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action button on slide, placement of, 457
action button
creating, 457, 461
formatting, 461
Action Settings dialog box, 323, 324, 329
Action Settings for creating graphic-based
hyperlinks, 461
ActiveX controls, 505
Add Effect dialog box, 357
Add New PowerPoint Add-In dialog box,
517
Add-In Manager, 518
add-in, 329, 465
add-ins for handouts
Handout Wizard for PowerPoint, 444
Print Custom Show, 444
Print-Only handouts, 444
add-ins, defined
high-end, 516
low-end, 516
add-ins, working with
.EXE extensions, 516
.PPA extension, 516
Add-Ins. See show presentations, add-ins
dialog box, 517
find and replace colors, 200
finding of, 516
installation, 516
kiosk assistant, 425
loading, 517
PowerShow, 425
PPT-Timer, 425
randomizer, 425
removal, 516
shape console, 200
shape styles, 200
ShowPlus, 425
smooth shadows, 200
SundayStar, 425

unloading, 517

Word/Phrase Search, 426

working with, 501

.DLL extension, 516

.PWZ extension, 516
additional shape insertion, 261
Adobe Acrobat format, 453
Adobe Acrobat Reader, 453
Advanced Timeline to sequence animations

after previous, 362

with previous, 362
Advanced Timeline, using, 334
after-animation effect

change color, 365

hide, 366
Alignment drop-down list, 440
alignment within cell

horizontal alignments, 440

vertical alignments, 440
All Slides dialog box, 402, 410
alternative bullet characters, 76
alternative master

preservation of, 81

use for new slides, 81
alternative Slide Master, application of, 81
alternative Title Master, 81
animated GIFs, advantages, 379, 386
animated objects, layering of, 371
animating charts, 373
Animation Schemes list, 358
animation schemes, preset

exciting, 350

moderate, 350

Subtle, 350
annotations

pen tools, 412

saving, 523
anti-virus software, 536
appropriate color, choice of, 428
art placeholder, 56 539
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artwork libraries
organizing, 231
using, 231
associated Slide Master, 81
audience’s needs, evaluation of, 448
advanced audience, 449
beginner-level audience, 449
intermediate-level audience, 449
Auto Scale checkbox, 303
AutoContent Wizard for new presentation
products and services presentation, 30
topic-based, 29
AutoContent Wizard
displaying templates, 37
template addition steps, 30
uses of, 27
AutoCorrect dialog box, 122
AutoCorrect Options, 56, 450
AutoDateTime add-in, 65
AutoFit feature, 16
AutoFit icon, 16
AutoFit settings, steps for, 121
AutoFit text, 120
AutoFormat, 273
choosing, 267
disabling, 267
AutoLayout feature. See graphic object
placeholders
AutoLayout, 153, 256, 262, 264, 266
disabling, 266
features, 54
modifications, 134
automatic formatting transfer
color scheme, 60
font, 60
slide background color, 60
slide background graphic, 60
slide design, 60
automatic image display, 221
automatic play for clip, 324
automatic transition timings, setting up,
344
AutoPreview, 348

AutoRecover file, 498
autorun window, 534
Autorun, 423, 424
AutoShape dialog box, line formatting,
181
AutoShape
adding text, 170
application to text box, 130
modifying, 196
text box flipping, 111
used for picture tab, 189
AutoShapes and WordArt, adding shadow
effects, 191
AutoShapes for constructing background
graphics, 69
AutoShapes, 389, 413, 448
AutoShapes
diagram text, 260
duplicating, 170
internal margins, 123
Microsoft Office, 167
axis label addition, 297
axis number format, changing, 294
axis scale, changing, 292

B

background color, types of

gradient, 73

pattern, 73

solid color, 73
Background dialog box, 70, 72
background fill effect, 73
background fill, 189
background graphic

creating of, 67

deleting, 67

on slide master, 68
background graphics, using

scheme colors, 67

transparency, 67
background graphics

deletion of, 70

fill effect, 72
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picture, 72
solid color, 70
background, application of, 442
backup slides, 407
backward moves, 400
bar shape control, 306
bare hyperlinks, creating
E-mail addresses, 450
FTP addresses, 450
Web addresses, 450
basic bullet character, application of, 75
bitmap images, adding shadow to frame,
191
black and white displaying mode, 222
blank action button, 461
blank presentation, creating, 33
blank screen, 403
boilerplate text, 32
Border button, 442
border formatting
bottom, 146
left, 146
right, 146
top, 146
border lines, applying, 145
dialog box method, 147
toolbar method, 146
borders and fills, special effects of
3-D, 152
shadow, 150
use of Excel, 151
breaking link, steps for, 160
Browser level compatibility, 467
browsers, features of, 472
browsing clip art outline, methods for,
241
bullet characters, change of, 74
bullet characters on the slide master, 74
Bulletproof FTP, 475
Bullets and Numbering dialog box, 75, 77,
126
bullets and numbering, 126

button properties, editing, 488

button’s image, editing, 489
buttons

deleting, 484

moving, 484

C

CD applications
Autorun CD Project Creator Pro, 536
Camtasia Studio, 535
Impatica for Power, 535
Paint Shop Pro 8.0, 535
PANTONE OfficeColor Assistant, 536
PowerLink Pro Plus, 536
PowerWorship 3.0, 536
RnR PPTools Starter kit, 535
Scan Calculator, 535
SnaglT 7.x, 535
CD audio clip addition. See CD tracks as
soundtracks
CD dialog box, 419, 422
CD feature in PowerPoint, 418
CD installation, steps for, 533
CD soundtrack across multiple slides, 332
CD soundtrack placement on slide, steps,
331
CD tracks as soundtracks, 330
CD with Windows, options for
exit, 534
explore, 534
install, 534
links, 534
CD, sample PowerPoint materials, 534
awesome PowerPoint backgrounds, 535
digital juice 2.0, 534
PowerFinish samples, 535
PowerPointed, 534
screen beans clipart, 534
CD-ROM for background graphics, 73
CD-ROM, troubleshooting, 536
CD-RW, uses of, 419
cell borders
turn off, 442
turn on, 442
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cells
changing of color, 148
merging of, 143
selection, 140
splitting of, 143

changing link reference, methods for, 160

character sets. See fonts in Web
presentation
chart
animating steps, 376
based on PowerPoint table, 279
creating steps, 276
chart animation by
category, 376
individual data points, 376
series, 376
chart area formatting, 299
chart data, working with, 280
chart element identification
categories, 277
category axis, 277
data points, 278
data series, 277
legend, 277
value axis, 277
chart elements, formatting
chart area, 299
plot area, 299
chart on Excel worksheet, 278
Chart Options dialog box, 296, 301
chart options, control of, 288
chart plotting
columns, 281
rows, 281
chart types
area and surface, 282
bar and column, 282
bubble and scatter, 283
Line, 283
pie and doughnut, 283
radar, 283
charting tools, using, 275
charts, defined, 275

