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360b3ndom godmeol Title Slide - Loghopyem  Leoogn. dmBpygbm Leoogol dgbogddbgeop
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J390mm 8obmogligdye 66dobgool moeozdy - Close, bmem my ygges Leoopobmgol g3bnhl
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Slide | Notes and Handouts
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Date and time
(@ Update automatically
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Don't show on title slide
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by6. 3.1.10. Header & Footer gooemaynho i30030h0

30800d(h0nbmm Hobobmo Slide / 3yblmbol dmgddgegdom hogghommm sesdo Slide number -
b / 3nbbmbol dmgddgegonm gogoodhonbmm Apply (o3 dbmemp dmbodbye Leonedy ggnbeo
bmdhol pogngdbobhgos / ob nbLlmbol dmgddgegdnm gogoodhonbmom Apply to All (my y3geo
beonedg 3300600 bmdghogool Aobdo).

mohomols Aolioldgeop 80mgdgegdm pobmdghol obopmgnyhop, dbmemp Header and
Footer poopmganh 030bgohodo goodhonbgdm Date and time ¢moeogl.
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broopol bgdolidogh opgoedyg  dgodpgde Lbgopobbgs mdogdhol Aobds, bxmgmhgdoroo
Adobe Acrobat Document, Adobe PhotoShop Image, Microsoft Equation 3.0, Microsoft Office Word
Document, Microsoft Office Excel Worksheet po bbgo. 030bomgol bogobmo dogdobommo dgboyls
Bl / 3nhbmbhols dmddgegdom gogoodhonbmm inbdeod Insert / Text gobymanpgdodo 3yb-
bebob dmddgegdom gogoodhonbmom moeogo Object s a30dmgo p00eManho 53obgobo Insert
Object (ob. 1596.3.2.1), 6m3gedog

Object type:

(@ Create new Adobe Acrobat Document
) Create from fle | Adobe Adobat PDFXML Document

Adobe Acrobat Security Settings Document
Bitmap Image

Microsoft Equation 3.0
Mrosoft Eacel 72003 Wiarghest "] Cloeplay asicon

Microsoft Excel Binary Worksheet
Microsoft Excel Chart

Result

Iy Inserts a new Microsoft Excel 97-2003 Worksheet object
into your presentation.



byh. 3.2.1. Insert Object /Create new d36dobgdom

ao0dhonhgoneoo Create new ggeo, Hmdeol Object Type: Hodmbomgoedo ybpo dggobhomm
Bollobdgen modogdho - dog., Microsoft Excel 97-2008 Worksheet [/ 3pbbmbol podghoom
dmgbodbmm moongdho / OK. beoopdy Boolidgdo Excel-ol Lodydom agnbggen, bmadgeoy obhols
ogdhogho po Hm3gedog dgodegos dydomoo (ob. bph. 3.2.2).

bnh. 3.2.2. Lpsogo Excel-ob bodndom ggnbeoc

0y 30300dhonhgoom Insert Object pooemanho i3obghols Create from file- (ob. 196.3.2.3)
0000mManho )30bgHol dobFggbo dbohgl godmhbpgde File ggeo / 3geol gggdmo Browse /

() Create new File:

[ | Display as icon

Result

. Inserts the contents of the file as an object into your
presentation so that you can activate it using the
application that created it.
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Create from file 66dobgoom



396bmbHol dngddgegdom gogoodhonbmo Browse / godmgo Insert Object poopmayho iobgobe /
0000manh 306306080 Bognmomme BoboBohmo B Pesktor (55054 Bobobdgen md0gdho

330d3b dgbobygo / dogogomop, dognmommm 1f] Doc2 Aoliolidgeo mdogdho / gogoodhonbmom
0000MaNH0 B30bgHol OK mopogn / godmAbpgos Insert Object poopmanho )3obgobho, bxmdeol File
39200 po30gdL0Hgde0s hoboldgeo Mmongdhol dobodohmo / gogoodhoghmm moesgo (ob. ligh.
3.2.4) 1 OK.

i) Create new File:

