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Setting up PowerPoint 2013

® Hello and welcome to
Setting up PowerPoint
2013. This short video will
walk you through some of
the changes you may wish
to make to your default
settings of PowerPoint
before you begin creating
presentations.
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® So now you've been
upgraded to PowerPoint
2013, and while your files
were not affected, several
of your settings and
defaults in PowerPoint have
probably changed.
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® Some of this is due to
changes and new features
from Microsoft, and some
of this is due to how the
upgrade process works.
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® Regardless of the reason,
let’s take a look at how to
fix and change some of the
most common default
settings in PowerPoint
2013.
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® Most of the settings we are
going to look at today can
be found in the
PowerPoint Options
dialog box.
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Office 2013 - Setting Up PowerPoi

® To open this dialog box,
select the File tab, and
then click the Options As s e o o st
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® The PowerPoint Options
dialog box displays with
the General tab visible.

PowerPoint Options.

General
Proofing
Save
Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

(General options for working with PowerPoint.

User Interface options

Show Mini Toclbar on selection
Enable Live Preview
ScreenTip style: |Show feature descriptions in ScreenTips El

Personalize your copy of Microsoft Office

User name: Concilla, Scott (MIH/MNIMH]) [C]
Initials: SAC

[] Always use these values regardless of sign in to Office.
Office Background: | Circuit El

Office Theme: Dark Gray El

Start up options

Choose the extensions you want PowerPoint to open by Default Program
default: — g

Tell me if Microsoft PowerPoint isn't the default program for viewing and
editing presentations.

Show the Start screen when this application starts
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® First, if you don't like the
mini-toolbar that displays
when you select text in a
presentation, you can
disable it.

PowerPoint Options.

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E.E. General options for working with PowerPoint.

—Mserlrterface notions

Show Mini Toclbar on selection
S SR ~

ScreenTip style: |Show feature descriptions in ScreenTips
Personalize your copy of Microsoft Office

User name: Concilla, Scott (MIH/MNIMH]) [C]

Initials: SAC

[] Always use these values regardless of sign in to Office.
Office Background: | Circuit El

Office Theme: Dark Gray El

Start up options

Choose the extensions you want PowerPoint to open by
default:

Tell me if Microsoft PowerPoint isn't the default program for viewing and

editing presentations.

Show the Start screen when this application starts

[=]

Default Programs...
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® In the User Interface
options section at the top,
uncheck the Show Mini
Toolbar on selection
option.

PowerPoint Options.

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E.E. General options for working with PowerPoint.

—Mserlrterface notions

Show Mini Toclbar on selection
S SR ~

ScreenTip style: |Show feature descriptions in ScreenTips
Personalize your copy of Microsoft Office

User name: Concilla, Scott (MIH/MNIMH]) [C]
Initials: SAC

[] Always use these values regardless of sign in to Office.
Office Background: | Circuit El

Office Theme: Dark Gray El

Start up options

Choose the extensions you want PowerPoint to open by
default:

Tell me if Microsoft PowerPoint isn't the default program for viewing and

editing presentations.

Show the Start screen when this application starts

[=]

Default Programs...
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® PowerPoint, as well as all of
the other Office 2013
applications, initially
displays a Start screen
instead of going directly to
a blank presentation.

PowerPoint Options.

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E.E. General options for working with PowerPoint.

User Interface options

Show Mini Toclbar on selection
Enable Live Preview

ScreenTip style: |Show feature descriptions in ScreenTips
Personalize your copy of Microsoft Office

User name: Concilla, Scott (MIH/MNIMH]) [C]
Initials: SAC

[] Always use these values regardless of sign in to Office.
Office Background: | Circuit El

Office Theme: Dark Gray El

Start up options

Choose the extensions you want PowerPoint to open by
default:

[=]

Default Programs...

Tell me if Microsoft PowerPoint isn't the default program for viewing and

editing presentations.

Show the Start screen when this application starts
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® If you would like to go

directly to a blank

presentation when starting
PowerPoint, uncheck the
Show the Start screen
when this application

starts option at the
bottom.

PowerPoint Options.

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E.E. General options for working with PowerPoint.

User Interface options

Show Mini Toclbar on selection
Enable Live Preview
ScreenTip style: |Show feature descriptions in ScreenTips El

Personalize your copy of Microsoft Office

User name: Concilla, Scott (MIH/MNIMH]) [C]
Initials: SAC

[] Always use these values regardless of sign in to Office.
Office Background: | Circuit El

Office Theme: Dark Gray El

Start up options

Choose the extensions you want PowerPoint to open by Default Program
default: = g

Tell me if Microsoft PowerPoint isn't the default program for viewing and
editing presentations,

Show the Start screen when this application starts




Setting up PowerPoint 2013

® Now let's move on to the

Proofing tab.

