
Numerics
3-D objects

building, 360–361
charts, 249, 256, 276
commands for, 360
described, 359
diagrams, 304, 308
lines, 321

A
.accdb file extension, 32
Access file extensions, 32
action buttons. See also

hyperlinks
changing, 544
custom, creating, 544
described, 534, 536, 541
drawing, 542–543
fitting on slides, 537
hyperlinks versus, 539–540
illustrated, 537
on master slides, 546
mouse over for, 541, 543
removing hyperlink, 544
ScreenTips on, 545
table of, 541–542

add-ins, installing, 623–624
aligning objects, 351–352
aligning text. See text

alignment
All Caps text effect, 149
animations

Advanced Timeline,
442–444

After Animation options,
432–433

applying effects, 422–423
basics, 417–419
building slide one element

at a time, 449
changing effects, 423
for charts, 281, 410–411, 450

choosing elements for,
411–412

for colors, 432–433
Custom Animation task

pane, 417–421
emphasis effects, 412, 424
entrance effects, 412, 424,

425–426
exit effects, 413, 424,

425–426
for fonts, 432
grow/shrink effects,

427–428, 448–449
hiding elements after,

432–433
by letters, 431
for lists, 410, 448
motion paths, 413, 433–439
order for, 413, 439, 440
overview, 12, 409
by paragraphs, 415,

428–430
planning, 417
prebuilt, 415–416
removing, 416, 423
repeating, 427
selecting, 421
smooth start and end, 428
sound settings, 447–448
speed (duration), 426–427
start methods, 414–415,

439–440, 441, 444–447
for text boxes and frames,

424, 428–432
timing, 440, 442–444
transitions versus, 405–406
triggers for, 415, 444–447
uses for, 409–411
by words, 431

annotating charts, 279–280
area charts, 247, 253–254, 262
arrow pointer, 504
arrowheads, 321–322
arrows, 317, 318, 328
aspect ratio, locking, 344
assembling the content, 59

audience
anticipating questions,

65–66, 88–89
connecting with, 65
introducing yourself, 67
tailoring design to, 61–62

AutoCorrect feature
adding entries, 34–35, 

157, 165
capitalization settings, 

153, 157–158, 159
dash and quote settings,

155–156
deleting entries, 35, 157
described, 156, 157
First Letter tab, 159
INitial CAps tab, 159
quick text entry, 33–35
Smart Tags, 179

AutoFit, 187, 189–192
AutoRecovery files, 25–26
axes of charts

defined, 243
labels, 271, 272
numerical and date, options

for, 272
scale settings for, 272–273,

286
text, options for, 272
titles for, 271

B
backgrounds

Apply to All button, 129
assigning to Slide Master,

104
changing, 112–113, 129–131
of charts, 278–279
choosing colors, 112–113
clip art for, 111, 124–126,

393–394
examples, 111
gradient, 111, 122–124
for handouts, 518

Index
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backgrounds (continued)
hiding and displaying

graphics, 107, 119
importance of, 109
pictures for, 111, 126–127,

376–380
removing from a slide,

106–107
self-made, 111
simplicity in, 110
solid or transparent color,

111, 121–122
styles, 110–111, 121–128
of tables, 237–238
testing, 114
for text, 378–380
text for, 377
textures for, 127–128
for themes, customizing,

118–119
tone set by, 111–112

Ballpoint Pen, 502
banded rows or columns, 234
bar charts, 247, 252–253
bar of pie charts, 261
bitmap graphics

color depth, 366, 368
compression, 366, 367–368
file formats, 366, 368–369
vector graphics versus, 366

bits, 366, 368
Blank layout, 76
blank presentations, 

17, 18–19
blanking the screen, 67, 505
boilerplate content, 

18, 579, 589
bold font style, 3, 147
borders

of tables, 222, 225, 234–235
for video, 463

Brightness command,
371–372, 382, 394

Bring Forward command,
348–349

Bring to Front command,
348–349

bubble charts, 247, 258–259
building an argument, 58
bulleted lists

alternatives to, 62, 63
animating, 410, 448
bullet character for,

205–206, 207
bullet, defined, 204
converting to diagrams, 303
converting to numbered