@ Create from fle | C:\Users\Administrator\Desktop\Doc2.doc [ cancal |
i

[C] pisplay as icon

Result

. Inserts the contents of the file as an object into your
presentation so that you can activate it using the
application that created it.
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3.3. 860x303900 Hgeagdhmbo- SmartArt

PowerPoint-do  dgggndeoo  gobohggoemm 3880 ghoongyeo Lggdgdom o Fomgob
bobybggeol odmbhggom, 6Hgpodhohgdoms po  qmh3oHohgoom.  domo Lodhoegoom
d9bodegdge0d dmboggdmo godnoenho Bohdmpagbs dmbgh-bgdyeo mhdom.

30003033900 ™309dhob Holdol ghm-ghmo bghbo d9dpga00: d0g-Bobmma 39boyLk dmel
po  dggobbyemoe  dgdpgan  06dobgdgool  mobdnd-pgghmdo:  3nblmbol  dmgddgegdom
80300dhonbmm onbdgoo Insert / gobymaopgdoedo lllustration  3nblembHol dmgdgegoom
3030Jhonbmo SmartArt / godmgo Choose a SmartArt Graphic podo(hgdomo 3obgobo, LBopog
godmphoboeoo  00ghH0dgd0l  (Hodgool dobgpgom b0dydgoo (ob. ULph. 3.3.1). InbLbmbOL
dmdadgpgdom dggobhggm Hggbmgol bobiybgge Lggdol o gogoodhonhgdm OK moeogl. 8o
3600303900 bggdo po0dbobhgos bronedo (0b.lnh.3.3.2) .
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Ficture

Use to show non-sequential or grouped
blocks of information. Maximizes both
harizontal and vertical display space for
shapes.
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by6. 3.3.1. Choose a SmartArt Graphic godohgonmo 53obgoabo

bggdodo poggndlbobgdye Bohbghgol ,Text-b gggeom Hggbo (Hodbhgdom, dgggndeons
0b93g ggdodo Robmyeo Bor3gNRo Md0g9dhol Imbodghs po gMAIo(HnhHgde - BMH30L dgigeo,
0mbol dgEgeo, md0gdhol padonhgdo, Bodgo go o. d.

0mhdol dgboggegeop dmgbodbogm bggdol 3mbzhgbne 90989006 o 3Mmbhgdbbyho
096090006 306Pg30 36Hdobgools Change Shape / godmbye goeghgdo o806Bggm  Lobyhgge
IO

bg9308g Md0gdHob pobedohgdeop 3ghbmhol padghom gndmddgomm Lgdgdol 3Mmbzhghe
909090089 / Bodmdeogo 3mbhadbnbo 99boyesed ogobhomm d6dobgds Add Shape (ob.
196.3.3.2) / Bomgdye BAMbomgoedo v306Bomm IMbodbyeo Mmdngdhol dgdpga poliodohgdgeo
m009dhob boliybggeo gobeoggds (Add Shape After), dob 60b (Add Shape Before), 8gdmom (Add
Shape Above), §390mo (Add Shape Below).
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Add Shape Below
. 5 Add Assistant
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Eomatlapes; %

bph. 3.3.2 Mmd0ggddol podothgde 3do ghomngne Lggdedo

gEu @

36003037900 00086039006 Loboom PowerPoint-b dmboggdmo olbobgol ddeogho bodyoegdo
0dgb. p00ghodo 0ddbgdo beonpdo dmEgdyeo dmboggdgdol Lomndggedy, dgboyme dmeopod
0990980 06dobgd9d0l dglibyegdom: Insert / lllustations Chart / godmgo Insert Chart podo(hgdomo
03063060, bLonpoboy 0306hg3m dgbivdedolin hodol pnoghodab.

