ADVANCED POWERPOINT—CHAPTER 1 REVIEW

CKAYy3a 2 adr1S Feleé gAOK &2dzy

the overall appearance of a presentation does affect its (and your) ability to communicate clearly.
consider backgrounds, colors, type of font and font color;

plan ahead, go so far as to make an outline of the information you wish to include;

remember the 7x7 rulet too much text on 1 slide is too hard to read.
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What makes up Normal View ppt8

Home tab, active tab, contextual tabs ppt9

Gallery and live preview ppt9

Enhanced Screen Tip ppt10

Dialog Box Launcher, Mini toolbar pptl1

Quick Access Toolbar pptl3

Office Button pptl4

submenu associated with Office Button pptl5

Key Tip badge, Key Tip pptl5

Choosing a Document Theme ppt 16-18

paragraphs and levels ppt 19

demoting and promoting text ppt 34

what is a closing slide ppt40

dragging and dropping slides to change order ppt4l
Document properties, metadata, Keywords ppt43
Standard properties explained, Automatically updated properties ppt44
custom dictionary ppt55

Spelling Dialog box buttons and actions (chart) ppt56

BASIC SKILLS and VOCABULARY TO BUILD ON
1 info on ppt6 through 8

91 linewraps pptl8

1 paragraphs and levels ppt19

1 infoonfonts ppt21

1 formatting font ppt22 ¢ 26

1 selecting text ppt22 and 24

1 line spacing ppt32

1 single-level bulleted list ppt31 ¢ 32

1 multi-level bulleted list ppt33 ¢ 39

1 moving through a presentation in different views ppt46 ¢ 48, 48 ¢ 51

9 checking the spelling ppt55 ¢ 58

9 ability to print handouts (4 or 6 slides per page) or outline view



