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It is suggested that you spend a few minutes clicking the various choices in the Microsoft File
Menu screen to familiarize yourself with what they do.

If you look at the bottom of the Microsoft File Menu screen you will notice that the
PowerPoint Options button is no longer there. This button is now called Options on the File
Menu.
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When you click the Options button the image below will appear. Notice, on the left side of
the menu screen there are a number of choices (e.g. General, Proofing, Save, etc.). When you
click a choice on the left side of the screen, the options for that choice appear on the right.

You will see that Microsoft has placed a lot of resources that were under File-Tools-Options, in
previous versions of Office, in this menu.
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The last choice — Trust Center — allows you to secure information in your documents and
protect your computer.



