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Step 3
Then, the Slide Sorter view will appear as shown by the picture below.
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How to view the normal page display

To view the normal page display

Step 1
To view the normal page display, it starts from the Slide Sorter view.
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Step 2
Next, you need to use the mouse to open the View menu and then click on the Normal command.
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Step 3
After that the Normal viewing will appear on your screen.
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How to insert new slide master

To insert new slide master

Step 1
To insert new slide master, you have to use the mouse to open the View menu and then open the M aster
sub menu. Later, you need to click on the Slide M aster command.

Master L |" Slide: Masker

Step 2
After that, just click on the Insert New Slide Master command in the Slide M aster View menu bar.

Slide Masker Yiew
2 T G T[] Close Master view

Insert New Slide Master _

Step 3
Now you could see the new dlide master appears on your screen as shown by the picture below.
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How to insert New Title Master

To insert New Title Master

Step 1
To insert the new title master, you have to use the mouse to open the View menu and then open the M aster

sub menu. Later, just click on the Slide M aster command.
Master L |" Slide: Masker

Step 2
After that, you need to click on the Insert New Title Master command in the Slide M aster View menu.

[ ] Close Master View

Insert Mew Title Masker

Step 3
Now you could see the New Title Master appears on your screen as shown by the picture below.
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How to delete the slide master

To delete the slide master

Step 1
If you wish to delete the slide master, first, you need to use the mouse to open the View menu and then
open the Master sub menu. Later, you need to click on the Slide M aster command.

Master L |" Slide: Masker

Step 2
After that, you must select the master page that you would like to delete. Next, click on the Delete M aster

_H =
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How to preserve master page

To preserve master page

Step 1
To preserve the master page, first, you need to use the mouse to open the View menu and then open the

Master sub menu. Later, just click on the Slide Master command.
Master L |" Slide: Masker

Step 2

Now, click on the Preserve M aster inthe Slide M aster View menu.
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How to rename the master page

To rename the master page

Step 1
To rename the master page, first you need to use the mouse to open the View menu and then open the
Master sub menu. Later, click on the Slide M aster command.

Master L |" Slide: Masker

Step 2
After that, just click on the Rename M aster command in the Slide M aster View menu.

Slide Master View

| % I O |:| Close Master Wiew

Rename Masker

Step 3
Now, you could enter the name in the text box and then click the Rename button.

Rename Master

Masker name:
IFirsI: Page
Cancel |
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How to master layout

To master layout

Step 1
To master the layout, first you need to use the mouse to open the View menu and then open the M aster the
sub menu. Later, click on the Slide Master command.

Master L |" Slide: Masker

Step 2

Now, just click on the Master Layout command in the Slide M aster View menu as shown by the picture
below.

Slide Master View

| % e T Close Master Wiew

Master Layouk

Step 3
Next, you could start to select the Layout from the Master Layout windows.

Master Layout

Placeholders
I [ Title
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Cancel |
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How to close the Master View

To close the Master View

Step 1
To close the master view, first, you need to use the mouse to open the View menu and then open the
Master sub menu. Then, just click on the Slide M aster command.

Master L |" Slide: Masker

Step 2
Later, you must click on the Close Master View command in the Slide M aster View menu.
Slide Mast

IE; |J?'[:.] U___ﬂ (=] |Close Master Yiew

Step 3
Now you could see the picture as shown below appears on your screen.
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How to show the Handout Master

To show the Handout Master

Step 1

To show the Handout Master, it starts with the page as shown by the picture below.
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Next, you have to use the mouse to open the View menu and then open the M aster menu. Later, just click

on the Handout M aster.

| Masker

]

b Colorfrayscale

Step 3

k

Slide Masker

Handout Masker
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Now you could see the Handout Master appears on your screen.
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How to show the positioning of 1-per-
page handouts

To show the positioning of 1-per-page handouts

Step 1
To show the positioning of 1-per-page handouts, first, you need to use the mouse to open the View menu
and then open the M aster menu. Later, just click on the Handout M aster.

| Master b | Slide Masker
& ColorfGrayscale ’ | Handout: Master
Step 2

Then, just click on the Show positioning of 1-per-page handouts option in the Handout M aster View
menu.

Handout Masker Yiew

[=] | Close Master Yiew

Step 3
Now you could see that the page appears as shown by the picture below.
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How to show positioning of 2-per-
page handouts

To show positioning of 2-per-page handouts

Step 1
If you wish to show positioning of 2-per-page handouits, first, you have to use the mouse to open the View
menu and then open the M aster menu. Later, click on the Handout M aster.

| Master b | Slide Masker

b ColorfErayscale Handout Master

-

Step 2
Next, you must click on the Show positioning of 2-per-page handouts option in the Handout M aster
View menu.

o .
== 58 5] | Close Master Yiew

- Show positioning of 2-per-page handouks Hear
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ooo
ooo
ooo
ooo
il

-

Step 3
Now you could see that the page appears as shown by the picture below.
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How to show positioning of 3-per-
page handouts

To show positioning of 3-per-page handouts

Step 1
To show positioning of 3-per-page handouts, first, you need to use the mouse to open the View menu and
then open the M aster menu. Later, you need to click on the Handout M aster.

| Master b | Slide Masker
& ColorfGrayscale ’ | Handout: Master
Step 2

Next, you must click on the Show positioning of 3-per-page handouts option in the Handout M aster
View menu.

