-,

o/ o

actions, 69, 178, 179
Adobe Acrobat trial version, 216
Adobe Reader software, 216
aligning pictures, 108
animations
animated GIFs, 166, 168
applying custom effects, 186-187
applying standard effects, 184
for bullets, 188-189
for diagrams or charts, 187
effects options for bullets, 188-189
effects options for text or objects, 190-191
motion path for, 185, 190, 191
reducing size for performance, 204
arrows
adding arrowheads to lines, 75
block, 66, 79
Audacity recording program, 163
audience handouts. See handouts
audio. See sound
AutoCorrect feature, using, 52-53

)

background

changing on master slides, 61-63, 94-95

changing style for slides, 89

formatting in chart, 137

hiding, 89

inserting a picture, 90

inserting a texture, 91

solid or gradient fill for, 92
backing up slide show to CD, 205-206
black and white, converting to, 95, 110
block arrows, 69, 76
borders for table elements, 126
brightness, adjusting for pictures, 102, 109
bullet points, 24, 28, 156, 188-189
buttons (action), inserting, 179

oo

callouts, 69, 70-71

CDs
backing up slide show to, 205-206
inserting sound from, 162
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charts. See also diagrams or flowcharts;
organization charts
animation effects for, 187
changing style or layout, 132
changing type, 131
copying, 129
editing data, 130
embedding, 128
formatting elements of, 133-137
inserting in slides, 128
inserting pictures in, 138
legend area, 131, 134
plot area, 131, 137
selecting elements, 131
3-D rotation, 137
clip art, 81, 98, 101, 110. See also pictures
Clip Organizer, 98, 101, 161, 168
closing
PowerPoint, 14
presentations, 7
colors. See also background; themes
for block arrows, 76

converting to grayscale or black and white,

95, 110
customizing for themes, 85
for diagrams or flowcharts, 155, 156
for hyperlinked text, 177
for organization charts, 146, 149
for pen, 196
printing in, 199, 200
Quick Styles for, 93
recoloring pictures and clip art, 110
saving color palettes, 85
for shapes, 70-71, 142

combining (merging) table cells, 124
comments, 163, 200
compound lines (graphic), 81
compressing pictures to reduce size, 112
contrast, adjusting for pictures, 102, 109
conventions in this book, 1
copying

chart, and pasting on slide, 129

slide show to CD, 205-206

slides, 33, 47

SmartArt graphics, 150

table from Word or Excel, 118

text formatting using Format Painter, 56
cropping pictures, 106
custom show, creating, 209
customizing PowerPoint, 11, 16-19

o) o

deleting or removing
placeholders from master slides, 58
shapes, 141, 145, 152
slide transitions, 180
slides, 46
diagnosing presentation for repairs, 208
diagrams or flowcharts
adding and deleting shapes, 152
animation effects for, 187
changing colors, 155
converting diagram type, 153
converting layout, 154
creating, 151
Drawing toolbar for, 69
formatting shapes and text, 155-156
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resizing manually, 151
styles, 154
Digital Rights Management, 210
dimming text after animation, 189, 191
displaying or viewing. See also previewing
keyboard shortcuts, 18
multiple presentations, 33
presentation in PDF format, 216
presentation in XPS format, 214
reviewing a presentation, 212
slide shows, 44-45
distributing pictures, 108

