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Numbers

3-D effects, 57

A

Action Buttons
benefits, 86
in button creation, 102
color, 113
create, 86–87
defined, 86, 112
test, 113

Action Settings dialog box, 87, 114
Add New Members dialog box, 190, 191
alerts

confirmation, 195
defined, 194
for link change, 197
receive options, 194
subscriptions, 194–195

alternative text
add, 158–159
defined, 158
as key words, 159
length, 159
preview, 159

Animation Schemes
apply, 99
categories, 98
defined, 98
for multimedia presentations, 121
select, 98

attachments
send presentation as, 180–181
shared, 182–183
size limit, 181
use benefits, 180

audio. See also video
add, 106–107
automatic play, 107
buttons, insert, 112–113
from CDs, 110–112
clips, insert, 106
fixed duration, 121
hover sounds, 114–115
looped, 108–109
narrated slide shows, 118–119
narrations, record, 116–117
in Normal View, 107
play, 107, 110
players, 113
sources, 100
symbol, 109
tracks, play selected parts of, 111
uses, 106
volume, 107, 109

AutoCorrect
for abbreviations, 62
defined, 62
enable languages with, 63
exceptions, specify, 63
uses, 58, 62

AutoFormat, 135
AutoShapes

3-D effects, 57
add text to, 56
colors, change, 141
defined, 56
in diagram creation, 122
enhance, 40
Format Painter and, 65
hyperlinks to, 124
maximum impact, 56
shadows, 57

B

background colors
coordination, 154
default, change, 155
photographs, 55

Background dialog box, 34, 37
background images. See also images

add, 34–35
apply, to presentation, 37
best, 36
digital pictures as, 36
graphic files as, 36
insert, 36–37
for Notes Masters, 37
print and, 34
stretch/contract, 34
texture, 35
width/height, 35

bookmarks, 84–85
borders

add, 46–47
dashed/dotted line, 47
defined, 46
line style, 47
line weights, 47

broadcast presentations
defined, 214
record, 216–217
setup, 214
slides, view, 216
speaker notes, 215
storage, 217
video/audio, 215

Broadcast Settings dialog box, 215, 216, 217
browsers

feature functioning and, 163
Microsoft Explorer, 162, 163
Netscape Navigator 3.0, 162, 163
optimize for, 162–163
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builds, 90–91
bullets

change, 31
compressed graphic, 31
consistent, 30
create, 30–31
defined, 30

Bullets and Numbering dialog box, 30, 31
burn CDs, 220–221

C

calculations, 134–135
CDs

audio from, 110–111
burn, 220–221
license agreement, 111
symbol, 110

character sets, default, 153
charts

create, 136–137
default, change, 137
edit, 137
Excel chart tool use, 136
fonts, determine, 136
fonts, edit, 137
open, 137
organization, 140–141

choreographed effects, 94–95
Clipboard. See Office Clipboard
clips, play with buttons, 102–104
colors

accent font, 155
Action Buttons, 113
AutoShapes, 141
background, 55, 154
customize, 154–155
Ink Annotations, 143
primary ink, 209
shadows, 82

Comments
add, during presentation, 208–209
change name in, 177
defined, 176
display, 176
move, 177
reviewer edit, 177
uses, 176

Compress Pictures dialog box, 51
compression

crop and, 49
graphics, 50–51

Confirm Password dialog box, 169
connectors

anchor, 138
curved, 139
defined, 138
elbow, 139

features, 138
move, 139
Reroute, 139
straight, 139

continuous loops, 206–207
Copy Files to CD dialog box, 221
Copy to Folder dialog box, 219
crop images, 48–49
curved connectors, 139
Custom Animation Task Pane

entrance effects with, 90–91
exit effects with, 92–93
motion with, 88–89
for multimedia presentations, 94–95
open, 90

custom menus, 10–11
custom slide shows, 201–202
Customize dialog box

Commands tab, 8, 10, 128
Toolbars tab, 12

D

default view, 4–5
Design Layout, 53
Design Templates

accent font color, 155
apply, 73
availability, 72
create, 72–73
custom, 72, 73
default, 72
delete, 73
fonts determination, 136
storage location, 73

Diagram Gallery dialog box, 140
digital images

convert to, 44–45
size ratio, 48

digital pictures
add interest with, 42–43
as background images, 36
file sizes, 43
format, 42, 43
shadow effect, 43
storage, 42

Document Workspaces
add related documents to, 188–189
add related links to, 196–197
create, 186–187
create changes to, 187
default name, 187
defined, 186, 192
display, 196
presentation collaboration with, 186–187
save changes to, 184
team members, change, 190–191
view, 186
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documents
information, 193
open, 86–87
related, add to Document Workspace, 188–189
scan, 44–45
shared, open, 184–185
upload, 188–189

Drawing toolbar
3-D Style button, 57
AutoShapes button, 138
Shadow Style button, 82