EE EE EEE = [] Close Master View _
Show positioning of 3-per-page handouts _

Step 3
Now you could see that the page appears as shown by the picture below.
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How to show positioning of 4-per-
page handouts

To show positioning of 4-per-page handouts

Step 1
To show positioning of 4-per-page handouts, you need to use the mouse to open the View menu first, and
then open the M aster menu. Now you need to click on the Handout M aster option.

| Master b | Slide Masker

b ColorfErayscale Handout Master

-

Step 2
Next, you need to click on the Show positioning of 4-per-page handouts option in the Handout M aster

View menu.

£ E E E EEE % |:| Close Master Yiew _
_ Show positioning of 4-per-page handouts .

Step 3
Now you could see that the 4-per-page handouts appear as shown by the picture below.
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How to show positioning of 9-per-
page handouts

To show positioning of 9-per-page handouts

Step 1
To show positioning of 9-per-page handouts, you must use the mouse to open the View menu and then
open the Master menu. Later, just click on the Handout M aster option.

| Master b | Slide Masker
& ColorfGrayscale ’ | Handout: Master
Step 2

Next, you haveto click on the Show positioning of 9-per-page handoutsin the Handout M aster View
menu

O 8 EEEE% [2]  Close Master View _

Show positioning of 9-per-page handouts

Step 3
Now you could see that the 9-per-page handouts appear as shown by the picture below.
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How to show positioning of outline

To show positioning of outline

Step 1
To show positioning of outline, first you have to use the mouse to open the View menu and then open the

M aster menu. Later, click on the Handout M aster.

| Master b | Slide Masker
& ColorfGrayscale ’ | Handout: Master
Step 2

Next, click on the
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How to show Notes Master

To show Notes Master

Step 1
To view the web folder window, it starts from the positioning of outline.
R Header Area S Date Area

© 7 Fooker preac Murnber Area
... H I i

Step 2

Next, you have to use the mouse to open the View menu and then open the M aster sub menu. Later, click
on the Notes M aster .

Masker L | Slide Master
B Color/Grayscale b Handout Master
Toolbars 3 | Motes Masker
Step 3

Now you could see that the notes master page appears as shown by the picture below.
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How to work with slide show

To work with slide show

Step 1
To work with dlide show, it starts from the Notes Master page.
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Step 2

Later, you need to use the mouse to open the View menu and then click on the Slide Show command.

Wiew | Imsert  Format  Tools

Mormal

Slide Sorker
|@ Slide Show F5

Step 3
Now you could see that the slide show appears as shown by the picture below.
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How to view the Notes Page

To view the Notes Page

Step 1
To view the Notes Page, it starts from the Notes Master page.
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Step 2

After that, you need to use the mouse to open the View menu and then click on the Notes Page command.
Vi I Insert  Formak  Tools
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slide Sorter
Slide: Show F5
|ﬂ Maotes Page

Step 3
Now you could see that the page appears as shown by the picture below.
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How to view Task Pane

To view Task Pane

Step 1

To view Task Pane, first, you have to use the mouse to open the View M enu and then click on the Task

Pane command.

Wiew | Imsert  Formak  Tools

Mormal

Slide Sorter
ET  Slide Shaw F5
Mokes Page

Masker k
b Color/Grayscale 3
| Task Pane
Step 2

After that, you'll be able to see the picture as shown below.
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How to show the ruler

To show the ruler

Step 1
To show the ruler page, it starts from the page as follow; No ruler page.
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Step 2
Now you must use the mouse to open the View menu and then click on the Ruler command.
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Step 3
Now you could see the page appears as shown by the picture below.
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How to work with Insert

How to insert the new slide

To insert the new slide

Step 1
To insert the new dide, it starts from the One Page.

1

Step 2
After that, you need to use the mouse to open the I nsert menu and then click on the New Slide command.
Insett I Farmat Toaols Sl

|5'D MNew Slide  Chrl+M

Step 3
Now you could see the two pages appear.

1

COHHE
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How to insert the slide number

To insert the slide number

Step 1
To insert the dide number, first, you have to use the mouse to open the Insert menu and then click on the
Slide Number command.

Insert: I Format  Tools  Sli

=] Mew Slide  Cerl+M

| Slide Mumber

Step 2
Later, inthe Header and Footer window, select the Slide number check box and then click the Apply to
All or Apply button.
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% Fixed

Slide number
v Foater

[T Don't show on title slide

Step 3
Now you could see the pages appears as follow.
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How to insert the Date and Time

To insert the Date and Time

Step 1
To insert the Date and Time, first, you have to use the mouse to open the Insert menu and then click on the
Date and Time command.

Insert I Formakt  Tools 4l

=1 Mew Slide  Chrl+M

Slide Mumber

| Date and Time. ..

Step 2
Later, in the Header and Footer dialog box, select the Date and Time check box. Choose the type of the
data or time that you want and then click on the Apply to All button or Apply button.

Header and Footer

Slide I Motes and Handouts I

—Include on slide Apply to Al
||7 Date and Lime I
& Update automatically Bkt
5/8i01 j Cancel |
5igf01 aar e
Tuesday, May 03, 2001 ﬁ
5 Maé 2001 Ll -
i :
G-May-01 I Presview
May 01 SRR )
p <lidd May-01 Soooo oo oo

5/5/01 10:533 FM | |
[V | EoolSigi01 10:33:50 PM : I
———— 1 1

|—22:33 | .
22,3150 P——
10:33 PM

I™ Do 1 0:33:50 P

Step 3
Now you cquld see the date will be displayed in the document.

