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Printing Power Point in Outline View

Step 1: Double-click your Powerpoint presentation to open the slideshow in Powerpoint 2010.

Step 2: Check each slide to ensure that you have included all of your text information, and that everything is spelled correctly. Note that there is a spell check utility available in the Proofing section of the ribbon on the Review tab.

Step 3: Click the File tab at the top-left corner of the window.

Step 4: Click Print in the column at the left side of the window.

Step 5: Click the Full Page Slides drop-down menu at the center of the window, then click the Outline option in the top section.



Step 6: Check the outline document in the preview section at the right side of the window to see what information will be included on the printout. If something is incorrect or does not make sense without also including a video or image to which it refers, then consider revising the text so that it is more helpful in the outline format.

Step 7:  Click the Color drop-down menu, then click Pure Black and White
Step 8: Click the Print button at the top of the window to print out the outline document.

Printing Power Point in Handout View

Step 1: Double-click your Powerpoint presentation to open the slideshow in Powerpoint 2010.

Step 2: Check each slide to ensure that you have included all of your text information, and that everything is spelled correctly. Note that there is a spell check utility available in the Proofing section of the ribbon on the Review tab.

Step 3: Click the File tab at the top-left corner of the window.

Step 4: Click Print in the column at the left side of the window.

Step 5: Click the Full Page Slides drop-down menu at the center of the window, then click the 6 Slides Vertical option in the middle section.
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Step 6: Check the document in the preview section at the right side of the window to see what information will be included on the printout. If something is incorrect or does not make sense without also including a video or image to which it refers, then consider revising the text so that it is more helpful in the handout format.

Step 7:  Click the Color drop-down menu, then click Pure Black and White
Step 8: Click the Print button at the top of the window to print out the outline document.
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