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Printing in PowerPoint

After you have completed your presentation you now wish to print it, or part of it, out. Here is
the steps for printing slides:

To print a slide or slides from
Fle | Edt View Insert Fom PowerPoint be sure to select print
O New... Crl+ |y through the menu bar.
= Open... cirl+o
Oud A A .
Closs u Do not click on the icon (unless you wish
all the slides to be printed full size.)
H szzve Ctrl+5
Save As
4y Save as Web Page... File  Edit iew  Inser
By Search... O = E
WWeb Page Preview Outline  Slides *, X
=
Page Setup...
EJ_ Print Preyiew
|@ Print... Ctrl4p You get this menu for customizing your
printoit.
nd To 3
Exit Printer
o Mame: VEZRAVOG-RefP1 j Properties
Status: Idl
Type:s HPELaserJet 4050 Series PCL 6 Find Printer...
Where: IP_10.0.253.35
Comment: ™ Print to file
Print range g Copies
f+ Al P" O curentside Mumber of copies:
You can select current slide 2 | =] R
" Slides: ‘ 1
Enter slide numbers and/or slide ranges. For example, ﬂ
AR v Collate
Or select certain slides; 1,2,4,7- Print what:
slides - |__| [
10, etC Color fgrayscale: o o %
Color -
™ Scale to fit paper r
[™ Frame slides
™ Indude comment pages
Preview oK. | Cancel
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SAINT MARTIN'S COLLEGE

To tell it what specifically to print
select “Print What:” and select:
Slides — prints slides full page
Handouts — multiple pages per
sheet of paper

Note Pages — each slide is Y2 page
with notebox below

Outline view — shows slides as
outline rather than picture
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Motes Pages
Outline View

Printer
Mame: \WEZRA\OG-RefP1 ﬂ Properties
Status: Idle ) )
Type:  HP Laseret 4050 Series PCL 6 Find Printer...
Where: IP_10.0.253.35
Comment: [ Print to file
Print range Copies
i+ Al " Currentslide MNumber of copies:
i~ | =1 1 =
" Slides: | !1
Enter slide numbers andjor slide ranges. For example,
1,3,5-12
¥ Collate
Print what:
|5Iides ﬂ [
Slides o s 4
Cel

[~ Scale to fit paper

Preview

[~ Frame slides

™ Indude comment pages

d

r

=]

Cancel

Printer
MName: VWEZRAOGRefP1 j Properties
Status: Idle —
Type:  HP Laserlet 4050 Series PCL 6 i
Where: IP_10.0.253.35
Comment: [ Print to file
Print range Copies
* Al " Currentslide Mumber of copies:
o | =l 1 ~
" Slides: | !1 !1
Enter slide numbers and for slide ranges. For example,
1,3,5-12
vV Collate
Print what: Handouts
Handauts :" Slides per page: =
Colorgrayscale: Order: % Horizq é erfical | E [
Color - =
I Scale to fit pape4
[+ Frame slides g—
I™ Indude comment pages
Preview Ok | Cancel

Click OK button when all selections are made.
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slides per page.

Selection area for number of
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