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Gourmet Delights Kiosk
Walkthrough guide

Task A —
[ ™
This task focuses on the creation of the master slide for Gourmet Delights. Make
sure you follow each instruction carefully!
Step 1
Open Microsoft PowerPoint and select Blank Presentation.
auou C\!Clllllg
v New
Home
] viuﬂ&-m l
New
Blank Presentation Colourful abstract pitch deck ]
‘ £ Search

Open
Step 2

On the main ribbon, select View and then Slide master.

File Home Insert Draw Design Transitions Animations Slide Show Record Review H
—_— - . —
B\ &E 8 2 B Q o e

Slide |Handout MNotes [ Gridiines Notes Zoom  Fitto EGrayso

Normal| Outline Slide MNotes Reading

View Sorter Page  View Master Master = [7] Guides Window E Black a
Presentation Views Master Views Show ] Zoom Color/Gr
1 Slide Master View privitore g 76 541302
& Master slides control the look of
your entire presentation, including
00
colors, fonts, backgrounds, effects,
~ and just about everything else.
(e}
You can insert a shape or a logo on
un . .
a slide master, for example, and it
- will show up on all your slides
- automatically.
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3. Make sure you select Slide 1 because this is the only slide you need to change.

File Slide Master Home Insert Draw  Transitions  Animations Review View

_IEI B I:l .'ﬂﬂ ECOIMSV «'l-j

Insert Slide Insert EE Rename Master Themes Fonts ¥
Master  Layout [ preserve Layout v (@ Effects v
Edit Master Master Layout Edit Theme B:
o 16115114113 1121111101918
1 Cuck to edit Masier tRie style
o
o
; Click to edit
u
Click ta :d. ?,M::t_:.rll'.le style e

¥ * Click to edit Ma:
- * Second level

* Third level

4. Go to Background styles and select Format background.

Draw  Transitions  Animations Review View Help Acrobat

|:| Aa I colors "[ |@ Background Styles v |
Themes Fonts ¥
¥ @) Effects v
Master Layout Edit Theme

16115 114 113 1121111101918

1§

Click to ed

03 Format Background...

* Click to edit M|
* Second level Fine-tune the formatting for your

* Third level background or hide design
* Fourth level elements from the current design.

‘ Format Background
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5. You can select different type of fill as shown below. For this task, you need to use the
picture or texture fill.

Format Background v X

)

v Fill

O Solid fill

O Gradient fill

[O Picture or texture fill ]
O Pattern fill

[[] Hide background graphics

Color | <O v|

Transparency F—" | 0% o

6. Select Insert and then select from a file.

Format Background >

e Insert Pictures

~ Fill . [~_*1From a File
O solid fill _I;IBrowse files on your computer or local network
O Gradient fill Stock |
® | Stock Images

O Picture or texture fill % | g. . . .

L Unleash your imagination with premium content
O Pattern fill
[] Hide background graphics ﬂ Online Pictures

. _@Search images from online sources like Bing, Flicl
Picture source

l | Insert... ‘ lgllpboard | Erom lcons

Texture | v ‘ /@ Search the icon collection
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7. Find the image titled School Canteen and select Insert.

w folder o - N | e

School canteen

W

File name: ‘ v ‘ All Pictures v

Tools ~ Open |v Cancel

8. Adjust the transparency to about 70% and it will fade the image. This makes it easier to
add content on top and give a more professional look.

. Picture source
Picture source

|' Insert... | | Clipboard | | Insert... | | Clipboard |
Texture ‘ V‘ Texture ‘ "‘
Transparency ——" |IO% o Transparency —{— | 70% o
e e o I_I Tila nirtiira ac tavhira

9. Select Apply to All.

Transparency ==—t— | 70% o

[_] Tile picture as texture

Offset left | 0% S|

[| Apply to All |]| Reset Background |
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10. Close the format background panel.

