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This Quick Preview will take about 5 minutes to complete.
Click at any time to continue.



Want to create a 
presentation that really gets 

your point   across?
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  PowerPoint has everything   
          you need                         
    to easily create an effective 

      presentation.
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You Can Create

�Color or black and 
white overheads
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�Color or black and 
white overheads

You Can Create

�35mm slides
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You Can Create

�Color or black and 
white overheads

�35mm slides
�Electronic 

presentations with 
multimedia effects

Welcome toWelcome to

Quick PreviewQuick Preview
This Quick Preview will take about 5 minutes to complete.
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And, to support your 
presentation, you 
can...

�Type your script on 
notes pages
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And, to support your 
presentation, you 
can...

�Type your script on 
notes pages

�Print handouts for 
your audience
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And, to support your 
presentation, you 
can...

�Type your script on 
notes pages

�Print handouts for 
your audience

�Print your outline
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Often the hardest part
about creating a 

presentation is getting 
started
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PowerPoint 
makes it easy for you.
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Use a template...

�To help organize your 
thoughts

�And to get going 
quickly
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It’s This Easy

�First, pick the kind 
of presentation you 
want to make.
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Scroll for more
templates



It’s This Easy

�The template 
starts you out with a 
sample outline.
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It’s This Easy

�Just replace the 
suggested text with 
your own ideas as 
you work in outline 
view…
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Reporting Status or ProgressEncore Musical Instruments



It’s This Easy

�…or type your text 
directly on the slides 
in slide view.

Financial SummaryFinancial Summary

 Record earnings
 US revenues increased 56%
 International sales fueling sales growth

�Revenue per employee to exceed 
$150K
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It’s This Easy

�New slides are easy to 
add with the click of a 
button.

New TechnologiesNew Technologies
Provide for Future GrowthProvide for Future Growth

Encore Musical Instruments is the leader in
RISC technology applied research
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New Slide



It’s This Easy

�Just choose the layout 
you want from the 
great selection of 
AutoLayouts…
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Scroll for more
AutoLayouts



It’s This Easy

�…and follow the 
instructions on the 
slide.

� Click to add text

Double click to add
graph

Click to add title
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It’s Just As Easy

To add impact with:
�Graphs

1st
Qtr

2nd
Qtr

3rd
Qtr

4th
Qtr

0
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40
50
60
70
80
90

1st
Qtr

2nd
Qtr

3rd
Qtr

4th
Qtr

East
West
North

�Tables

Issue Action Priority

Price Pressure Reduced Cost of Goods High

Increased Competition Distributor incentives High

Mounting Backorder Manufacturing rampup High

�Organization charts
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Violin

V iola

Cello

Bass

Strings

Flute

Oboe

W oodwinds

Trum pet

Trom bone

French Horn

Brass

I m p o r ts



It’s Just As Easy

To add impact with:
�Movies and sound
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It’s Just As Easy

To add impact with:
�Movies and sound

�Special text effects 
using WordArt
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It’s Just As Easy

To add impact with:
�Movies and sound
�Special text effects 

using WordArt

NEXTNEXT

BACKBACK

EXITEXIT

�Clip art



You’re Looking Good

�Give your presentation 

a new look... 

Apply a different
Design Template

High Customer SatisfactionHigh Customer Satisfaction

 Worldwide customer support service
 Independent survey conducted by Ashland

Testing Laboratory
 87% of our customers report being satisfied or

very satisfied with Encore support and service
 Return rate lowest in industry

Click to apply a
Design Template

Apply Design Template
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You’re Looking Good

�Design Templates 
guarantee a 
professionally-
designed look for 
your slides. High Customer Satisfaction

 Worldwide customer support service
 Independent survey conducted by Ashland

Testing Laboratory
– 87% of our customers report being satisfied or

very satisfied with Encore support and service
– Return rate lowest in industry
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You’re Looking 
Good

�Each Design Template 
comes with a choice 
of color schemes.

Plus you can create 
your own.
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You’re Looking 
Good

�See what color slides 
look like in black and 
white.

