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II‘ Learn in English

Create a new Presentation

1

Click the Microsoft Office Button ‘"%, and then click New.
2- Under Templates, you see options you can use to create.

3- Click the Blank and recent.

4

Click the Create Button.

Save your Office PowerPoint 2007 Presentation

1- Click the Microsoft Office Button ("2 and then click Save.
2- The Save As dialog box appears.

3- In the File name box, enter a name for your presentation, or do
nothing to accept the suggested file name.

4- In the Save in list, select the location that you want to save your
presentation to, or do nothing to accept the suggested location.

@/ Note: To save in a new folder, click Create New Folder — .

5- Click Save.
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WordArt Styles

WordArt is a gallery of text styles that you can add to your 2007 Microsoft
Office system documents to create decorative effects, such as shadowed or
mirrored (reflected) text. In Microsoft Office PowerPoint 2007, you can also
convert existing text into WordArt. You can change WordArt text like you
can change any other text in a shape.

Slide Master: Slide master is part of a template that stores information,
including placements of text and objects on a slide, text and object
placeholder sizes, text styles, backgrounds, color themes, effects, and

animation.

The following picture shows a single slide master that contains three layouts.
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7- Which one is the best view for organizing your thoughts on a presentation’s
content?
a- Normal View
b- Slide Sorter View
c- Outline View
d- Notes View
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Change the data in an existing chart

If you create a chart for your presentation and then the data used in the chart
changes, you can update the data so that the chart is accurate.

1- Select the chart that you want to change.

2- Under Chart Tools, on the Design tab, in the Data group, click Edit
Data.

Microsoft Office Excel opens in a split window and displays the
worksheet that you want to edit.

3- To edit the contents of a title or data in a cell, in the Excel worksheet,
click the cell that contains the title or the data that you want to
change, and then type the new information.
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5- You can edit or format a chart object using any of the following methods,
except....

a- Double-clicking the object.

b- Right-clicking the object and selecting Format Object from the shortcut
menu.

c- Selecting the object and clicking the Format Object button on the Chart
toolbars.

d- Click the chart Object list arrow on the Chart toolbars and select the object.
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II‘ Learn in English

Rehearse

You can rehearse your presentation to make sure that it fits within a certain
time frame. While you rehearse, use the Slide Timing feature to record the
time that you need to present each slide, and then use the recorded times to
advance the slides automatically when you give your presentation to your
actual audience.

e The Rehearsal toolbar contains:

1- Next (advance to next slide)
2- Pause

3- Slide Time

4- Repeat

5- Total time for presentation
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5- How can you insert a movie into a PowerPoint slide?
a- You need a video camera and USB cable.
b- You need to buy Microsoft Movie Maker.
c- Click the Media button on the Office button.
d- Select Insert >Media Clips >Click on Movie Button
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19- Which of the following is a way to cut text?
a- Select the text and press <Ctrl> + <X>.
b- Select the text and press the delete button.
c- Select the text and select Copy on the Office button.
d- Select the text and press <Ctrl> + <V>.
20- Which of the following is Not one of the PowerPoint’s views?
a- Normal View
b- Presentation View
c- Slide Show View
d- Slide Sorter View
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1- Office.microsoft.com, “PowerPoint home page”

2-  Microsoft Office PowerPoint Help.

3- Kapoun,Jim. The Use of PowerPoint in the Library Classroom: An Experiment in
Learning Outcomes. Library Philosophy and Practice, Vol. 6, no. 1 (Fall 2003.)
Available: (www.webpages.uidaho.edu/~mbolin/lppv6on1.htm)
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