lists, 205
converting to paragraphs,

199–200
creating, 204–205
creating from Word

headings, 81–82
disadvantages of, 62
entering on diagram

shapes, 302
entering text in, 199
nested (sublists), 208–209
nonstandard, 12
removing bullets, 205
removing items from

diagrams, 302
restoring default bullet, 207
slide layouts for, 204
uses for, 204

burning to CD. See packaging
for CD

burning to DVD, 563

C
captions, 381, 383
case

All Caps text effect, 149
AutoCorrect settings for,

153, 157–158, 159
changing, 152
defined, 151
examples, 151–152, 153
matching when finding text,

160
small caps, 148–149
spell checking settings for,

165–166

categories for charts, 
242, 285

CDs
packaging sound, 467
packaging video, 452
playing songs from, 

472, 476–479
for presentations, 13,

557–563
cells of tables

background, 237–238
changing margins, 231
defined, 222
diagonal lines in, 239
drawing oval shape around,

239–240
merging, 227–228
selecting, 225
splitting, 227

centering text, 194. See also
text alignment

character spacing, 212–213
characters

for bullets, 205–206, 207
Equalize Character Height

effect, 149
kerning, 212–213
symbols or foreign,

entering, 154–156
Chart Tools tabs, 268
charts

adding icon to layouts, 103
animating, 281, 410–411, 450
annotating, 279–280
area, 247, 253–254
axes, 243, 271–273
background, 278–279
bar, 247, 252–253
bar of pie, 261
bubble, 247, 258–259
as bullet point alternatives,

62, 63
changing element colors,

fonts, or line width,
275–276

changing layout, 270–273
changing shape, 269
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changing type, 268
Chart Tools tabs for, 268
choosing, 245–247
column, 247, 248–249
combination, 260–262
conventional versus

PowerPoint, 246
creating, basics, 244–245
creating from templates,

277–278
data labels, 243, 271
date format, 266–267, 285
displaying raw data

alongside, 280–281
doughnut, 247, 257–258
drop lines in, 262
entering data in Excel,

263–264
error bars on, 262
Excel, importing, 245
gridlines, 242, 273–274
keeping simple, 246–247
legend, 243, 271
line, 247, 250–251, 262
MS Graph, converting,

283–285
number format for, 285
overlay, 282
pie, 247, 251–252
pie of pie, 261
plot area, 242, 276
positioning elements, 271
providing data for, 262–267
radar or spider, 248,

259–260
rearranging data markers,

265–266
saving as templates, 277
scale settings for, 

272–273, 286
selecting parts of a

worksheet, 265
stacked area, 253–254
stacked bar, 252–253
stacked column, 248–249
stock, 248, 255–256
styles, 269–270
surface, 248, 256–257

terminology, 241–243
3-D, 249, 256, 276
title, 271
trendline, 261
troubleshooting, 285–286
types of (table), 247–248
updating data for, 267
up/down bars in, 262
widening columns in Excel,

264–265
XY (scatter), 248, 254–255

Chicago Manual of Style,
148–149

clip art. See also
manipulating objects;
pictures

adding icon to layouts, 103
for backgrounds, 111,

124–126, 393–394
brightness, adjusting, 394
Clip Organizer for, 394–402
contrast, adjusting, 394
described, 391
examples, 392
finding, 125
inserting in slides, 392–393
recoloring, 394
shadows for, 362
shape effects for, 358–359
third dimension for, 360

Clip Organizer
adding media files to,

399–400, 401
automatically cataloging

media files, 401
Collection List pane, 395
creating My Collections

subfolders, 402
finding media files, 395–398
inserting media files in

slides, 398
inserting video in slides,

456
opening, 394
organizing files in My

Collections subfolders,
400–402

Search task pane overview,
395

uses for, 394
Clipboard, defined, 138
Clipboard task pane, 138–140
Clipboard Viewer, 139
closing

ending presentations, 
499, 531

Equation Editor, 311
PowerPoint windows, 54
presentations, 29–30
Reuse Slides task pane, 81
Slide Master view, 21
Slides pane, 52

codecs for video, 454
collaboration

comments for, 593–597
passwords for, 597–599
SharePoint Services for,

602–607
slide libraries for, 599–601

color depth for bitmap
graphics, 366, 368

colors. See also
backgrounds; themes;
transparency

animating, 432–433
associations with, 112
balancing in pictures, 387
brightness adjustment,