Format Background v

IR

11. Make sure select Slide 1 again, sometimes it will jump to a random slide.

File Slide Master Home Insert Draw Transitions Animations Review View

g @ f&y. Screenshot v @ l__é tg €2 3D Models  ~

73 SmartArt
: = Sma
New Table Pictures & Photo Album Cameo  Shapes Icons
Slide v v v v v ED] Chart
Slides Tables Images Camera lllustrations
o 16115114113 1121111101918

iCack to edt Master teie stte

¥ Click to edit

I Ud o i wn

3 * Click to edit Ma

* Second level
* Third level
* Fourth lew

12. Go to Insert and select Pictures from this device.

File Slide Master Home Ilnsert IDraw Transitions  Anima

\_—I 1: :[ N 5. Screenshot v @‘ |-_CI) tj

New Table Pictures ) Photo Album Cameo  Shapes lc
Slide v v v v v
Slides Tables i . ] Camera

Click to edit Master title style

161151 14
This Device...

Fa

Pictures

@ Bl &

Insert pictures from your computer C
or from other computers that
you're connected to.

Click to adit Master title style.

@ Tell me more
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13. Find the Gourmet Delights logo and insert into the slide.

GOURMET
= DELIGHTS —
Gourmet School canteen
Delights logo
ame: |Gourmet Delights logo v ‘ All Pictures v
Tools ~ Insert |v Cancel

14. Re-size the image and position it in the top-left hand corner of Slide 1.

Eg :b: Color v Et
o =N L . ~= V== § e | e | r-
Remove Corrections E|§ Artistic Effects v '@ Y . t - - - =
Background v E|g Transparency v ] v
Adjust Picture Styles
a 146115114113 142191190 1:9+ 181716151
& O
&
3 :to edit Mas
cum:r:r:s::uewe =
: > O~ OClticko edit Master tex
e = * Second level
s « Third level
5 = Fourth level
© = Fifth level
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15. Make sure you've selected Slide Master on the ribbon and click Close Master View.

File lSIide Mastef Home |Insert Draw Transitions Animations Review View Help Acrobat

—IEI B l:l [ Title n Colors v @ Background Styles v [D

Insert Slide Insert Eﬂ Rename Insert ooters Themes Fonts v [ Hide Background Graphics Slide
Master  Layout [y Placeholder > E Effects v Size v
Edit Master Master Layout Edit Theme Background 5] Size

16. Close the designer tab if it appears, if you select an option then it will reset your master

slide.
Designer v

CLICK TO EDIT MASTER TITLE !

STYLE

CLICK T0 ADD TITLE

17. Right click on Slide 1, go to Layout and select Blank.

[S 5 ‘ 16'15'14113 11211111019 1817161514
1 % earch the menus
& cut
@ copy
[‘_’_\'E‘I Paste Options: y —
GOURIMET
L&‘a [‘%”/ [‘/—Z‘E — DELIGHTS —
= Office Theme
IE New Slide
¥ L 4 ¥
=) Duplicate Slide ; TEN
ST
L_EQ(' Delete Slide
Title Slide Title and Content Section Header
& Add Section
[ &
Layout > || 3
g | re z E
AT | PR == -
3 Reset Slide < o
a Format Background... Two Content Comparison Title Only
> “ B &
Hide Slide <50
[ Link to this Slide Blan Blank Content with Picture with
" Caption Caption
Slide 1of 1 [I] ¢ New Comment

That's Task A complete!
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Task B —

This task focuses on the creation of buttons for your main menu screen.

