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; 3 : . designed to
'On the Insert tab, the g—a—H—e—r—i—&s— include j¢ame that 27¢ gesigned 10

coordinate with the overall look of your document. You can use these galleries to

insert tables, headers, footers, lists, cover pages, and other document building blocks.

WHEN YOU CREATE PICTURES, charts, or diagrams, they also coordinate with your

current document look.

hoosing a look for the selected text rom||

the Quick Styles gallery on the Home tab.

You can o also
format . text
directly by using
the | other
controls .:F . T s on the

Home tab. Most controls offer a choice of
using the lodk from the current theme or
using a format that {)u specify directly.
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1l

2
3
4

NoDate Voucher
03/07/2005 ........cnc..... .01
12/06/2005 ......occveneenen. 02
05/23/2005 ............... cesselI
VFI5 00 01 J——— 04

NoDetails Amount
2 Batteries 35.00
1 Super Glue -----m-mmmmemen 45.00
1 Sunk BoX---mmmmmammmamme 180.00
1 Cello tape ------=-=memmem-n 50.00

Arc View Arc Editor
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A) Departments
i) Tamil
i) History
Ist.  Staffs
* Academic
* Non — Academic
2nd. Students
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2) Faculty of Science
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. 1) Physics
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) Sri Lankan Economy
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University System Slide Structure — Good
. . * Use 1-2 slides per minute of you
University . r}
presentation <
i Welcome to SVIAS * Write in point form, not compkt}: sentences
P 2 )
= 4. ; .
s Departments * Include 4-5 points per slide
SVIAS sy : N ,
O | Dramij | Music ] * Avoid wordiness: use key words and phrases
. ) only
. J ,/
i 3

you are saying

focused

i

Slide Structure - Good

¢ Show one point at a time:

* Will help audience concentrate on what

*Will prevent audience from reading ahead l

* Will help you keep your presentation




