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Moving/Editing around Text
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Ctrl Home
Beginning of textbox
Ctrl End
End of textbox
Home
Beginning of line
Ctrl Delete
Deletes one word to the right of cursor
Ctrl Backspace
Deletes one word to the left of cursor 

Selecting
Ctrl A..
Selects all objects on current slide (slide view)
Ctrl A
All slides in slide sorter
Ctrl A
All text in outline view
Shift & Click on object
Non consecutive objects
Drawing 
· Whilst drawing a shape hold the SHIFT key and the shape will become: 

· Oval – Perfect Circle
· Rectangle – Perfect Square
· Line – Perfectly straight
· To draw a shape from the centre, hold the CTRL key while drawing. 
· Use both SHIFT & CTRL to draw a perfect shape from the centre.
· To add text to a drawing object, right mouse-click and select Add Text.

· While clicking on the icons to take you to slide show, outline etc, hold the SHIFT key and they will take you to the Masters.
Running Your Slide Show
N, Enter or Spacebar
Next slide
P or Backspace
Previous slide
B
Turns slide show into a black screen (toggle)
W
Turns slide show into a white screen (toggle)
E
Erase on screen annotations
Return to first slide
Hold both mouse buttons for 2 seconds
Ctrl P
Changes pointer to a pen
Ctrl A
Changes pen to a pointer
Tip:  Press F1 to see list of controls whilst running your slide show
Speed Keys
Ctrl D
Duplicates selected slide (slide sorter view)
Ctrl D
Duplicates selected object
Ctrl and Drag Object
Copies object
Ctrl P
Prints Presentation
Ctrl S
Save Presentation
Ctrl Z
Undo
Alt F4
Exits PowerPoint
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