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File menu : .. .. 
New -- Creates a new, blank file.

Open--- Opens or finds a file.

Close --- Closes the active file without exiting the program.

Save --- Saves the active file with its current file name, location, and

file format.

Save As --- Saves the active file with a different file name, location,

or file format. 

Pack and Go :…Starts the Pack and Go Wizard, which helps you pack up a presentation so that you can run it on another computer. If you make changes to your presentation after you use the wizard, run the Pack And Go Wizard again so that you can update the information.

Save As Web Page --- Saves the file in HTML format (a Web page),

so that it can be viewed in a Web browser,

Web Page Preview ---  you can see how it will look before publishing 

it in web page.

Page Setup --- Sets margins, paper source, paper size, page 

orientation, and other layout options for the active file.

Print Preview --- Shows how a file will look when you print it. 

Print --- Prints the active file or selected items. To select print 

options, on the File menu, click Print.

Properties --- Displays the property sheet for the active file.

Exit --- Closes this program after prompting you to save any unsaved 

 files. 
Edit menu

Undo --- Reverses the last command or deletes the last entry you typed.

Repeat --- Repeats your last command or action, if possible. The Repeat command changes to Can't Repeat if you cannot repeat the last action.

Cut --- Removes the selection from the active document and places it on the Clipboard.

Copy --- Copies the selection to the Clipboard.

Paste --- Inserts the contents of the Clipboard at the insertion point, and replaces any selection. This command is available only if you have cut or copied an object, text, or contents of a cell.

Paste Special --- Pastes, links, or embeds the Clipboard contents in the current file in the format you specify.

Paste as Hyperlink --- Inserts the contents of the Clipboard as a hyperlink at the insertion point, replacing any selection. This command is available only if you have cut or copied the contents of a cell or data from another program.

Clear  --- Removes all cell contents and formatting, including 

comments and hyperlinks, from selected cells.

Find --- Searches selected cells or sheets for the characters you

specify, and selects the first cell that contains those characters.

Replace --- Searches for and replaces the specified text and formatting.

Go To --- In Microsoft Excel, scrolls through the worksheet and selects the cell, range, or cells with special characteristics you specify.

Duplicate :… Makes a quick copy of a selected object. To make additional copies of the same object, click Duplicate Again.
Delete Slide :…Deletes the current slide in notes view. Deletes the selected slides in slide sorter or normal view.

View menu
Normal …Switches to normal view, where you can work on one slide at a time or organize the structure of all the slides in your presentation.

Slide Sorter :… Displays miniature versions of all slides in a presentation, complete with text and graphics. In slide sorter view, you can reorder slides, add transitions and animation effects, and set the timings for electronic slide shows.
Slide Show:…Runs your slide show, beginning with the current slide if you're in slide view or the selected slide if you're in slide sorter view.

Notes Page :…Displays the notes page for the selected slide, where you can create speaker notes for the slide.

Master Slide Master :…Displays the slide master, where you can set the default layout and formatting for all the slides except title slides .
Master Handout Master …Displays the handout master, on which you can add or change header and footer information that you want to appear on every handout.

Notes Master… Displays the notes master, on which you can modify the layout and formatting of your notes pages.

Color … Shows the presentation in color.

Grayscale … Shows the presentation in black and white. The appearance of objects on your slide depend on the options you select on the Grayscale View shortcut menu under Setting.

Pure Black and White … Shows most objects in the presentation in either black or white. The appearance of objects on your slide depend on the options you select on the Grayscale View shortcut menu under Setting.
Task Pane … Displays the task pane, an area where you can create new files, search for information, view the contents of the clipboard, and perform other tasks.

Grid …Sets the snap-to-grid options that you can use to easily align drawing objects.

Format menu

Font …. Changes the font and character spacing formats of the selected text.

Bullets and Numbering … Adds bullets or numbers to selected paragraphs and modifies the bullets and numbering format.

Align Left …Aligns the selected text, numbers, or inline objects to the left with a ragged right edge.

Center …Centers the selected text, numbers, or inline objects.

Align Right …Aligns the selected text, numbers, or inline objects to the right with a ragged left edge.

Justify …In Microsoft Word and Microsoft PowerPoint, aligns the selected paragraphs to both the left and right margins or indents.

Line Spacing …Sets the amount of space between selected lines of text.

Change Case …Changes the capitalization of selected text.

Replace Fonts …Replaces an existing font in your presentation with another one.

Slide Design …Displays the Slide Design task pane, where you can select design templates, color schemes, and animation schemes.

Slide Layout …Changes the layout of the selected slide or reapplies the current master styles to the placeholders if you've modified their attributes. This command does not affect objects and text outside the placeholders.

Object … Formats the line, color, fill and pattern, size, position, and other properties of the selected object.

Tools menu

Set Language … Designates the language of selected text in a file that contains more than one language. The spelling checker automatically uses the dictionary for the designated language.

Meet Now …Starts an impromptu online meeting by sending an invitation to participants. The participants you invite to the meeting must be running Microsoft NetMeeting on their computers.

Schedule Meeting …Schedules an online meeting by using names from the address book of your e-mail program and checks the availability of the meeting participants.

Web Discussions …Displays the Discussions toolbar, where you can insert a new discussion about the file or perform other discussion tasks.

Meeting Minder … Opens the Meeting Minder, where you can take meeting minutes and record action items during a slide show. Action items appear on a new slide at the end of your slide show. You can post the action items to Microsoft Outlook, or you can transfer the minutes and action items to a Word document and then print that document.

Tools on the Web … Connects you to Microsoft Office Tools on the Web for information about integrated eServices that are available.

Macros …Opens the Macros dialog box, where you can run, edit, or delete a macro. Use Record New Macro     to record a series of actions as a macro, or click Visual Basic Editor to write a macro.

Record New Macro …Records a series of actions as a macro that you can later "play back."

Security …Sets a high, medium, or low security level for files that might contain macro viruses and lets you specify names of trusted macro developers. 

Visual Basic Editor …Opens the Visual Basic Editor, in which you can create a macro by using Visual Basic.

Microsoft Script Editor …Opens the Microsoft Script Editor, where you can add text, edit HTML tags, and modify any script code. You can also view your Web page as it will appear in a Web browser. 

Add-Ins … Specifies which add-ins are automatically available when you start Microsoft Office. You can load or unload add-ins that come with Microsoft Office as well as add-in programs that you create.

AutoCorrect Options … Sets the options used to correct text automatically as you type, or to store and reuse text and other items you use frequently.

Customize … Customizes toolbar buttons, menu commands, and shortcut key assignments.

Options … Modifies settings for Microsoft Office programs such as screen appearance, printing, editing, spelling, and other options.