371–372, 382, 386–387
for bullets, 206, 207
for chart elements, 275–276
for chart gridlines, 274
color depth, 366, 368
company, using, 61, 579,

581–585, 586
contrast adjustment,

371–372, 382, 386–387
default style for, 357
for diagram shapes, 307
for diagrams, 304–305
for drawing on slides, 502
HSL setting for, 581–585
inherited from template,

17–18
for lines, 317, 320
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colors (continued)
for numbers in lists, 

207, 208
for objects, 354–356
palettes, 368
recoloring clip art, 394
recoloring pictures,

372–373
returning from Pure Black

and White or Grayscale
views, 53

RGB setting for, 581–585
schemes, changing, 576–577
for shadows, 362
for shape outlines, 

354, 357–358
for shapes, 317
for tables, 235
tailoring to the audience,

61–62
for text, animating, 432
for text, choosing, 150–151
for text-box shapes, 

187, 332
for themes, customizing,

118, 119
tone set by, 111–112
for WordArt images, 334

column charts, 247, 248–249
columns in charts,

rearranging, 265–266
columns of tables

aligning text in, 226–227
banded, 234
calling attention to, 233–234
colorizing, 235
deleting, 230
distributing, 229
inserting, 230
moving, 230–231
resizing, 228–229
selecting, 225

columns of text, 214, 240
combination charts, 260–262
comments

defined, 593
name and initials for, 596
reading and reviewing, 

593, 595

removing, 595–597
writing and editing, 594–595

company design
boilerplate content, 

579, 586, 589
colors for, 61, 579, 581–585,

586
described, 579
fonts for, 61, 579, 585–586
logo in, 61, 499, 579, 586
setting view for, 590
slide layouts for, 587–589
telling co-workers how to

use, 590–591
template for, 580, 586,

590–591
Comparison layout, 75
compatibility mode, 24
compound files, 609
compression

compressing files, 
374–376, 389

cropped area of pictures,
375

cropped pictures, 374
described, 367–368
with file formats, 366
lossless versus lossy, 368

computer for presentation
delivery, 66

connectors for shapes,
326–328

consistency of design, 
61, 91–92, 304

content frames, 73, 455. See
also frames

content master slides, 78
Content with Caption 

layout, 76
context-sensitive tabs, 

3, 42–43
Contrast command, 371–372,

382, 394
conventions in this book, 3–4
converting

between bulleted and
numbered lists, 205

bulleted lists to diagrams,
303

charts from MS Graph,
283–285

presentations from earlier
versions, 24

copying. See also reusing
Clipboard task pane for,

138–140
objects, 348
Paste Options for, 138
slides, and pasting, 78–79
slides, duplicating, 77–78
text, 136–140

copyright issues, 369–370
creating new presentations

from another presentation,
20–21

blank, 19–20
from template, 20
from template versus blank,

17–19
cropping pictures, 373–374,

387–388
.crtx file extension, 277
Custom Animation task pane

basics, 417–419
reading, 419–421
selecting animations, 421

custom shows
assembling slides for,

506–507
editing, 507
hidden slides for, 89–90, 505
interrupting presentation

with, 508–509
presenting, 507–508
uses for, 505

Custom.dic dictionary, 167
customizing. See also

defaults
action buttons, 544
color schemes, 576–577
Quick Access toolbar,

571–574
sounds, 469
Status bar, 575–576
templates, 20
themes, 118–120
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cutting and pasting
Clipboard task pane for,

