How to Print a PowerPoint File as a Handout…
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First, click on the Office Button





Second, click on Print





First, click and select Handouts





Second, click and select 3 slides per page





Fourth, click on Preview





Third, click and select Color





First, click and select Options





Second, click and select Header and Footer





Fourth, select Footer and type Page number, Exercise number, and File name in parenthesis





Third, select Page number





Second, select Header and type Student name, and class period in parenthesis





First, select Date and time





Fifth, click on the Apply to All





First, click on Print





Second, click on OK








