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Add new slides with different slide layouts

Insert pictures into slides with and without content placeholders
Move and resize pictures

Change font size and color

Bold and italicize text

Arrange and duplicate slides

Select slide transitions

Enhance presentations with pictures, shapes, and WordArt.

Learning Objectives

Download online themes

Insert and format pictures

Insert and size shapes

Apply effects to shapes

Add text to shapes

Insert pictures to create backgrounds
Insert and format WordArt

Format slide backgrounds

Find and replace text and check spelling
Add speaker notes
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Align placeholder text

Create columns in placeholders

Change paragraph line spacing

Format bullet sizes and colors

Change bullet characters to pictures and numbers

Create a self-running presentation with adjusted pictures, animated content, and slide timings.

Learning Objectives

Remove backgrounds, crop, and compress photos
Animate slide content with entrance, emphasis, and exit effects
Add and adjust motion paths for animations
Reorder animation sequences

Associate sounds with animations

Control animation timings

Animate SmartArt graphics and charts

Insert and animate text boxes

Animate bulleted lists

Set slide-show timings manually

Customize templates and handouts using masters.

Learning Objectives

Apply slide and font themes to slide masters

Change slide master backgrounds

Add background styles and graphics to slide masters
Apply Quick Styles to placeholders

Change text direction and character spacing

Hide background graphics on individual slides

Apply fill to text boxes and change transparency
Rename and save slide masters as templates
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Set up custom size slides
Copy and compress video files
Create videos from presentations

SCC Accessibility Statement

South Central College strives to make all learning experiences as accessible as possible. If you have a
disability and need accommodations for access to this class, contact the Academic Support Center to request
and discuss accommodations. North Mankato: Room B-132, (507) 389-7222; Faribault: Room A-116, (507)
332-7222.

Additional information and forms can be found at: www.southcentral.edu/disability

This material can be made available in alternative formats by contacting the Academic Support Center at 507-
389-7222.
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