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Creating a Presentation
Lesson Notes
Author: Pamela Schmidt
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PowerPoint is a program used to create presentations.
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Ribbons

The Ribbon is broken up into groups of related items with tabs. Individual items are called

Commands.

The Ribbons can be displayed all the time or they can be minimized and only displayed

when the tab is selected.

To minimize the Ribbon, right click on the tabs and choose “Minimize the Ribbon.”

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

Click on the “dialog box launcher” (little arrows at the bottom of
each Ribbon section) to open the dialog boxes similar to the

older MS Office systems.

Contextual tabs

-

e

A
—

There are features that do not appear until needed. The tools for working with pictures will

not appear until a picture is selected. When
picture is selected, the Contextual Tab
“Picture Tools — Format” will appear as a tab.

Galleries
To make the tools intuitive, Microsoft created

Galleries displaying the possible results of a tool.

=~ e - -

- |

Picture Styles

Live Preview
As a user takes the mouse over an
option/selection, the document will change to
reflect how the changes will effect the
document. The changes are not set until the
user clicks on the option/selection.

View

Recently Used Fonts

% Abadi MT Condensed
T AlaskanNights

All Fonts

[ & NN 4 4 4 4 & 4

a
Presentationl - Microsoft PowerPoint
Developer Add-Ins
A == .
l|P owerPoint Picture Tools
= = View Developer Add-Ins Format
¥ Picture
i R} —
[ ol el ~ & Picure
= b Picture
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Opening an Existing Presentation
Use the Office Button to access the menu containing “Open”
tool, or CTR+O on the keyboard.

ke
7 Qpen

H Save
H Save As

New Slides

Saving a Presentation
To save a presentation use Save or Save As from the Office
Button menu, choose the save button on the Quick Access
toolbar., or CTRL+S on the keyboard.

Use the New Slide tool on the Home ribbon. If the arrow at the

bottom of the button is used, the layout can be chosen at the time of

creation.

After the slide is created, the Layout tool can be used to change the

layout.

= Layout -

Office Theme

Title Slide

Title and Content

Section Header

Two Content Comparison Title On
Title Cnly

...................

Blank

Content with Caption  Picture with Caption

Mew

QOpen

ne Insert Design Anir

: :j = Layout ~
| |E Reset

New |B 1

Slide ~ Pi:l Delete

Office Theme
i

Title Slide Title ar
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Title Slide

The title slide has two preset areas for typing.

Click in the text box to enter the desired text.



Insertion Point Movement

MS PowerPoint 2007: Creating a Presentation

Keys

Movement

Arrows

one character at a time

Control Arrows

one word at a time

Home

to the beginning of the line

Control Home

to the beginning of the text box

End to the end of the line
Control End to the end of the text box
Page Up up one screen

Page Down down one screen

Selecting Individual Text

Mouse

Click at the beginning of the desired text and while holding down the left mouse button, drag

across the text.

Click at the beginning of the desired text then hold down the shift key and click at the end of

the text to be selected.
Double clicking on a word will select the word.
Triple clicking on a word will select the paragraph.

Keyboard

Place the cursor at the beginning of the desired text and hold down the shift key while using

the arrow keys to move over the area to be selected.

Undo

To undo the previous actions, select the Undo button on the Quick Access toolbar.

Move/Copy/Delete Text

Select items to be moved, copied, or deleted, then use the menu, keyboard shortcuts, or
toolbar to activate the desired command.

Command Ribbon Menu Keyboard

Move ¥ Edit Cut Ctrl X Go to destination and
choose Paste

Copy Edit Copy | CtrlC Go to destination and
choose Paste

Paste 2! Edit Paste | Ctrl V

Delete none Edit Delete | Delete Key
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Selecting Items
Click once on an item to select the item.

* My Escape

Sandbridge Rohd
* Virginia Beach, VA

LR TR AR AT

A A W e |

A W A

* Red Lion
* Ocean Front Drive
* Emerald Isle, NC

L R AR TR AR AN

To select several items, click on the first item the hold down the shift key to select

subsequent items.

Resizing ltems

o

* My Escape
» Sandbridge Road

* Virginia Beach, VA

* Red Lion
* QOcean Front Drive
+ Emerald Isle, NC

Items, including text boxes, can be resized by taking the mouse over the handles of the
selected item. The mouse pointer will turn into an arrow. Drag the arrow to resize the item.

