
	 © Guided Computer Tutorials 2006 14-1

Chapter

14
Useful Tools

To complete your learning of PowerPoint you will look at some useful tools that the 
program offers.  These include help features, creating summary slides, automatically 
checking presentations and the AutoContent Wizard.

Loading the Presentation

	 1	 Load Microsoft PowerPoint or close the current presentation.

	 2	 Display the FILE menu and select OPEN.

	 3	 Access your STORAGE folder and open the WATTLE VALLEY AP file.

Help Features

Microsoft PowerPoint has extensive HELP facilities which can be used when you need to 
find out how to use a specific feature of the program.  

	
1	 Set the TASK PANE to HELP 

or press the F1 key.

2	 Enter search text in the 
SEARCH FOR box, for 
example CUSTOM SHOW 
and click on the GO arrow.
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PowerPoint 2003 Activities

	

3	 A list of possible topics is displayed 
in the TASK PANE.  Click on CREATE A 
CUSTOM SHOW and the assistance is 
provided at the left of the screen.

4	 Read through the provided help then 
click on the CLOSE BOX of the HELP 
window.

5	 Click on the BACK Button in the 
TASK PANE and click on TABLE OF 
CONTENTS.

6	 This time a list of topics is provided.  
Open one of the books and select a 
topic.
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14Useful Tools

NOTE:	 Use HELP when you are unsure about some aspect of 
PowerPoint.

Summary Slides

Once you have created a presentation you can automatically create a SUMMARY SLIDE 
that lists the titles of selected slides in the presentation.

7	 The help is displayed at the left 
of the screen.  Read through it 
then close the Help pane.

1	 Set the screen to SLIDE 
SORTER VIEW.

2	 Hold down the CTRL key and click on 
SLIDES 3 to 8 to include those in the 
selection, then click on the SUMMARY 
SLIDE button in the SLIDE SORTER Tool Bar.
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