Microsoft PowerPoint: Home & Insert Tools

* B will make bold text.
= 1 will italicize text.
* U will underline text.
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+ ab will steikethrough text.

When selecting an image, shape, or
text box, use Drawing Tools to access
additional format design options.

The INSERT tab allows users to add
various elements to slides.
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PowerPoint: Design, Transitions, Slideshow, & File Tools

The DESIGN tab allows users to choose a
visual theme for presentation slides.
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The TRANSITIONS tab allows users to add visual
movements for each progressing slide
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The SLIDE SHOW tab is used to view and present the presentation
full screen and can help you prepare to deliver your material.
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The FILE tab is used to open, save,
and print files created in Microsoft
PowerPoint. Clicking this tab will
open the view displayed on the right.
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