CIL, working with, 243
clip addition to clip organizer
automatically, 247
manually, 248
clip appearance control, 387
clip art, 169
for shadow effects, 191
in presentations, using, 252
clip art inserting methods
manual, 236
with placeholder, 234
clip art modification steps
deconstructing, 245
editing, 245
recoloring, 244
clip art search, 236
by similar style, 239
media files, 238
clip cataloging
automatic clip addition, 247
manual clip addition, 248
clip collections
my collections, 237
office collections, 237
Web collections, 237
clip deconstruction, steps for, 245
clip editing, 245
clip finding by browsing, 240
clip keywords, changing, 250
clip management, 246
Clip Organizer
artwork libraries, 231
AVI files, 380
basics of, 78
for finding clips, 240
for inserting sound, 320
for scanning, 212
image formats, 247
inserting video clip, 384
pane, 318
placing sound icon, 318
sound recording, 337
uses of, 231
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with animated GIFs, 380
working with sound, 318
clip removal from Clip Organizer, 250
clip volume control, 387
clip, available offline, 243
clips in multiple collection
copying, 252
moving, 252
Code window, 508
codec, defined, 394
color choices for PowerPoint presentation,
38
accent and followed hyperlink, 39
accent and hyperlink, 39
accent, 39
background, 39
fills, 39
shadows, 39
text and lines, 39
title text, 39
color depth, 205
Color dialog box, 44
Color drop-down list, 115
color hiding, 13
Color Picker, 491
color placeholders, 43
color scheme
application to slides, 41
customizing, 41
saving, 45
selecting, 40
color scheme choices in template, 40
color scheme for individual object
formatting, 45
color scheme management, 45
Color Schemes hyperlink, 40
column addition, 443
column removal, 443
column shape control, 306
column width, changing, 143
columns selection, 140
columns, resizing, 440
command addition

menus, 486
toolbars, 486
command properties menu
Assign Hyperlink, 489
Begin a Group, 489
button image commands, 489
Delete, 488
Image/Text setting
Default Style, 489
Image and Text, 489
Text Only ( in Menus), 489
Text Only (Always), 489
Name, 488
Reset, 488
command properties, editing, 488
commands in PowerPoint, broadtypes
entire presentation file, 18
selected group of slides, 18
single slide, 18
commands on button’s Properties
Change Button Image, 490
Copy Button Image, 490
Edit Button Image, 490
Paste Button Image, 490
Reset Button Image, 490
Commands tab, 486, 491, 505
commands
deleting, 484
moving, 484
Compressed (Zipped) Folder, 478
compressed archive, creating, 477
compressing images in PowerPoint, 223
compressing images, defined, 207
computer sound files
MIDI, 316
wave, 316
computer-generated drawings. See digital
animation, 382
content laceholders, 15
content template as design template, using,
34
content template-based new presentation,
31
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Control Toolbox toolbar, 505
Copy to Folder dialog box, 420
creating additional Slide Masters, steps for,
79
creating additional Title Masters, steps for,
79
creating background graphics, steps for, 73
creating custom show, steps for, 409
crop settings, 218
crosshatch patterns, 432
custom animation, 323
custom animation, starting specifications for
after previous, 360
on click, 360
with previous, 360
custom animation
dimming, 365
features, 352
hiding, 365
custom animation effect, types of
emphasis, 355
entrance, 355, 373
exit, 355, 372
motion paths, 355
custom animation effect
application steps, 356
applying sound effects, 363
changing, 358
recording, 358
removing, 358
Custom Animation pane, 358
custom animation play options for video,
388
custom animation settings, 319
Custom Animation task pane, 323, 325,
332, 334, 336, 353, 356, 359, 360,
364
custom animation timings, setting, 361
custom chart type, choosing, 286
custom motion path from scratch, creating
steps, 370
custom Print dialog box, 444
Custom Show dialog box, 409, 410

custom show
displaying during presentation, 410
editing, 409
custom shows in presentation files,
advantages of
avoiding duplication, 408
managing change, 408
overcoming objections, 408
custom slide shows, working with, 406
Custom tab, 44
custom work environment aspects
menus, 483
toolbars, 483
Customize dialog box, 484, 491, 492
cycle diagram, defined, 255

D

data addition, 280
data exclusion, 280
data inclusion, 280
data labels control, 296
data point options, change of, 305
data removal, 280
data series
changing, 305
defined, 305
label control, 307
data table, adding, 298
datasheet, 280
Date and Time checkbox, 434
date and time setting
automatic updating, 64
fixed, 64
Date Area text placeholder, 434
date format, 434
date/time hiding in title slide, 66
default browser support, 467
Default Design, 33
default editor, 473
default encoding, 474
default layout, title slide
placeholder for subtitle, 51
placeholder for title, 51
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default rotation setting, 110
default slide layout, 53
default Templates, 49
demoting outline text, 98
depth setting
bar chart, 307
column chart, 307
design template application to slides, steps,
34
Design Template dialog box, 37
design template, creating, 47
design template-based presentation, 32
design templates, features of
artwork, 26
background graphics, 26
color schemes, 26
font scheme, 26
diagram formatting, modifying steps,
267
diagram placeholder, 260
diagram resizing, 264
diagram text, 260
diagram toolbar, 262, 263
diagram type, changing, 263
diagram, types of
cycle, 255
pyramid, 256
radial, 256
target, 258
venn, 256
diagrams
inserting methods, 259
working with, 255
dialog box, 318
dialog box method for
changing color of cells, 148
text box border setting, 114
text box fill settings, 115
dialog box method, steps, 147
dialog box tabs
alignment, 302
Font, 302
Patterns, 302