1. Go to Insert on the ribbon, select Shapes and select the rectangle round corner.

Draw Design Transitions  Animations Slide Show Record Review '
0a] &1 screenshot + |TR| t(,@} D 3D Models v ﬂ E
Zc

. 25 SmartArt
= Sma
Plctijres Photo Album Cameo Power

~ |:|I| Chart Bl

Recently Used Shapes

ENNOCOA1LL2 3G
5 e\ A }if

Images Camera

Rectangle: Rounded Corners

2. Draw a shape in the centre of the slide (as shown below)

GOURMET

== DELIGHTS =7

3. Click on the shape and there should be an option at the top that says Shape Format.
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s Animations SlideShow Record Review View Help Acrobat [Shape Format ] | G
—— 1) X ShapeFill v A v W =
Abc [Z shape Outline v A A A A - A%] O
— 1Y) &) Shape Effects v MY/ Text E[E] Selection Pan
1ape Styles Y WordArt Styles [N Accessibility Al
TOVASEAA A3 12000 R0 B (@ T G 1 B 1 Lipiy L V] O] Ol ikl 3 vl 04l S 67 8:!
GOURIMET

= DELIGHTS =

4. The options below allow you to change the appearance of the shape.

Design

Transitions

-

Shape Stvles

5. Right-click on the shape and select Edit text.

WordArt Styles
6 1514131211

s§mMPLY
EACH

e ]

Animations

Slide Show

2 Shape Fill ~
[Z Shape Outline v

I & Shape Effects v

e v

Edit Text

S
13114115116

. Edit Points

Lock

Link

Search

Save as Picture...

Translate
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6. You can then type in the word Menu.

7. Copy and paste this button, change the name of it to recipe of the week so your slide
looks similar to the one shown below.

‘/:- :
\5
GOURMET
= DEEKGHTS ~7
Recipe of the
week
That's Task B complete!
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EACH ©SIMPLY TEACH 2024 www.mysimplyteach.co.uk



NAME: i, Date: oo

Task C —

This task will teach you how to create a table to show the school menu for each
day of the week.

1. Right-click on slide 1 and select new slide.

¥ @ 20Uue T E] v & M Aa /’_\ A /.‘ ::_ _E_ — — /C‘]
Clipboard N Slides Font Paragraph

8]

Tl 116 115194143 192041190 1191817 11611151 1:4+13
’ Search the menus ’

)g, Cut
@ copy

[Q“E] Paste Options: GOU(MET
L‘Q"a [% [‘:—\’A — DELIGHTS —

New Slide ]

T (&

fr———

CE O3 d B

Duplicate Slide

Delete Slide

Layout >

Reset Slide

Add Section

ket

Format Background...

2. Onslide 2, go to Insert and select Text box.

Draw Design Transitions Animations Slide Show Record Review View Help Acrobat

m |§1 Screenshot v Rl l__d) t‘/@> (0 3D Models ~ lﬂ ﬁ@ \_(__23 ‘ ‘ _lj:l
Pictures Cameo = Shapes Icons 75 SmartArt Power Zoom Comment
Photo Album ~
. v . ] Chart Bl .
Images Camera lllustrations Power Bl Links Comments
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3. Write the words Main Menu and position to the far right-hand side of the slide (as shown

below).
. - o Cieue o wrsue o wna Uiilate | mus s osogies
A A A |§| = == B v v v and Share link Share via Outlook v
N Paragraph N Adobe Acrobat Voice Add-ins

1655146320 OB 8 Uit 6 S inhind=sils3 e on i 1 U120 34 cihicl oV ELN A8 108 10, TN R0 131 4 S LBk T
L} 1 L}

SRR

o O
cMain Menu 0
O O

=1

\.; ,f’;‘
GOUR'MET

=—DELIGHTS =7

4. Make sure the text box is still selected to go to Shape format and then change the fill
colour to white.

Animations ~ Slide Show Record Review View Help Acrobat Shape Format | ® Record | | & Present in Tear
| &2 Shape Fill v A~ : E= Align v e
22 haperi | e | = S [
e Theme Colors 4 - | =) —
Al 79
- H EEEEEENR ) v Text E@ Selection Pane 1 Rotate v R
: Styles White, Background 1 WordArt Styles IS Accessibility Arrange Size
1511 (RN T S RN R | E 1203045 78 9110 111112013 114015 1016117
L] L] L] L] L] L]
T
L
Main Menu
] EEEEN
gﬁ No Fill
Mare Fill Colors...