Moving ltems

Text boxes can be moved by grabbing the frame and dragging.
Other objects can be moved by clicking in the middle of the item and dragging.

GU | d es Grid and Guides 2 [
Guides are used as a help to placing items at a specific Snap to
location. The guides can be moved in small increments to /| Snap objects to grid

locate an exact location on a slide. Items, including text

boxes, will jump to the guide.

Home Ribbon, Arrange tool, Align, Grid Settings Display grid on sareen

Snap objects to other objects
Grid settings
Spacing: 0.083 EI Inches

Guide settings

[#]iDisplay drawing guides on screer:

| Set as Default | I OK l ‘ Cancel
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Fonts
Click on a word to change the word.

Block desired items to be changed.

Click on the frame to change everything in the frame. (The frame will turn from stripes to
dots.)

D e R e e e M e e e e

§ Why I Should Win the Lottery

i SRRl e

I'q.n".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-"]_I.p".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-".-"I}.-’a"f.-’a"f.-’a"f.-’a"f.-’a"fa"}.-’a"}.-’a"

W

” Why I Should Win the Lottery ¢

The fonts can be changed by using the Home Ribbon or the .

LR R _N BN i "

Calibri (B~ 28 - A" & & - Z - F
----------- B IE=E S A -F =i/
- I | - -
1
Test |
Font HE
Eonk: Font style: Size:
ITimes Mew Rarman IReguIar |44
Cancel |
T Techno =l 25 =
' Teddyber v1.2 Eiold 32
T Teletvpe Ttalic 36— Preview |
T Tempus Sans ITC —I  |Bold Italic 40
Tires Mew Rorman =
Effects Color:
B 3 . w
I undetline [~ Superscript ‘ .A A
[ shadow Offsek; IIZI E %
[T Emboss [ Subscript [ Default for new objects
This is a TrueType Font,
This same Fank will be used on bath wour prinker and wour screen,
Fere ! Use the Increase and

Decrease buttons to change the font size proportionately.
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Paragraph Justification

Justification for a paragraph can be changed by selecting Alignment from the Format menu,
or choosing an Alignment button from the toolbar.

Format Tools  Slide Show  Wind: L eft Justi | R ‘R. b -
e usti = Bl —
A Font... fy = = = ight Justify

r= Bullets and MNumbering. ..

: U — Center
Align Left kL

Line Spacing... |_ Center Ckrl+E
—hange Casg... = align Right  Chrl+R
Replace Fonts, .. = Justify

Paper Size and Orientation
To change the paper size or orientation, select Page Setup from the File menu.

Page Setup HE

File Edit “iew Insert Format Tools 5l

| O New... Chren Slides sized for: —Orienkation ———
:ﬁr Open... Chrl0 Hon-sCreen Show —Slides |
" Partrait cance
; E Save Chrl+5 el N
2 ITE Inches % | andscape
Save As...
; Height: —Motes, handaouts & outling -
Web Page Preview I? 3 Inch !
' o7 | Lniei= * Portrait
SI5E SEL S Murnber slides From: ™ Landscape

[ =
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Change View

B =L o F

Normal — shows slide, outline, and notes on one screen

Outline — used to see the presentation in an outline mode

Slide — Shows individual slides

Slide Sorter — shows all the slides on one screen

Slide Show — shows the slide presentation on the screen

Notes Page - displays the notes page; shows slide on top with note

area underneath
Note: This must be accessed from the View Menu.

lict] «d (233 7 Wl

Normal

MS PowerPoint 2000 default normal view
shows the outline in a window to the left of

Microsoft PowerPoint - [Fresentation1]
J@ File Edit Yiew Insert Format Tools Slide Show Window Help

JDBE\@JWhééﬂnvﬂ |g|:|u=«: Y A

the slide and the notes at the bottom of the | cwe - - w2 u 5 = =K e e m CHS

screen. 1 [ Why I Should Win the =
Lottery
OUt' | n e Ezulr Person
. . . . 2 (2 why I Should Win the
The outline view will show the presentation taery 1 Why I hould Win the Lottery
. . + My house needs
as an outline. Changes and additions can oty By
. . 1.Ineed a new fance ‘ot Person
be done N the 0Ut|lne mOde 2.0 want new plants for
the yard
Slide e wcrn e
. . . think I have already ick to add notes =
Shows individual slides. N LB | ki o
) JDraw-’_0|AutoShapes \\DD.4|£ A-=SE=g 8-
Sl Ide SO rter ‘ Cutline | Defaulk Design rQ:f_ y

The Slide Sorter shows a thumbnail of all the slides in the presentation. The slides can be
rearranged by dragging the slide to N o
the desired position. “‘“‘” - .

