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Take your presentations from good to great. Create presentations quickly and easily with more 

engaging results. Microsoft® PowerPoint® 2010 delivers the tools you need to turn basic slides 

into dynamic, creative masterpieces that help your ideas stand out from the crowd. 

Designed to meet your evolving needs and the way you work, PowerPoint 2010 makes it easy to 

create captivating, professional-quality presentations.  

¶ New video toolsñalong with an array of new and improved features such as transitions, 

animations, and advanced picture editingñenable you to tell a crisp, cinematic story 

thatõs as easy to create as it is powerful to watch.  

¶ Tools to simplify and streamline your work help you get things done more easily whether 

youõre working on your own or with others. 

¶ New technologies give you the freedom to work when and where you choose.  

PowerPoint 2010 helps you deliver impressive presentations and gives you faster, more flexible 

ways to create them. 
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Whether you need a few slides to share with colleagues, classmates or friends, or an award-

winning presentation, you want your  ideas to jump off the screen.  Fortunately, PowerPoint 2010 

delivers the features you need to create great-looking, dynamic presentations that help you 

captivate your audience and express yourself effectively. 

Make the media fit the message  

New and improved, easy-to-use tools give you the power to customize the media in your 

presentations for professional-quality results every time. 

¶ Embed and edit videos from within PowerPoint. Now you can edit video s like a proñ

add fades, formatting effects, bookmark scenes, and trim videos to personalize your 

presentation for the perfect multimedia experience. And since the embedded videos 

become part of your PowerPoint presentation, you donõt have to manage additional files 

when sharing with others. 

¶ Reduce file size and improve the playback experience using the new Compress Media  

and Optimize Media Compatibility  tools for the embedded video and audio files in 

your presentation. 

¶ Use new and improved picture editing  toolsñincluding professional-quality artistic 

effects, background removal, and advanced correction, color and cropping toolsñand 

fine-tune the pictures in your presentations without the need for additional photo -

editing programs.  

Create extraordinary presentations  

Design, layout, graphics, and effects all work together to help you communicate your ideas. Not 

a professional designer? No problemñyouõre just a few clicks away from slides that help 

maximize the impact of your message. 
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¶ Add dynamic 3-D slide  transitions  and more realistic animation  effects to grab your 

audienceõs attention. You can also use the new Animation Painter  to copy your custom 

animations as easily as you use Format Painter to copy formatting of text and objects. 

¶ Take advantage of more professionally-designed, customizable Office themes  to quickly 

create beautiful presentations. You can also use themes to easily coordinate colors, fonts, 

and graphic formatting effects throughout all of your Microsoft Office 2010 documents 

for a polished, professional statement. 

¶ Explore a wide selection of additional SmartArt graphics ñincluding many new layouts 

for organization charts and picture diagramsñand use improved tools to create 

inspiring, engaging graphics just by typing a bulleted list.  

Get easier access to  the right tools, at the right time  

New and improved features can help you create better content and work more easily, but only if 

you can find those features when you need them. Fortunately, the enhanced, customizable 

Ribbon  in PowerPoint 2010 makes it easy to uncover more commands so you can focus on the 

end product, not how to get there.  

Want an easier time making sure that your presentation is finished and ready to share? Wishing 

for a faster, more direct way to print something? The new Microsoft Office BackstageË view 

can help you achieve all of this and more. You can now more easily print, share, and manage 

presentations and their content, and customize your PowerPoint 2010 experience, all from one 

convenient location. 

Save time and simplify your  work  

Itõs much easier to create and manage presentations when you can work the way you want. 

¶ View and edit multiple presentations independently, side -by-side, or even on separate 

monitors  with new multi -window support . 

¶ Organize, access and assign slides with ease using new presentation sections . 

¶ Recover files  that you closed without saving ! Thatõs right. You can now recover 

presentations that you accidentally close without saving, even if you had never saved the 

file. 
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¶ Save time and improve results with the intuitive new Paste with Live Preview . Getting it 

right the first time is always faster than doing it over.  

You may share presentations with colleagues or friends, or work together with others on a team 

project. Regardless, the complications and delays that can arise when sharing or collaborating 

on content can be frustrating to say the least. That is, until now. PowerPoint 2010 makes waiting 

your turn a thing of the past and gives you ne w and improved tools that make sharing your 

work simple and hassle-free. 