5. Highlight the text and select to align the text to the right.

R A=A =

Drawing  Editing Create PDF  Create PDF and Dictate =~ Add-ins  Designer

o I~ M v and Share link Share via Outlook ~
[ K] Adobe Acrobat Voice Add-ins
Fraz a2 11 Align Right(CtrI+R) g 1 2 I3 4 5I 617 IS 9 '1(: 11112 I‘WS 14 15I 16 117
i
Align your content to the right.
o o o
-
-Main Menu 0
o O @]
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6. Go to Insert on the ribbon, select table and draw a 5 x 4 grid as shown below.

Filee Home |Insert Draw Design Transitions Animations Slide Show Record Reviel

W_ﬂ | H | N él Screenshot v EQ] I-_C‘) tg (@ 3D Models [ﬂ

. 73 SmartArt
= Sma
New Table Pictures S —— Cameo  Shapes Icons Power
Slide v v Y v v d]] Chart Bl
Slides i 5x4 Table Camera Illustrations Power BI
116115114113 1121111101918 171615
1 ™ |—|D

]
& O]
[]

8 o -
* (# 000000000 ot Lo

@ Insert Table...

EZI Draw Table

Ea Excel Spreadsheet

e

o~

7. Highlight the top row of the table and change the fill colour to green.

=

V[ shading ~ | A o |[=
m=== sm=mm s=m== mmm== mmmss [ OSRdwY] A, A6 (=
e EEEEE === EEEEE ===== Theme Colors e ‘j

)l m mmEmmEE
Table Styles [
14113112111 110191817 | SRR RCT N e SR 1 [ YRLIES KEH| IiII I I 1011111
)
4 L]
o Standard Colors a I n
mo EEEEN

RAIMET .
IGHTS — No Fill
I N > oo [

/ Eyedropper

Picture...
[ Gradient >
Texture >

2 Table Background >
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8. Do the same to change the other cells to white. (As shown below). Also, change the text
to green so it looks more consistent.

Main Menu

GOURMET l

= DELIGHTS =

10. Go to Table design, borders and select all borders.

Acrobat Layout
e [ < Shading v y ﬁ v ‘
: A

1pt
No Border z Pen Col:
C
Ea All Borders
L 120030

= Qutside Borders b

& Inside Borders

-
Top Border a I n M '

Bottom Border

i Left Border i)
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11. Add each day to the first row (in green) use white text to keep it consistent.

= ) &) Effects v Styles v /A + [Z PenColorv  Table
Table Styles WordArt Styles N Draw Borders
2312201 2101 20: 1191 18 11719611510 14 1 4301 42 VAT 1101 918 117 111621 511 4 3‘2‘1‘%‘1 2 | 3 | eSS GRS ST
1

Main Menu

GOURMET

——DELIGHTS —

0
Tuesday Wednesday Thursday

12. Highlight the entire table and change to centre align.

Transitions ~ Animations  Slide Show Record Review View Help

) e o == E [ (A O

U s & AV~ €= 2= [~ Drawing  Editing
. v Aay AT AT A |2 == = " " a
Font £ Paragraph K|
2010010

116115114 113 1| canter (Ctrl+E)

Center your content.

13. Go to Insert and select Icons.

Insert Draw Design Transitions Animations SlideShow Record Review

f. Screenshot v @‘ I__Cl) % €2 3D Models ~ ﬂ

I3 SmartArt

Power

Pictures Photo Album  ~ Cameo Shapes Icons
¥ v v ]l Chart Bl
Images Camera lllustrations Power Bl

116115 ' 1hsert an Icon

Insert an icon to visually
communicate using symbols.

[
g9
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14. Search for house and select an appropriate house icon to use and select Insert to add it
to the slide.

