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Tips and Tricks

• To copy faster use quick commands like ‘CTRL 
+ C’

• If you want to paste faster the command ‘ 
CTRL + V’ can be used

• In case you have pasted the wrong address 
you can use ‘ CTRL +Z ‘ to undo 

• In the link tab you can link the text to more 
than just addresses , you can link it to images 
or other documents located in your 
computer

Highlight the address for 
the webpage and copy it

Paste it in the 
address tab

After you have clicked OK 
, the text should look like 
in the imageAdd the text you 

wish to be a 
hyperlink

Highlight it

Click ‘LINK’

Chose ‘Existing 
File or Web Page’

Open PowerPoint 

Start a new blank 
presentation
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