oFf o

effects. See also animations

adding to pictures, 113

applying to table elements, 126

choosing for themes, 87

Quick Styles for, 93

for shapes in SmartArt graphics, 143

slide transitions, 180-181, 197
e-mail

hyperlink to address, 175

sending presentation as attachment, 211
embedding

charts, 128

narration, 164

picture files, 99

sound files, 160

table from Excel, 119
Excel (Microsoft), 84, 118-119, 150
exiting. See closing

ofF e

files
adding metadata to, 217
animated GIFs, 166, 168
compressing pictures to reduce size, 112
hyperlinks to, 173, 174
inserting movies from, 167
inserting pictures from, 99
inserting sound from, 160
movie formats supported, 167
opening quickly, 219
saving in PowerPoint 97-2003 format, 14, 212
sound formats supported, 160
fill, background, 89, 92
finding. See searching
flipping pictures, 107
flowcharts. See diagrams or flowcharts
fonts, 38, 86, 93, 143
footers, 50-51, 199
foreign languages, translating, 22
Format Painter tool, 56
formatting
charts, 132-137
copying using Format Painter, 56
diagram or flowchart shapes and text, 155-156
drawing objects, 70-71
organization chart shapes and text, 149
SmartArt graphics, 142-143
table text, 121
text attributes, 38
FTP site, transferring presentation to, 215
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GIFs, animated, 166, 168
graphics. See pictures; SmartArt graphics
graphs. See charts
grayscale
converting to, 95, 110
printing in, 199, 200
grouping pictures, 108

o o

handouts
Handout Master, 63, 94-95
printing, 201
sending to Word, 203
hanging layout for organization charts, 147
headers, 50-51, 199
help for PowerPoint, 20-21
hyperlinks
changing color for text, 177
creating within a presentation, 172
defined, 172
icon indicating, 173
inserting, to another presentation, 176
inserting, to e-mail address, 175
inserting, to existing file or Web site, 173
inserting, to new file, 174
playing sounds for, 178
showing highlights for, 178
testing, 172

o] e

importing. See also inserting

clip art, 81
organization chart from Word or Excel, 150
Word document, 25

indents, setting, 41
inserting

action buttons, 179

animated GIF files, 166, 168
background picture, 90
background texture, 91

charts, 128

clip art, 81, 98

headers and footers, 50-51
hyperlinks, 173-176

movies from files, 167

new slide, 30

new text placeholder, 42
pictures from files, 99

pictures from Web pages, 100
pictures in charts, 138

pictures in photo albums, 102-103
pictures in tables, 127
placeholders in master slides, 58
slides, 31-32, 47

solid or gradient fills on background, 92
sounds, 160-162

table columns and rows, 122
tables, 116-117, 119
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o o

keyboard shortcuts, 6, 18-19
kiosk, self-running, 217

o/ o

layout

for charts, 132

for diagrams or flowcharts, 154

for organization chart, hanging, 147

for photo albums, 103

for SmartArt graphics, 141
legend area of chart, 131, 134
Library, inserting slide from, 31
line spacing, adjusting, 39-40
lines (graphic)

adding arrowheads, 75

changing Line Style, 74

compound, 81

drawing, 73

Drawing toolbar for, 68-69

ease of drawing, 67

moving, 78

rotating, 79

for shapes in SmartArt graphics, 143

stacking, 80-81
linking

narration, 164

picture files, 99

sound files, 160, 162

oMl o

map, creating, 80-81
master slides. See also slides
adjusting line and paragraph spacing, 39-40
applying themes, 59
applying to slides, 60
changing background, 61
changing font attributes, 38
changing from Title to Title and Content, 28
creating, 58
deleting unwanted items, 58
described, 57
Handout Master, editing, 63
inserting action buttons, 179
moving text on, 37
Notes Master, editing, 62
renaming, 61
meeting, holding online, 218
merging (combining) table cells, 124
metadata, adding to PowerPoint files, 217
Microsoft Excel, 84, 118-119, 150
Microsoft Graph, 128
Microsoft Office Diagnostics, 208
Microsoft Office Online, 8, 10
Microsoft Word
copying SmartArt graphics, 150
copying table from, 118
importing a document from, 25
importing organization chart from, 150
sending handouts, notes, or outline to, 203
sending presentation to, 26-27
themes in, 84
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monitors for presentations, multiple, 197
motion path for animations, 185, 190, 191
movies. See also animations
file formats supported, 167
inserting from a file, 167
inserting from Clip Organizer, 168
resizing, 169
setting options for, 169-170
sources for, 159
moving objects. See also rotating
lines and shapes, 78
pictures, aligning or distributing, 108
shapes in diagrams or flowcharts, 155
shapes in SmartArt graphics, 142
slides in Slide Sorter, 46
text on slides, 36-37
music. See sound

o\l e

narration, recording, 164-165
notes

Notes Master, 62, 94-95

printing, 201

sending to Word, 203
numbering slides, 51

o () o

Office Diagnostics (Microsoft), 208
Office Online (Microsoft), 8, 10
online meeting, holding, 218