Stock Images © ©
Images  Icons Cutout People Stickers  Videos lllustrations Cartoon People
| house X |
+ o8, s AL A\
B R =0 DN < a6 a o @
® W
@ As a Microsoft 365 subscriber, you have access to the full library of creative content | Cancel

15. Move the icon to a visible place on the slide. Look at the example shown below.

VR UL SN 2 TS L RIUIRY & b o GiliS Z @ N Gy PRI ) 1'% P 1Z - U o U .

(1) Main Menu
GOURMET
=—DELIGHTS —
Monday Tuesday Wednesday Thursday Friday
s§ mpLY
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16. Add items to your menu, similar to the example shown below. If you go to the corner of
the table, you can drag it out to make the table bigger.

,i

~ Main M
GOURIMET
—DELIGHTS —
Monday Tuesday Wednesday Thursday Friday
Vegetarian Chicken curry Spaghetti Pizza Chicken burger
meatball sub Rice Bolognese Chips Chips
Naan bread Garlic bread Dip
Double choc Flapjack Double Blueberry Vanilla and
chip cookie chocolate muffin Strawberry Ice
brownie Cream
Fruit juices Fruit juices Fruit juices Fruit juices Fruit juices
Water Water Water Water Water

Task C is complete!
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Task D —

In this task you complete the kiosk by adding a recipe of the week screen, link all
the slides together and set it to Kiosk mode.

1. Right-click on Slide 2 to add a new slide.

v < sige~ 5 v & A Aa A A A R B
Clipboard N Slides Font Paragraph
‘S d 116115 114113 112 111110191817
1 % earch the menus
—
(@ copy
EB\D Paste Options: -
2 GOURMET
= —1) —
(3 2 [ (A o i
F‘ " "
&= Duplicate Slide Vegetarian P
3} Delete Slide meatball sub
E Add Section
Layout > Double choc
£ Reset Slide chip cookie
@ Format Background...

2. Go back to slide 2 and select the house icon and the heading. Then copy them by
pressing CTRL + C or right-click and copy.

Main Menu:

GOURIMET
—DELIGHTS —
Monday Tuesday Wednesday Thursday Friday
Vegetarian Chicken curry Spaghetti Pizza Chicken burger
meatball sub Rice Bolognese Chips Chips
Naan bread Garlic bread Dip
Double choc Flapjack Double Blueberry Vanilla and
chip cookie chocolate muffin Strawberry Ice
brownie Cream
Fruit juices Fruit juices Fruit juices Fruit juices Fruit juices
s§mpLy
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3. Paste them onto Slide 3 and change the heading name. By doing this, it will paste the
content in the same place as the previous slide which provides a more consistent layout.

Paragraph Adobe Acrobat Voice Add-ins

16%151413121110‘9 8 1o 1 LTt NG ) e v Q) ] ka2l i3 b sl el L@ ot@ g 01 4219304400 480 16

\//-,

Recipe of the week
GOURMET

= DELIGHTS =

4. Go to Insert, select Media, Video and this device.

File Home |Insert Draw Design Transitions Animations Slide Show Record

Review View Help Acrobat @ Record | | & Present in Teams | | &
e == - ok A S
B B i [ B O ) & a 48 Q[
= - -
New  Table Pictures gy py o apum v Cameo  Shapes lcons W SmartArt Power  Zoom Comment  Text Header WordArt Symbols | Media
Slidev v - v v ol Chart Bl - Box &Footer v ] v v
Slides Tables Images Camera HHlustrations Power Bl Links Comments Text Y
16015 14 13 12 1111019 8 7 615 413 2 110 123 45 6 78 9 1011 12 13114 151 ) ez
),
= ) L
Video | Audio ~ Screen
e}
3 ¢ =) - Recording
=" | e A R ~ f h
() ecipe of the weel s
2 & e GOUR‘MET This Device E3 This Device...
—— = DEMGHTS =

Insert vic

EQ) Stock Videos.