PowerPoint Options.

General
Proofing
Save
Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ct options
Change how PowerPoint corrects and formats text as
you type:

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignere werds that contain numbers
Ignore Internet and file addresses

Flag repeated words

[T] Enforce accented uppercase in French

[] Suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellmgle‘
Spanish medes: | Tuteo verb forms only El

When correcting spelling in PowerPoint

Check spelling as you type
[] Hide spelling and grammar errors

[] Check grammar with spelling

Recheck Document

ange how PowerPoint corrects and formats your text.

AutoCorrect Options...
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® As you're probably aware,
PowerPoint has a habit of
changing a lot of things
automatically while you're

typing.

PowerPoint Options.

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

'T/ECJ Change how PowerPoint corrects and formats your text.

AutoCorrect options

Change how PowerPoint corrects and formats text as AutoComrect Options...
you type:

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignere werds that contain numbers
Ignore Internet and file addresses

Flag repeated words

[T] Enforce accented uppercase in French

[] Suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellmgle‘
Spanish medes: | Tuteo verb forms only El

When correcting spelling in PowerPoint

Check spelling as you type
[] Hide spelling and grammar errors

[] Check grammar with spelling

Recheck Document
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® Some of these “corrections”
are very helpful, and some
of them are downright
intrusive and annoying.

PowerPoint Options.

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

'T/ECJ Change how PowerPoint corrects and formats your text.

AutoCorrect options

Change how PowerPoint corrects and formats text as AutoComrect Options...
you type:

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignere werds that contain numbers
Ignore Internet and file addresses

Flag repeated words

[T] Enforce accented uppercase in French

[] Suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellmgle‘
Spanish medes: | Tuteo verb forms only El

When correcting spelling in PowerPoint

Check spelling as you type
[] Hide spelling and grammar errors

[] Check grammar with spelling

Recheck Document
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® At the top of this section,
click the AutoCorrect
Options button in the
upper right hand corner.

PowerPoint Options.

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

'T/ECJ Change how PowerPoint corrects and formats your text.

AutoCorrect options

Change how PowerPoint corrects and formats text as AutoComrect Options...
you type:

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE
Ignere werds that contain numbers
Ignore Internet and file addresses
Flag repeated words

[T] Enforce accented uppercase in French

[] Suggest from main dictionary only

Custom Dictionaries...

French modes: | Traditional and new spellmgle‘
Spanish medes: | Tuteo verb forms only El

When correcting spelling in PowerPoint

Check spelling as you type
[] Hide spelling and grammar errors

[] Check grammar with spelling

Recheck Document
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* The AutoCorrect dialog ~ [FEr i
. AutoCorrect | AutoFormat As You Type | Actions | Math AutoCorrect |
box displays.

Show AutoCorrect Options buttons

Correct TWo IMitial Chpitals

|:| Capitalize first letter of sentences —

Capitalize names of days

Correct accidental use of cAPS LOCK key
Replace text as you type

Replace: With:

(d
(e]
(r)
(tm]

Delete
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® This dialog box has four puetorecs gt e S = e

. AutoCorrec t |Autanrmat As You Type | ‘cﬁons I Math Autol:orrectl
ta bS, however rl g ht nOW, Show AutoCorrect Options buttons
I d CnrrectT'."'."n IMitial Chpitals
you On y nee to Worry [T capitalize first letter of sentences Exceptions...
. Capitalize names of days
a bout the fOl |OW| ng tWO Correct accidental use of cAPS LOCK key
Replace text as you type
ta bS: Replace: Withs

()
® AutoCorrect )

(r)

® AutoFormat As You Type o
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® Go through these two tabs  [utersii GRS cc- B
. AutoCorrect | AutoFormat As You Type | Actions | Math AutoCorrect |
a nd d eseIeCt a ny a Uto mat|C Show AutoCorrect Options buttons
behaviors, corrections, or B comeaie ot et f s

Capitalize names of days

actions you don’t Wa nt. [¥] Correct accidental use of cAPS LOCK key

Replace text as you type

® Click the OK button at the 1 i

(d

bottom when you're .

(r)

finished. -

i@ m™oq

Add Delete
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® Next, let's select the Save
tab.