Redefine working together on presentations  

PowerPoint 2010 provides easy ways to bring people together. New and improved technologies 

help break down barriers so you can share and work together more efficiently and effectively. 

¶ Broadcast your slide show  instantly to people in other locations, whether or not they 

have PowerPoint installed.1 Or, create a video  of your presentation ñincluding your 

transitions, animations, narration, and timingsñto share with virtually anyone, any time. 

¶ You can now edit the same presentation , at the same time, as other people in other 

locations. 2 You can even communicate instantly  as you work, directly from 

PowerPoint.3  

¶ Collaborate with confidence using new, improved and simplified security tools. For 

example, the new Protected View  helps you make informed decisions when opening 

unknown files, before exposing your computer to possible vulnerabilities.  

¶ Break down language barriers with new and  improved translation tools  and language 

settings . 

                                                 

1
 Requires Microsoft SharePoint Foundation 2010 (for business) or a free Windows LiveË ID (for personal use). To broadcast via 

SharePoint 2010, Microsoft Office Web Apps must be installed. Broadcasting via Windows Live is a free service that enables up to 50 

attendees per broadcast. 

2
 Requires Microsoft SharePoint Foundation 2010 (for business) or a free Windows LiveË ID (for personal use).  

3
 Instant messaging requires one of the following: Microsoft Office Communications Server 2007 R2 with Microsoft Office 

Communicator 2007 R2; Windows Live Messenger, or another instant messaging application that supports IMessenger. Voice calls 

require Office Communications Server 2007 R2 with Office Communicator 2007 R2 or an instant messaging application that supports 

IMessengerAdvanced. 
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Ideas, deadlines, and work emergencies donõt always occur conveniently when you are at your 

desk. Fortunately, PowerPoint 2010 gives you the power to get things done when and where 

you want. 

Work when and where you choose  

Itõs easy to take your PowerPoint 2010 presentations with you and stay on top of your work 

when youõre on the go. 

¶ Microsoft PowerPoint  Web App  enables you to view a high fidelity version of your 

presentations, make light edits, or view your presentation slide show. Access some of the 

same formatting and editing tools that are in PowerPoint 2010, and work in a familiar 

editing environment, from almost any computer with a Web browser. 4 

¶ Micros oft PowerPoint  Mobile 2010  gives you a lightweight editor for your 

presentations thatõs especially designed for easy use on your Windows phone. You can 

even run your slide show right on your phone. 5 

                                                 

4
 Office Web Apps require an appropriate device, Internet connection, supported Internet Explorer, Firefox, or Safari browser, and 

either SharePoint Foundation 2010 for business or a free Windows Live ID for personal use. There are some differences between the 

features of Office Web Apps and the Office 2010 applications. 

5
 An appropriate device is required. Some mobile functionality requires an Internet connection. Office Mobile 2010 is not inclu ded in 

Office 2010 applications, suites, or Office Web Apps. It will be available at the general availability of Office 2010 on Windows phones 

(Windows Mobile 6.5 or above). There are some differences between the features of Office Mobile 2010 and the Office 2010 

applications. 
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Make the media fit the message  

Embed, Edit and Format Video  New!  

Embed video and customize your video experience right in PowerPoint 2010, without the need 

for additional software. When you insert videos from your files, they are now embedded by 

default so you donõt have to manage additional files when sharing with others. 

Easily edit and manage the videos you insert from your files : 

¶ Video bookmarks . Bookmark key points in your video for quick access or trigger 

animations to start automatically when a boo kmark is reached during playback. 

¶ Video trim . Trim your embedded video with a simple click and drag, so that your 

audience sees exactly what you want. 

 

Figure 1: Trim video directly from within PowerPoint 2010. 
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¶ Video tools . Add fades, video effects and styles. The formatting and effects that you 

apply to the videos you insert from your files are retained while the video plays. 

¶ Video p oster frame . Use your slide area to tell your story more effectively and avoid 

solid black rectangles that are difficult to print. Select a frame from the video or a picture 

from your files as an image that fills the object area when the video is not playing.  

 

Figure 2: Apply formatting and effects to your videos from the Video Tools Format tab. Find 

features including bookmarks, fade and trim on the Video Tools Playback tab.   

