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NEW SLIDE – click the “NEW SLIDE” button on the right side of the toolbar.  A new slide will appear under the last slide you were working on.


2. BACKGROUNDS – click the “Design” button on the right side of the toolbar, to the left of New Slide. 
3. ANIMATION SCHEMES – Animation
Schemes add a preset visual effect

to the text on a slide.  Add this to 

your presentation:

· Click Design, then Animation 

Schemes.

· Select the text you want to add

the effect to, then click on your 

chosen effect.  Try a few to see 

what they do.
4. SLIDE LAYOUT – Slide layouts give you a variety of text box layouts for each different slide.  (Remember, you may also add your own text boxes, in any way, to any slide.  Use the same procedure you used in Microsoft Word.  
· Go to Format, then Slide Layout, make your choice for each individual slide.
5. INSERTING PICTURES – Adding clip art to your slides is just the same as adding clip art to a Microsoft Word Document.  
· Click Insert, then Picture, from Clip Art. 
· It is also possible to copy and paste pictures from internet images.  
      6.  INSERTING PICTURES FROM THE INTERNET – When you find the image you 


want to copy and paste, follow this procedure.

· Left click on the image and select “See full size image”
· Right click and “copy” then, “paste” on your power point slide

    7.  REMOVING A HYPERLINK FROM A WEBSITE - 



Click Design, then Design Template.  Choose your design and decide if you want that design on all slides or only on one slide.  Click the down arrow on the right of the design box to choose your best option. 








