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ASMC San Diego Chapter Training Day 2015

Visit us at Navy Gold Coast on August 25-26 2015

Booth 402

Come see demonstration of the new Navy Tri-Annual Review Application
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Agenda

PowerPoint Tips and Tricks

PowerPoint Dashboards
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PowerPointTips
Quick Access Toolbar

Slide Show in a Window

Using Outline

Compress Pictures in PowerPoint

Quickly Save or Save As

Slide Show Presentation Commands

Recording Your Screen

Hotkeys
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Quick Access Toolbar
Click the Customize Quick Access Toolbar drop down 

and then click More Commandsé

Quick Access Toolbar
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Quick Access Toolbar
Select All Commands from the Choose commands from dropdown

Scroll down to command desired and then click Add
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Quick Access Toolbar
See new icons on Quick Access Toolbar to easily execute common 

commands.

You can click the icon or press the alt key on your keyboard and 

then the corresponding number associated with the command on 

the Quick Access Toolbar
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Slide Show in a Window

Notice that the Taskbar is 
still visible when using Slide 
Show in a Window.  Great 
for staff call or when you 
have multiple kinds of 
materials to present

Adding the Slide Show in a Window icon to your Quick Access 
toolbar will allow you to open Presentations in a separate window 
to easily move it around the screen and show backup material from 
other presentations or applications
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Outline View
Use Outline when adding new slides.  Press Ctrl+Shift+Tabto toggle Outline 
View/Slide View
Press Enter to add new slide titles to your slides 
Press Shift Enter to insert new line
Press Enter then tab to add content to slide

Slide View Outline View



San Diego Chapter Training Day 2015 ςJuly 29EXITBACKNEXTHOME

Compress Pictures in Presentation
You can reduce the size of your presentation by compressing all of 
the pictures. 

To activate the Picture Tools just click on a picture

Select Format under the newly visible Picture Tools tab in the 
ribbon
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Compress Pictures in Presentation
From the Compress Pictures dialog box 

Uncheck Apply only to this picture

Select Target output desired (if applicable)

Press OK to compress all pictures in presentation
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Quickly Save or Save As
To quickly Save your presentation press Alt+1.  This uses the Save 
icon on the Quick Access Toolbar to save your presentation.

To quickly Save As press the F12 key then select your file location 
and name to save.


































