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Version 1.0

Using Microsoft PowerPoint 2003

This guide provides an introduction to using Microsoft PowerPoint 2003 for the
production of OHP slides, for posters and for on-screen presentations including
animation.

The guide assumes a basic understanding of Windows.

B b oselt PasserPou - [Pwesentatisnd] wlE] =
0] Be B ew  [rest Fpiew Tock Sdeshon  Wnde | Heln

(- = EE S N e (o =R | R S 18 e i

Taeshsa P o 24 =0 4 U 8 (EEE & L Al 14 A &R R A e f g iteeda

a

P

PowerPoint Guide

Siep by Step

"

L

-

* 10k o mdd noime:

g

:'.W'I-_EIRIWI' Ol E A a3 de A= S 0N .

ETRE ]

# 150wt | | [T Mcroank prweraint . B R Pt ShaogPrd

i
i
5
B

| [ el aeca

K0
P Durham £2

University



Document code: Guide 42

Title: Using Microsoft PowerPoint 2003
Version: 1.0
Date: June 2006

Produced by:  University of Durham Information Technology Service

Copyright © 2006 University of Durham Information Technology Service

Conventions:

In this document, the following conventions are used:

A typewriter font is used for what you see on the screen.

A bold typewriter font is used to represent the actual characters you type at the
keyboard.

A slanted typewriter font is used for items such as filenames which you should replace
with particular instances.

A bold font is used to indicate named keys on the keyboard, for example, Esc and
Enter, represent the keys marked Esc and Enter, respectively.

A bold font is also used where a technical term or command name is used in the text.

Where two keys are separated by a forward slash (as in Ctrl/B, for example), press and
hold down the first key (Ctrl), tap the second (B), and then release the first key.
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