digital animation, 382
digital camera for image transfering, 214
digital cameras for high resolution pictures,
205
digital certificate, defined. See digital
signatures, understanding
digital certificates, creating, 513
Digital Signature dialog box, 514
digital signatures, 499
digital signatures, understanding
digital signature certificate creation, 513
macro publisher addition to trusted
sources, 514
macro signing, 514
security certificate viewing, 514
display control
customizing normal view pane, 8
displaying screen elements, 11
hiding screen elements, 11
setting zoom, 8
display hardware, configuring, 415
Display Properties dialog box, 415
distribution methods for user-interactivity,
446
Draw Table button, 139
Drawing toolbar, 17
drawing toolbars, line formatting
Arrow Style, 180
dash Style, 180
line Color, 180
line Style, 180
drawing tools, uses of, 165
DVD movie clips, 394
dynamic link library, 424

E

e-mail hyperlink. See link to e-mail address
Echo’s Voice, 528

edit color scheme dialog box, 42

Edit Hyperlink dialog box, 457

Edit Sound Object, 328

Effect Options, 390

Effect Options dialog box, 389
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embedded Excel workbook, editing steps
convert, 159
edit, 159
open, 159
embedded narration, 340
embedded PowerPoint slides, 443
Embedded TrueType Fonts checkbox, 423
embedding Excel data, defined, 155, 156
encoding tab, 474
event triggering, 364
Excel chart into PowerPoint, steps, 311
Excel charts
embedding, 312
using, 311
Excel data, linking, 155
Excel for copying worksheet cells, 154
Excel workbook, embedding method for,
156
Excel worksheet for basing chart, 278

expanding and collapsing of outline text, 97

F

file control on file tab
organizing, 473
saving, 473
updating, 473
file extensions, hyperlink
BMP, 455
DOC, 455
MDB, 455
MPP, 455
TXT, 455
WPD, 455
WRI, 455
XLS, 455
file format, 207
file management interface, 395, 453
File Properties dialog box, 498
File Transfer Protocol (FTP), 450
files opening in older versions, 523
Files tab, 473
fill color button, 182
fill color setting, 150

fill effect selection, 72
Fill Effects, 72
Fill Effects dialog box

gradient, 182

pattern, 182

picture, 182

texture, 182
fill transparency settings, 115
fills, application of, 147
fine-tuning in PowerPoint, 176
Fit Text checkbox, 106
Fixed text box, 64, 434
flash content in PowerPoint, 391
flash movie tool. See flash content in

PowerPoint
floating Rehearsal box, 346
floating Slide Master View toolbar, 59
floating toolbar, 492, 503
Font dialog box, 119
fonts in Web presentation, 474
fonts tab, 474
Footer box, 29
Footer dialog box, 65, 434
footer placeholderes, 434
footer. See header and footer elements,
changing

footers display, controlling, 434
format changes, manually, 267
Format Chart Title, 302
Format Data Series dialog box, 305, 307
Format dialog box, 106, 123
Format Gridlines dialog box, 301
format handouts in Word, 439
Format Legend dialog box, 305
Format Painter, 41
Format Placeholder, 106
Format Series dialog box, 307
Format Table, 440
Format Table dialog box

default alignment, 145

table margin setting, 145
Formatting toolbar, 18
forward moves, 400
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free-floating windows, 484

friendly text hyperlinks, creating, 450
FTP capabilities, built-in, 450

FTP location setting, steps for, 476
FTP Locations dialog box, 476

Full Path area, 454

G

gap setting on

bar chart, 307

column chart, 307
gradient tab

one color, 184

preset, 184

two color, 184
graphic dithering, defined, 432
graphic export with clipboard, 226
graphic export with Save As Picture, 225
graphic images, resizing, 442
graphic object placeholders, 17
graphic objects

grouping of, 199

working with add-ins, 200
graphical hyperlinks, creating methods

action settings, 461

insert hyperlink command, 462
graphics formats, types of, 207
grayscale image display mode, 221
grayscale setting, 430
grayscale setting, choice of, 428
Grayscale View toolbar for PowerPoint, 14
Grayscale View toolbar, 14, 429
grid, defined, 13
Grid dialog box, 13
Grid Settings dialog box, 177
gridlines, formatting, 301
gridlines, types of

major, 290

minor, 290
guide lines

horizontal, 11

vertical, 11
Guides dialog box, 13

H

Handout Master View toolbar, 432
handout master, using, 432
handout print options

frame slides, 431

name, 431

number of copies, 431

print comments, 431

print hidden slides, 431

print range, 431

scale to fit paper, 431
handout-formatting activities

background change, 434

color scheme application, 433

font change, 433

placeholder area deletion, 433

placeholder area movement, 433
handouts

creating steps for, 427

editing in Word, 438

modifying with Microsoft, 437

sending to Word, 437
handouts export, 439
hanging indent marker, 129
header and footer elements, changing, 63
Header dialog box, 65, 434
header placeholders, 434
headers display, controling, 434
heading styles, uses for Word document

importing, 87

hidden slides, 402, 405, 446

working with, 404
Hide Slide command, 404
hyperlink

editing, 456

removing, 456
Hyperlink dialog box, 451, 452, 454,

457

hyperlink text, types of

bare hyperlinks, 450

friendly text hyperlink, 450
hyperlink to file dialog box, 460
hyperlink to file on hard disk, creating, 453
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hyperlink to file on LAN, 453
hyperlink to slide, 452