Wiy I Should Winthe Lottery
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Notes
Note pages have the slide and a note area on each page.

Notes can be printed, but are not viewed on screen during a presentation.

Y]
7 #
i

East maxed during the 33 gty

Extra people employed duting 33 gty

Hint: if the notes are to be used during a presentation, use a font large enough to be read in
low light.

10
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Lists

Numbered Lists

Creating a Numbered List

To create a Numbered List, click in the paragraph to be numbered, then click on { —
the Numbered List tool on the toolbar. (The Numbered Lists is new to MS §—

PowerPoint 2000.) -

Changing a Numbered Lists

To change a numbering style, click in the paragraph, then choose Bullets and Numbering
from the Format menu. Choose the Numbered tab, then choose the desired style.

Bullets and Numbering EE

Eulleted  Mumbered |

) 1.
The starting number can be N 3 I
changed by using the Start one '
at: box. 4 Iv.
startat:[2 | 2 .
C. ) e. i,
D d) d v
Size: WE “a of bext Color: I_ vI Start at; |2 E

I I Cancel |

11
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Bulleted List
New Slide HE|

Choose an Autalayauk:

[~ Cancel |

NEIRIE== R

Bulleted Lisk

[~ Don't show this dialog box again

=

When entering bulleted lists, hit enter after each bullet to create the next bullet.

Changing Bullet Levels
Use the tab key to indent the bullet a level.

Use the Shift Tab to bring the bullet back a level. Why I Should Win the Lottery

* My house needs renovating
—Ineed a new fence
— I want new plants for the yard

* T have six grandchildren

* I have two children who think I have
already won the lottery

* My husband owns a Harley Davidson
motorcycle

Any text box can be changed to having bullets by using the bullet button on
the toolbar.

12
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Changing Bullets

To change a bullet, click in the paragraph, then choose Bullets and Numbering from the
Format menu.

S R = e e e st Ml Bullets and Numbering HE
‘ Eulleted II"-.IumI:uereu:I I
- - O b
The Size box will change the
size of the bullet. Meone o =
Size: [100 2 % of text o "
The Color combo box O . » v
changes the color of the O o 3 v
bullet.
D ) } v
Calar: I_ vI
||! Automiatic | 2ize: Il':":' 3 % oftext  Color: I_ 'I Picture. .. | Character... |
mi Al 00 Inln
Ik I Cancel |
More Colors. ..
Choose the Character button to change the character of the bullet. A h "
dialog box will appear. Use the Bullets from: combo box to change the font e
used for the bullets.
Bullet K E
Bullets From: Colar: Size:
[ Wingdings =] [— -] 100 =] % of text
||| B (ED| B || O | CE| | (e (a2 e (O |E= B0 | @ B8 | & || B -
BlE| @]t |a|b|a|=|=|d|F|[F|c|e|a|&F 2(p Al w ||+ F]t
wle|o|w| 2oy X(=f w2 0|2z %o |o|n|Oolo|o|of -
| (4| e || 38| G| W% |0 S| @ F | B | B @) | D D] ||
O (O e |0 |0 | Wb |og | o050 |G| =i DO @ | @[O0+
L AR AR AR Rl ol e ol R vl ) ol U IV 0 G IO - - - = T
EO LT ) el ] P ) P e el B R el I I S R el e ) FE R R ) I P
Al | ||| o[ ||| |g]|d]|w|e|"|R|e|lula|a|c|+|B|D|8E

a4 I Cancel

13
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Picture Bullet
Choose the Picture button to change the bullet from a character

to a picture. (New to MS PowerPoint 2000). A dialog box will F' |:
appear. Choose the picture to be used as the bullet. _|': UFe. ..

