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Outline View directions:

· Open PPT

· Click on the Outline View Tab
or click the Outline View icon from the View toolbar (bottom left corner)   

· Click next to slide 1 – type (title) Writing  /  press Ctrl + Enter – type subtitle (name, date)

· Press Ctrl + Enter again to go to slide 2 – type title (Writing Sequence) / press Ctrl + Enter – type Intro (Enter), PreWrite (Enter), Draft (Enter), Revise / Press Ctrl + Enter

· Select slide 2 (this highlights all the information for slide 2) – press Ctrl + D (duplicates the slide)

· Highlight only the bulleted list on slide 3 – press Shift + Tab (creates individual slides for the list)

· Delete slide 3

· Click at the end of slide 6 – press Enter to create a new slide

