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o To Create a New Presentation:
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e To Print a Presentation: Select File and
Print.

® To Undo: Select Edit and Undo. You may

G i | also select % on the toolbar.

Select File, New and Presentation. (2 open... ko
Recent Documents »
Wizards v
e To Open a Presentation: Select File El‘ Close
Save
and Open' Save fs... Ctrlshift+S
Save All
e To Save a Presentation: Select File
and Save or click the save icon on the ersions.
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Export as PDF...
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e To Add Slide Transition: Select Slide Transition
tab. [ Side Transition (Lower right corner of screen)
Select the slide you want to have a transition. Select
a different transition to view a sample of the
transition. Determine if you want to use a mouse
click to advance slide or if the presentation should
advance on its own within a desired amount of time.
You also have the option to apply to all slides.

e To Add Animation to an Object: Select the object
to be animated. Select the Custom Animation tab.
[» Custom Animation. Click the Add button. Go through the
options for types of animation. Select OK. Under
Start, determine if you want to mouse click to make
the object enter, or if you want the object to enter on

its own (with previous).

¢ To Start Slide Show: Select the slide that you want
to begin your presentation with. Click the Slide
Show icon. The slide show will begin.

(=l Slide Show

@080

llg) Undo: Slide layout Ctrl+Z
Carit Restore Chrl-+Y ® To Re-dock Side Pane: Double click on
n grey area.
& East;e .CtrH-V ® To Close a Presentation: Select File and
Paste Special... Ctrl+Shift+y Close.
Select All Chrl+A

® To Get Help: Push the key to open
the help window. Type in your question.

e To Exit Impress: Select File and Exit.

<CtrI>+B | Next Slide <Spacebar> | End Slide <Esc>
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¢ Insert Picture From File: On the toolbar select
Insert> Picture,> From File. Locate the picture on the
computer you want to insert.

¢ To Draw a Shape: The Drawing Toolbar is located at
the bottom of the screen. Select the shape you want
to add. Place the cursor where the shape should
begin. Click and hold mouse button while dragging to
the desired shape and size.
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¢ Insert Clipart: Select the Gallery icon. &l once
selected, the Gallery will open with numerous folders
of clipart to chose from. Click and drag clipart to
desired location.

e To Move Object: Click the object one time. While
holding the mouse button, drag the object to its new
location.

¢ To Delete Object: Click the object one time. Press the
key.

¢ To Resize Object: Click the object one time. While
holding the mouse button down on one of the squares,
move the to desired size. = Use key to keep
objects proportions while resizing.
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