AS2TM
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How to insert the Clip Art
To insert the Clip Art
Step 1

Toinsert theclip art, first you have to use the mouse to open the Insert menu and then click on the Picture
sub menu. Later, just click on the Clip Art command.

Pickture » | Clip Art...

Step 2
Now, just click on the Clip Organizer command as shown by the picture below.

{8 Clip Organizer. ..
& Clips Online

i ~ Click here ko
@ Tips For Fir arganize your
media clips.

Step 3
Then, inthe Microsoft Clip Organizer window, you must select the picture that you want to insert in the
presentation. Next, choose the Copy command in the menu.

ﬂﬁmimals - Microzoft Chip Orgamzer

& o Collection Lisk

File Edit Miew Tools Help Type a question For help =

&3 Clips Online

B Search. .. |ﬁ Collection List. .. | e

Elﬁ Office Collections
@ Academic
@ Agriculture
Eﬂ"ﬁ Animals
ﬁ Atz

Eﬂ--ﬁ AutoShapes
ﬁ Backgrounds
ﬁ Buildings

EEI--@ Buzsiness w
ﬁ Character Collections !

-2 Communication - Open Clip In...
ﬁ Concepts

#1425 Decorative Elements
2% Emations

ﬁ Fantazy

-2 Food

El"ﬁ Govemmet Edit Kewwords. .
[#-2% Healthcare
ﬁ Hausehald Find Similar Skyle

(o2 Industi = PreviewProperties
|2 Items i

Delete from Clip Organizer

Tools aon the Web, ..

Copy ko Colleckion, .

17

Step 4
After that, you need to place the insertion point to where you would like to paste the picture.
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Choose Edit>Past.
Edit | Wieww Insert  Formak  Tools

7 Undo Header and Footer  Chrl+-2

h
@ Office Clipboard. ..
|a Paste Chrly

Step 5
Finally, you could see the picture below appears on your screen.
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How to insert the picture from file

To insert the picture from file

Step 1

To insert the picture from the file, first, you have to use the mouse to open Insert menu and then click on

the Pictur e sub menu. Later, you need to click on the From File command.

Picture

2 | B Clip Art..

4

i, Diagram...

Step 2

| Eraom File. ..

Now, you must select the picture that you want to insert in the presentation and then click on the I nsert

button.
Inzert Picture

K ES

web Folders

Step 3

Finally, you could see the picture below appears on your screen.

L
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File narne: I

Files of type: |n|| Pictures

i
H

Look in: II:l Windows j oo o N ~ Tools -
M ame I Sizel Type ﬂ
@ (1 Twainaz File Folc
s [Cdweb File Falc
5 1sthact 2KB  Bitmap|
. [ Backgmd 102K GIF Ima
ﬂ Black Thatch 1KB  Bitmap|
Iy Documents @ Blue Rivets 1KE  Bitmap |
EGH Bubbles 3KE Bitmap|
m @aned Stone 1KE  Bitmap |
BGH Circles 1KE  Bitmap|
Dresktop (5 Cloud 12KB  GIF Ima
[EE Cantent KB GIF Ima
ﬁ I35 Hipbel 2B GIF Ima
| I Hipcd KB GIF Ima
el Hlpglul:ue KB GIF lle
E e | :

Inserkt o

[_ree ||
Cancel |



How to insert Organization Chart

To insert Organization Chart

Step 1
To insert the organization chart, first, you have to place the insertion point in the document, to where you
would like to insert the Organization Chart.

Step 2
After that, you have to use the mouse to open the I nsert menu and then open the Pictur e sub menu. Later,
click on the Organization Chart.

Ficture * | (B Clip At
¥ Hypetlink...  Chrl+K Fram File...
¥ a' From Scanmer ar Camera. ..
‘ders are shipped by po.|,%, Organization Chark

Step 3

Finally, you could see the organization chart as below appears on your screen.

SRRt r0 1001050 5 p— - = 4 o ressrsessesissestssssioisse oot gy
ﬁl_ _I
o

Click to add text

i

; | 1 1 :
1 lClick to add text} lCIick to add text} 1\Click to add text] |
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How to add the text in the
Organization Chart

To add the text in the Organization Chart

Step 1
To add the text in the organization chart, first you have to select the shape that you want to insert in the
text.

gClick to add textE

i

Step 2
Now, you have to move the mouse to the shape which you want to add the text and then click on the mouse
button.

7 v

w
i
f/////////////////xﬁf//////////////////j

Step 3
Finally, you can start entering the words in the shape box.

Manager

=

[Click to add text] Click to add text 1\Click to add text]

s




How to insert a new shape in the
Organization Chart

To insert a new shape in the Organization Chart

Step 1
To insert a new shape in the organization chart, first, you have to place the insertion point to where you
would like to insert the shape in the Organization chart.

—
Click to add text

Step 2
Then, you need to click on the New Shape command in the Or ganization Chart menu bar and then select
the option that you want to add the shape.

Organization Chart

& Insert Shape ~|Layout~ Select~ #9

|%- Subordinate

&n Coworker
= Assiskank LZEr |
Step 3

Finally, you could see the organization chart as below appears on your screen.

f Mlanager ]
5 P ﬁ 1
Click to add text Click to add text [Click to add text]

, k ,

[Click to add text]
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How to select the layout

To select the layout

Step 1
To select the layout, first you must select the shape that you would like to change its layout.