¶ Play video as background:  Place video objects behind placeholders or other content on 

the slide master or slide layouts, or on a slide behind other objects. Videos that you 

insert from your files remain in the order you place them, giving you the ability to 

playback video as a dynamic slide background or as part of a choreographed animation 

sequence during your presentation. 

Quick Tips:  

¶ When you embed video and audio files in your presentations, you embed a copy of that file. So all 

formatting and editing that you do to the media object on your slide affects only the copy of that 

object that resides in your presentationñthe original media file is not changed.  

¶ You can also edit the embedded audio files in your presentations. Trim, add fades and insert 

bookmarks to key points. 

¶ Need to insert video or audio from your files as a link instead of embedding the file? In the Insert 

Video  or Insert Audio dialog box, select the media file you want to insert , click the arrow beside the 

Insert  button , and then click Link to File . When you insert video or audio as links, you can still use the 

editing and formatting tools to customize the media on your slide without affecting the original file.  

¶ PowerPoint 2010 offers more media format flexibility. Insert a core set of audio and video formats, 

such as WMV, WMA, and MP3. Core formats supported out-of-box will vary with operating system. 

PowerPoint 2010 also supports additional formats, such as DivX, MOV, and H. 264 when you install 

DirectShow codecs available from third parties (fees may apply). 
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¶ Compress Media : Embedding video and audio files in your presentations helps you 

create powerful, dynamic slide shows. But embedding those media files can also add 

substantially to file size, making presentations more difficult to share. And very large 

media files can require more system resources for high playback quality.  

 

With these issues in mind, PowerPoint 2010 provides the Compress Media  tool to help 

you reduce file size and improve performance. Just click to select the compression 

quality you prefer, as shown in Figure 3. If you are not happy with the quality when you 

playback your media after compression, it takes just one more click to undo the last 

compression. 

¶ Optimize Media Compatibility : Need to run your slide show on another computer or 

send it to others to p lay on their own? The Optimize Media Compatibility tool adapts the 

encoding of your embedded media files to help improve the playback experience when 

your presentation runs on another computer.  

 

Figure 3: Access 

media 

compression and 

opti mization 

options in 

Backstage view, 

on the Info tab.  

Quick Tip:  For more information about how features such as video trim and compress media work with 

your embedded media files, see the Power User Tips section of this guide. 
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Insert V ideo from Web Site  New!  

Easily insert linked videos that youõve uploaded to Web sites for playback directly in your 

presentation.6 

Just copy the embed code text that you see on the Web page where your video is posted and 

paste it into the dialog box shown in Figure 4. PowerPoint inserts the video on your slide so that 

you can play it without leaving PowerPoint during your presentation.  

 

Figure 4: Just copy and paste embed code text to insert videos that you have 

posted on the Web onto your slides. 

Video and Audio C ontrols  New!  

Pause, rewind, fast-forward, move to bookmarks, and change audio volume while presenting. 

These new controls enable you to manage playback for the video and audio on your slides 

without leaving slide show mode. 

                                                 

6
 Internet connection required for playbac k of linked video from a Web site location.  
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Figure 5: Just 

point to a video 

or audio object 

during your 

slide show to 

see and access 

controls. 

Quick Tip s:  

¶ You might already know that you can press the F1 key while in slide show mode to view a list of 

common keyboard shortcuts for use while presenting. PowerPoint 2010 adds many new shortcuts, 

such as those for media controls as you see here. 

 

¶ The new audio and video controls are available to media that you insert from your files. Videos that 

you insert from a Web site will have the controls as provided by that Web site. 
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Picture Editing Tools  New and Improved!  

PowerPoint 2010 gives you the freedom to be your own graphic artist with a range of new and 

improved tools for working with images.  

¶ Apply all new Artistic Effects, such as paint strokes, line drawing, glass, pencil sketch, and 

pastels. 

¶ Explore new correction tools, including Sharpen and Soften, as well as improved 

Brightness and Contrast tools. 

¶ Experiment with new color tools, including Color Saturation  and Color Tone, and an 

improved Recolor tool.  

¶ Grab only what you want from your image and leave the rest behind with a new Remove 

Background tool. 

 

Figure 6: Original image shown at top and then clockwise using the glow edges, cutout, and 

glass artistic effects, and with image background elements removed. Color and correction 

tools help turn the same image into the slide background. Additionally, picture styles and 

effects are applied here to add border, shadow, bevel, rotation, soft edges and shapes. 






































































































































