Annotation in Office Applications

Annotating PowerPoint

Start your PowerPoint.  If you slide the cursor over the lower left corner of the screen, you will see the following:
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Click on the pencil (second item from the left shown here in the red box)
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	You will then see some options.  From Ballpoint Pen through Highlighter, the size of the line is thicker.  Highlighter allows you to see through the line.  Once you select a tool, you can use the Ink Color to select the color for that tool.

Once you have lines on the screen, the Eraser icon will be active.  Note that it erases the entire line and not just the part you go over with the eraser.  
The Arrow Options allow the arrow to disappear/appear on the screen.



Annotating in other Office applications (Word, Excel, etc.)
Accessing the Toolbar
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	With a document open, go to View/Toolbars.  
Select Ink Annotation - it is selected if there is a check mark in front of it.
This will bring up the menu below:
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This is a floating menu.  You can clck and hold the gray portion of the menu and drag it to the menu bar to dock it there.  Once docked it will look like this:
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It operates the same in either mode.




Using the Toolbar
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The tools are very similar to those in PowerPoint.  Each functions the same way.  The only one that is a little different is the Stop feature.  If you want the cursor to return to normal to enter text from the keyboard into a Word document, numbers into an Excel cell, etc., you need to select Stop.  The word after Stop will indicate which toolbar function you are ending.

	The pen menu has the following options shown on the right.  Select the one you want by sliding the pointer over it and clicking on the one you want to select.  

You can also change the pen color by using the pen color options under that pull down menu.  The width can be changed under the line width options.

To erase, click on the eraser icon.  You will erase whole lines rather than just a part of a line.

To get out of the inking mode, you either can click on the stop icon or the arrow icon.
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