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@ Fresented by a speaker (full screen) . All
() Browsed by an individual (window) () From: |4 S CRE =

() Browsed at a kiosk [full screen) Custom show

Show options

|:| Loop continuously until "Esc’ Advance slides
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() Manually
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'ZEZ' Using timings, if present
|:| Disable hardware graphics acceleration

Pen colar: & - Multiple monitors

] - : & slide show monitor:
aser pointer color: -
P Automatic W
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|:| Use Presenter View
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FHS- 0 - New Microsoft PowerPoint Presentation.ppbx - PowerPoint ? EH - x
FILE HOME INSERT DESIGN TRANSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW Sign in
ABC =¥ [z 0 Previous
v i ay | = -
Spelling Research Thesaurus | Translate Language New  Delete Previous Mext Show Compare Accept Reject N . End
- - Comment Comments ~ Reviewing Pane peyiey
Proofing Language Comments Compare -~

Power S ay 48, b dules oo loud &S Cands  oU (gl)l cibl jo oS Wbl adly ds g 4SS oyl & g9 g 5 o8 Ladd

Aol z)0 L3g ble a5 )55 pb o 5 Audd yuxi User Name Sy |, OT General Ciwowd )> ¢ Point Options

* I

PowerPoint Options

G | . . . .
snere r.'?. General options for working with PowerPoint.

Proofing -

Save User Interface options

Language Show Mini Toolbar on selection

Advanced

Custormnize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Enable Live Preview

ScreenTip style: | Show feature descriptions in ScreenTips W

Personalize your copy of Microsoft Office

Igsername: kam I

Initials k
[[] Always use these values regardless of sign in to Office.

Office Theme: | Dark Gray | »
Start up options

Choose the extensions you want PowerPoint te open by default: | Default Programs...
Tell me if Microsoft PowerPoint isn't the default program for viewing and editing presentations.

Show the Start screen when this application starts

Cancel
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Account

Options

MNew Microsoft PowerPo

Info

New Microsoft PowerPoint Present:
Desktop

Protect Presentation

} Caontrol what types of changes people
Protect

Presentation -

D Mark as Final
2 Let readers know the presentation is
final and make it read-only.

Encrypt with Password ware th

f Require a password to open this authar'
presentation.

D Restrict Access
@ Grant people access while removing 4
their ability to edit, copy, or print.

D Add a Digital Signature o)
2 Ensure the integrity of the presentation
by adding an invisible digital signature. losed v

.Ok

7 I

Encrypt Document

Encrypt the contents of this file

Password: .

vodl ST Als 16 33 58, (535 3]s
Caution: If you lose or forget the password, it

cannot be 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.)

x|

Confirm Password

Encrypt the contents of this file

Reenter password:

sl 330 385 03 339
Caution: If you lose or forget the password, it

cannot be 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.)

Tt d555> i3l O

I3 e 9005 Shlyjpe b Sl g S (b 1) Uolie omen 51300 1y 353 b6 Jo) ssialgs oS o o0

116

www.takbook.com

Ok 31, g aay



www.takbook.com

Advanced 4 ;5 Properties )|l ailij 3500 b b Cuowd yuon ) l.m‘_‘j 2y 905 bl leMbl &y o yiwd gly
Gl 3ylge ol 3,08 a8 Sbul 5l adl anles Gbal bl ialpg g leMbl cpl 4y JolS™ w yiwd (¢lp |y Properties
Caanl il Cuand ] &5 S5 B w3508 Gl o b 2lid] g i g mjlg e gl 4 Al el wge 2L Lo

Bl 423l (g ytaod ] 4y oo a5l iy o)l

Properties -

D Show Document Panel
0:| Edit properties in the Document

Panel above the presentation.

E Advanced Properties
See more document properties

ales odnline 1y Lad glacusbl wsle SleMbl sl o a8 oy SlusS a1y 095 L slesy los 8 Sloj Lol
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(395 0

£y
(%)
Ao S
Check for
Issues ~
?
E\' Inspect Document Document Inspector !
Check the presentation {
= on,  To check the document for the selected content, click Inspect.
EB Check Accessibility Comments and Annotations ~
Check the presentation { Inspects the document for comments and ink annotations,
with disabilities might fi
3 Check Compatibility Document Properties and Personal Information
Check for features not s Inspects for hidden metadata or personal information saved with the document,

versions of PowerPoint.
Content Apps
Inspects for Content apps saved in the document body,

Task Pane Apps b|95-d: :)1}0 l-'-o‘bﬁ‘;&?

Inspects for Task Pane apps saved in the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Invisible On-Slide Content

Inspects the presentation for objects that are not visible because they have been
formatted as invisible, This does not include objects that are covered by other objects,

[] off-Slide Content
Inspects the presentation for objects that are not visible because they are outside the

clida area Thic dnsc nat incliids nhiartc with animatinn affartc
Inspect Close
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v Save
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CQuick Print
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« Start From Beginning

Touch/Mouse Mode
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PowerPoint Options ?