7 v

w
i
f/////////////////xﬁf//////////////////j

Step 2
Later, you need to move the mouse to the Layout in the Organization Chart menu bar and then select the

layout that you want.
Layouk 'I Select = 1?:: I
Standard

Both Hanging

Left Hanging

Right Hangirg

Fit: Organization Chart to Conkents
Expand Organization Chart

Scale Organizakion Chart

L] 3 E et e 57 [

Aukolayouk
Step 3
Finally, you could see the organization chart below appears on your screen, in left hanging.
% /
g Tlanagsr
= 7

[Click to add text]—

[c:nck to add text]—

[c:nck o edelisg

[Cnck to add text|

46



How to show the AutoShapes menu
bar

To show the AutoShapes menu bar

Step 1
To show the AutoShapes menu bar, first, you have to use the mouse to open the I nsert menu and then open
the Pictur e sub menu. Later, you need to click on the AutoShapes command.

| Picture ’ | D dip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

bt
W

;o . s&=  Organization Chart
.’/ ' = ]" . |@' Autoshapes
Step 2
After that, you need to use the mouse to open the Callout menu and then click the Line Callout 1.
%
Z

(= Z

OO

@ooc

- Line callaut 1|

Step 3

Finally, you have to use the mouse to drag and draw the Line Callout.
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How to insert the WordArt

To insert the WordArt

Step 1
To insert the WordArt, you need to use the mouse to open the I nsert menu first and then open the Picture
sub menu. Later you need to click on the Wor dArt command.

| Picture k | (B Clip At
¥ Hyperlink...  Chrl+ 23] From File...

¥

TR PTIT T TT T UThIN sin  Organization Chart
@ve an evaluation wersi a3
itled WinZip Ewaluatior

Mew Dirawing

(4F  AutoShapes

|‘ ardart, .
[ﬂ Chart

Step 2
Now you can select the pattern that you would like to choose.
WordArt Gallery K

Select a WordArt skvle:

\ [ Y W
Wapalrt ‘wﬂlﬁft wordar, (WordArf WordArt 2
Wil (Word Art [WordAet |95 42 - Wordiet | = w

WordAM | oaan | Wordhet [Wordar| i
wordaet [WordAre Wardhet | Wity oozl

BUpaveg| ~oEronE]

Step 3
Next, you could start entering the text that you want. Y ou could aso change the Font type and the Font
size.
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E dit WordArt Text Tl

| =
Fant: bize!
i Arial Black ;‘ I Bl Il

TE=L:

| LOVE YOU

o 4 Cancel

Step 4

You'll be able to see the picture below when you have finished changing the font type and size.

EOV/ERO
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How to insert the chart in the
presentation

To insert the chart in the presentation

Step 1
To insert the chart in the presentation, first, you have to use the mouse to open the Insert menu and then
open the Pictur e sub menu. Later, you need to click on the Chart command.

3 | | Clip Ak,

| Picture

% Hyperlink, .. Crrlk

w
W

e e
wave an evaluation versi

tled WinZip Evaluatior

Eram File. ..
Qrganization Chark
[ew Drawing

Autoshapes

4l

MES

Step 3
Now you could start entering the data in the Datasheet, but you must delete the data in the Datashest, first.

Weardart, .,

hart

A B C D E =
ir Znd Otr [3rd Qtr [4th Otr
1 af|East 20.4 274 a0 20.4
Z2 all|West 30.6 386 346 31.6
3 Aafd|North 45.9 46.9 45 43.9
4 =
4| | v
Step 4
This below chart will appear on your screen after you have finished entering the data.
[ | | | | ]
Al -
35 |
30 ¢
257 m1990
: fg m1991 | &
10t 01992
A+
(2
PC Server
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How to insert the Diagram

To insert the Diagram

Step 1
To insert the diagram, first, you need to use the mouse to open the Insert menu and then click on the
Diagram command.

Insett IFgrmat Tools T

Break...

Page Mumbers. ..

Date and Time. ..

AutaText 3

Symbal, ..

Picture 3
|%23 Diagrarm. .. |
Step 2

Then, select the Diagram that you want to insert and later click on the Ok button.
Diagram Gallery

Select a diagram tvpe:

ska| | 3] |56
Oi o (.) o

Yenn Diagram
IUsed ko show areas of overlap between

elements
Ik I Cancel

Faa®

Step 3
Finally, you will see the diagram has been inserted in the document.
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How to insert the text box

To insert the text box

Step 1

To insert the text box, first, you need to place the insertion point to where you would like it to be inserted in

the document.

Step 2
After that, just use the mouse to open the Insert menu and then click on the Text Box command.
Insert I Farmat Tools Ta

Break. ..
Page Murmbers. .,

Date and Time. ..

AutoTexk 3
Eield. ..
Symbal...

g Comment
Reference 3
Picture ]

E:: Diagram. ..
] Texk Box

Step 3
Finally, you could start entering the text in the text box.
e e i

O
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How to insert the Animation Schemes

To insert the Animation Schemes

Step 1
To insert the animation schemes, first, you must select the page that you want to insert the Animation.

Step 2
Later, just use the mouse to open the Slide Show menu and then click on the Animation Schemes
command.

Slide Show I Window  Help

View Show FS
Set Up show, ..