Hyperlink to Slide dialog box, 460
Hyperlink to URL dialog box, 460
hyperlinks, 447

image compression
lossless compression, 207
lossy compression, 207
no compression, 207
image import into PowerPoint, 208
image recoloring, 244
image scanning directly onto PowerPoint,
steps for
adjusting resolution, brightness, contrast,
214
choose paper source, 213
choosing scanning mode, 213
previewing scan, 213
image transfer directly from digital camera,
214
image-editing program. See resolution on
preexisting graphic files
color depth, 206
digital camera photos, 205
image scanning, 214
images, directly acquiring from
digital camera, 214
scanner, 211
importing and organizing text, 85
importing images, steps for, 208
importing text from Word, 85
indent markers, types
first line indent, 127
hanging indents, 127
left indent, 128
indents and tab stops, experimenting with,
128
Indezine, usage of, 527
insert hyperlink command for creating
graphic-based hyperlinks, 462
Insert Hyperlink dialog box, 462

Insert menu for inserting table, 134
Insert menu method, 134
Insert Outline dialog box, 89, 93
Insert Table button, 137
Insert Table dialog box, 134
insertion of
movie from file, 385
video clip from clip organizer, 384
insertion point in table, 140
insertion point in text box, 104
internal margins
changing, 123
setting steps, 123
setting, 439
Internet Faxing, 522
Internet service provider, 474
Internet-based PowerPoint presentation. See
Web-based PowerPoint presentation

K

Keep Source Formatting checkbox, 91
kiosk mode to limit control users, 463
kiosks, security, 462

L

label formatting, 302
layering, uses of, 371
layers, working with, 198
layout flow, changing, 262
left Indent marker, 128
legend displaying, 288
legend formatting, 305
legend key checkbox, 297
legend positioning, 288
Line Spacing dialog box, 125
line spacing settings
after, 125
before, 125
paragraph, 125
linear flow slides, 406
lines and borders, formatting, 180
lines and shapes, drawing tools
arrow, 166
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AutoShapes menu, 167
line, 166
oval, 167
rectangle, 167
link for creating new document, 453
link to Custom Show dialog box, 460
link to e-mail address, 456
link to FTP site, 451
link to graphic file, uses, 210
link to Web site, 451
link update, 473
Linked Files checkbox, 423
linked narration, 340
live-action videos, uses, 380
Livelmage, 211
long file name, use of, 473

M

macro
deleting steps, 504
digital signing, 514
planning, 502
recording steps, 502
storing, 503
text selection removal, 509
macro basics
deleting, 504
planning, 502
recording, 502
Macro dialog box, 504
macro editing with Visual Basic, 507
Macro Name box, 502
macro playback, methods for
assigning macro to menu command, 504
assigning macro to toolbar button, 504
Macro dialog box, 504
Macro playing from Macro dialog box, 504
macro publisher, 514
macro record, right step selection, 510
macro recording, 501
macro reuse in multiple presentations,
515
macro security, 511

macro security level, setting
high, 512
low, 512
medium, 512
very high, 512
Macro toolbar, 503
Macromedia Director Content, playing, 392
macros menu creation, 506
macros, working with, 501
mailing lists. See newsgroups,
PowerPoint-related
major grid lines, displaying, 290
manual clip art insertion, 236
manual formatting changes, 273
manual layout changes, 266
in organization chart, 272
manual text box
creating steps, 103
qualities, 102
margin changing in Word, 439
Master checkbox, 70
master elements in PowerPoint, manual
editing of, 66
Master Layout button, 62
Master settings versus individual slide
settings, 59
masters
deleting steps, 81
renaming steps, 81
Masters and Layouts, 51
masters in PowerPoint, definition. See
masters and layouts
masters in PowerPoint
copying, 79
deleting, 81
Preserving, 81
renaming, 81
masters, types, 57
handouts, 57
notes, 57
slide, 57
title, 57
Media Package File (MPF), 243
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megapixel, 215
menu
creating steps, 492
creating, new, 491
customizing, 483
manual change, 483
Menu Bar, 492
menu system, adding commands, 486
menus in edit mode, placement of, 484
Merge Cells button, 143
Merge Cells commands, 143
MHT extension. See single file Web Page,
using
MHTML file. See Web Archive
Microphone Check dialog box, 338
microphone recording level adjustment, 338
Microsoft, source of additional templates,
36
Microsoft Access, 455
Microsoft Clip Organizer, 322
Microsoft Excel Worksheet, 157
Microsoft Excel, 455
Microsoft Graph, 308, 311, 373
creating chart, 276
uses of, 275
Microsoft Office online, technical support
source, 527
Microsoft Paint, 455
Microsoft Project, 455
Microsoft Word, modifying
handouts, 437
notes pages, 437
Microsoft-supplied menus, 484
Microsoft-supplied templates, 49
Microsoft-supplied toolbars, 484
MIDI recording. See Multi-Instrumental
Digital Interface
minor gridlines, displaying, 290
mirrored text box, 110
modifying diagram layout, steps for
adding shapes, 261
deleting shapes, 261
diagram type change, 263

disabling AutoLayout, 266
layout flow change, 262
rearranging shapes, 263
resizing diagram, 264
motion path
creating tips, 370
locking, 371
unlocking, 371
using, 367
motion video, incorporation of,
379
motion videos, types of
animated GIF, 379
live action videos, 380
mouse click action setting, 322
Mouse Click checkbox, 344
mouse click setting, 386
mouse over action setting, 322
mouse over setting, 386
Movie Options dialog box, 387
movie options, action setting
mouse click, 386
mouse over, 386
mpeg. See motion picture experts group
MPF Files. See CIL, working with
Multi-Instrumental Digital Interface,
defined, 317
multi-monitor configuration presentation,
414
multi-purpose placeholders. See graphic
object placeholders, 17
multiple custom animation effects, applying
to same object, 357
multiple keywords, using, 239
multiple masters, managing, 78
multiple presentation, 421
multiple shape selection, 270