PowerPoint Options

General

Proofing

Save

Language
Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

Customize how documents are saved.

ions

is format: PowerPoint Presentation E|
Save AutoRecover information every |10 | minutes

Keep the last autosaved version if I close without saving

AutoRecover file location: C\Users\concillasa\AppData\Roaming\Microsoft\PowerPointl,
[] Don't show the Backstage when opening or saving files

[] Show additional places for saving, even if sign-in may be required.

Save to Computer by default

CA\Users\concillasa\Documents',

Default local file location:

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:

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

Server drafts location: | C:\Users\concillasa\Documents'SharePoint Drafts\,

File merge options for shared document management server files

[] Show detailed merge changes when 2 merge occurs

Preserve fidelity when sharing this presentation: ] Office 2013 - Setting Up PowerPointZ.‘.B

[7] Embed fonts in the file &
@ 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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® While most PowerPoint
templates use common or
standards Windows fonts,
some do not. If you save
and open your
presentation on another
computer, the fonts may
possibly change.

PowerPoint Options

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E Customize how documents are saved.

Save presentations

Save files in this format: PowerPoint Presentation E|

Save AutoRecover information every |10 | minutes
Keep the last autosaved version if I close without saving

AutoRecover file location: C\Users\concillasa\AppData\Roaming\Microsoft\PowerPointl,

[] Don't show the Backstage when opening or saving files

[] Show additional places for saving, even if sign-in may be required.

Save to Computer by default

Default local file location: C\Users\concillasa\Documents',

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:
() The server drafts location on this computer

@ The Office Document Cache

Server drafts location: | C:\Users\concillasa\Documents'SharePoint Drafts\,

File merge options for shared document management server files

[] Show detailed merge changes when 2 merge occurs

jtion: [1] Office 2013 - Setting Up PowerPoint 2. = |

the presentation (best for reducing file size)

Embed all characters (best for editing by other people)
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® To prevent this from

happening, select Embed

fonts in the file.

PowerPoint Options

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E Customize how documents are saved.

Save presentations

Save files in this format: PowerPoint Presentation E|
Save AutoRecover information every |10 | minutes
Keep the last autosaved version if I close without saving
AutoRecover file location: C\Users\concillasa\AppData\Roaming\Microsoft\PowerPointl,
[] Don't show the Backstage when opening or saving files
[] Show additional places for saving, even if sign-in may be required.
Save to Computer by default

Default local file location: C\Users\concillasa\Documents',
Default personal templates location:
Offline editing options for document management server files

Save checked-out files to:

() The server drafts location on this computer
@ The Office Document Cache
Server drafts location: | C:\Users\concillasa\Documents'SharePoint Drafts\,
File merge options for shared document management server files

[] Show detailed merge changes when 2 merge occurs

jtion: [1] Office 2013 - Setting Up PowerPoint 2. = |

the presentation (best for reducing file size)

Embed all characters (best for editing by other people)
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PowerPoint Options m

® However, there are two

E Customize how documents are saved.

Proofing

© t t O t | t t I hd Save Save presentations

I I I I po r a I I pOI I I S a O u I S Language Save files in this format: PowerPoint Presentation E| a
Advanced Save AutoRecover information every |10 = minutes -

Keep the last autosaved version if I close without saving

.
Customize Ribbon
O I O I I O u S O u e A AutoRecover file location: Ch\Users\concillasa\AppData\ReamingiMicrosoft\PowerP ointl,
Quick Access Toolbar

[] Don't show the Backstage when opening or saving files
Add-Tns
fadn [] Show additional places for saving, even if sign-in may be required.

a Wa re Of Trust Center Save to Computer by default
4 Drefault local file location: Ch\Users\concillasa\Documents',

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:

() The server drafts location on this computer

@ The Office Document Cache

Server drafts location: | C:\Users\concillasa\Documents'SharePoint Drafts\,

File merge options for shared document management server files

[] Show detailed merge changes when 2 merge occurs

jtion: [1] Office 2013 - Setting Up PowerPoint 2. = |

the presentation (best for reducing file size) i »

Embed all characters (best for editing by other people)
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PowerPoint Options m

® First, this is a per file

E Customize how documents are saved.

