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Power point program is one of Microsoft's products, and is used to design electronic
presentations where electronic display consists of a set of slides and used as a means to illustrate
the idea of clarifying certain to be shown in the auditorium of the number of attendees. Where is
prepared slides containing the first and the slides on texts and images, sounds and graphics can
move text and images in the presentation.

Mode of operation of PowerPoint program: -
Start >> all program >> Microsoft Office >> Microsoft Office Power Point 2007

Then begins to work PowerPoint program.

Outline of the screen: -

When you run the program window appears PowerPoint as specified in the following figure
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Note in PowerPoint 2007 changed significantly is the area the top of the PowerPoint. Instead of menus
and toolbars that I used to see them in PowerPoint 2003, there is a long bar appears at the top screen
contains many visible commands clearly and ranked in groups .called on this tape long "ribbon", which
1s now considered the control center, which will help you to create a display presentation. So do not be
a need to search for them in menus or toolbars are not displayed.
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Consists of "' tape "' from the following tabs : -

e tab" Home " Home Here 1s all the commands displayed as buttons , it supports a variety of
tasks , including copy and paste , and add slides, change the slide layout , and format the text
and the appointment of his site , and search and replace text .

e tab "Insert " Insert Here 1s all you may need to put in the slide - from tables , pictures, diagrams
, charts and text boxes to the sounds and hyperlinks , headers and footers .

e tab " design " Design from which you can choose the form of incomplete segments includes
background design , fonts, and color scheme , and then customize this format.

e tab " movements " Animations Here 1s all animation effects . Is the basic movements are easier
to add to the lists or charts .

e tab " slide show " Slide Show you can determine the color of a pen or a certain segment of the
start of 1t. You can also record narration , and review the offer quickly , and make some other
preparatory tasks .

e tab " Review " Review where you find the spell checker and research services . Mark team have
used annotations to review the presentation , and then see these comments .

e tab" View " View you can make a quick switch to a view " page notes ," and show grid lines ,
or organize all open presentations in the frame.

e It also shows the status bar at the bottom of the display screen displays PowerPoint us
information, such as the slide number and the name of the design template applied to the slide
that 1s displayed and the display buttons and a sliding zoom in / out to zoom view slide 1n or out
. Clicking buttons minus ( -) and plus ( ) as well as to perform the same thing .
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Display Presentation: -

Microsoft PowerPoint by default called any new file 1s created on behalf of the presentation and the
first presentation will be named default ( Presentation 1) and 1ts extension ppt which means that the full
name be ( presentation 1.ppt), the presentation may consist of a single chip or multiple slides , which 1n
turn may contain text, images, sounds and graphics can Post an sounds and kinetics for the texts ,
images and objects .and any presentation is created to be given the name of its own in order to be
practical conservation through it and in this way 1t becomes an electronic file stored in the computer's
memory so you can refer to it at any moment In order to open and view the contents or modify it .
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