N

narration deleting for slide, 341
narration recording, 336
entire presentation, 341
individual slide, 341
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navigational control
access to custom shows, 446
basics, 447
directories, 446
product information, 446
quizzes, 446
troubleshooting information, 446
types, 447
Web resource listings, 446
new clip collections, creating steps, 251
new custom chart types, creating steps,
286
new document creation with hyperlink,
453
new Excel workbook, embedding of, 157
new masters, copying, 79
New Presentation dialog box, 38
new presentation from Word document,
creating steps, 89
New Presentation task pane, 28, 32, 34
New Slide button, 32
New Slide Master button, 79
New Toolbar dialog box, 492
newsgroups, PowerPoint-related
Microsoft Office freelist group, 531
Microsoft public PowerPoint newsgroup,
530
Yahoo PowerPoint group, 531
NewTitleSlide. See Macro Name box
non-scheme colors for presentation, 45
Normal view panes, customizing, 8
normal view, 6
Notepad, 455
notes master, working with, 436
Notes Page view, 57, 435
notes pages
editing in Word, 438
modifying with Microsoft Word,
437
sending to Word, 437
Nudge commands, 176
Number Area box, 65
Number Area placeholders, 63

0

object alignment
horizontal, 177
vertical, 177
object alignment
in relation to slide, 177
two or more objects, 177
object distribution, 177
object distribution in relation to slide
horizontal, 179
vertical distribution, 179
object floating effects, 192
object formatting using color schemes,
45
object rotating steps
horizontal, 198
vertical, 198
objects sizing and positioning
cropping, 175
moving or resizing several objects,
175
proportional resizing, 175
specific positioning, 175
specific sizing, 175
OLE link method, advantages of, 211
OLE link, steps for, 210
OneNote and Tablet PC integration, 522
online sources for clip art, background
aBetterPresentation.com, 530
bit better corporation, 529
digital juice, 530
free templates from Graphicsland, 529
PowerFinish, 529
PowerPoint backgrounds, 529
PowerPoint Templates Pro, 530
slides direct, 530
zapitmedia, 530
Open dialog box, 498
optional screen elements
Displaying colors, 13
Displaying task pane, 14
Grid, 11
continued
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optional screen elements continued photo album layout, creating, 226
guides, 11 photo album, modifying, 228
hiding colors, 13 photo brightness, adjusting, 220
hiding task pane, 14 photo contrast, adjusting, 220
rulers, 11 photo cropping, uses of, 215, 217

org chart. See organization chart, use of photo exporting from PowerPoint, 225

org chart, basics of, 255 photo resetting, steps for, 218

org charts, working with, 255 photo sizing, uses of, 215

organization chart, use of, 259 photographic images, working with, 201

organization chart toolbar, 268, 270, 271 picture background selection, 72

organization charts, special considerations Picture Bullet dialog box, 77

for, 268 picture bullet for PowerPoint, 77

orientation control, 304 picture control, 473

orphaned text box, 102 Picture dialog box, 72

Outline command, 89, 94 picture saving, steps, 225

Outline pane, 94, 102 picture tab, 189, 143

outline text, methods of pie chart for rotation setting, 308
demoting, 98 placeholder boxes in slide master view, 59
expanding and collapsing, 97 placeholder for inserting clip art, 234
promoting, 98 placeholders on masters
rearranging, 98 deleting, 61

Outline view, 86 restoring, 61

outlining toolbar, 98 plain-text editor. See Notepad

outlining tools, working with, 94 plain-text file, 92

outside border of table, drawing, 139 Play Movie dialog box, 389

overall table resizing, 141 Play Sound checkbox, 329, 459

playback PC, 395

P playback quality, 394

Package for CD dialog box, 421 plot area formatting, 299

package for CD feature, 522 PNG as graphics format, 472

padding, creating, 439 post-import cleanup, 90

Page Number checkbox, 435 PowerPoint

page numbering, 435 animation effects, 343

Page Setup dialog box, 432 artwork libraries, 231

Palette Toolbar add-in, 45 CD-ROM, 533

Paste Special dialog box, 110 charting tools, 275

pattern tab, 187 color schemes, 25

PCI slot on motherboard. See digital custom work environments, 483

animation diagrams, 255

Pen icon. See Pen Tools, annotating with drawing tools, 165

Pen menu, 412 graphic presentation, 3

Pen options, 523 handouts, 427

Pen tools, annotating with, 411 Interface, 4
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layouts, 51
masters, 51
motion video, 379
narration, 315
org charts, 255
photographic images, 201
presentation process, 399
sound effects, 315
soundtracks, 315
speaker notes, 427
tables and worksheet grids, 133
templates, 25
text importing, 85
text organizing, 85
text placement, 101
transition effects, 343
user-interactive shows, 445
uses of, 3
visual aids, 3
Web-based shows, 445
Word document importing, 85
PowerPoint 2003 features not supported in
previous versions
PowerPoint 2000
animation effects, 523
multiple masters, 523
password protection, 523
Picture rotation, 523
PowerPoint 95
animated chart elements, 524
custom show, 524
document collaboration, 524
Embedded Excel charts, 525
macros, 525
Microsoft Graph charts, 525
PowerPoint 97
animated GIFs, 524
automatic numbered list, 524
native tables, 524
PowerPoint 2003’s PowerPoint Viewer,
424
PowerPoint 2003, new features

annotations, 523

Fax Service capability, 522

OneNote utility, 522

Package for CD, 522

pen types, 523

PowerPoint Viewer, 521

Research pane, 522

Web-based SharePoint team sites, 522

Windows Media Player, 522
PowerPoint accessibility techniques, 528
PowerPoint answers, PowerPoint MVP, 528
PowerPoint for graphic presentation

Internet, 4

intranet, 4

Self-running, 4

Speaker-led, 3
PowerPoint format, 464
PowerPoint Interface

slide pane, 5

tabs

slides, 5

task pane, 5

toolbars, 5

view buttons, 5
PowerPoint options, tabs. See also program

options

edit, 496

general, 495

print, 497

save, 498

security, 498

Spelling and Style, 499

view, 494
PowerPoint presentation file saving

formats

PowerPoint Show, 21

Presentation (PowerPoint 2003), 20

Presentation for Review, 20
PowerPoint presentation, basics, 22
PowerPoint presentation, views for