Rehearse Timings
Record Marration, .,

online Broadcast »

Action Buttons F

|@. Animation Schemes. ..

Step 3
Finally, you could start selecting the dlides that you want to apply.

54



4 W Slide Design r X

Cesign Templates
[e=2 Color Schemes
(&% Animation Schemes

Apply to selected slides:

ppear and dim &
ade in and dim
ade in all

o Animation

rush an underline -

| apply to Al Slides |

| > Flay | |E Slide Shov |
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How to insert the Slide Transition

To insert the Slide Transition

Step 1
To insert the dide transition, you have to select the page that you want it to be inserted.

Step 2
Next, you have to use the mouse to open the Slide Show menu and then click on the Slide Transition.

Slide Show I Window  Help
T wiew Shaw F5
Set Up Show, ..

Rehearse Timings
Record Marration, .,

online Broadcast 3

Action Buttons [

[ Animation Schemes. ..
Cuskomn Anirnation. ..

||3 Slide Transition. ..

Step 3
Now, you could start selecting the slides that you want.
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4@ % 3lide Transition * X
Apply to selected slides:

Mo Transition

Checkerboard Across

Checkerboard Dovn
i -
Modify transition
Speed; |Fasl: | "’|
Sound; |[I"-.I|:| Sound] | "’|

¥ Loop until nesxt sound
Advance slide

¥ ©nmouse dick
[T Automatically afrer

4

| apply to All Slides |

| > Play | |E Slide Show |




How to insert the table

To insert the table

Step 1
Toinsert thetable, first, you must use the mouse to open the Insert menu and then click on the Table
command.

Insett IFgrmat Tools  Slide

=1 [Mew Slide Ckrl+M

Duplicate Slide
Slide Mumber

Date and Time. ..

"4 Comment
Slides from Eiles. ..

Slides from Cutline. ..
Picture ]

g4 Diagram...

Texk Box [
Maovies and Sounds 3
[H_], Chart...
|D Table... |
Step 2

After that, enter the number of the columns and rows that you want and then click on the Ok button.
Inzert Tahle E

Kumber of columns:

) B
Mumnber of rows: Cancel |
2 =

Step 3

This below table will appear on your screen after you have selected the right columns and rows.

58



R s

59



How to insert the movies file

To insert the movies file

Step 1

To insert the moviesfilg, first, you need to place the insertion point to where you would like it be inserted.

Step 2

Next, you need to use the mouse to open the I nsert menu and then open the M ovies and Sounds option.
Now you need to click on the M ovie from File option.

Movies and Sounds 3 |

[H_l Chart..,

Step 3

Finally, you must select the file that you want to insert and then click the Ok button.

Inzert Movie

Mavie from Clip Organizer., ..

| Mavie From Eile. .. |

I ] windows

K E3

j = v (] @x&vhnlﬁv

I —
7 g

A Sy | =
L = L -

My Documents

a

Desktop

i

Favarites

60

1 &pplication Data
1 Catroot

1 Command

_ 1 Corfig

1 Cookies

1 Cursors

1 Dnwatzon
Favorites
_1Fonts
_1Help
_1Java

_ 1 Local Settings
_ 1 Media

1 tzagent

L P

ca Samples
C1sendTa
1 5tart Menu
Cas yztem
s yatem32
[ Temp

3 Temparary Intemet Files
1 tourdemo
(1 Twainaz
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File name: I

[

o |

Files of type: IMu:uvie Files

I
File name [

[

Cancel I



How to insert the sound in the
presentation

To insert the sound in the presentation

Step 1
To insert the sound in the presentation, first you need to place the insertion point to where you would like it
to be inserted.

Step 2
Next, you have to use the mouse to open the Insert menu and then open the M ovies and Sounds option.
Later, click on the Sound from File option.

Movies and Sounds » | Movie from Clip Organizer...
Ml chert... Mavie From File...
] Table... sound from Clip Organizer...
% | Sound from File, .,
Step 3

Finally, you have to select the sound that you want it to be inserted in the presentation and then click on the
Ok button as shown by the picture below.

Inzert Sound E

Loak in: I[:l Media j . @ A R * Tools =
‘Chimes
@ <0] Chard
Hist <@Ding
s <@Luguff
X <0 Natify
ﬂ @Hec_w:le
My Documents @ Start
<@Tada

@ The Microzoft Sound

a

Lo
(a1
L
in
(]
pm)

B

Favarites

File narne: I j ok I

Files of type: |5,:,,_,|-,.:| Files ﬂ Cancel L
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How to work with Draw

How to draw the line

To draw the line

Step 1
To draw the line, you need to use the mouse to open the I nsert menu and then open the Pictur e sub menu.
Later, just click on the AutoShapes command.

S VB ip

Fa .
¥ Hyperlink...  Ctrl+ 23] From File...
.

.. Y see  Drganization Chart

.-/ ,' = ]'l S |@' Autoshapes

Step 2
Now, choose the Linein the option menu.

TICI T v IIILFIL}
e

Step 3
Finally, use the mouse to drag and draw the line.
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How to draw the Arrow Line

To draw the Arrow Line

Step 1
To draw the arrow line, first, you must use the mouse open the I nsert menu and then open the Picture sub
menu. Later, you need to click on the AutoShapes command.

| Picture » | (D Clip At
¥ Hyperlink... Ctrl+ (-2 From File...

w
" =

o \ s2a  Drganization Chart

II/ : ‘Q. ]|| o |@ ELItDEhEIDES

Step 2
Now, you need to choose the Arrow in the option menu.

