

· [image: image2.wmf]So you are making a PowerPoint with a custom font or a special font and you know as soon as you pull it up on different computer it is going to look completely different.  Well, Where DID IT GO???

· Here’s the scoop.  When you go to save the PowerPoint all you have to do is follow the following steps and your presentation will look as great as the day you made it.  
· First, click on file on top left corner of the menu bar.

· From the scroll down menu, click on Save As.
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· When you are in the ‘Save As’ screen click on the “Tools” menu on the top right hand corner, click on the “Save Options” item from the scroll down menu.
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· We’re almost done. All we have to do is check two things.  Towards the bottom of the Save Options screen, check the “Embed TrueType Fonts” box.  When you do this it will allow you to choose one of the two radio buttons.  

· If you are going to use it on a small disk or just a quick presentation choose the first option!!
· If you have a lot of space or plan on editing the presentation later choose the second option!!

· When you have selected the above options click OK. 
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