opening
changing default theme design for, 12
files quickly, 219
multiple presentations, 33
PowerPoint, 6
saved presentations, 7
optimizing slide show performance, 204
organization charts
adding and deleting shapes, 145
changing colors, 146
creating, 144
defined, 138
formatting shapes and text, 148-149
hanging layout, 147
importing from Word or Excel, 150
Organization Chart Add-in for, 144
resizing manually, 144
styles, 146
orientation for Handout Master, changing, 63
outliner feature, 23-24, 202-203

opPoe

packaging slide show for CD, 205-206
paragraph spacing, adjusting, 39-40
PDF format, converting presentation to, 216
performance, optimizing, 204
permissions for presentations, 210
photo albums, 102-103
pictures. See also SmartArt graphics
adding clip to Clip Organizer, 101
adding transparency, 111
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adjusting brightness and contrast, 102, 109

aligning or distributing, 108
compressing to reduce file size, 112
cropping, 106
ease of working with, 97
effects for, 87, 113
flipping, 107
grouping, 108
inserting animated GIF files, 166, 168
inserting clip art, 81, 98
inserting from a file, 99
inserting from a Web page, 100
inserting in charts, 138
inserting in photo albums, 102-103
inserting in tables, 127
inserting on slide background, 90
Quick Styles for, 93
recoloring, 110
resizing, 104-105
rotating, 102, 107
undoing adjustments, 111

plot area of chart, 131, 137

PowerPoint viewer, 211

preparing presentations. See also printing
backing up slide show to CD, 205-206
double-checking hardware, 196
optimizing performance, 204

sending handouts, notes, or outline to Word,

203
setting timings for slides, 197-198
setting up your slide show, 196-197
using Print Preview, 199-200

presentations. See also preparing presentations;
sharing presentations; slides
closing, 7
copying slide from, 33
creating an outline, 24
creating based on template, 9
creating blank, 8
displaying multiple, 33
hyperlinks to, 176
inserting new slide, 30
inserting slide from another, 31-32
opening, 7
saving, 13
switching between, 33
viewing slide shows, 44-45
previewing
animated GIF files, 166, 168
clips, 168
headers and footers, 51
movies, 168
narration, 165
pictures in photo album, 102
printing, 199-200
slide transitions, 180
sound, 163
printing
handouts, 201
outline, 202
previewing, 199-200
setting print options, 198-199
speaker notes, 201
program shortcuts, creating for PowerPoint, 6
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o () o

-

Quick Access Toolbar, 11, 16-19, 26
Quick Styles, 93

o R e

recoloring pictures and clip art, 110
recording sound or narration, 163-165
removing. See deleting or removing
renaming master slides, 61
replacing words, finding and, 55
Research task pane, using, 22
resetting the Quick Access Toolbar, 18
resizing

action buttons, 179

animations, for performance, 204

diagram or flowchart manually, 151

movies, 169

organization chart manually, 144

pictures, 104-105

shapes, 142, 148, 155

slides, 200, 204

SmartArt graphics, 105

table columns and rows, 123

text boxes, 37
Reuse Slides task pane, 31-32
reviewing a presentation, 212
Ribbon, 19
rotating

lines and shapes, 79

pictures, 102, 107

text, 43

3-D charts, 137

oS e

saving
changing options for, 14
color palettes, 85
customized themes, 88
font sets, 86
to FIP site, 215
in PDF format, 216
in PowerPoint 97-2003 format, 14, 212
presentations, 13
themes, 10
in XPS format, 213
searching
for clip art, 98
finding and replacing words, 55
for help online, 21
security, 210
selecting chart elements, 131
self-running kiosk, 217
sending
handouts, notes, or outline to Word, 203
presentation as e-mail attachment, 211
presentation to FIP site, 215
presentation to Word, 26-27
shading, applying to table elements, 126
shapes
adding text to, 71
adding to diagrams or flowcharts, 152
adding to organization charts, 145
adding to SmartArt graphics, 141
changing, 77
deleting, 141, 145, 152
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Drawing toolbar for, 68-69
ease of drawing, 67
editing in SmartArt graphics, 142-143
effects for, 87
formatting, 70-71, 148-149, 155-156
moving, 78
Quick Styles for, 93
rotating, 79
stacking, 80-81