Proofing
tt e | t I | ® t Gy Save presentations
Se I I lg L4 O I I y a p p I eS O Language Save files in this format: PowerPoint Presentation E| a
Advanced Save AutoRecover information every |10 = minutes -

Keep the last autosaved version if I close without saving

.
Customize Ribbon
e re S e I I a I O I I O u a re A AutoRecover file location: Ch\Users\concillasa\AppData\ReamingiMicrosoft\PowerP ointl,
Quick Access Toolbar

[] Don't show the Backstage when opening or saving files
Add-Tns
fadn [] Show additional places for saving, even if sign-in may be required.

L]
currently working on
O Drefault local file location: Ch\Users\concillasa\Documents',

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:

() The server drafts location on this computer

@ The Office Document Cache

Server drafts location: | C:\Users\concillasa\Documents'SharePoint Drafts\,

File merge options for shared document management server files

[] Show detailed merge changes when 2 merge occurs

jtion: [1] Office 2013 - Setting Up PowerPoint 2. = |

the presentation (best for reducing file size) i »

Embed all characters (best for editing by other people)
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® Secondly, due to copyright
restrictions, some fonts
cannot be stored inside of
a PowerPoint presentation,
essentially rendering this
option useless.

PowerPoint Options

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

E Customize how documents are saved.

Save presentations

Save files in this format: PowerPoint Presentation E|
Save AutoRecover information every |10 | minutes
Keep the last autosaved version if I close without saving
AutoRecover file location: C\Users\concillasa\AppData\Roaming\Microsoft\PowerPointl,
[] Don't show the Backstage when opening or saving files
[] Show additional places for saving, even if sign-in may be required.
Save to Computer by default

Default local file location: C\Users\concillasa\Documents',
Default personal templates location:
Offline editing options for document management server files

Save checked-out files to:

() The server drafts location on this computer
@ The Office Document Cache
Server drafts location: | C:\Users\concillasa\Documents'SharePoint Drafts\,
File merge options for shared document management server files

[] Show detailed merge changes when 2 merge occurs

jtion: [1] Office 2013 - Setting Up PowerPoint 2. = |

the presentation (best for reducing file size)

Embed all characters (best for editing by other people)
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PowerPoint Options m

® The best advice here is to

Proofing

E Customize how documents are saved.

Save presentations

test this option first before e

Advanced Save AutoRecover information every |10 = minutes -
Keep the last autosaved version if I close without saving

. . .
Customize Ribbon
u SI n I a n I I Ia e S u re I A AutoRecover file location: Ch\Users\concillasa\AppData\ReamingiMicrosoft\PowerP ointl,
Quick Access Toolbar

[] Don't show the Backstage when opening or saving files
Add-Tns
fadn [] Show additional places for saving, even if sign-in may be required.

L] L]
works as you intend it to
O Drefault local file location: Ch\Users\concillasa\Documents',

Default personal templates location:

Offline editing options for document management server files

Save checked-out files to:

() The server drafts location on this computer

@ The Office Document Cache

Server drafts location: | C:\Users\concillasa\Documents'SharePoint Drafts\,

File merge options for shared document management server files

[] Show detailed merge changes when 2 merge occurs

jtion: [1] Office 2013 - Setting Up PowerPoint 2. = |

the presentation (best for reducing file size) i »

Embed all characters (best for editing by other people)
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-
PowerPoint Options

® Lastly, let's examine a few

Proofing

ID Advanced options for working with PowerPoint.

= Save diting options
options on the Advanced :
Advanced to be dragged and dropped | ~

Customize Ribbon utematically hyperlink screenshot

ta b. Quick Access Toolbar

Add-Ins Cut. copy. and paste

Maximum number of undos: |20 =

m

Trust Center Use smart cut and paste
Show Paste Options button when content is pasted

Image Size and Quality @] Office 2013 - Setting Up PowerPoint 2...[ v |

[ Discard editing data L4
[7] Do not compress images in file

Set default target output to: | 220 ppilZ‘
Chart

Properties follow chart data point for all new presentations
Current presentation: ﬂ:j Office 2013 - Setting Up PowerPomtl..IZ‘
Properties follow chart data point for current presentation

Display
Show this number of Recent Presentations: 25 = G "
[] Quickly access this number of Recent Presentations: |4 = »

Show this number of unpinned Recent Folders: |5

Show shortcut keys in ScreenTips
Show vertical ruler
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-
PowerPoint Options

® There are quite a few

Proofing

ID Advanced options for working with PowerPoint.

. . Save diting options
Se Ct I O I I S a I I d O pt I O I l S O I l Language lecting, automatically select entire word ®
Advanced to be dragged and dropped ~

Customize Ribbon utematically hyperlink screenshot

this tab. Let's focus on

Add-Ins

Maximum number of undos: |20 =

m

Cut. copy. and paste

Trust Center Use smart cut and paste

three options that may be

Image Size and Quality @] Office 2013 - Setting Up PowerPoint 2...[ v |

[ Discard editing data L4

of interest to you.

