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Howtocreatepresentations?

Apowerpointpresentationismadeupofaseriesofslides.Itcontainsinformationyou

wanttocommunicatewithyouraudience.

Stepstocreateanewpresentationare:

1.ClickontheMicrosoftofficebuttonandchoosenewoption.

2.Thenewpresentationdialogboxwillappear.

3.Blankpresentationisselectedbydefault.Clickoncreatebutton.A

Newpresentationwillopeninthepowerpointwindow.

4.Thedefaultslidethatuappearswhenucreateanewpresentation isa

titleslidelayout.Slidescontainsplaceholdersthatareenclosedbydottedborders.

5.Now,insertdesiredtext,images,tableetc.Intheplaceholdersandviewtheslide

show.



WhatiswordArt?

WordArtisagalleryoftextstylesthatyouaddtoyourdocumentstocreatedecorative

effects,suchasmirroredandshadowedtext.

Howtoaddspecialeffect?

1.Selecttheslideonwhichuwanttoaddthespecialeffect.

2.ClicktheInserttab,intheTextgroup,ClickWordArt,Clickdownarrowandchoose

thewordartstylethatyouwant.

3.Enteryourtext.

Whatisorganisationalchart?

Anorganisationalchartisagraphicalrepresentationofthestructureofanorganisation

byusingsmartart,graphicsinpowerpoint.

Howtocreateanorganisationchartslide:

1.ClicktheinserttabintheIILUSTRATIONGROUP.ClickSmartArt.

2.ChooseaSmartArtgraphicsdialogbox.ClickHierarchy,clickanorganisationchart

layoutandclickok.