3.4. 3698960300l bdmgobo 3003mHT900 - 57900M O 0™ 330gd0l Holids

36989060000l bdmgobo gommhdgdobomgol Logobmo dogdobmmae  dgboyl Bmel /
396bmhHol dngddgegdom gogoodhnbmm nbdaoo Insert / gobymaoegosdo Media 3pbbmboom
300mddgomom Audio-b gggdmom gobmogligdne obohdg / godmbine Bodmbomgoedo vgnbhomm
960 96m0 - Audio From File (ob. 6.3.4.1) / bdo 5300Q000b.

Audio from File...

Clip Art Audio...

Becord Audio...

byh. 3.4.1. Media 0bbihH89b6¢h900L 331930
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00 phmL beonedn gobmoglipgds dgnhg dmaols, prbsdngol vdLobggen bndbogo ‘z‘ [N
300blbgdo Insert Audio podo(hg00m0 pooemanho i30bgobo (nb. bybh. 3.4.2),

Microsoft PowerPc ml;SlC library Arrange by:  Artist ¥

¢ Favorites -
= PRV |
|8 Downloads

%5l Recent Places

- —
01 Barry White Bill Evans
Libraries
Documents
m—rr !
Pictures
B Videos - e e
Dave Grusin Irakli Pagava Kaas Patricia
.- Computer

= Local Disk (E} 7

-~

&, Local Disk (C)
= Local Disk (D7) [

File name:

AudioFiles  ~]
Tooks - [unlosatennly] (smGonesiun)

=

byph. 3.4.2. Insert Audio po8o(hgdomo xabgaho

0306h0mm 3ma3doy(hghdo Bobghogo TPbogopnho oo ob  dYEom H3MEn O P0OEMZYHO
030bgh0b Insert moeogol googdhonhgdom Hogligom bponpdo.
Clip Art Audio -b30 0yp0m 30039000 8o0ghg0eob - 03mbAggoLol Leonpdg gohbpgoo dgnby

B8mdob pnbodngols vdbobggen bodbogo - 00 93600689 5300360l FohHF3gb0 dbobgl gooblbgde

Clip Art 0080(h900m0 obgoho, bopsy dgagndeos dggobhomm boliyhggen oneom Hameo (ob.
bp6. 3.4.3)

Clip Art i
Search for:

Results should be:

Selected media file types |Z|

Indude Office.com content

Click to add notes

byh. 3.4.3. Clip Art 0005090000 BobgshHo
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beonpdo oypom Hgmeol Aolidodey, dobo boboliboho pomgopnghgdols (3midgbol) dodbom
bogobmo  3nblmbols dmddgegdom gogoodhonbmm dgboygl Bmeol oydbdsos Insert /
80byma30pgdodo Media 3nbbmbom godmddgomom  Audio-l Jggdmom oliohdy / godmbye
Bodmbomgopdn 3nblmbols dmgddpgdom ogobBomm Clip Art Audio (ob. Up6H.3.4.1). godmgo
0000()900m0 R30bgoho Clip Art (0b.576.3.4.3), bopog gobmogligdyeos 0ye0m 3oneydo. Jnhbmho
9030(hobmm Lobyhgge 3o0emob / oogol dobgggbe dbobgl godmBbpgdo obobo / Boldy
396bmbhol dmgdgegdom hodmodegde 3mbhgdbhnbo 3gboy Lonpsboyg dggobhomm 3ybdnho
Preview / Properties (0b.ln6.3.4.4).

Insert
B3 Copy
X Delete from Clip Organizer
[}y Copyto Collection...
B} Move to Collection...

Edit Keywords...

Click to add notes
byph. 3.4.4. oypom Hameol Preview/Properties i3ybgdgoo

aooblibgdo 30093  ghmo  podohgdomo  pooemanho  ggobgobo  Preview
Properties(ob.bp6.3.4.5), 6m3ged0og 3gbbmbom 30dmddgomm Play [ mopogdy, bHomeg
dmgnlidgbom vbhgye Oneom gooel.
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Caption: Claps Cheers
Provided by: hd
Paths

File: C:\Program Files\Microsoft Office\MEDIAVCAGCAT 10%j0214098. wav
Catalog: C:\Program Files\Microsoft Office\MEDIAVCAGCAT 10\CAGCAT 10, MMW

4
byh. 3.4.5. oyeom H3mpol Preview/Properties
0000(h900000 P00eM37YH0 BODFIHO

3698960300l bdmgobo g3oxmhdgool phml, pobodogol bodbogol dmbodgbol dgdegs
d9609L dmedg godmbompegdo podohgdomo dgbonl 3obgen, HmAeol Playbak hobobmols Audio
Tools 0bbihH7Igb(hgo0l 310300 gobmogligoneo bbgopolbgs mopsezgoom dgndpgde Lbgopobbge
3060996900l dmdohmgo (ob. bybh. 3.4.6).

