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Getting Started Microsoft Office Professional Plus 2010
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Microsoft PowerPoint 2010

General |

Y
_'_g General options for working with PowerPaint.

Proofing
Save User Interface options

[¥] Show Mini Toolbar on selection ()
[7] Enable Live Preview i
Silver[zl

Show feature descriptions in ScreenTips

Language

Advanced
Color scheme:

Customize Ribbon

=

ScreenTip style:
Quilck Access Toolbar
Personalize your copy of Microsoft Office
Add-Ins
Username: |mohamed

Trust Center
Initials:  |m

General

%45 Change how PowerPoint corrects and formats your text.
Proofing

AutoCorrect options

Change how PowerPoint carrects and formats text as you type: | AutaCorrect Options...

When correcting spelling in Microsoft Office programs

save
Language
Advanced

Customize Ribbon .
[¥] 1gnore words in UPPERCASE

[¥] 1gnore words that contain numbers

[¥] Ignore Internet and file addresses

[¥] Flag repeated words

Quick Access Toolbar
Add-Ins

Trust Center [”| Enforce accented uppercase in French

[7] Suggest from main dictionary only

Custom Dictionaries...

French modes; | Traditional and new spellings [ |

=

Spanish modes: | Tuteo verb forms only
[] Arabic Strict initial alef hamza
7] Arabic Strict final yaa

|¥] Arabic Strict taa marbgota
When correcting spelling in PowerPoint

[@] check spelling as you type
[7] Use contextual spelling
[7] Hide spelling errors

e e

General

H Customize how documents are saved,
Proofing

e —

Language

Save presentations

Save files in this format:

=

PowerPoint Presentation

[7] Save AutoRecover information every |10 | 5| minutes

Advanced
[V] Keep the last autosaved version if I close without saving

Customize Ribbon
G\

AutoRecover file location:

Quick Access Toolbar

Default file location: C\Users\mohamed\Documents\

AddIns
Offiine editing options for document management server files

Trust Center
Save checked-out files to: (!

7) The server drafts location on this computer
@ The Office Document Cache

| C\Users\mohamed\Documents\SharePoint Drafts\

Browse.., ‘

Server drafts location:

File merge options for shared document management server files

[] Show detailed merge changes when a merge occurs

Preserve fidelity when sharing this presentation: |[£] Presentationt E|

[7] Embed fonts in the fie |
@ Embed only the characters used In the presentation (best for reducing file size)
Embed all characters (best for editing by other people)
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General %J' Set the Office Language Preferences,
Proofing -

5. Language .
Language [ Add additional languages to edit your documents. The editing languages set language-specific

features, including grammar checking, and sorting

Advanced Editing Language Keyboard Layout  Proofing (Spelling, Grammar...}

English (US.) <default> Enabled 7 Installed
Arabic (Egypt) Enabled ‘S Installed

Customize Ribbon

POWBrPOlnt @Auﬁ a-eé.“’ J;\:\i:i 4A 3% OS.Q..! Jlf.‘i Ry Quick Access Toolbar

Add-Ins
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J‘JJY‘ 91.6“‘3 Q‘J‘\’d‘ JL@E‘\’ L - ! .y‘ u‘d @Uﬂ\ 3. . Enaglish - 3. Match Display Language
u‘)& J‘ JIJ‘ 4:.“1.1 WJJ b gyewu.sp;aylanguages installed for each Ml(rosoﬂolf;cc Vmogmrm

#, How da 1 get more Display and Help languages from Office.com?

Choose ScreenTip Language

Set your ScreenTip language i | Match Display Language
#, How do get more ScreenTip languages from Office.com?

6 . Advanced General Advanced options for working with PowerPoint.

Proofing
Save Editing options

Language [¥] When selecting, automatically select entire word
T [¥] Anow text to be dragged and dropped

- reo w - T oA . - I3 . Advanced 1
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[7] Discard editing data :

[7] Do not compress images in file
Set default target output to: | 220 ppi [ = |

Display

Show this number of Recent Documents: (25 %)

[#] Show shorteut keys in ScreenTips

[7] show vertical ruler

[7] Disable hardware araphics acceleration

Open all documents using this view | The view saved in the file [~]

Slide Show

[¥] show menu on right mouse dick i -
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General

@ Customize the Ribbon.
Proofing
Choose commands from: Customize the Ribbon: 1

save Popular Commands [Main Tabs

Language

Action Main Tabs
Add Animation £ [¥] Home
Animation Pane & Clipboard
Animation Styles @ Slides
Bring Forward & Font
Bring to Front Paragraph
Bullets & Drawing
- Editing
[#] Insert
Decrease Font Size [7] Design
Draw Table [¥] Transitions
Duplicate Selected Slides 4d [7] Animations
E-mail [¥] Stide Show
Font < Remoy [¥] Review
Font Color @] view
Font Size || Developer
Format Background... [¥] Add-Ins
Format Object... @ Storyboarding
Format Painter [#] Merge
From Beginning. [¥] Grayscale

From Current Slide 7] Black And White
5 Clirte MAactar
Group

Hyperlink... New Tab NewGroup | | Rename...
Increase Font Size Citonatiane @ ;

Layout

Macros (impart/Export ~ |
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Customize Ribbon. ‘

Quick Access Toolbar

Add-Ins
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Choose commands from: Customize Quick Access Toolbar:

8 . Q u iC k AcceSS TOOI bar — Popular Commands [=] | For all documents (default) =]
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Design Layout
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