Set default target output to: | 220 ppilZ‘
Chart

Properties follow chart data point for all new presentations
Current presentation: ﬂ:j Office 2013 - Setting Up PowerPomtl..IZ‘
Properties follow chart data point for current presentation

Display
Show this number of Recent Presentations: 25 = G "
[] Quickly access this number of Recent Presentations: |4 = »

Show this number of unpinned Recent Folders: |5

Show shortcut keys in ScreenTips
Show vertical ruler
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® First, let's look at the
options in the Image Size
and Quality section.

-
PowerPoint Options

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ID Advanced options for working with PowerPoint.

Editing options

'When selecting, automatically select entire word
Allow text to be dragged and dropped
[] Do not automatically hyperlink screenshot

Maximum number of undos: |20 =

Cut. copy. and paste

Use smart cut and paste
Show Paste Options button when content is pasted

m

Image Size and Quality @] Office 2013 - Setting Up PowerPoint 2...[ v |

[7] Discard editing data’:
[7] Do not compress images in file

Set default target output to: | 220 ppilZ‘

Chart

Properties follow chart data point for all new presentations
Current presentation: ﬂ:j Office 2013 - Setting Up PowerPomtl..IZ‘
Properties follow chart data point for current presentation

Display
Show this number of Recent Presentations: 25 = G
[] Quickly access this number of Recent Presentations: |4 2

Show this number of unpinned Recent Folders: |5

Show shortcut keys in ScreenTips
Show vertical ruler
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® These settings change the
quality of pictures and
Images in your
presentation, potentially to
reduce (or increase) the
overall size of the
presentation file.

-
PowerPoint Options

General

Proofing

Save

Language

Advanced
Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

ID Advanced options for working with PowerPoint.

Editing options

'When selecting, automatically select entire word
Allow text to be dragged and dropped
[] Do not automatically hyperlink screenshot

Maximum number of undos: |20 =

Cut. copy. and paste

Use smart cut and paste
Show Paste Options button when content is pasted

m

Image Size and Quality @] Office 2013 - Setting Up PowerPoint 2...[ v |

[7] Discard editing data’:
[7] Do not compress images in file

Set default target output to: | 220 ppilZ‘

Chart

Properties follow chart data point for all new presentations
Current presentation: ﬂ:j Office 2013 - Setting Up PowerPomtl..IZ‘
Properties follow chart data point for current presentation

Display
Show this number of Recent Presentations: 25 = G
[] Quickly access this number of Recent Presentations: |4 2

Show this number of unpinned Recent Folders: |5

Show shortcut keys in ScreenTips
Show vertical ruler
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@ —
PowerPoint Options l ? g
. . - - i - - o -
I n r I General |«
I I l Advanced options for working with PowerPoint.
Proofing
[ ) . Save Editing options

pe r fl I e Sett I n g S t | I e Language ‘When selecting, automatically select entire word "
Advanced Allow text to be dragged and dropped ~
Customize Ribbon [] Do not automatically hyperlink screenshot -

m

changes you make here will | woo | st

Add-Ins Cut. copy. and paste

Trust Center Use smart cut and paste

on |y d p p |y to th e current |y

Image Size and Quality @] Office 2013 - Setting Up PowerPoint 2...[ v |

[ Discard editing data L4

open presentation.

Set default target output to: | 220 ppilZ‘

Chart

Properties follow chart data point for all new presentations
Current presentation: ﬂ:j Office 2013 - Setting Up PowerPomtl..IZ‘
Properties follow chart data point for current presentation

Display
Show this number of Recent Presentations: 25 = G "
[] Quickly access this number of Recent Presentations: |4 = »

Show this number of unpinned Recent Folders: |5

Show shortcut keys in ScreenTips
Show vertical ruler
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g
PowerPoint Options M

. o ° — e - o - - o =
N eXt I n t h e D I s p I ay General [] Disable Slide Show hardware graphics acceleration m
! Proofing i
S Open all documents using this view | The view saved in the file lz‘
. ave
section, the Open all
1 a

Advanced Show megnu on right mouse click '

Customize Ribbon show popup toolbar

[ J [ J
Prompt to keep ink annotations when exiting
Quick Access Toolbar
End with black slide

Add-Ins
Print
Trust Center

view setting will change

[] Print TrueType fonts as graphics

[T] Print inserted objects at printer resolution
[] High guality

. . . .
t h e I n Itl a | VI ‘ W Of a [] Align transparent graphics at printer resolution P
‘When printing this document: Eﬁ Office 2013 - Setting Up PowerPoint EB
.
re S e n ta t I O n W h e n O u @ Usethe most recently used print settings -
() Usethe following print settings: i

Print what: Full Page Slides

Coler/grayscale: |Color

open It.