+My house ne

7 My hOLl:

A star in the bottom right corner of the

picture thumbnail indicates animation. Search text: || Search |

|

® 3 m

v ¢ N

| o

hd
Impart... K | Cancel |

14
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Tables

New Slide HE
A table is an object that is Chaose an AutoLayout: K

embedded into a slide. Cancel |

In the New Slide dialog box,
choose the table slide.

‘ Table

=

™ Don't show this dislog box again

Click to add title

In the center of the slide that appears, double click on
the table icon.

Double click to add table A d|a|og box will appear Insert Table |

where the number of Aumber of columns:

columns and rows can be |§—H
Cancel |

chosen.

Murnber af rows:

R

The table will be inserted in the activated mode. A Table and Borders toolbar should
appear.

Data can be entered into the cells. |  rressreereo i
e ——#ie 2|02 %

Use the tab key to move from one cell
to the next. Shift tab will move in the
opposite direction.

Note: if tab is use in the last cell of the
table, it will create a new row. Adding
a row at this time can cause one of
the rows to disappear from view. The
size of the table will have to be
adjusted.

To leave the table, click anywhere

else on the slide.

15
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Tab|e Formatting Format Tools Slide Show  wind
To change the borders or 5‘3 Font... Format Table
shading in the table, 1= Bullets and Murnbering, ..
choose Table from the Alignmert » Borders Rl | Texto |
Format menu. (In MS 1ine 2pacing... = Click on diagram below or use buttons
PowerPoint 97 choose S . e Ead
Borders and Shading from Replace Fonts. . - o
the Format menu.) &) slide Layet. . o
Slide Colar scheme..,. | ---—a-—-- =l
Background... cal
Apply Design Template. .. I_D il J
I -
Colors and Lines. .. Width
Wbz R p—
Table/Cell Borders
When the Format Table dialog box appears, o | _conel | oo |
choose the Borders tab. Pick the style and color T
. >
of the borders, then choose the border side for the NI
selected cells. Borders Fil | Text Box |
™ Fill calar:
I El i ST aEEanEnt:
Cell Shadlng “E Aiutomatic |
When the Format Table dialog box appears, my by ] el
choose the Fill tab, then select the color or fill Here Colors...
effect for the selected cells. Fill Effects. .
Background
QK I Cancel | Erevien |
Format Table HE
Cell Alignment
Borders | Fill Texk Box I

When the Format Table dialog box appears,

choose the Text Box tab, then select the Text Text alignmert: -
alignment for the selected cells.

Internal margin

Left: [o. & 1op: 005 =
Right [o.1" = Eattom: 005 =

[™ Rotate bext within cell by 90 degrees

(o] 4 I Cancel ==

16
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Organization Chart (Version 97)
To add an Organization Chart, choose
the Organizational Chart from the New
Slide d|a|og box. Choose an Autolayout; K

Cancel |

New Slide

= | = BB EEE
Double click in the center of the new ol m 2] s B | nln
slide to activate the Organization Chart.

Organization Chart

[ Don't show this dislog box again

r%] % Microsoft Drganization Chart - [Object in Presentation]
: @ File Edit “iew Stles Tewt Bowes Lines Chat ‘'wWindow Help _Iﬁllil
IT Al QlSubordinate: & | - Co-worker Eo-wnrker:—:ll Manager: .7 |Assistant:|:l{|
Double click to add org chart o
i Chart Title

Type name here

To add a block below another block, use

the subordinate button. Click the

subordinate button, then click on the box

that will be above the box being created.  « T
(Click on the parent to make the child) |Size: 50%_ |

Subordinate: £ |

Styles - To change the layout of the chart, select items to be effected, then choose Styles
from the menu.

-

Boxes — to change the color and borders of the selected box, choose Boxes from the menu.
Text — to change the font, select the box, then choose Text from the menu.

To exit the organizational chart, close the organization window. The close | _ I & I };;I
button (x) in the upper right hand corner can be used.

17
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Organization Chart (Version XP)

To add an Organization Chart, choose the Organizational Chart from the New Slide dialog
box.

Double click in the center of the new slide to activate the Diagram Gallery EE|

Organization Chart.