Normal, 6

notes page, 6

slide show, 8

slide sorter, 6
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PowerPoint resources online
add-Ins and utilities, 528
backgrounds, templates, and graphics,
529
help and support, 527
PowerPoint slide export as graphics, 226
PowerPoint slides, saving formats
graphics
enhanced Windows metafile, 22
PowerPoint add-in, 21
tagged image file format, 21
presentation
PowerPoint 97-2003 €t 95, 20
Single File Web Page, 21
PowerPoint table for basing chart, 279
PowerPoint templates, 49
PowerPoint text boxes, sizing steps, 106
PowerPoint versus Web Format, 464
PowerPoint Viewer checkbox, 423
PowerPoint Viewer for copying
presentations, 422
using, 423
PowerPoint Viewer, support files
gdiplus.dll, 424
intldate.dll, 424
pptview.exe, 424
ppvwintl.dll, 424
saext.dll, 424
unicows.dll, 424
PowerPoint Viewer
availability, 424
benefits, 521
Online availability, 477
PowerPoint, background graphics
AutoShapes, 70
external graphic images, 70
PowerPoint, clip organizer, 77
PowerPoint, Windows-based program
menu bar, 4
title bar, 4
window control, 4
preassigned hyperlink, 457
presentation, creating new

design template-based, 28
plain blank presentation, 28
using AutoContent Wizard, 28
presentation (content) template, creating, 47
presentation control displaying, 400
presentation copying to other locations, 420
presentation copying to videotape, 395
presentation copying, setting options for
linked files, 423
passwords, 423
PowerPoint Viewer, 422
presentation play
all presentation automatic play, 423
first presentation automatic play, 423
presentation selection, 423
TrueType Fonts, 423
presentation file transfer to Web Server, 476
presentation packaging, 418
presentation process, basics of
controls, 400
going backward, 400
going forward, 400
screen blanking, 403
slides menu, 400
specific slides, 402
presentation process, managing of, 399
presentation templates, creating, 27
using as design template, 36
Presentation Title box, 29
presentation transfer, 418, 420
presentation transfer to Web server
saving directly to Web site, 475
saving with Web address, 475
uploading with third-party utility, 475
presentation with PowerPoint Viewer,
playing, 424
Presentations.com, content-rich site, 527
Presenter View checkbox, 416
presenter view, using, 417
preset animations
creating steps, 352
dissecting, 353
working with, 349
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preset hyperlinks. See preassigned
hyperlinks
preset motion path
application of, 367
modifying of, 367
Primary Monitor checkbox, 415
Print dialog box
color, 428
Grayscale, 428
pure black and White, 428
printer-specific options
copies, 432
graphic dithering, 432
graphics resolution, 432
image intensity, 432
orientation, 432
page order, 432
paper size, 432
paper source, 432
program options
show menu, 495
Show popup toolbar, 495
Slide Layout task pane, 494
Startup Task Pane, 494
Status bar, 494
vertical ruler, 494
Windows in taskbar, 495
promotion of outline text, 98
pure black and white setting, 429
pyramid diagram, 256

R

radial diagram, uses of, 256

Radial.pot design template, blank
presentation of, 67

raster graphics, technical specifications, 203

raster graphics, understanding, 201

Rearrange Commands dialog box, 491

rearrange commands method, using, 491

rearrangement of outline text, 98

Record Macro dialog box, 502

Record Narration dialog box, 338, 339, 340,
341

Record Sound feature in PowerPoint, 336
recording narration, controling aspects
microphone level, 338
recording quality, 338
recording quality, choosing, 338
recording sounds, options for, 336
Rehearsal toolbar, 347
Rehearse Timings feature, 346
reordering objects in stack, steps for, 198
Research Pane, use of, 522
resolution, defined, 203
resolution of pictures
digital camera photos, 205
preexisting graphic files, 203
resolution on digital camera photos, 205
resolution on graphics, using a scanner,
204
resolution on preexisting graphics files, 203
resolution reducing, with third-party utility,
224
resolution reduction, steps, 223
Rich Text Format, 88, 92
rotation commands, 109
rotation setting on pie chart, 308
Rotation text box, 110
row addition, 443
row height, changing of, 143
row removal, 443
row selection, 140
rows, resizing, 440
RTE. See Rich Text Format
rulers, 11
Run Disk Defragmenter, 395
Run Program, 459, 461

S

Save As dialog box, 469, 470, 475, 476
scanner for directly acquiring images, 211
screen elements displaying, 11

screen elements hiding, 11

ScreenTip, 451, 461

Secure Pack add-in, 447

Security dialog box, 515
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security warning dialog box, 514
selected cells from an Excel Worksheet,
embedding methods for, 155
linking, 158
self-generated certificate. See digital
signature, creating
Self-running PowerPoint presentation, 4
self-signed certificate. See digital signature,
creating
SelfCert.exe utility, 514
Semi-transparent checkbox, 148
semi-transparent fill, 148
application of, 181
series color, choosing, 305
Set Up Show dialog box, 417
Shading tab, 442
shadow button, 116
shadow effects, applying to object
AutoShapes and WorldArt, 191
bitmap images, 191
clip art, text boxes, charts, 191
shadow effects, applying to text box
in an unfilled text box, 117
outside border, 117
Shadow Settings toolbar, 116
shape deletion in diagram layout, 261
shape deletion in organization chart, 269
shape insertion in organization chart
assistant, 269
coworker, 269
subordinate, 269
shapes rearrangement, 263
SharePoint Team Services, 522
Shockwave ActiveX, 393
Shockwave Flash ActiveX Object, 392
Show and return checkbox, 452
show leader lines checkbox, 297
show presentations, add-ins, 425
Single File Web Pages, 466, 473
single text-based HTML file. See traditional
HTML, using
Slide and Title Master change without
Master View