Scale to fit paper

m

Frame slides

General

[T Provide feedback with sound

[] Show add-in user interface errors
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g
PowerPoint Options

® Lastly, in the When

Proofing

Save

printing this document

Advanced

Customize Ribbon

section, you can designate
that this presentation

always default to a set of
print settings, regardless of
what was last used in
PowerPoint.

Trust Center

[] Disable Slide Show hardware graphics acceleration
Automatically extend display when presenting on a laptop or tablet

Open all documents using this view | The view saved in the file
Slide Show

Show megnu on right mouse click '

Show popup toelbar:

Prompt to keep ink annotations when exiting
End with black slide

Print

Print in background

[] Print TrueType fonts as graphics

[T] Print inserted objects at printer resolution

[] High guality

[] Align transparent graphics at printer resolution

@ Usethe most recently used print settings -
() Usethe following print settings: i
Print what: Full Page Slides
Coler/grayscale: |Color
Print hidden slides
Scale to fit paper

Frame slides

‘When printing this document: Eﬁ Office 2013 - Setting Up PowerPoint EB

m

General

[T Provide feedback with sound

[] Show add-in user interface errors
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® This is also a per file

setting, and only applies to

the currently open
presentation.

g
PowerPoint Options

General

Proofing

Save

Language

Advanced

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

[] Disable Slide Show hardware graphics acceleration
Automatically extend display when presenting on a laptop or tablet

Open all documents using this view | The view saved in the file
Slide Show

Show megnu on right mouse click '

Show popup toelbar’:

Prompt to keep ink annotations when exiting
End with black slide

Print

Print in background

[] Print TrueType fonts as graphics

[T] Print inserted objects at printer resolution

[] High guality

[] Align transparent graphics at printer resolution

[=]

@ Usethe most recently used print settings -
() Usethe following print settings: i
Print what: Full Page Slides
Coler/grayscale: |Color
Print hidden slides
Scale to fit paper

Frame slides

‘When printing this document: Eﬁ Office 2013 - Setting Up PowerPoint EB

General

[T Provide feedback with sound

[] Show add-in user interface errors

m
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g
PowerPoint Options M

¢ By th e Wa y, |f yo u d O N ,t General ([ Disable Side Show harcware graphics acceleration -

Automatically extend display when presenting on a laptop or tablet
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® Now, let's move on to two
presentation design
defaults that you can set.




Setting up PowerPoint 2013

® The first design default
we'll look at is selecting a
default design theme.
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® Design themes contain
backgrounds, fonts, colors,
and effect definitions that
you can use to create a
presentation.
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® If there is a particular
design theme you use
frequently, you can set it to
be the “default” selection
on the Start screen.
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® Select the Design tab on
the ribbon.

® In the Themes gallery,
locate the theme you wish
to make your default.
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® Right-click the theme
thumbnail and select Set as
default theme.
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® When you're working in a
presentation, you can set a
default shape.

® This is good if you're
consistently adding the
same shape to many slides
In the same presentation.
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® On any slide, select the
shape you wish to set as
your default.

® Right-click the shape and

choose Set as Default E"t
Shape.

Smart Look

Save as Picture...

Set as Default Shape
EI] Size and Position...

42-' Format Shape...
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® This is a per file default,
and will only apply to the
presentation you are

currently working on.

Edit Text
f=" Edit Points

Smart Look

Save as Picture...

Set as Default Shape
EI] Size and Position...

42-' Format Shape...
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® That covers most of the
basic changes you're
probably going to want to
make before getting
started with PowerPoint
2013.
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® If there was something not
covered in this video, go to
the Microsoft Office help
site at support.office.com
for further information.

i | Office

Support

Office help and training

Find helpful answers. Contact real people. Learn simpler ways to work.

Get help with a product

B0 EE S

Outlook PowerPoint Word OneDrive

Top solutions

> Trending topics

> Getting started with Office 2016
> Install, upgrade, and activate

> Training

> Office 365 for business
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Thank you for watching!



