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M S Power Point - Lesson 2: Creating a presentation
dide... Whereto start?

The answer isthe Task Pane. Just open the PowerPoint presentation, the taskbar appears on the right side of the
screen. Task Pane lists common operations that you can perform in PowerPoint. Help locate faster operations.

The answer is the Task Pane. Just open the Power Point presentation, the taskbar appears on the right
side of the screen. Task Pane lists common operations that you can perform in PowerPoint. Help locate
faster operations.

Show Task Pane (in case it was closed)

From the View menu, click Task Pane (or use the shortcut Ctrl + F1)


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/ms-powerpoint-lesson-2-creating-a-presentation-slide-where-to-start

Other Task Panes|

3 Stfice Oniine

* Connect to Microsoft Office
Online

*  Gat the latest news abouk using
. PowerFoint
= Automatically update this list
From the web

Mare..,,
Search For!

==
E‘.t.-!ﬂi-l I"Fi'rlrlt more I:hm ane tupr“

(/= Open...

_] Create a new presantation. .

Choose different Task Panes

Click the drop-down arrow in the Other Task Panes section and select Task Pane from that menu.
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Display New Presentation item

From the File menu, click New
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Open the demo available

From the New Presentation section, click From existing presentation... to display the New from Existing
Presentation dialog box, then select the file you want to open.

For example, you select the first presentation file created from lesson 1.
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Click the Create New button. The demo is open and you can changeit if needed

Create a new demo

Click Blank Presentation in New Presentation Pane or click New icon on the Standard bar (standard toolbar)

Appearing the Slide Layout section allows you to select an existing presentation template according to the layout
of text, content or both text and content



Apply slide layout:
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[+] Show when Inserting new slides

Click on a specific layout and start creating a slide (slideshow)
Outlineand Slides Tabs

The Outline tab allows you to display the outline of the title and text of each dide in the presentation. Slides can



be edited within this contour. If you want to edit text and slides in the border area, the Outlining toolbar will be
used to do that.

Resize Outlineand Slides Tabs
Click on the Slides or Outline tab area
Click the down arrow next to the Zoom box on the Standard bar and choose the percentage you like.

The Slides Tab shows all slides in the demo with small images. The Slides tab areais an easy way to adjust the
presentation. Y ou can change a slide by clicking on it
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4 waysto display a Power Point presentation

To see different ways of displaying PowerPoint, From the Menu bar, click View, you will see 4 views. Click on
each specific oneto seeit clearly.
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1, Normal View : isthe default display in PowerPoint. All the slides that are aligned will be displayed, including
Slide Pane, Outline Slides and both Notes Pane

2, Slide Sorter View : This way displays al dlides in the small demo. Help you reorder, add, or delete slides.
Y ou can aso preview images that apply to each dlide

3, The Slide Show View ( Side presentation mode ): This way allows you to view the presentation as a
slideshow. Y our presentation is current on the screen and you can view its slideshow animation effects.

4, The Notes View ( The view has a comment section ): The note section will display asif it were going to print.
Attention islike asmall version of the slide and the content is entered in the Notes Pane section below the slide.

Y ou finished reading the article "M S Power Point - Lesson 2: Creating a presentation slide.... Whereto
start?" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. You can search for similar articles on tips and guides. Thank you for reading and for following us

regularly.
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