5 (5 Arrow

o o

Step 3
Finally, you have to use the mouse to drag and draw the Arrow.
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How to draw the Double Arrow

To draw the Double Arrow

Step 1
To draw the double arrow, first you have to use the mouse to open the Insert menu and then open the
Pictur e sub menu. Later, you need to click on the AutoShapes command.

| Picture ’ | D dip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

bt
W

o \ s2a  Drganization Chart

II/ : ‘Q. ]|| o |@ ELItDEhEIDES

Step 2
Now, just choose the Double Arrow in the option menu.

5 (% Double Arrow

R

Step 3
Finally, use the mouse to drag and draw the Arrow.

.
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How to draw the Curve

To draw the Curve

Step 1

To draw the curve, first, you have to use the mouse to open the Insert menu and then open the Picture sub
menu. Now, click on the AutoShapes command.

| Picture

vl

% Hyperlink, .. Crrlk

bt
W

. -

Step 2

Next, you need to choose the Curve in the option menu.

R T

After that, you have to use the mouse to drag start and end point. When you have finished, pressthe ESC

Step 3
button.
Lo
o o
o]

Clip &rt...

Eram File. ..

Qrganization Chark

Autoshapes

5
K B
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How to draw the Freeform

To draw the Freeform

Step 1
To draw the freeform, you need to use the mouse to open the I nsert menu and then open the Picture sub
menu. Later, you need to click on the AutoShapes command.

| Picture » | (D Clip At
¥ Hyperlink... Ctrl+ (-2 From File...

bt
W

;oL ~ s&=  Organization Chart
.’/ ' = | : |@' futashapes
Step 2

Now you must choose the Freeform in the option menu.

S

% B e
7 Freeform
o

Step 3
Finally, you just have to use the mouse to drag and draw the line. When you have finished, pressthe ESC
button.
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How to draw the Scribble

To draw the Scribble

Step 1
To draw the scribble, first, you have to use the mouse to open the I nsert menu and then open the Picture
sub menu. Later, just click on the AutoShapes command.

| Picture ’ | D dip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

bt

W

o \ s2a  Drganization Chart

II/ : ‘Q. ]|| o |@ ELItDEhEIDES

Step 2
Now, you have to choose the Scribble in the option menu.

Finally, you have to use the mouse to drag and draw the line.

o] o]
o
o] o]
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How to draw the Straight Connector

To draw the Straight Connector

Step 1
To draw the straight connector, first, you have to use the mouse to open the Insert menu and then open the
Pictur e sub menu. Later, you need to click on the AutoShapes command.

| Picture ’ | D dip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

bt
W

o \ s2a  Drganization Chart

II/ : ‘Q. ]|| o |@ ELItDEhEIDES

Step 2
Next, click on the Connector command in the AutoShapes menu bar and then choose the Straight
Connector.

Tigcawt s T T

i B Zo i D
NN

G T
o Straight Connectar |

Can— .;urc applies

Step 3
Finally, you have to use the mouse to draw the start and end point.
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How to draw the Straight Arrow
Connector

To draw the Straight Arrow Connector

Step 1
To draw the straight Arrow Connector, you need to use the mouse to open the Insert menu and then open
the Pictur e sub menu. Later, click on the AutoShapes command.

| Pickure » | (R Cip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

K — = Drganization Chart

II/ : ‘Q. ]|| o |@ ELItDEhEIDES

Step 2

Now, just click on the Connector command in the AutoShapes menu bar and then choose the Straight
Arrow Connector.

S 2 2o f

el ™,

ol Skraight Ao Cl:unnectcur|

" T Be applies to tk

...l .

e

Step 3
Finally, you need to use the mouse to draw the start and end point.
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How to draw the Straight Double-
Arrow Connector

To draw the Straight Double-Arrow Connector

Step 1
To draw the straight double-arrow connector, first you need to use the mouse to open the Insert menu and
then open the Pictur e sub menu. Later, click on the AutoShapes command.

| Pickure » | (R Cip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

S . s&=  Organization Chart

II/ : ‘Q. ]|| o |@ ELItDEhEIDES

Step 2
Next, you need to click on the Connector command in the AutoShapes menu bar and then choose the
Straight Double-Arrow Connector option.

M
[N
I:-I-n D-Lu Straight Double-Arrow Conneckor

"% R G

Step 3
Finally, just use the mouse to draw the start and end point.
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How to draw the Elbow Connector

To draw the Elbow Connector

Step 1
To draw the elbow connector, first, you have to use the mouse to open the I nsert menu and then open the
Pictur e sub menu. Later, you must click on the AutoShapes command.

| Picture ’ | D dip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

bt
W

o \ s2a  Drganization Chart

II/ : ‘Q. ]|| o |@ ELItDEhEIDES

Step 2

After that, you need to click on the Connector command in the AutoShapes menu bar and then choose the
Elbow Connector.

S )

o T,
T e
nz' EIE:DW Ennnectur

Step 3
Finally, use the mouse to draw the start and end point.

RS
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How to draw the Elbow Arrow
Connector

To draw the Elbow Arrow Connector

Step 1
If you would like to draw the elbow arrow connector, first you have to use the mouse to open the I nsert
menu and then open the Pictur e sub menu. Later, click the AutoShapes command.

| Pickure » | (R Cip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

S . s&=  Organization Chart

II/ : ‘Q. ]|| o |@ ELItDEhEIDES

Step 2

Next, you need to click on the Connector command in the AutoShapes menu bar and then choose the
Elbow Arrow Connector.