animation scheme, 61
background, 61
color scheme, 61
slide design, 61
slide transition, 61
slide and title master interaction, 59
Slide Design task pane, 32, 61, 81
slide design template, 74
Slide Finder window, 90, 92
slide images resizing. See graphic images,
resizing
slide import through Slide Finder window,
91
slide layout placeholder, using, 134
Slide Layout task pane, 18, 53
slide layouts for PowerPoint
AutoLayout, 54
blank layout, 56
default, 51
text/graphics Interaction, 54
Slide Master, 457
Slide Master, changes in
color choices, 59
font choices, 59
Slide Master Layout, editing, 60
Slide Master View toolbar, 78
slide master view, exploring, 57
slide menu displaying, 400
slide number, 65
slide placeholder, resizing and
repositioning, 436
Slide Show Help dialog box, 404
Slide Show view, 523
Slide Sorter view, 18, 344, 350, 404
Slide tab, 63
Slide Transition task pane, 344, 348
slide/title masters, modifying, 60
Slides
adding, 17
deleting, 17
slides, selecting
normal view, 19
slide sorter view, 19
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solid fills, application of, 181
sound application to animation effect, 363
sound clip sequencing with advanced
timeline, 334
sound clip specification
start point, 326
stop point, 326
sound effect, application to object, 329
sound files
embedding, 321
linking, 321
sources, 321
understanding, 316
sound icon on slide, placing, 317
sound insertion from file, 320
Sound Options dialog box opens, 328
sound play settings, adjusting, 323
mouse click, 322
mouse over, 322
sound play
delaying, 325
repeating, 325
sound recording, 336
Sound Selection dialog box, 339
sound volume specification, 328
sound-editing program, 329
soundtrack in Web presentation, using, 334
sounds in clip organizer, working with, 318
soundtrack in HTML. See soundtrack in
Web presentation
Speaker Notes box, 413
speaker notes
creating, 435
entering in PowerPoint, 435
viewing, 413
Speaker-led PowerPoint presentation, 3
special image modes
automatic, 221
black and white, 222
grayscale, 221
washout, 222
special Kiosk Mode, 462
specific slides, jumping to, 402

Spelling dialog box, 499

Split Cell commands, 143

Standard and Formatting toolbars for
PowerPoint presentation, 6

standard chart type, choosing, 283

standard Print dialog box, 444

Standard Scheme button, 45

Standard toolbar for zoom setting, 9

start point specification, 326

Startup Task Pane checkbox, 15

Style Checker, 499

Style Options dialog box, 499

subordinate layout, 270

supervisor reporting, changing, 270

supporting file organization in folder,
473

Suppressing footer elements. See footer
display, controlling

Suppressing header elements. See header
display, controlling

Symbol dialog box, 76

system requirements, 533

T

tab stops in PowerPoint, 128
table, drawing method, 137
table, insertion of
with insert menu, 134
with table button, 137
table, insertion point movement, 140
table, selection steps for
cells, 140
column, 141
row, 140
table alignment, 144
table alignment, changing
horizontal alignment, 439
vertical alignment, 440
table button for inserting table, 137
table cells, formatting
column width, 143
row heights, 143
table margins, 144
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Table menu, 140
table structure, editing
deleting rows and columns
Delete Columns, 142
Delete Rows, 142
inserting rows and columns
Insert Columns to Left, 141
Insert Columns to Right, 141
Insert Rows Above, 142
Insert Rows Below, 142
resizing, 141
Tables and Borders toolbar
align bottom, 138
border style, 138
border width, 138
Distribute Columns Evenly buttons,
144

Distribute Rows Evenly buttons, 144

draw table, 138

fill color, 138
tables and worksheets, features, 133
tables creation, using

Insert menu, 133

layout placeholder, 133

Table button, 133

Tables and Borders toolbar facility,

133

tables, copying from Word, 153
Tablet PC, writing capabilities, 522
tabs and indents in PowerPoint

indent markers, 126

Tab stops, 126
target diagram, 258
Target Monitor. See pictures tab, 473
task pane displaying, 14
task pane hiding, 14

template addition to existing presentation,

34
template file locations, 37
template files, saving, 48
template types
design templates, 26
presentation templates, 27

template, additional sources
PowerFinish, 49
PowerPoint backgrounds, 49
PowerPointed.com, 49
Sonia Colema, 49
template-based AutoContent Wizard, 30
templates
creating of, 46
defined, 25
effectiveness, 48
templates and color schemes for
PowerPoint, 25
text alignment
justify, 121
left, 121
right, 121
Text Alignment box, 144
text anchor point setings
top centered, 124
top, 124
text animation options, 358
text box border setting via dialog box,
114
text box border, 112
text box border, attributes, 112
dash style, 112
line color, 112
line style, 112
text box border, setting
dialog box, 114
toolbar, 113
text box fill. See text box border
text box fill, setting methods
dialog box, 115
toolbar, 114
text box internal margins, 123
text box placeholder, resizing and
repositioning, 436
Text Box tab, 106
Text Box tool, 17, 102
text box, application of shadow,
116
text box, flipping
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horizontal flipping, 110
Vertical flipping, 110
text box, specifications for
height, 107
width, 107
text box, types of
manual text box, 102
text placeholder box, 101
text box
moving of, 107
positioning, 108
rotating of, 108
selecting, 104
sizing and positioning, 105
text boxes, deleting
manual text box, 130
text placeholder box, 130
text boxes, restoring
text editing, 467
text fitting, 272
text formatting in PowerPoint, methods for
dialog box, 117
toolbar, 117
text formatting review, 66
text formatting, changing, 66
text hyperlinks, creating, 449
text import from Web page, steps, 93
text import from Word outline into
PowerPoint, methods, 88
text importing from Excel and other
spreadsheets, 94
text importing from multi-sheet workbook
file, 95
text importing from PowerPoint
presentations, 90
text importing from Web pages
HTML, 93
MHTML, 93
text importing from Word processing
applications, 92
text insertion in blank action button, 461
Text layout, 17, 53, 55
text placeholder

