Steps to Import data from MS Word 
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Select Word document.
Apply Slide design
1) Select all slides  
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Home -> Layout -> Appy  (Title and Content layout)
Remove Font Style 
1) Select all content place holder of your Slide. 
2) [image: ]
3) Press Ctrl+Spacebar  - To Apply default font style of template. 
Do and don’t about PowerPoint Presentation 
1) Display your data in point form not in paragraph. 
2) Use maximum 6 to 7 point per slide. 
3) Minimum font size must be 18 point. 
4) Title and Subtitle font size ratio must 10 to 12 Point. 
5) Use Slide master to apply formatting of the slide. 
6) Display your data in Sentence case not in UPPERCASE. 
7) Don’t use Complicated font. Use standard font like Ariel, Verdana, Calibri 




Slide Master
It is use to create or edit formatting of entire slide of presentation.
To chage the design of your PPT 
Steps 
View -> Slide Master.
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Steps to Close Master View 
Slide master tab -> Close Master View 
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Hide background Graphics in Master Slide
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Convert your data from normal text to Smart Art Text 
[image: ]
Home -> Convert To Smart Art -> Select Design
[image: ]

Steps to Change the color of smart art Graphics 
Smart Art Design Tab-> Change Colors-> Apply Colorful 
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Link MS Excel data 
Copy data from MS excel Sheet 
[image: ]
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Change data in MS Excel and in PPT excel table will update automatically. 
No it will not increase size of PPT. 
Hyperlinking will work only in local machine. 
How to link Graph and Chart
Copy from Excel and Past in the PPT graph will link automatically. 
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Edit Graph data 
1) Select your Graph and Chart in PPT-> Chart Design Tab-> Edit data 
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Embedded Object 
Insert tab-> Click on the Object Under Text Group 
[image: ]
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Insert Slide No or Footer in PPT 
Insert Tab -> header and Footer 
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Insert Video in PowerPoint Presentation 
Insert -Video-> This Device 
[image: ] 
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Select Video -> Insert 
Click on the play button to play the video
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Play video Automatically on full screen mode. 
[image: ]

How to Animation Effect 
Select your data , Animation Tab -> Fade 
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Apply one by one effect 
[image: ]

Press F5 or Slide Show -> From Begging or From Current Slide
[image: ]
One by One Animation on float in Animation
[image: ]



Apply Transition Effect in PPT 

Transition -> Select Transition Type -> After -> Apply All 
[image: ]
Remove Transition Effect 
[image: ]
Steps to Create Agenda Slide and Hyperlinking 
1) Type your agenda in the 2nd Slide of PPT 
2) Convert Agenda text to Shapes use Smart Art 
3) Link Shapes to Slide 
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