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1. Getting familiar with PowerPoint 2010

a. The ribbon

b. The File tab

c. The Home tab

d. The Insert tab

e. The Design tab

f. The Transitions tab

g. The Animations tab

h. The Slide Show tab

i. The Review tab

j. The View tab

2. Working with slides

a. Add slides

b. Remove slides

c. Move slides

d. Adding text to slides

e. Apply a layout to a slide

f. Choosing slide templates

g. Applying backgrounds

h. Applying watermarks

i. Using themes

j. Adding headers and footers



k. Organising slides

3. Using tables

a. Adding a table to a slide

b. Adding rows, columns and cells to a table

c. Deleting rows or columns from a table

d. Merging cells in a table

e. Formatting tables

4. Adding clip art and graphics

a. Adding SmartArt graphics

b. Adding shapes

c. Deleting shapes

d. Modifying shapes

e. Wrap text around an object

f. Convert text to graphics

g. Adjust transparency of a picture

h. Adding charts and diagrams

i. Types of charts available

j. Change the style or layout of a chart

5. Adding media content

a. Compatible audio and video files

b. Embed a video into a presentation

c. Link to a video in a presentation

d. Deleting a video from a presentation

e. Set video play options in the presentation

f. Convert the presentation to a video



g. Adding audio to a presentation

6. Transitions and animations

a. Add transitions between slides

b. Change transitions between slides

c. Remove transitions between slides

d. Animate a SmartArt graphic

e. Animate text

f. Animate objects

7. Working with slideshows

a. Playing the slide show

b. AutoPlay the slide show

c. Broadcasting the slide show over the Internet

d. Saving the slide show to a CD or DVD

e. Printing the presentation
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From reader reviews:

Michele Anderson:

Book is definitely written, printed, or descriptive for everything. You can know everything you want by a e-
book. Book has a different type. We all know that that book is important issue to bring us around the world.
Alongside that you can your reading expertise was fluently. A book Powerpoint 2010 in Simple Steps will
make you to always be smarter. You can feel much more confidence if you can know about almost
everything. But some of you think which open or reading any book make you bored. It's not make you fun.
Why they may be thought like that? Have you looking for best book or ideal book with you?

Heather Reader:

The guide with title Powerpoint 2010 in Simple Steps includes a lot of information that you can learn it. You
can get a lot of help after read this book. This particular book exist new expertise the information that exist in
this reserve represented the condition of the world currently. That is important to yo7u to know how the
improvement of the world. This book will bring you within new era of the syndication. You can read the e-
book in your smart phone, so you can read the item anywhere you want.

Carol Ratliff:

Does one one of the book lovers? If so, do you ever feeling doubt if you find yourself in the book store? Try
and pick one book that you just dont know the inside because don't ascertain book by its cover may doesn't
work the following is difficult job because you are frightened that the inside maybe not since fantastic as in
the outside look likes. Maybe you answer might be Powerpoint 2010 in Simple Steps why because the
excellent cover that make you consider regarding the content will not disappoint a person. The inside or
content is usually fantastic as the outside or even cover. Your reading 6th sense will directly show you to
pick up this book.

Ora Orozco:

Beside this particular Powerpoint 2010 in Simple Steps in your phone, it may give you a way to get nearer to
the new knowledge or details. The information and the knowledge you can got here is fresh from oven so
don't be worry if you feel like an older people live in narrow community. It is good thing to have Powerpoint
2010 in Simple Steps because this book offers to your account readable information. Do you sometimes have
book but you seldom get what it's about. Oh come on, that will not happen if you have this within your hand.
The Enjoyable set up here cannot be questionable, similar to treasuring beautiful island. Techniques you still
want to miss this? Find this book along with read it from currently!
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