Biography Outline

1.  Research the person (no Wikipedia) and put all of your information in outline form.

2.  Decide on how many slides you will have.  You need a minimum of 6 (one is the title slide).  That is how many numbers you will have on your outline.
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3.  To start the outline, you need to click on Multilevel list in the Paragraph Group. Choose the 2nd option (next to None) that includes letters and numbers.

4.  Type the text, pressing Enter after each item.  The next number is automatically inserted at the beginning of each line at the same numbering level.

5.  To move an outline numbered item to the appropriate numbering level, click 
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   to increase indent or   to decrease indent.

Your outline will probably have more information than your PowerPoint will.  PowerPoint presentations have short, concise points.  After your outline is completed I must see it before you begin your PowerPoint presentation.  

