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Customize a background style for your presentation

1- Click the slide or slides that you want to add a background style to. To select multiple slides,
click the first slide, and then press and hold CTRL while you click the other slides.

2- On the Design tab, in the Background group, click the arrow next to Background Styles.

3- Click Format Background, and then choose the options that you want.
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Figure 2-15
Test:
1. To select multiple slides, click the first slide, and then press and hold ...... while you click

the other slides.

a. Background

b. CTRL

c. Page Setup

d. Background and Page Setup

2. On the Design tab, in the ..... group, click the arrow next to Background Styles.
a. Background
b. Theme
c. Page Setup
d. Background and Page Setup

3. Onthe ..... tab, click the arrow next to Background Styles.
. Design
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. Insert

. View
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You can change the look of all of the slides in your presentation when you create a new slide
master.

Slide master are templates that define how slide are formatted. Slide master also allow you to
insert common elements on every slide, such as slide number, the date, footer text, or even
logos or pictures. If you want all of the slides in your presentation to use similar fonts
formatting, and graphics, slide masters are the best way to do this.

1o e Are Templates That Define How Slides Are Formatted.

A) Slide Master

B) Slide Show

C) Slide Sorter

D) Slide View

2- When You Create A New Slide Master You Can ............ The Look Of All Of The Slides.
A) Delete

B) Convert

C) Draw

D) Change

3- Slide Master Are The Best Way To Use ......... Fonts, Formatting And Graphics.
A) Different

B) Similar

C) Very

D) Several
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ADD SOUND

From a file

You can add an audio clip that plays music while the slide is on the screen.
When you insert an audio clip from a file, a small audio icon is placed onto the Slide. That

audio icon can be clicked and dragged to the desired location on the screen. When you are
ready for the audio clip to play while you are in slide show mode, you simply click the audio

icon and the audio plays.

Tests:

1- What Can You Add That Plays Music?
A) Video Clip

B) Power Point Clip

C) Audio Clip

D) New Slide

2- What Is Played Onto The Slide When You Insert Audio Clip?
A) File

B) Audio Icon

C) None

D) Audio Clip

3- When The Audio Plays?

A) In Normal Slide Mode

B) In Slide Show Mode

C) In Slide Sorter Mode

D) When You Drag It
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You can include slides in your presentation that do not print in handouts or appear in
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Create Handouts in Microsoft Office Word
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prepare custom handout pages.

pint » | 5L Document Management Server
= [{lZ5T share the presentation by saving it to a
document management server,

Prepare Create Document Workspace
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