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By pressing the left Alt-key ,letters and numbers will appear next to Tabs and Through the tab View you can select
Commands in the Ribbon. Now you can select items by using the keyboard instead of different Views. These Views you find also in
the mouse. So to select the tab Insert, press the N-key. Subsequently again letters the Status Bar (at the bottom of your
and numbers will appear in the new menu/ribbon. screen)
'—
Home Insert Design ~ Transitions  Animations Slide Show  Review  View In the group Media of the tab
-1 iﬂ) — 3 Insert, you can insert Sound
] _'D G+ % [’1 zj ni ¢ 9 . = Aﬂ : Tc )(:},3 \m (Audio) and Movies (Video)
4] into your presentation.
Table | Picture Clip Screenshot Photo | Shapes SmartArt Chartt | Hype Action | Text Header WordArt Equation Symbol | Video Audio
v Art v Album = v Box & Footer - (| v v &
Tables Images Illustrations Links Text Symbals Media




TAiLO

NING

RiT

Presentationl - Microsoft PowerPoint

9 -0 F %0 5 5

4

=

Home Insert Design Transitions Animations Slide Show Review Wiew Farmat
r .« A» tr E% Egﬂ Animation Pane B Start * Reorder Animation
Preview Mone Apr.;uear Fade =] ~Add . ::____ il _— - I
T C Animation ~ S~ A e Drelay - ove Late
Preview Animation Advanced Animation Timing
Tab Animations, with additional tab DrawingTools, Format.
With the tab Animations you can add special effects to your slide. Here you find different Animations and soundsettings (audio) .
Also the speed of the animation can be set.
The tab Transitions (to the left of tab Animations) is to set Transtion effects from slide to slide.
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Animation when moving from one slide to the another is called Transtions.

You can select the type of effect, the length (duration in time) , with or without sound, how do we want to switch from one slide to the
next one (using the Mouse or automatically) and also if we want to apply the effect to just this slide or to all slides.
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select the resolution when using a beamer.

In the Ribbon Slide Show you can customize the settings for your Slide-Show, like Record SlideShow, Rehearse Timings ,

The files needed for the presentation will then be copied to a CD or a USB-stick.

If the presentation will we held in a different location, you can save the presentation on a CD or on a USB-stick.
Go the File-tab, then go to Save & Send, and click finally (in the Sub-group File Types) on: Package Presentation fro CD.