sharing presentations
accessing files quickly, 219
adding metadata to files, 217
converting presentation to PDF format, 216
creating a custom show, 209
diagnosing for repairs, 208
at online meeting, 218
reviewing a presentation, 212
saving in PowerPoint 97-2003 format, 212
saving in XPS format, 213
in self-running kiosk, 217
sending as e-mail attachment, 211
setting permissions, 210
transferring to FTP site, 215
using PowerPoint viewer, 211
viewing in XPS format, 214

slide masters. See master slides

slide shows. See presentations

slides
adding bullet points, 24
adding headers and footers, 50-51
adding titles and subtitles, 24
applying slide master to, 60
applying templates to, 29

applying themes to, 11
copying, 33, 47
deleting, 46
editing text on, 36
inserting, 30-32
moving text on, 36-37
organizing in Slide Sorter, 46
spell checking, 54
transitions, 180-181, 197
SmartArt graphics. See also diagrams or
flowcharts; organization charts; pictures
adding and deleting shapes, 141
adding text, 140
converting type or layout, 141
copying between Office programs, 150
creating, 140
effects for, 87
for equations, 120
formatting and editing, 142-143
Quick Styles for, 93
resizing, 105
styles, 142
sound
attaching to animations, 189-190
file formats supported, 160
inserting, 160-162
narration, 164-165
only one at a time allowed, 164
playing on hyperlinks, 178
recording, 163-165
setting options for, 169-170
sources for, 159
speaker notes. See notes
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spell checking slides, 54
splitting table cells, 124
starting. See opening
starting PowerPoint, 6
styles
for backgrounds, 89
for charts, 132
for diagrams or flowcharts, 154, 156
for lines, 74
for organization charts, 146, 149
Quick Styles, 93
for SmartArt graphics, 142
for tables, 125
subtitles, adding to slides, 24
switching between presentations, 33

o o

tables
adding columns and rows, 122
applying effects to elements, 126
applying shading or border to elements, 126
changing style, 125
copying from Word or Excel, 118
effects for, 87
entering text in PowerPoint, 120
formatting text, 121
inserting by drawing, 117
inserting from Excel, 119
inserting pictures, 127
inserting using dialog box, 116
merging (combining) cells, 124
modifying columns and rows, 123

Quick Styles for, 93
splitting cells, 124
tabs, setting, 41
templates, 9-11, 29
text
adding a new placeholder, 42
adding to callouts, 71
adding to SmartArt graphics, 140
adding to tables, 120
adjusting line and paragraph spacing, 39-40
animation effects, 184, 186-187, 189-191
bullet points, 24, 28, 156, 188-189
copying formatting using Format Painter, 56
dimming or hiding after animation, 189, 191
editing on slides, 36
effects for, 87
formatting attributes of, 38
formatting in charts and tables, 121, 133,
149, 156
hyperlinked, changing color for, 177
moving on slides, 36-37
Quick Styles for, 93
resizing text boxes, 37
rotating, 43
setting indents and tabs, 41
WordArt for, 72
textures, inserting on slide background, 91
themes
adding gallery to Quick Access Toolbar, 11
applying, 11, 59, 84, 103
browsing for, 10
customizing, 85-87
for hyperlinked text, 177
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in Microsoft Word and Excel, 84

Quick Styles related to, 93

saving, 10, 88

setting default, 11
titles, 24, 134
toolbars

changes reflecting menu access, 18

customizing, 16-17

Quick Access, 11, 16-19, 26
transferring presentation to FTP site, 215
transitions, 180-181, 197
translating foreign words, 22
transparency, adding to pictures, 111

o (/e

video. See movies
viewing. See displaying or viewing

o ({/ o

Waveform Audio Format (.wav) files, 160
Web pages
hyperlink to, 173
inserting pictures from, 100
Windows Metafile (. wmf) files, 110
Word. See Microsoft Word
WordArt, 72, 87, 93, 143. See also SmartArt
graphics

o X o

XPS format, 213-214
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