PowerPoint Window


Title Bar – displays program name, document title, minimize and restore buttons, and close button

Menu Bar – PowerPoint commands are grouped into options that can be found in drop-down menus

Standard Toolbar – contains buttons for the most frequently used commands such as copying, cutting, pasting, inserting clip art, adding animation effects, etc.

Formatting Toolbar – contains options such as changing typeface and size, increasing and decreasing type size, adding type styles such as bold and italics, and changing paragraph alignment.

Drawing Toolbar – contains buttons that help you draw objects such as lines, arcs, and shapes, and adding color, shading, and shadow to those objects

Presentation Window – window where slides are created and displayed

Scroll Bars – used to move the presentation window left and right (horizontal), and up and down (vertical)

View Toolbar – contains buttons for changing the presentation view (individual slides, several slides at once, outline, and also run the presentation)

Status Bar – displays messages about PowerPoint features, and displays information about the viewing mode
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