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PowerPoint to PDF

NOTE: When adding PowerPoints to Moodle, please upload them as PDF for the students to print

Getting Started: If your PowerPoint has a background design, remove it first before creating the PDF.

with Design.
/

To remove the background design, open your PowerPoint.

Select all of your slides and choose the Design tab in the ribbon

With the slides selected choose the Office Theme
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This will make it much easier for your students to print.
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File name:
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Save as type: [PmlPoint Presentation (*.pptx)

PowerPoint Presentation (*.pptd)
PowerPoint Macro-Enabled Presentation (*.ppt
PowerPoint 97-2003 Presentation (*.ppt)

Authors:

XPS Document (*.xps)
PowerPoint Template (*.poty)
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7. Read through the Options to set up the PDF as you want it.

8. Most faculty members prefer to give the class the handouts
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3. Choose your location to save the PDF
file. The name will remain the same as
your PPT file.

4. Choose the save as type (PDF)

5. Check to make sure it is defaulted to
Standard
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with 3 slides per page and room for notes.

9. When you have set your options click OK \
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Your PowerPoint is now saved to be printed or uploaded to Moodle.
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