New Outlook Data File
() Existing Outlook Data File

Next B fFereh ¥ 3R 3T # Finish W Fee HY
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IT3TAF 2013 F SHA WAA HFA Fa1¢(How to Create an Email Message in Outlook 2013)
Outlook 2013 H Aol A ¥ Uge AR UTH PIS o P Feg 2l BT AR & hl 3T ATHeT arol
37eX 3R SRR NI & ST g1 3T 39e $HA AT H UHh oldcifeldh gedlai 3R BIgd &l S8
Tohd g1 W 3T% foIT ggel MU A TAT T AT af Hel dATed I gfshar A & 718 §-

I Jgor REaT 9T UG New Email 97 U Feleh &Y, AT Ctrl + N 9T |

I ATSHIEIFC T3l A 3HUd T § 3% $A @Wid Hifewar &, dr From seof s 2o &
I 39 38 Feoil TEd & o From W fFeeh & 3R 39e 3h3e goi |

Subject ST H, TSLT &1 AT BT H|

YTedehar3il & SHeT g IT ATAT S To, CC, BCC a1 & gof | IS TH T 31 ol &t 39
AT AT AT ¢ ar 3R & ATY 37eI9T-37619T User Id SiT3)

B &
FILE HOME SEND / RECEIVE FOLDER VIEW
|, xlgnore S D mw Yl Regional MVP S... £3 To Manager ¥ |
|l eeii] =zl Izl [ 2 Meeting = g |
=3 % Clean Up~ il EJ Team Email v Done =l =
New | New Delete  Reply Reply Forward [ pore~ ) 3 o Mo Rules Or
) : More 2 Reply & Delete ¥ Cre -
Ermail btems » | & Junk = Al Ui < Reply & Delete Create Ne 8
New Delete Respond Quick Steps I Move
= | s Untitled - Message (HTML)
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
O — ° 7 ) > 9
e 3 :.; .\‘,/\«ﬁ\' M \, [ [* Foliow Up
@ - o !' High Importance
Paste E Address Check Attach Attach Signature
- L Book Names  File Item~ - ¥ LowImportance
Clipboard 1 Basic Text Names Include Tags
To... |
Ce...
Send
ubject

Ifg 3T Address Book 7 foee & UTcdshai3il & sTHT T T¥«T $TT dled & af  To, CC, BCC W
fFaew &Y, 3R 38& a1 sfeod AT W Fas H

Ife 3mye BCC sidd farmél w18l &ar § aF 3 fare gfshar 319 m-
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