experimentation with, 63
qualities, 102
text placeholder box, PowerPoint, 101
text placeholder positions, modification of;
61
Text Placeholders, 16
text placeholders, experimenting with
deletion, 63
restoration, 63
text placement, features of, 101
text positioning
AutoFit text, 120
text alignment setting, 121
text selection in outline pane, steps for, 96
text-formatting techniques, 260
textures tab, 186
third-party CD writing program, 420
third-party editing program, 326
third-party FTP utility, 476
third-party program, 473
third-party templates, application of, 36
third-party utility
NXPowerLite, 225
RnR presentation optimizer, 2253-D chart
for gridline formatting, 301
3-D effect
adding to object, 193
applying to text box, 116
3-D effect for text box, transparency
setting, 118
3-D effect settings, changing, 308
3-D settings toolbar, 195
3-D settings, experimenting with, 195
3-D simulations, digital animation, 382
3-D view dialog box
Auto Scaling, 310
Elevation buttons, 310
Height, 311
Perspective buttons, 310
Right Angle Axes, 310
Rotation buttons, 310
Thumbnail images, 40

thumbnail view, 91
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time format, 434
Timing tab, options. See also custom
animation timings, setting
Delay, 361
repeat, 362
rewind when done playing, 362
speed, 362
Start, 361
triggers, 362
title and table placeholder, 135
title label addition, 297
Title Master, 53, 57, 59
title master view, 58
title only layout. See blank layout, 56
Title placeholder, 352
Title Slide layout, 57
titles, formatting, 302
toolbar button assignment to macro, 505
toolbar method for
text box border setting, 113
text box fill setting, 114
toolbar method, steps for, 146
toolbar, command adding steps, 486
toolbar, creating steps, 491
toolbars
customizing, 483
manual change, 483
movement of, 484
toolbars creating, new, 491
toolbars in edit mode, placement of, 484
Toolbars tab, 491
Track box, 331
traditional HTML, using, 466
transition effects, choosing
associated sound, 349
basic effect, 349
speed, 349
transition timing
recording, 345
rehearsing, 345
transitions effects, types, 343
automatic, 343
manual, 343

transparent color setting, 220

triggers controls, 361

troubleshooting, 393

Trust Macros, 515

Trusted Publishers tab, 515

trusted sources list, 514

two screen presentation, configuring,
416

U

unbordered text box, 117
unclassified clip collection, 250
underlined text. See text hyperlinks,
creating
updating links, steps for, 159
user templates, 47, 49
application of, 36
user-interactive kiosk, setting up, 462
user-interactive presentation, 445
user-interactivity
distribution considerations, 446
navigational controls, 446

\"

VBA in PowerPoint, Web resources
Event Generator, 509
Quiz example, 509
Tic Tac Toe, 509
VBA Controls Assistant, 509
VBA, fundamentals of, 508
vector graphic, defined, 165
vector graphics, advantages
scalability, 166
size, 166
vector graphics, creating, 165
Vector Markup Language, 468
venn diagram, 256
vertical alignment, 124
VHS video, 395
video camera, storing aspects, 381
video cameras
digital, 380
non-digital, 380
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video capture program. See video file
format
video clip window, sizing, 391
video clips
custom animation, 388
incorporating, 384
inserting from clip organizer, 384
problem with playing, 393
start point, 390
video file format
Audio Video Interleave, 383
Microsoft movie format, 383
Microsoft streaming format, 383
Motion Picture Experts Group, 383
QuickTime, 383
video impact, balancing with
file performance, 391
file size, 391
video play timing, control of, 389
view change, methods
view buttons, 8
view menu, 8
Visual Basic Editor for macros, using, 501
Visual Basic Editor window
Code, 508
Project, 508
Properties, 508
Visual Basic Editor, 507, 510, 514, 515
Visual Basic file, 516
Visual Basic for
editing macros, 507
writing macros, 505
Visual Basic programs. See macro basics
VML. See Vector Markup Language
VML for displaying graphics in browsers,
473
voice-over narration recording
microphone, 337
sound card, 337

W

walls, formatting, 301

washout image setting, 222

WAV files, 348
Web Archive, 467
Web browser, showing presentation, 465
Web Format for saving presentation, 468
Web Format options
Browser support
Microsoft Internet Explorer 3.0, 471
Netscape navigator 3.0, 471
Display speaker notes, 471
file tab, 473
general tab
add slide navigation controls, 471
colors, 471
graphics resizing, 472
show slide animation while browsing,
471
Open published Web page in browser, 471
Publish a copy as, 471
complete presentation, 470
custom show, 470
Web format, choosing
Single File Web Page, 466
traditional HTML file, 466
Web Interface, creating, 478
Web Options dialog box, 471
Web Page dialog box, 470
Web presentation, features of
friendly and interactive, 464
not heavily reliant on sound, 464
quick to download, 464
universally accessible to the intended
audience, 464
Web presentation, saving, 475
Web Server, 474
Web sites for listing add-ins, 516
Web sites, PowerPoint related
crystal graphics, 528
Indezine, 527
Microsoft Office Online, 527
PowerPoint answers, 528
presentations. com, 527
Sonia Coleman, 528
continued
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Web sites, PowerPoint related continued
Steve Rindsberg, 528
WebAIM, 528
Web-based PowerPoint presentation, 4
Web-based presentation, creating
HTML format, 464
PowerPoint format, 464
wildcards, using, 239
Windows file management, 394
Windows Image Acquisition (WIA), 211
Windows Media Player support, 522
Windows Media Player, 394
Windows Media Video. See Microsoft movie
format
Windows Registry, 455
Windows XP for copying files to Web
Server, 476
WinZip, advantages, 478
Word document as a new presentation,
opening, 89
Word document for PowerPoint import,
preparation steps, 88
Word document importing into PowerPoint,
85
Word document importing, heading styles,
86
Word for copying tables, 153
Word text importing into an existing
presentation, 88

WordArt formatting, advanced techniques,
173
WordArt object, modifying. See AutoShape,
modifying
WordArt text, editing, 173
WordArt, creating steps, 171
WordArtShape, changing, 172
WordPad, 455
WordPerfect, 455
Workbook links, managing
breaking, 160
changing link reference, 160
updating, 159
worksheet cells, copying from Excel,
154
writeable CD, 419

V4

ZIP file for presentation file transfer to Web
Server, 478
Zoom dialog box, controling zoom, 10
Zoom setting for PowerPoint presentation
advantages of, 10
disadvantages of, 10
Normal view, 8
Percent text box, 10
Slide pane, 10
Zoom dialog box, 10
Zoom drop-down list, 9
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