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" IF YOU WANT TO LEARN
POWERPOINT. ..



ALIGN -

* TO LINE UP, STRAIGHTEN
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ANIMATION o

N

» TO MAKE AN OBJECT ON A SLIDE ENTER,
EMPHASIZE OR EXIT THE SLIDE (TO DO
SOMETHING COOL)

C
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AUTOCORRECT

* CHECKS YOUR SPELLING AND GRAMMAR
AUTOMATICALLY
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-7 BACKSTAGE

S

* THE FILE TAB — WHERE YOU CAN DO
THINGS WITH YOUR FILE LIKE, SHARE, PRINT
OR SAVE AND PROTECT IT

powerpoint vocab slideshow - PowerPoint

Info

powerpoint vocab slideshow
Desktop

Protect Presentation
} Control what types of changes people can make to this
Protect presentation.
Presentation ~

,ﬁ Inspect Presentation
(%)
h—d Before publishing this file, be aware that it contains:

Check for Document properties and author's name i

== Content that people with disabilities are unable to

read
Account —'j Versions
q %] Today, 2:00 PM (autosave)

Options Manage

Versions ~

—
— { ) 1%4/20\9

© TechCheck, 2016



BULLET POINTS i

* A LIST WITH DOTS NEXT TO EACH INFORMATIONAL ITEM
* A LIST WITH DOTS NEXT TO EACH INFORMATIONAL ITEM
* A LIST WITH DOTS NEXT TO EACH INFORMATIONAL ITEM
* A LIST WITH DOTS NEXT TO EACH INFORMATIONAL ITEM

N
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CROP i

* TO REMOVE PART OF AN IMAGE

C

o
—— = e
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DURATION

* THE LENGTH OF TIME SOMETHINGS LASTS

N
1%24/20?
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FOOTER m

* INFORMATION LOCATED AT THE BOTTOM
OF EACH SLIDE OR PAGE, LIKE THE AUTHOR
NAME, THE PAGE NUMBER, THE DATE...

N

{
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FORMAT

* TO CHANGE THE WAY AN OBJECT LOOKS

A 9
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GREYSCALE

* TO MAKE ITEMS ON A SLIDESHOW OR
DOCUMENT SHADES OF GRAY, NO COLOR

o £ HOME INSERT DESIGN RANSITIONS ANIMATIONS SUDE SHOW o i
ma — o om =Nul | =
Jo— -r‘ \_/
= DURATION
2 || R n——
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= GRIDLINES

* THE DOTTED LINES ON A SLIDE THE
INTERSECT TO FORM A GRID LIKE PATTER
THAT HELPS YOU POSITION OBJECTS ON A
SLIDE T

)TTED LINES ON A SLIDE THE INTERSECT TO FORM A GRID LIKE
THAT HELPS YOU POSITION OBJECTS ON A SLIDE ]
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HEADER i

* INFORMATION LOCATED AT THE TOP OF
EACH SLIDE OR PAGE, LIKE THE AUTHOR
NAME, THE PAGE NUMBER, THE DATE...

e \ / e’
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HYPERLINK

* TO MAKE AN OBJECT CLICKABLE THUS
OPENING AN EMAIL, A DOCUMENT OR
SENDING THE CLICKER TO A NEW SLIDE OR
WEB PAGE


http://www.google.com/

N —

\ % KIOSK

S’

* STANDALONE TOUCH SCREEN TYPE MONITOR
THAT USUALLY PLAYS AN INTERACTIVE OR BASIC
SLIDESHOW ON A LOOP

S \)
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| & Nt/
s LIVE PREVIEW

~ =

+ A FEATURE IN MICROSOFT OFFICE THAT ALLOWS
THE USER TO SEE WHAT FORMATTING CHANGES
WOULD LOOK LIKE WITHOUT ACTUALLY
SELECTING A FORMATTING CHOICE JUST BY
HOVERING YOUR CURSOR OVER THE CHOICE

W . m SsE Pt
,5 ] Nikon - Q) /
© TechCheck, 2016 : by 8 7
echChec - _u‘-) %2 v 1\




LOOP ®

* TO CONTINUOUSLY PLAY A SONG, VIDEO
OR SLIDESHOW OVER AND OVER AGAIN, IT
REPEATS AUTOMATICALLY



MARKUP

* LEAVING COMMENTS ON A FILE FOR
OTHERS TO READ AND REVIEW

"\ ) ; N
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J N/

‘ OBJECT L
* ANYTHING ON A SLIDE LIKE TEXT, AN

IMAGE, A CHART, SMARTART, A TABLE, AND
AUDIO OR VIDEO FILE, WORDART...

o ld oo 2 B

Table  Pictures Online Screenshot Photo  Shapes SmartArt Chart L
- Pictures - Album -

R\ et /
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2 PAINTER
* A TOOL THAT ALLOWS YOU TO COPY
ANIMATIONS OR FORMATTING EASILY
FROM ONE OBJECT TO ANOTHER

) 10/24/2019
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J N/

\ 4 PDF
* A TYPE OF FILE THAT CAN BE OPENED FOR
FREE ON ANY DEVICE THAT ALLOWS READ

PRIVILEGES BUT NOT EDITING PRIVILEGES

Microsoft Word 2013 Skills - Award Certificate

~ = S S’
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QUICK ACCESS TOOLBAR

'

* AT THE VERY TOP OF THE WINDOW, THIS
TOOLBAR CONTAINS COMMONLY USED ACTION
BUTTONS LIKE QUICK PRINT, SAVE AND UNDO
AND CAN BE CUSTOMIZED BY THE USER TO
INCLUDE MORE BUTTONS

‘uﬂ H - 0 B s Y
L LTk Al I ICCOOT N

— \ / '
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- ~
1 RIBBON

« THE HORIZONTAL SPACE AT THE TOP OF THE
WINDOW THAT ORGANIZES COMMANDS IN
TABS, AND THEN GROUPS THE COMMANDS BY
TOPIC. IT'S WHERE ALL OF YOUR TABS AND
MENUS ARE.

D = o B S

et \ / - /
© TechCheck, 2016 10/24/2019 23
echChec \ )/24/ 1\



=

-

, SLIDE SORTER

S

* SHOWS A SMALLER IMAGE OF ALL THE SLIDES IN
A GRID-LIKE WAY. THIS VIEW MAKES IT EASIER TO
REARRANGE THE SLIDES IN A PRESENTATION.

© TechCheck, 2016

SMARTART

p—

o /
10424/201\:7 24



4 SMARTART e

-

S’

« A COOL WAY TO REPRESENTING YOUR
INFORMATION -- ORGANIZATION CHARTS,
FLOWCHARTS, VENN DIAGRAMS, PYRAMIDS,
ETC.  [——
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Ed Relationship & : Y, I
é ’—Tj\:l;__._j E Basic Block List
[us] [ | = = || Usetoshow non -sequential or grouped
@ of information. Maximizes bot
| and vertical display space f
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TEXTBOX T

* AN ON-SCREEN RECTANGULAR FRAME
INTO WHICH YOU TYPE TEXT

Wikipedia

N’
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TRANSITION i

* A COOL VISUAL EFFECT THAT HAPPENS
WHEN A PRESENTATION MOVES FROM
ONE SLIDE TO THE NEXT SLIDE.

ESIGN TRANSITIONS ANIMATIONS

- = M - g

Fall Ower Drape Curtains =
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