Use PowerPoint’s 
black-and-white view.

High Customer SatisfactionHigh Customer Satisfaction

 Worldwide customer support service
 Independent survey conducted by Ashland

Testing Laboratory
 87% of our customers report being satisfied or

very satisfied with Encore support and service
 Return rate lowest in industry
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Black and White

B&W View



That’s how easy it is 
to create             your           

presentation.
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Here’s how PowerPoint 
can help you be 

even more effective.
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Be Effective

�Type your notes 
or script on 
PowerPoint’s notes 
pages to refer to as 
you speak.

CD Division
 Primary Goal = Increase Gross Margin

Type your script for your presentation 
here. You can print your notes pages 
and refer to them as you speak. Or, if 
you give your presentation over a 
network, you can display your slides 
to your audience on one computer and 
display your notes on the other.

On the View menu,
click Notes Pages 
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Be Effective

�Switch to slide sorter 
view to get an 
overview of your 
presentation... 

...and to move 
slides around.

1 2

3 4

Encore Musical Instruments

Q1 1996

CD Division
 Primary Goal = Increase Gross Margin

Market Conditions
 Opportunities

– Pent up demand
– Lower tariffs
– Lower interest rates

 Challenges
– Increased competition
– Higher freight costs
– Materials shortages

Quarterly Update

 Electronics Division
 DC Division
 Imported  Instruments Division
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On the View menu,
click Slide Sorter



Be Effective

�Use PowerPoint’s 
rehearsal feature to 
practice and time 
your presentation.

So you can make 
your points without 
getting cut short.

Market Conditions

 Opportunities
– Pent up demand
– Lower tariffs
– Lower interest rates

 Challenges
– Increased competition
– Higher freight costs
– Materials shortages

On the View menu, 
click Slide Show and then 
click Rehearse New Timings
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Be Effective

�Keep your audience 
focused during your 
slide show...

Use animated 
effects on your slides.

Quarterly Update

�Electronics Division

�DC Division

�Imported  Instruments Division
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Be Effective

�Keep backup 
information handy...

Create hidden 
slides that don’t 
appear unless you 
need them.

On the Tools menu, 
click Hide Slide. This 
icon indicates a slide 
is hidden.

Encore Musical Instruments

Q1 1996

1 2

3 4

CD Division
 Primary Goal = Increase Gross Margin

Market Conditions
 Opportunities

– Pent up demand
– Lower tariffs
– Lower interest rates

 Challenges
– Increased competition
– Higher freight costs
– Materials shortages

Quarterly Update

 Electronics Division
 DC Division
 Imported  Instruments Division
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Be Effective

�For a really polished 
presentation, use the 
Style Checker to 
identify common 
presentation 
problems. 

�Text too small? 
�Slides too wordy?
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Now you’ve turned your 
ideas into a convincing 

presentation, you’re ready to 
take your show 

on the road.
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Use PowerPoint for all 
face-to-face business 

communication and not just 
formal stand up 
presentations. 
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Let’s say you’re making an 
informal presentation to 

your department...
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...and you want to keep track 
of what people agree to do 

during your meeting...
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Effective Everywhere

�Use Meeting Minder to 
type a list of action 
items during the 
show. Quarterly Update

 Electronics Division
 DC Division
 Imported  Instruments Division

Click the right mouse button
while in Slide Show to see
the Meeting Minder

Market research
Trade show plan
Financial updates
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Effective Everywhere

�Your action items 
automatically appear 
as the last slide in 
your presentation.

Action Items

 Market research
 Trade show plan
 Financial updates
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Effective Everywhere

�You can also use 
Meeting Minder to 
take notes during an 
electronic slide show.

Quarterly Update

 Electronics Division
 DC Division
 Imported  Instruments Division
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Effective Everywhere

�Then, when you’re 
back at your desk, 
you can export your 
meeting minutes and 
action items to 
Microsoft Word.
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Get ready for your next 
presentation.
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Use PowerPoint 
and find out how easy 

effective communication can 
be.
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