Select a diagram tvpe:

i ©
Choose one of the % o ;”_}g,,e‘f}
Click to add title diagrams from the of | | ot

Diagram Gallery

5 A & O

Double click to add org chart

Paa®

Organization Chart
Ilsed to show hierarchical relationships

K | Cancel

Organization Chart * X
]

£ = Insert Shape - Layout - Seleck- &3

{CHEK‘U add tex\] [Chnk to add (extJ lCh:k to add text]

Adding Blocks - To add a block below

Organization Chart

another block, click on the parent block ~ & Insert Shape -
then choose Insert Shape off the cubordrate
Organization Chart Toolbar. .

Layout - To change the layout of the chart, select items to be effected, then =
choose Styles from the menu.

Formatting Boxes — to change the color and borders of the selected _
box, right click on the box and choose Format Auto Shape from the | - -] sen- 2

fssistant

Insert Shape -
menu.

Text — to change the font, select the frame of the box, then choose
Format, then Font from the menu.

Standard

Both Hanging

Left Hanging

Right Hanging

Fit Organization Chart ko Contents
Expand Organization Chart

Scale Organization Chart

o] 02 E B et g i

Autolayout

18
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Charts

A chart is an object imbedded into a slide. New Slide HE
Choose an Autolayout:
From the New Slide dialog box, choose the r— [ Conel |
chart slide.
Double click on the chart icon to activate the il
chart. ‘ Chart
=
[~ Don't show this dialog box again
Click to add title
"""""""""""""""""""""""""" Click to add title
"% (] CA
@ East
- B West
O North|
""""""""""""""""""""""""""""" I5tQir  ZndQir 3 Qir 4 Qir
> 1 %
A B C D -
1st Qtr 2nd Otr [3rd Qur 4th Qr J
1 afEast 204 274 90 204
2 @ill|West 30.6 38.6 34.6 31.6
3 Af|North 45.9 46.9 45 43.9
4
| | M 'A
When the chart is active, the chart toolbar will display.
View Datasheet
By Column
By Row == | b - LLUE|egend
4% - [2) & 51 -
Data Table Chart Type

19
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Graphics

To insert graphics on any slide, choose Picture from | mnsert Format Tocls Slide S
the Insert menu, then choose the desired method of {5 yew slide... el
inserting the picture.

Slide Mumber
Date and Time. ..

Text Box E Erarn File. ..

Clip Art

Choosing Clip Art will bring up the MS Clip Art gallery. Additional Clip Art can be found on
the MS Office 2000 cd or on line at http://dgl.microsoft.com.

Elinsen ClipAnt M=

PR, * jmpolt Clips @ths Online @ﬂelp Di- .
J J : Insert Clip
J Search for clips: ITypE one of more words. . j J E

Pictures (E% Sounds |‘Eﬂ Mation Clips |

Categories 1 - B0

Newvs Categon Favorites Acadsrmic Alphabet Arirnals

_B BN B

At Backaround Sc..  Backagiound Tex.. Backgrounds Beaches

il | [0

Borders & Frames Buildingz Buziness Buttons & lcons Cartoong =l

From File
Insert Picture [7]x]

Choosing File will bring up a dialog box to tookigs [ Coort B =
. . Easter Backgrounds -
choose a file to insert. o 2
87 01015.4pg
#f’ 01080.pg
01137 jpg
of 01264 .jpg
2] | 4 390,50
& 01405 jpg
#f 02020.jpg
W 02057 jpg
o 02061 jpg
4’ 02081 ipg
& 02099 jpg
#f 02103 .1pg

7‘ /
' 02106 jpg

//
of 02168 .jpg =l /1 )
File name: I d Insert vI
S5 Files of type: IA\IPictur’es(*.emﬁ‘*.wmﬂ*‘]pg;*.jpag;*“jFiF;*.jpaj*.pr\gf‘j Cancel

20
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“ﬁ': Clip Art (MS PowerPoint XP)
When the ClipArt tool is selected, the Insert Clip Art area will appear on the right.
At the bottom of the area a See Also menu will appear.

See also

{9 Clip Croanizer. ..
& Clips Online
@ Tips for Finding Clips

When Clip Organizer is selected, the Microsoft clip Organizer dialog box appears.