@ Qnline Videos

5. Insert the video provided.

New folder
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6. Click on the video and at the top there should be a Playback option and then change
Start from in click sequence to automatically.

ons  Animations SlideShow Record Review View Help Acrobat Video Format| Playback | ® Record

on l’? Start: [ In Click Sequence v

[J Loop until Stopped [£_C_+]_ I%

- Joooo 2| [ Play { In Click Sequence
— =/ | Yolumsg [J Rewind after Playing Insert save

ut:[0000 ¥ [ Hide\ Automatically Captions v Media as

When Clicked On Caption Options Save
16115 141 131 121 11 10N NES NI BRSNS 1 23 [ 1201 10000 1 e 10201 130 L a ) Sl g b7 14801 (Gl 40 1111 1211931 141151 16

\//f‘l ¢ PR .
i () Recipe afthe week
GOURMET

7. Using the text file provided (instructions), add it to the slide so it looks similar to the
screenshot shown below.

Recipe of the week
GOURCMET

——DELIGHTS —

Easy Homemade Pizza Dough for
Kids

Ingredients:

e 2 cups all-purpose flour

e 1 teaspoon instant yeast

e 1 teaspoon sugar

e 1 teaspoon salt

e 3/4 cup warm water

e 1 tablespoon olive oil (plus extra for

Tell your parents to download
the recipe card from the school
greasing) website!
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8. Go back to Slide 1 and right click on Menu then select Link.

Bring to Front
Send to Back

Lock

Link

o (@ s O H

N
S

]

9. Click Place on this document and select Slide 2.

Insert Hyperlink

Search "Menu"

Save as Picture...

Translate

View Alt Text...

Set as Default Shape

| Link to: Text to display: | < <Selection in Document> >
| lace in this d : lid iew:
Existing File or Select a place in this document: Slide preview:
Web Page -~ First Slide
@ - Last Slide
Place in This - Next Slide e w Main Menu
Document

-~ Previous Slide
U E—]-Slide Titles

Create New 1. Slide 1

Document

=i

E-mail Address

- Custom Shows

Spehatti
tagrss
antis binag

okl e

Show and return

ScreenTip...

Cancel

10. You need to set up the link to Slide 3 and link the house icon back to the main menu

screen. Repeat step 8 and 9 to do this.
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11. Once all the links have been created. In the ribbon, go to
slide show.

Date: oo

Slide show and select Set up

File Home Insert Draw Design Transitions Animationsl Slide ShowlRecord Review View Help Acrobat

& g & O B A

]%_[E©

Use Timings

segimning CutentSide | inTeams  Show | wih Couch| | SidoShow bide | Trmge o D Py Narations Show Media Corrols
Start Slide Show Rehearse Set Up
; 1 Set Up Show 6 151430200 0 1 2131415
o Set up advanced options for the

slide show, such as kiosk mode.

12. Tick the option in red below (Browsed at Kiosk)

e —

Set Up Show

? X
| Show type Show slides
|
O Presented by a speaker (full screen) o All
O Browsed by an individual (window) O From: |1 : To: |3 :
[o ‘Browsed at a kiosk (full screen)g ] Custom show:
Show options
Loop continuously until "Esc’ Advance slides
C] Show without narration
Manually
[:] Show without animation . .
Using timings, if present
() Disable hardware graphics acceleration
Multipl it
Pen color: i . ultiple monitors
| Slide show monitor:
Laser pointer color: 2 v Automatic o
Resolution:
Use Current Resolution v
Use Presenter View

13. When you save the PowerPoint, save it as a PowerPoint Show to convert it into a Kiosk.

| Gourmet Design Kiosk - Exemplar

| PowerPoint Presentation (*.pptx)

PowerPoint Presentation (*.pptx)

PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPoint 97-2003 Presentation (*.ppt)

PDF (*.pdf)

XPS Document (*xps)

PowerPoint Template (*.potx)

PowerPoint Macro-Enabled Template (*.potm)
PowerPoint 97-2003 Template (*.pot)

Office Theme (*.thmx)

[PowerPoint Show (*.ppsx) ]

PowerPoint Macro-Enabled Show (*.opsm)

Now your Kiosk is complete!
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