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Settings - Advanced
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Settings - Save



Quick access toolbar
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Quick access toolbar
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Quick access toolbar



05.07.2021PowerPoint Life hacks 10

Quick access toolbar
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Keyboard Shortcuts - System

To do this Press

Create new presentation. Ctrl+N

Add a new slide. Ctrl+M

Make selected text bold. Ctrl+B

Change the font size for selected text. Alt+H, F, S

Cut selected text, object, or slide. Ctrl+X

Undo the last action. Ctrl+Z

Save the presentation. Ctrl+S

Insert a picture. Alt+N, P

Insert a shape. Alt+N, S, H

Select a theme. Alt+G, H

Select a slide layout. Alt+H, L

Go to the next slide. Page down

Go to the previous slide. Page up

Start the slide show. F5

End the slide show. Esc

Close PowerPoint. Ctrl+Q
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Keyboard Shortcuts - System

Ctrl + scroll wheel

F4

F12

Ctrl + D

Enter

Shift + F3
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Keyboard Shortcuts - Alt
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Corporate templates
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Text Formatting - background
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Text Formatting - background
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Text Formatting

She sells seashells on the seashore. The 

shells that she sells are seashells, I’m 

sure. She’s so selfish, she should sell 

shellfish, but shellfish shells seldom sell.

 Ctrl + B

 Ctrl + Shift + <

 Ctrl + Shift + >

 Shift + Enter

 Shift + F3

 Ctrl + Shift + C

Robert Rowley rolled a round roll 'round; 
A round roll Robert Rowley rolled 'round; 
If Robert Rowley rolled a round roll 'round, 
Where rolled the round roll Robert Rowley rolled round?
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Text Formatting – Default shapes
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Text Formatting - Bullets
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Text Formatting – Default fonts
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Text Formatting – Font



05.07.2021PowerPoint Life hacks 22

Text Formatting – Paragraph
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Text Formatting – Commercial fonts
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Saving options
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Formatting – Ruler and guidelines
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Working with Shapes – Ctrl/Shift

Ctrl

Shift

Ctrl+D 

Ctrl+A 
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Working with Shapes – Changing shapes
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Working with Shapes – Changing parts