[l B e o

" M
"L el "1
"L e

Elbows Arroww Conneckar

Step 3
Finally, use the mouse to draw the start and end point.

1.
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How to draw the Elbow Double-Arrow
Connector

To draw the Elbow Double-Arrow Connector

Step 1
To draw the elbow double-arrow connector, first you need to use the mouse to open the Insert menu and
then open the Pictur e sub menu. After that, you need to click on the AutoShapes command.

| Pickure » | (R Cip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

o \ s2a  Drganization Chart
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Step 2
After that, click on the Connector command in the AutoShapes menu bar and then choose the Elbow
Double-Arrow Connector option.

| B Zo 2% 0

.

Elbowe Double-arrow Conneckar

S
£
N

Step 3
Finally, use the mouse to draw the start and end point.

L

73



How to draw the Curved Connector

To draw the Curved Connector

Step 1
To draw the curved connector, you need to use the mouse to open the Insert menu and then open the
Pictur e sub menu. Next, you have to click on the AutoShapes command.

| Picture ’ | D dip At
¥ Hyperlink... Ctrl+ (-2 From File...
——
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Step 2

After that, just click on the Connector command in the AutoShapes menu bar and then choose the Curved
Connector.

Curved Conneckor

Step 3
Finally, you need to use the mouse to draw the start and end point.
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How to draw the Curved Arrow
Connector

To draw the Curved Arrow Connector

Step 1
To draw the curved arrow connector, the first thing to do is to use the mouse to open the I nsert menu and
then open the Pictur e sub menu. Later, click on the AutoShapes command.

| Pickure » | (R Cip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

o \ s2a  Drganization Chart
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Step 2
Next, you have to click on the Connector command in the AutoShapes menu bar and then choose the
Curved Arrow Connector option.

M B 2t S

&S
et

%
.

Curved Arrow Connector

Step 3
Finally, you must use the mouse to draw the start and end point.

I
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How to draw the Curved Double-
Arrow Connector

To draw the Curved Double-Arrow Connector

Step 1
If you would like to draw the curved double-arrow connector, you must use the mouse to open the Insert
menu first, and then open the Pictur e sub menu. Next, you need to click the AutoShapes command.

| Pickure » | (R Cip At
¥ Hyperlink... Ctrl+ (-2 From File...
——

S . s&=  Organization Chart
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Step 2
After that, just click on the Connector command in the AutoShapes menu bar and then choose the Curved
Double-Arrow Connector option.
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Step 3
Finally, use the mouse to draw the start and end point.

e

76



How to draw the Rectangle

To draw the Rectangle

Step 1
To draw the rectangle, you must use the mouse to open the I nsert menu and then open the Picture sub
menu. Later, you need to click on the AutoShapes command.
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Step 2
After that, you need to click on the Basic shapes command and then choose the Rectangle option.
Autoshapes
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Step 3
Finally, you have to use the mouse to drag and draw the rectangle.
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How to draw the Parallelogram

To draw the Parallelogram

Step 1
To draw the parallelogram, you ought to use the mouse to open the Insert menu and then open the Picture
sub menu. Later, you need to click on the AutoShapes command.
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Step 2

After that, you need to click on the Basic shapes command and then choose the Par allelogram option.
Autashapes

Parallelogram

TH Es

Step 3
Finally, just use the mouse to drag and draw the Parallelogram.
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How to draw the Trapezoid

To draw the Trapezoid

Step 1

If you would like to draw the trapezoid, the first thing to do is to use the mouse to open the Insert menu
and then open the Pictur e sub menu. Next, you need to click on the AutoShapes command.
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After that, just click on the Basic shapes command and then choose the Trapezoid as shown by the picture
below.

Step 3

Finally, just use the mouse to drag and draw the Trapezoid.
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How to draw the Diamond

To draw the Diamond

Step 1
If you wish to draw the diamond, first, you need to use the mouse to open the Insert menu and then open
the Pictur e sub menu. Later, just click on the AutoShapes command.
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Step 2
After that, you need to click on the Basic shapes command and then choose the Diamond option.
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Step 3

Finally, you need to use the mouse to drag and draw the Diamond.
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How to draw the Rounded Rectangle

To draw the Rounded Rectangle

Step 1
To draw the rounded rectangle, first, you need to use the mouse to open the Insert menu and then open the
Pictur e sub menu. Later, just Click on the AutoShapes command as the picture below shows.
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Step 2
Now you need to click on the Basic shapes command and then choose the Rounded Rectangle option.

