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1. Views)

View
 (Status Bar

(1) View Presentation
Views Normal.

(2)

(1) View Presentation
Views Outline View.

(2)

).

(1) View Presentation
Views Slide Sorter.

(2)

(1) View Presentation
Views Notes Page.
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(2)

.

(1) View Presentation
Views Reading View.

(2)

(1) Slide Show
Start Slide Show From
Beginning - 1

F5 .

(2) Slide Show
Start Slide Show From
Current Slide

SHIFT + F5 .

(3)

2. Slide Layout)

(1) Title Slide (

(2) Title and Content ( Default)

Insert Table -

Insert Chart -

Insert SmartArt Graphic -

Insert Picture from File -
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Clip Art -

Insert Media Clip -

(3) Section Header (

(4) Two Content (

(5) Comparison ( Two Content

(6) Title Only (

(7) Blank (

(8) Content with Caption (

(9) Picture with Caption (

3. Layout)
(1) Home Slides

Layout.

(2)

4. Design Themes
Microsoft PowerPoint

,
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(1) Design Themes

Apply to Selected Slides.

Apply to All Slides.

5.  (Tips)
(1)

CTRL

(2) Microsoft PowerPoint

6. Format Background)

(1) Design Customize
Format Background

Format Background.

(2)
Solid fill

(3)

Apply to All.

(4)
More Colors

(5)
Transparency.



B.4 B

75

(1) Design Customize
Format Background

Format Background.

(2) Gradient fill

(3)
Apply to All.

(1) Design Customize
Format Background

Format Background.

(2)
Picture or texture fill.

(3) File
Online

Texture

(4)
Apply to

All.
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(1) Design Customize
Format Background

Format Background.

(2)
Pattern fill

(3)
Apply to All.

7. New Slide)
(1) Home Slides

New Slide.

(2) CTRL + M .

(3)
New Slide

8.  (Copy & Paste)
(1) Slides Outline (Tabs
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(2)

CTRL

(3) Home Clipboard
Copy

.
(4) Home Clipboard

Paste
).

9.  (Cut & Paste)
(1) Slides Outline (Tabs

(2)

CTRL

(3) Home Clipboard
Cut

.
(4) Home Clipboard

Paste
)

Drag and Drop).

10.  (Delete)
(1) Slides Outline (Tabs

(2)

CTRL

(3) Delete .
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(Description) (Tab) (Icon) (Group) (Dialog Box) (Keys)

(Normal)

(Outline)

(Slide Sorter)

(Notes Page)

(Reading View)

(Slide Show)
F5

SHIFT + F5

(Layout)

(Title Slide)

(Title and Content)
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(Section Header)

(Two Content)

(Comparison)

(Title Only)

(Blank)

(Content
with Caption)

(Design Themes)

(Format
Background)

(Solid fill)
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(Gradient fill)

(Picture or
texture fill)

(Pattern fill)

(New Slide)
CTRL + M

(Copy)
CTRL + C

(Paste)
CTRL + V
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(Cut)
CTRL + X

(Delete)
Delete


