
Delivering a presentation

Start a presentation from the beginning

Start a presentation from the current slide

Display a blank Black slide

Display a blank White slide

Start the Laser pointer

Change the pointer to a Pen

Erase on-screen annotations

Change the pointer to an Arrow

Creating a presentation

Increase font size

Decrease font size

Change case 
i.e. lower → Proper → UPPER → lower etc.

Group selected shapes or pictures

unGroup selected shapes or pictures

Send object back one position

Send object forward one position

Send object to back

Send object to front
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I am a Keyboard Person!
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F Key Shortcuts 

Help Spell check

Edit text in a text box Activate ribbon ‘Key Tips’

Start slide show from beginning Save as

Alphabetical Ctrl Shortcuts 

Select All New presentation

Bold Open

Copy Print

Duplicate slide Quit PowerPoint

Align cEntre Align Right

Find Save

Group Display FonT dialog box

Replace Underline

Italics Paste

Justify a paragraph Close Window

Insert HyperlinK Cut

Align Left Redo

New slide Undo
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