{Rounded Rectangle |
Step 3
Finally, just use the mouse to drag and draw the Rounded Rectangle.
<
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How to draw the Octagon

To draw the Octagon

Step 1
To draw the octagon, first, you have to use the mouse to open the I nsert menu and then open the Picture
sub menu. Later, you need to click on the AutoShapes command.
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Step 2
After that, just click on the Basic shapes command and then choose the Octagon option.
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Step 3
Finally, use the mouse to drag and draw the Octagon.
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How to draw the Hexagon

To draw the Hexagon

Step 1
If you wish to draw the hexagon, first, you have to use the mouse to open the I nsert menu and then open
the Pictur e sub menu. Next, click on the AutoShapes command.
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Step 2

Later, you must click on the Basic shapes command and then choose the Hexagon as shown by the picture
below.
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Step 3
Finally, use the mouse to drag and draw the Hexagon.
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How to draw the Can

To draw the Can

Step 1
To draw the can, first you have to use the mouse to open the I nsert menu and then open the Picture sub
menu. Later, you need to click on the AutoShapes command.
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Step 2
After that, just click on the Basic shapes command and then choose the Can option as shown by the
picture below.
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Step 3

Finally, use the mouse to drag and draw the Can.
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How to draw the Cube

To draw the Cube

Step 1

If you would like to draw the cube, first you need to use the mouse to open the Insert menu and then open

the Pictur e sub menu. Later, you need to click on the AutoShapes command.
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Step 2

After that, just click on the Basic shapes command and then choose the Cube option.
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Step 3
Finally, use the mouse to drag and draw the Cube.
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How to draw the Right Arrow

To draw the Right Arrow

Step 1
To draw the right arrow, you have to use the mouse to open the I nsert menu first and then open the Picture
sub menu. Later, just click on the AutoShapes command.
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Step 2
After that, you must click on the Block Arrow in the AutoShapes menu and then choose the Right Arrow
as marked in the picture below..
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Finally, you need to use the mouse to drag and draw the Right Arrow.

Step 3

86



How to draw the Left Arrow

To draw the Left Arrow

Step 1
To draw the left arrow, you need to use the mouse to open the I nsert menu and then open the Pictur e sub
menu. Later, you need to click on the AutoShapes command.
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Step 2
After that, just click on the Block Arrow inthe AutoShapes menu and then choose the L eft Arrow.
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Step 3
Finally, you need to use the mouse to drag and draw the Left Arrow.
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How to draw the Up Arrow

To draw the Up Arrow

Step 1
To draw the up arrow, you must use the mouse to open the I nsert menu and then open the Picture sub
menu. Later, click on the AutoShapes command.
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Step 2
Next, you need to click on the Block Arrow in the AutoShapes menu and then choose the Up Arrow.

{:::? ﬁ “Up Arrow
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Step 3
Finally you just need to use the mouse to drag and draw the Up Arrow.
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How to draw the Down Arrow

To draw the Down Arrow

Step 1
If you would like to draw the down arrow, you need to use the mouse to open the Insert menu and then
open the Pictur e sub menu. Later, just click on the AutoShapes command.
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Step 2
After that, you need to click on the Block Arrow in the AutoShapes menu and then choose the Down
Arrow option as shown by the picture below.
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Step 3

Finally, use the mouse to drag and draw the Down Arrow.
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How to draw the Bent Arrow

To draw the Bent Arrow

Step 1

If you would like to draw the bent arrow, the first thing that you have to do first is to use the mouse to open
the Insert menu and then open the Pictur e sub menu. Later, you need to click on the AutoShapes
command.
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Step 2

Now, you must click on the Block Arrow in the AutoShapes menu and then choose the Bent Arrow
option.

Step 3
Finally, you need to use the mouse to drag and draw the Bent Arrow.

|

]
Lo o e o

90



How to draw the Left-Up Arrow

To draw the Left-Up Arrow

Step 1
If you would like to draw the left-up arrow, first, you need to use the mouse to open the I nsert menu and
then open the Pictur e sub menu. Next, you need to click on the AutoShapes command.
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Step 2

After that, you have to click on the Block Arrow in the AutoShapes menu and then choose the L eft-up
Arrow option as follows.

& & fLeft-Up Arrow
Step 3

Finally, you need to use the mouse to drag and draw the L eft-up Arrow.
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How to draw the Flowchart: Process

To draw the Flowchart: Process

Step 1
If you wish to draw the flowchart: Process, first, you need to use the mouse to open the I nsert menu and
then open the Pictur e sub menu. Later, you need to click on the AutoShapes command.
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Step 2
After that, just click on the Flowchart in the AutoShapes menu and then choose the Flowchart: Process
option as shown by the picture below.
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Step 3
Finally, you need to use the mouse to drag and draw the Flowchart: Process.
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How to draw the Flowchart: Alternate

Process

To draw the Flowchart: Alternate Process

Step 1

To draw the flowchart: Alternate Process, first you have to use the mouse to open the I nsert menu and then

open the Pictur e sub menu. Now, just click on the AutoShapes command.
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After that, just click on the Flowchart in the AutoShapes menu and then choose the Flowchart: Alternate

Process option.

Autoshapes
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Step 3
Finally, you have to use the mouse to drag and draw Flowchart: Alternate Process.

[1 [Flowchart: Alkernate Process
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How to draw the starts and banners

To draw the starts and banners

Step 1
To draw the starts and banners, first, you have to use the mouse to open the I nsert menu and then open the
Pictur e sub menu. Then, you need to click on the AutoShapes command.
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Step 2

After that, just click on the Starts and Banner s option in the AutoShapes menu and then select the
Explosion 1.
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Step 3
Finally, just use the mouse to drag and draw the Explosion 1

.
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How to draw the callouts

To draw the callouts

Step 1
If you need to draw the callouts, you have to use the mouse open the I nsert menu and then open the
Pictur e sub menu. Later, just click on the AutoShapes command.
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Step 2

After that, you need to click on the Callout in the AutoShapes menu and then choose the Rectangular
Callout.
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Step 3
Finally, you need to use the mouse to drag and draw the Rectangular Callout
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