138–140
objects, 348
Paste Options, 138
slides, 88
table rows or columns,

230–231
text, 137–140

cycle diagrams, 288, 293–294

D
dashes, entering, 155–156
data labels, 243, 271
data markers, 243, 265–266,

276
data point, 243
data series

defined, 242
for overlay charts, 282
phantom names in legend,

285
rearranging, 265–266

dates
for charts, 266–267, 285
fixed, 217
in footer, 216–217
for handouts, 518
master styles for, 96
for notes pages, 516
placeholder frames for, 99
removing frame from

layouts, 103
updating automatically,

216–217
days, capitalizing, 158
defaults. See also

customizing
color scheme, 576–577
dictionaries for spell

checking, 169
fill and outline colors, 357
frequency for saving

AutoRecovery files, 26
line style, 321
maximum undos, 33

measurement system, 342
opening view for template,

590
for Paste Options button,

138
for saving presentations,

22–24
spell checking, 163
tab stops, 201
text box style, 185
theme, 120

deleting or removing. See
also hiding and
displaying

animations, 416, 423
AutoCorrect entries, 35, 157
AutoRecovery files, 25
background graphic from a

slide, 106–107
bulleted items from

diagrams, 302
bullets from lists, 205
chart templates, 277
comments, 595–597
cropped picture area, 375
diagonal lines from tables,

239
document properties, 31
drawing guides, 341
drawings on slides, 503–504
equation templates, 312
files in SharePoint Services

sites, 607
font styles, 147
fonts from computer, 145
footers, 218
frames, 102–103
hanging indents, 199–200
hyperlinks, 544, 552
master slides, 21
navigation controls, 567
notes, 567
numbers from lists, 205
passwords, 599
pictures from photo

albums, 381
presentations, 28

Quick Access toolbar
buttons, 574

repeated words when spell
checking, 163, 164–165

shapes from diagrams, 
289, 293

slide layouts from drop-
down list, 588–589

Slide Master, 104
slides, 88
sound file from playlist, 481
sound from transitions, 471
tab stops, 203
table borders, 225
table rows or columns, 230
table styles, 224, 233
text, 140
text formatting, 141, 147
themes, 121
3-D chart wall/floor, 276
transitions, 408
triggers, 447
underlining, 147, 150

delivering. See giving
presentations

Design tab
Chart Tools, 268
overview, 11–12
Table Tools, 42, 223

designs and designing. See
also company design;
templates

background color choices,
111–113

blank presentation versus
template for, 18–19

bullet point alternatives, 
62, 63

choosing early, 12
color choices, 61
consistency in, 61, 91–92
crowded, avoiding, 61
flashy features, 59, 61
inherited from template,

17–18
newspaper-style headlines,

63–64
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designs and designing
(continued)

one-slide-per-minute 
rule, 62

re-imposing original,
105–106

reusing designs, 20–21
simplicity in, 59, 61
tailoring to the audience,

61–62
visuals for, 64

Developer tab, 620–622
diagrams. See also

manipulating objects
adding icon to layouts, 103
adding shapes to hierarchy

diagrams, 295–297
adding shapes to non-

hierarchy diagrams,
293–294

adding shapes to
Organization Charts,
297–299

as bullet point alternatives,
62, 63

changing colors, 304–305,
307

changing direction of,
303–304

changing layout, 291
changing shape color, fill,

or outline, 307
changing shape fonts, 308
changing size and position,

289, 291–292
converting bulleted lists to,

303
creating from scratch, 309
creating with SmartArt

graphics, 289–291
entering bulleted lists on

shapes, 302
entering text, 289, 301–302
exchanging shapes, 306–307
hanging relationship

between shapes, 299–300
hierarchy, 289, 290, 295–300
layout types, 288

promoting and demoting
shapes, 300

removing bulleted items,
302

removing shapes, 289, 293
resizing shapes, 305–306
selected, solid line

indicating, 293
selecting a layout, 

288–289, 290
selecting shapes, 292–293
sketching, 291
SmartArt Styles, 304–305
tasks for, 289
3-D, 304, 308
uses for, 287

dialog box launchers, 44
.dic files, 167
dictionaries, Encarta, 170
dictionaries, spelling

adding words, 163, 165, 167
creating, 168
Custom.dic, 167
defined, 167
editing words, 169
foreign, 165, 176
selecting ones to use, 169
shared by Office programs,

