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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use Microsoft
Office PowerPoint 2013. This guide is suitable as a training handout, or simply an easy to use reference
guide, for any type of user.

The following topics are covered:

Adding aNew Slide; Changing a Slide's Layout; Switching Between Standard and Widescreen Format;
Custom Slide Size and Orientation; Entering Text; Starting a Line without a Bullet; Moving Between Text
Areas with the Keyboard; Adding Other Text on the Slide; Changing Level of Indention; Text Formatting;

Using Presentation Views: Normal View, Outline View, Slide Sorter View.

Applying Design Themes; Changing Background of a Slide; Adding a Header or Footer; Creating Speaker
Notes.

Using the Slide Master; Suppressing Slide Master Objects.

Adding Clip Art and Online Images; Creating a Chart; Creating an Org Chart; Adding and Deleting Org
Chart Boxes; Drawing Shapes; Resizing a Shape or Picture; Rotating Objects; Moving a Shape; Adding Text
to Shapes; Selecting Shapes; Changing Color, Fill Pattern, or Line Style of a Shape or Line; Using
Eyedropper to Match Colors; Duplicating Shapes; Animating an Object.

Running a Slide Show; Assigning Transition Effects and Timings for a Slide Show; Changing Slide Show
Settings; Printing.

Also includes alist of Touch Actions, Text Selection and Movement and Slide Show Shortcuts.

Thisguide is one of two titles available for PowerPoint 2013: PowerPoint 2013 Introduction, PowerPoint
2013 Advanced (ISBN 978-1936220885).

Recommended companion title covering Office basics: Microsoft Office 2013 Essentials (ISBN 978-
1936220755).
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From reader reviews:
Robert Cobb:

Nowadays reading books be alittle more than want or need but also become alife style. Thisreading
practice give you lot of advantages. The huge benefits you got of course the knowledge the actual
information inside the book that will improve your knowledge and information. The information you get
based on what kind of reserve you read, if you want attract knowledge just go with schooling books but if
you want truly feel happy read one together with theme for entertaining like comic or novel. The particular
Microsoft PowerPoint 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) is kind of guide which is giving the reader unpredictable experience.

Travis Pope:

Reading a publication can be one of alot of exercise that everyone in the world loves. Do you like reading
book consequently. There are alot of reasons why people enjoy it. First reading a guide will give you alot of
new data. When you read a e-book you will get new information since book is one of a number of waysto
share the information or their idea. Second, looking at a book will make you actually more imaginative.
When you studying a book especially hype book the author will bring that you imagine the story how the
character types do it anything. Third, you can share your knowledge to other people. When you read this
Microsoft PowerPoint 2013 Introduction Quick Reference Guide (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card), you could tells your family, friends in addition to soon about yours publication.
Y our knowledge can inspire average, make them reading a reserve.

Willie Randolph:

Playing with family in the park, coming to see the ocean world or hanging out with palsis thing that usually
you will have done when you have spare time, then why you don't try issue that really opposite from that.
One particular activity that make you not experiencing tired but still relaxing, trilling like on roller coaster
you have been ride on and with addition info. Even you love Microsoft PowerPoint 2013 Introduction Quick
Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card), you may enjoy both. It is
great combination right, you still need to missit? What kind of hang-out type isit? Oh occur its mind
hangout people. What? Still don't buy it, oh come on its identified as reading friends.

Joseph Mesta;

Don't be worry should you be afraid that this book may filled the space in your house, you may haveitin e-
book technique, more simple and reachable. This specific Microsoft PowerPoint 2013 Introduction Quick
Reference Guide (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) can give you alot of pals
because by you checking out this one book you have matter that they don't and make an individual more like
an interesting person. That book can be one of one step for you to get success. This guide offer you
information that perhaps your friend doesn't know, by knowing more than various other make you to be great



folks. So, why hesitate? We should have Microsoft PowerPoint 2013 Introduction Quick Reference Guide
(Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card).
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