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Hot Tips and Tricks
 - PowerPoint
Gain confidence while you are in the slide show presentation.
• Tricks when you work with outlines.
• Secrets for making colorful lines & objects within your presentation
• Advanced techniques in the Slide Sorter View.
• Working in and sharing multiple PowerPoint presentation.
• Function Keys (F-keys) assigned to supplement your presentation.
• Apply specific icons for formatting the presentation.
• Bullet and number list shortcuts.
• Repeating your last command.
• Use 
cut,
 copy and paste hot keys and shortcuts.
• Jazz up your presentation using Text Effects and the PowerPoint Pen.
• Never have to type today’s date or time in your presentation.
• Shortcuts to the Help Screens and Tool Tips.
• Learn shortcuts for the Drawing toolbar, ClipArt, and WordArt.
• Presentation too big - Pack and Go.
• In addition, many more specific hotkeys for PowerPoint
• Handouts of all keyboard shortcut and hotkeys.
• Theories for the creator and/or the presenter.
• Plus conceptual handouts
 to make better presentations. 
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