AudioTools || = =

Automatically
On Click
Play acosssides

byh. 3.4.6. Playbak Robobmol 0bLiHn89bhgdo

369890600300l 30pgm Hameom goamhidgdol dodbom godmoygbgde Insert dgboyl Media
0bbih613900h 900l $an30l Video moeogo (ob. biph. 3.4.7).
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&) videofromFile..

Video from Web Site...
Clip Art Video...

byh. 3.4.7. Video mogoago go dobo gggdgboy

Video from Fle 036dobgdom bpgdo Leonpdo Aoboldgeo 930edol o6 gopgm ogonQols
dmdngdo.

Video from Veb Site Lodnopgdol ggodegsl hoglbgom gopgm dobogs b dodobmgs gopgm
doboeodg (Link) 0b¢hghbghoeob, dogopomop, YouTube-pob, ndnoemp H3gbl 36989bhognodo.

000bomgols, hma yggoo ool 30dyggdmegl dgbngs dggobibyemam dgdpgan 06dobgdgdols
00b6303p936mMd0: 39HlmhHols dmddgegdnm dmgbodbmm beonedy Aolidyeo pnbodnzol wymhdols
308960 / 396070 Bmedg godmbompgdo podohgoomo dgboy Audio Tools, Aobohmgdom Format
oo Playback / Audio Options gobgma3negdodo 3nbbmbol dmgdgegdom Bodmgdopmam Start ggeol
90633003 0boho po 3PHLMHL Imgdgegoom gogoodhonbma Play across slides (ob. byb. 3.4.6).

3.5. 0600030760 9399dHg00L godmygbgdo

beonpgdol Bohdmpagbol ghmghm 9x39ddnbd 0bbHHBOHL BohHIMopggbl ©b0dsyns.
gmgge beooedg dgodegdo 30dmgnygbmm beonegdol goblbols bgopolbgs ob ghmo po 03089
993990, gl podmganegdycns  dmadbdohgdeol  byphgoedy o  8gdmgbgdody.  Lonpdy
80b6mogLgoneo mo0gdhgoobomgol  ©bodogoyho 9x39dhgdol dgbhggo bpgdo dgbonl Bmeol
Animations %33bdi00l Advansed Animation 0bbh63390(h9000 $3n23d0 gobeoggopn bbgopobbgoe
00603030760 903990900 IJmbg oeozgdol bodyoegdom (ob. lyh.3.5.1).
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Drawing Tools

byp6. 3.5.1. Animation 8gbop

80800J(h0nbmm o0 339030l Add Animation-ols g3ghpom obobho, 30309dm 8b0doE0YhHo
99399h9g00L Bodmadeop i3obgohob (ob. inh.3.5.2).

bp6. 3.5.2. 06035307960 9539dHgonl hodmagogo q;oG&oﬁo

009dh89 06030300l vlobgolomgol Logohmo dmgbodbmm gl mdngdho po dogohobmm
dopbo Hm3ge0dy 9x39dhdg (0b.1nh.3.5.2), gl gxgdho sobobgds dmbodbye mdngdhdg 0o oy
9939dho  d99bodedgde hHggbl ULyhgoel, 0odob doldg godmgdgomm Ighlmbom, Homoy
p0g30db0Hpgdo Hggbo vHhgg0bo.

0b0dogoybo 9m39dhol dghhggol dgdpga Lronpols 3396000 godmAbpgdy d3nbg Bmdols
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