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    INTRODUCTION


    Welcome to Microsoft Powerpoint. This book is intended to people who are interested in this slides presentation software. Many versions of Office are available, either with Windows or Mac OS. For the writing of this book, I used Powerpoint 2019 with Windows 10.


    Powerpoint is a slides presentation application that owns a complete set of tools to present your ideas accurately. It can be used for an audience or for printing. To be at the top with Powerpoint, several layout rules are important, such as the slide master that prevents you from repeating actions. For instance, it is possible to change the background color or the titles fonts for all slides easily.


    This book is structured in 9 chapters.


    Chapter 1 recalls the basics of the working environment, i.e. the menus, the placeholders, the layouts, the outline view and the ways to record your voice inside the presentation.


    Chapter 2 deals with the different slide view modes: Normal, Outline, Sorter, Notes and Reading View. You will also learn how to insert, delete, hide or select slides. Several techniques are detailed for copying one or more slides, from one presentation to another. Slides can also be grouped together in sections.


    Chapter 3 details the slide master features that enables you to save time. You will discover how to set up footers and headers, as well as bullets and numbered paragraphs.


    Chapter 4 exposes the objects that help to enter the text, to manipulate tables, shapes, pictures and charts. You will discover how to align the objects using guides.


    Chapter 5 details the transitions between slides and how to create a mp4 video file.


    Chapter 6 is animation-oriented. You will learn the animations settings, such as manual or with an automatic timing. Several effects can be used: appearance, disappearance, motions and emphasis.


    Chapter 7 deals with printing slides with the handout master that allows to organize slides layouts.


    Chapter 8 develops some communication techniques to be used for a good Powerpoint presentation. For instance, the number of bullets is important to organize the balance and the organisation of your ideas. Some situations are to be anticipated, to prepare the presentation with confidence.


    Chapter 9 shows how to write macros using VBA programming, with the Developer menu. VBA enables you to create automatic actions.


    I hope that reading this book will help you in the slides management.


    Please contact me at remylent@gmail.com if you have any comments or questions.


    Enjoy your reading.


    The author
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