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Getting to powerpoint.
·Go to your start menu.

·Go to all programs.

·Go to Microsoft office.

·Scroll down to 

Microsoft Powerpoint.

Click on it.

Your screen should look similar to the one 
below.
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Inserting a new slide.

·Go to home ribbon. Click 
on the upside triangle 
where it says new slide. 
That opens up lay menu 
that looks like this.

Which layout template should we 
use:
·When you see the 

template menu, click on 
template you want.
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To open your presentationΧ

·Click on the circle at the upper left hand part of your 
ribbon. You will see a menu that looks like this:

Click on open.

You will see a menu that looks 
ǎƛƳƛƭŀǊ ǘƻ  ǘƘƛǎΧ
·Click on your presentation then click on open. 
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Creating new backgrounds on 
powerpoint
·You have two ways you can do this:

·You can go to your design ribbon and use the designs 
given.

Or if you want to create your own 
ōŀŎƪƎǊƻǳƴŘΧ
·Right click anywhere 

outside the boxes. 
·You will see a menu that 

looks like this

·Click on format background
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After you click on the Format background:

·You will see a menu that looks like this:

After you click on the Format background menu:
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After you click on the Format background menu:

Inserting transitions for your slides

·Click on the animations  ribbon.