E

Edit Hyperlink dialog box, 165
effects

animation, 80
choreographed, 94
copy, 58
Custom Animation, 90–93
entrance, 90–91
exit, 92–93
hyperlink, 84–85
motion, 88–89
multimedia, 94–95
multiple, choreograph, 80
preview, 121
shadow, 43, 82–83
simultaneous, 95, 120
sound, 114–115
synchronize, 120–121
transition, 80, 96–97
uses, 80

elbow connectors, 139
e-mail addresses

links, add, 126–127
type, 181

e-mail messages
alert confirmation, 195
attachments, send presentation as, 180–181
open shared document from, 184–185
sent for review in, 172

embed video, 104–105
emoticons, 130
Encarta Dictionary, 68, 69
entrance effects, 90–91
Equation Editor

button, 128
defined, 128
install, 128, 129
uses, 122, 128

equations, 128–129
Excel spreadsheets

add, 132–133
add, to calculate data, 134–135
content, change, 133
font sizes, adjust, 132
link, 133
resize, 133
use benefits, 132

exit effects. See also effects; entrance effects
default, 92
defined, 92
direction, 93
occurrence, 93
order, change, 93, 95
styles, 92
uses, 92

F

feedback, consolidate, 178–179
files, save, 6
Fill Effects dialog box, 35
fonts

change, 26–27
chart, 136, 137
default, specify, 152–153
fixed-width, 152, 153
proportional, 152, 153

Format Painter
AutoShapes and, 65
copy/paste formats with, 65
defined, 58, 64
format transfer with, 64
for shadow effect application, 83
uses, 64, 65

Format Picture dialog box
Colors and Lines tab, 46–47
Web tab, 158

formats
copy/paste, 65
rules, 18–19
transfer, 64–65

G

Go To Slide option, 202, 203
graphics

3-D effects, 57
blend, into background, 54–55
compression, 50–51
connect, 138–139
highlight, 82–83
hyperlinks to, 124
motion, add, 88–89
transparent, 54

H

Header and Footer dialog box, 24
hidden slides

defined, 202
display, 202–203
flagging, 202
nonprint default, 203

history, track, 192–193
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hover sounds, 114–115
HTML pages, 149, 150, 151
hyperlinks

add, to Document Workspace, 196–197
add, to e-mail addresses, 126–127
add, to images, 46
to AutoShapes, 124
creating, 84–85
to graphics, 124
hover default, 125
insert, 124–125
to intranet pages, 124
presentation to another Web page, 164–165
sound effects, 115
text display, 125, 165
uses, 84–85
to Web sites, 124–125

I

images
add impact with, 40
borders, 46–47
crop, 48–49
display, in photo album, 52–53
effects, 40
GIF, transparent, 55
hyperlinks, 46
transparent, 54

Information Rights Management (IRM)
access, 170, 171
defined, 170
presentations, create, 171

Ink Annotations
colors, 143
defined, 142
erase, 143
pen styles, 142
use, during presentations, 143
uses, 142

Insert Hyperlink dialog box, 85, 125, 127, 164
Insert Object dialog box, 104, 133, 134
Insert Sound dialog box, 106, 108, 118
instant messaging, 191
Internet

search, 66–67
slow connections, 158

K

kiosk presentations
create, 212–213
defined, 212
with multimedia content, 213
play mode, 198
slide timings, 212

L

languages
content display in, 38–39
features, 38
mark text for, 39
support, enable, 38
Windows system requirements for, 39

layouts, change, 32–33
Link dialog box, 197
Live Presentation Broadcast dialog box, 214, 215
loops

audio, 108–109
benefits, 206
selected slide, 207
slide timings, 207
use, 206–207

M

Macro dialog box, 76, 78
Macro Recorder, 58, 74, 75, 78
macros

benefits, 76
complex, 78
defined, 74, 76
edit, 78–79
list, 79
name, 74, 75
problems, identify, 79
record, 74–75
run, 76–77
security, 77
store, 75
on toolbars, 77
unsigned, 77
use of, 76
uses, 74, 76

menu bars, create, 10–11
menu items. See also custom menus

add, 8
customize, 8–9
icons, add/change, 8
order, change, 9
reset, 9
text label, change, 9

Microsoft Office PowerPoint dialog box, 107, 111, 119, 173, 184
motion

add, 88–89
benefits, 88
start, 89
time, 89

multimedia presentations
with Animation Schemes, 121
create, 94–95
effect synchronization, 120–121

My Places Bar, 6–7
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N

narrated slide shows
audio track, automatic, 118
audio track, manual, 119
create, 118–119
presentation size and, 119
uses, 118–119

narrations. See also audio
audio storage, 116
link, 116
microphone record levels, 117
quality levels, 117
record, 116–117