El wild - Microsoft Clip Organizer -0l x|
File Edit Miew Tools Help Type a guestion for help =

Ejiearch... |@ Collection List...| E by EEEE = @Qips Online
& % Collection List hd
EI--@ My Collections -

@ Favorites

% Unclassified Clips

-2 Al Users
@ vbpra
-2 WINNT
Elﬁ Office Collections
-2 frademic |
@ Agriculbure
EI@ Animals
-5 Domestic
@ Arts
EEI--@ AutoShapes
@ Backgrounds
@ Buildings
EEI--@ Business
@ Character Collections
EEI--@ Cornmunication
4% Concenks h

1 Item y

21
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Slide Show

To run the slide show, use the Slide Show button on the bottom left of the screen.
Click with the left mouse button to progress through the presentation.

The right mouse button will bring up a menu allowing the previous slide

to be displayed. Previous
| @ :

MWexk

| Meeting Minder. ..

Hit the ESC key to terminate the presentation prematurely. Sl heles

| Painter Cptions g

I 5 >
Rehearse Times creen
To rehearse and record the presentation times for each slide, choose Help
Frird Shima
Rehearse times from the Slide Show menu. Slige: Show Window Help
'El Wigt Shiow FS

The slide show will start and a counter will appear timing the slide.

Rehearsal ]

= [l |III:IIII:I:III4 o] |I:I:IZIIII:III4

Rehearse Timings

When the presentation has completed, a dialog box will display. Click Yes to save the
recorded times.

Microsoft PowerFPoint |

The kotal time For the slide show was 109 seconds, Do you wank to record the new slide
timings and use them when yvou view the slide show?

The recorded times can be viewed and
changed in the Slide Sorter.

To change the time, right click on the
slide. Choose Slide Transition from the 05 1 a1 z 03 3
menu that appears. I o

Wik T Tl Wirsthe Lottary _'_______"_'_I___ I

—
ﬂ

01 4 10 5 06 b
b Cut
Copy
E. Faste
Set Up Showe, ..
slide Transition. .. 22

Hide Slide
Preset Animation +
aniriatiEn Frevien
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Set Up Slide Show
Use the Set Up Slide Show feature to make the show run continuously for use in a Kosk.

|5Iige Show ‘Window Help

To access the Set Up Show dialog box, use Set Up Show from the 'El Wigw Show FS
Slide Show menu. Rehearse Timings
' Cnline Broadcast k

Set Up Show,,,

Preset Animation b
E'a% U =L [
Slide Transikion. ..

Set Up Show BE Custom Shaws. ..

¥

—Show bype —5lides
¥ Presented by a speaker (Full screen) &+ all
" Browsed by an individual (window) " From: I E Tot I E
™ Browsed at a kiosk (full screen) = cCustom show:
¥ Loop continuously until Esc’ I j

[ Show without parrakion
—hAdvance slides

" Manually

[ show without animation
™ | Stiowscrollbar

&« Lsing timings, if present

Pen color: Sy an

|_ =l IF'rimar':,-' Maritar | [Projector lifizard, . oK Cancel

The Loop continuously until ‘Esc’ will allow the presentation to run continuously using the
times set on each slide.

To discontinue a running show, use the ESC key.
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The print dialog box allows the changing of the printer properties and the selection of what

should be printer.

Properties — allows changes to
be made to the printer
properties. Ink jet printers can
be changed to print on
transparencies.

Print what: - displays the
choice of what can be printer.

Handouts — allows several
slides to be printed on one
sheet of paper to be used as
handouts.

Print K
— Prinker

Pame: IHF‘ LaserJet Plus d Propetties |

Skatus: Idle

Type: HF LaserJet Plus

Where: LPTZ:

Comment: ™ Prirk ko File
—Prink range — iCopies

LOF| " Current side  © Selection Murnber of copies:

) Gustom Show; I j

" slides: I

Enter slide numbers andfor slide ranges. For

-

Maotes Pages

outline Wigw
v Gravscale

[ Pure black and white

= | Include animations

example, 1,3,5-12 V| Collate
Print what: Handouts
Handouts j slides per page: IE- - I L[zl
Slides (4]
Order: Horizontal € Vertical L=l

[ Scale to fit paper
¥ Frame slides

I | Bt Giddem slides Cancel

o ]
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