General

E-E Customize the Quick Access Toolbar.
Proofing

Choose commands from: () Customize Quick Access Toolbar ()

save All Commands u |For all documents (default) EI

Language

Advanced <Separator> ~ H save
1 Slide € Undo | 3
Customize Ribbon 1:1 (5 Rede

: 16:10 .. T& Start From Beginning
e s s

Add-Ins Z.SIides b?séd) )
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Qu
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5-Point Star
6 Slides

35 9Slides
@ About Modify...
A1 Accent y ¥ -

Customizations: Reset ¥ |0
[] Show Quick Access Toolbar below the Hstomizations
Ribbon Import/Export ¥ |
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Thes

119

www.takbook.com



www.takbook.com

Power Point j> d_,ls —uwlio OJ.J.?) 09
Hlséle s u»)}pl dl.\::.gl cole 1 swlo edlawwl S5 )8 jelaie 4y Cuwoyd plS Gl ALl g L8 0 p3d 0556 Ly aaly
Ales o3lisu] PPSX oy I pubitune clynl b6 SO oyl (glp a8 oS oo (65910l Lo 023, a5 |y loendgs

N St g (9 2l U s (8590] 1) GBS caslio 083 0950 Loud 4 b o 15 comue ol 13 Lo ()95
g 33 Bl Wl plin )3 oS 398 o0 asede bad (sl (Sloj Sl oo dnled [l i (olod 3 1) 255
boayo Lo &y s @M (o] 208 03 IS Lol (slasiony ) (6ol 9 008 (S ye0 )20 Lol (s laC598 Sty Aade
i (Sizuyed jl (oSl (glp a5 WS 0 3l e Gonwe (pl 53 Lulodgeis odliw] cuslio 05D 51 1y o oo
390 sl 1 &S Sloj leud &Iyl (K0 U fasled sbwl 095 L 5l s SO iilgts digSs g AuiSS da L pitn ;S5 )

LS5 Iy SShie gt g b 4y |y bl iy 5LS ke wiuw 43 1) 365 5L

9 &g Preserve F... jisu & Save Cuowd 3 g 418, Power Point Options ;38" 4y g8 MSin I (505 ol> (s
9 o0 ey )] Conss a5 4 39 o 0313 13 Leud ,Li3 | ;> 4535 93 Embed Fonts In The File y3g05 b b x|
L1, oysie g e 45 sl o] 3,13 393g bl )3 48 Lins Lol sl Jlae] cigs (glls L bl (sla SIS ol b
3 ollng 21 led JSde S 4 led Jlosl clacigh (ol (139381 b pgd 43S (Jg 05 Gialng (ldsgs cogd
ol agles Galyg o 5o 00 edlisiel clacis (lan b gt 103 )3 1) QLB Sl o (2], 4 5 03503 By

amd_o Lialidl 3 1y led L o pod any 3 ol a8 asl, ansly

PowerPoint Options ?
[Te e e s
General ~
Proofing Sawve presentations
S I Save files in this format: PowerPoint Presentation ]
Language Save AutoRecover information every |10 2 minutes
Advanced Keep the last autosaved version if | close without saving
Customnize Ribbon AutoRecover file location: C:\Usersh\kam' AppDatatRoaming\Microsoft\ PowerPoint!,

Quick Access Toolbar [[] Don't show the Backstage when opening or saving files

Show additional places fer saving, even if sign-in may be required.

Add-Ins [] Save to Computer by default

Trust Center Default local file location: Ci\Usersikam\Documents\

Default personal templates location: | C\Users\kam'\Documents\Custom Office Templates',

Offline editing options for document management server files

Save checked-out files to: 0
() The server drafts location on this computer
(®) The Office Document Cache

Server drafts location: | C\Users\kam\Documents'SharePoint Drafts', Browse...

File merge options for shared document management server files

[] Show detailed merge changes when a merge occurs

I Preserve fidelity when sharing this presentation: I @] New Microsoft PowerPoint Presentation... v

Embed fonts in the file
Embed only the characters used in the presentation (best for reducing file size)

Embed all characters (best for editing by other people)

v

Cancel
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MNew Microsoft PowerPoint Presentation.pptx - |

Export

Package Prese

EEE Create PDF/XPS Document
— Create a package so that

" This package includes:
=
‘-)Fj Create a Video Linked or embedde

Any other files adde

Qﬁ 5 Package Presentation for CD | /;)_)\I
a
Package
% Create Handouts for CD

B‘ Change File Type

Account

Options

20y 095 8 A 5 paad jl eslatwl b wles o dsldl jo

Package for CD ?

.} Copy a set of presentation to a folder on your computer or to a CD.

M,

Name the CD: | PresentationCD G'_S-\’ PU

Files to be copied

¥ Mew Microsoft PowerPoint Presentation.pptx
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Options ?

Include these files

[These files will not display in the Files to be copied list)
Linked files
Embedded TrueType fonts

Enhance security and privacy

Password to open each presentation:

Password to modify each presentation:

D Inspect presentation for inappropriate or private information
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New Microsoft PowerPoint Presentation.pptx - PowerPoint ? - L4
Sign in
| Copies: |1 : -
Print
Printer
; Snagit 12 -
Ready
Printer Properties
Settings
": Print All Slides .
Print entire presentation
Slides:
Full Page Slides -
geccint Print 1 slide per page
Options Collated .
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Color -
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PowerPoint Options

General

Proofing

Save

Language

Custormnize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

O Quickly access this number of Recent Presentations:

Show this number of unpinned Recent Folders:

Show shortcut keys in ScreenTips

Show wertical ruler

[] Disable hardware graphics acceleration

[] Disable Slide Show hardware graphics acceleration

Automatically extend display when presenting on a laptop or tablet

Open all documents using this view | The view saved in the file

Slide Show

Show menu on right mouse click (&
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