NetMeeting, 210–211
Notes Masters, 22–23, 37
numbers, slide, 24–25

O

Office Clipboard
clear, 15
defined, 14
in paste slides, 60–61
Task Pane, 15
turn on/off, 14–15
use across Microsoft programs, 14

online dictionaries, 68–69
online meetings

capabilities, 210
participants, add, 211
participants, view, 211

online presentations. See also presentations; Web pages
alternative text, 158–159
close, 147
colors, customize, 154–155
default fonts, 152–153
link, to Web page, 164–165
optimize, 162–163
target screen resolution, change, 160–161
title, change, 156–157
view, 147

Options dialog box
Security tab, 168
Spelling and Style tab, 18, 28
View tab, 4–5

Organization Charts
benefits, 140
create, 140–141
defined, 140
style, change, 141
team members, rearrange, 140
uses, 122

P

Package for CD dialog box, 218, 220
page titles. See also Web pages

change, 156–157
characteristics, 156
key words, 157
length, limit, 157
uses, 156–157

passwords
defined, 168
edit, 168
share, 169
strong, 169
uses, 168

paste slides, 60–61
Permission dialog box, 171
photo albums

change, 53
create, 40, 52
create, with Design Layout, 53
display pictures in, 52–53

Picture Bullet dialog box, 30, 31
Picture toolbar

Compress Pictures button, 50
Crop button, 49
dock, 49
Set Transparent Color button, 54

player programs, 102–103
PowerPoint 2003 Viewer

defined, 218
distribute, 219
obtain, 218

Presentation Broadcast add-on, 214–215
presentations

automate, 97
broadcast, across network, 214–215
burn, to CDs, 220–221
collaborate on, 186–187
consistency, 16
default view, 4–5
delivery, effective, 198
delivery, in online meeting, 210–211
fonts, change, 26–27
history, 192–193
kiosk, 198, 212–213
load, faster, 50–51
multimedia, 94–95
narrated slide show, 118–119
online, 147, 148–149, 152–165
open, to file saved view, 5
paste slides between, 60–61
preview, as Web page, 146–147
professional appearance, 16
publish, to the Web, 144, 150–152

13_597825 bindex.qxd  5/3/05  2:22 PM  Page 226



227

repeat, 206–207
save, to Document Workspaces, 194
versions, 192–193

preview
alternative text, 159
effects, 121
presentations as Web pages, 146–147
watermarks, 23

print
background images and, 34
preview, 23
slide numbers and, 25

publish, to the Web, 144, 150–151
Publish as Web Page dialog box, 151, 153, 155, 161, 163

R

Record Narration dialog box, 116–117
Rehearsal toolbar, 204, 205
Rehearse Timings

defined, 204
presentation display, 204
uses, 198, 204

Replace Font dialog box, 26–27
Research Task Pane

defined, 66
Encarta Dictionary, 68
navigation with, 66
open, 67
preconfiguration, 66
Thesaurus, 68
translation with, 70–71
Web sites, add/remove, 67

Reviewing toolbar
Apply down arrow, 179
Next Item button, 174, 175, 179
Unapply button, 175

revisions
accept, 175
changes, track, 175–176
identify, 174–175
reject, 175
view, 175

Revisions Task Pane
defined, 172
presentation open with, 174
uses, 178

S

Save As Web Page option, 148, 150
scanned images, 44–45
scanners, 44, 45
screen resolution, 160–161
ScreenTips

change, 127
hyperlink assignment, 85

security, macro, 77
Select Names dialog box, 181, 183
Send for Review, 172–173
Set Page Title dialog box, 149, 157
Set Transparent Color tool, 40, 54–55
Set Up Show dialog box, 206, 213
shadows. See also effects

apply to text, 83
apply with Format Painter, 83
custom, 82–83
default colors, 82
defined, 82
digital pictures, 43
semitransparent, 83
uses, 82

shared attachments
defined, 182
double-click, 184
send as, 182–183
storage, 166
successful connection list, 183

shared documents, 184–185
Shared Workspace Task Pane, 185–186
shortcuts

add to My Places Bar, 6–7
add to password-protected location, 7
custom menu item, 11
Web site, 7

Single File Web Pages, 146, 148, 150, 151
Slide Design Task Pane, 20, 73, 98–99
Slide Layout Task Pane, 32–33
Slide Master View toolbar, 21
Slide Masters

access, 31
apply, 21
create, 20–21
defined, 20
edit, 21
name, change, 21

slide numbers, 24–25
Slide Show Mode, 105, 208
slide shows

create, 200–201
defined, 200
delete, 201
narrations, 118–119
for slide reordering, 201

Slide Sorter, 5
Slide Transition Task Pane, 96–97, 205
slides

audio buttons in, 112–113
background images, 34–35
copy, 53, 60–61
copy, location, 60
copy, selectively, 61
hidden, display, 202–203
hyperlinks to, 85
layout, change, 32–33
paste, 60–61
titles, emphasize, 28–29
watermark, add, 22–23
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