165
third-party, 168–169

displaying and hiding. See
hiding and displaying

distributing items
objects, 352–354
table rows or columns, 229
titles, 194

distributing presentations.
See also user-run
presentations

on DVD, 563
in e-mail, 557
finishing touches before,

555–556
packaging for CD, 452, 467,

557–563
to people lacking

PowerPoint, 563

self-running, 13, 525–531
on Web pages, 564–568

.doc file extension, 32
document properties, 30–31
Document Recovery task

pane, 25
.docx file extension, 32
dots per inch (dpi), 367
double strikethrough, 148
doughnut charts, 247,

257–258
downloading. See Internet

resources
dragging and dropping

diagrams, 292
dragging, defined, 137
drawing guides, 340
layouts in Slide Master

view, 101
moving versus copying, 137
objects, copying, 348
objects, moving, 345, 346
slides, 88
tables, 224
text, 136–137
text boxes, 184

drawing
action buttons, 542–543
connecting shapes, 326–328
equations, 311–312
exchanging shapes, 331
lines and arrows, 317–326
lines and shapes, 316–317
motion paths, 436–438
shapes, 329–331
on slides during delivery,

67, 502–504
on tables, 239–240

drawing guides
creating, 341
described, 339–340
hiding and displaying, 

340, 341
moving, 340, 341
removing, 341

drop lines in charts, 262
duplicating. See copying
DVDs, burning, 563
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E
editing. See also editing text

action buttons, 544
connectors for shapes, 328
custom shows, 507
equations, 311–312
files in SharePoint Services

sites, 606
layouts for master slides,

78, 99, 101–103
lines, 317, 318–321, 323–324,

325, 326
master styles, 99–101
photo albums, 383
pictures, 371–374, 382,

386–389
shapes, 317
spelling dictionaries, 169
3-D diagrams in 2-D, 308
WordArt images, 334

editing text. See also fonts;
text alignment; 
writing text

adjusting space between
lines, 209, 210–211

adjusting space between
paragraphs, 211–212

applying text effects,
147–150

AutoCorrect settings for,
156–158, 159

basics, 133–134
bullet character, size, and

color, 205–206, 207
changing color, 147–150
changing direction, 188–189
Clear All Formatting button,

141, 147
colors, 150–151
comments, 594–595
creating columns, 214
creating sublists, 208–209
deleting, 140
finding and replacing,

160–162
fit in text boxes and frames,

189–192

Format Painter for, 141
formatting on master

slides, 101
indenting, 194–199
kerning, 212–213
list-numbering style, size,

and color, 206–208
Normal/Outline view for,

134–135
notes, 513–514
Paste Options for

formatting, 138
restoring deleted text, 140
selecting on a slide, 136
spell checking, 162–169
tasks for, 134
in text-box shapes, 332
thesaurus for, 174–176
top-heavy titles, 212
turning lists into normal

paragraphs, 199–200
WordArt images for,

333–334
wrapping around tables,

240
effects

animation, 412–413,
422–428

shape, 354–355, 358–359
text, 140, 147–150
theme, 118

em dashes, 155–156
e-mail hyperlinks, 550–551
e-mailing presentations, 557
embedding. See also

inserting; OLE (object
linking and embedding)

fonts in presentations, 151
sound in slides, 467, 468,

471–473
Encarta research tools, 170
ending presentations, 

499, 531
entering text. See also

AutoCorrect feature;
fonts; writing text

basics, 133–134
in bulleted lists, 199
dashes, 155–156

in diagrams, 289, 301–302
in equations, 311, 312
in footers, 217
notes, 512–513
quotation marks, 155–156
Smart Tags for, 179
spell checking during, 

162, 163
symbols or foreign

characters, 154–155
in tables, 224–225
tasks for, 134
in text boxes, 183, 379–380
thesaurus for, 174–176

Equalize Character Height
effect, 149

equations, 310–312
erasing. See deleting or

removing
error bars on charts, 262
event triggers. See triggers
Excel. See also worksheets

(Excel)
file extensions for, 32
importing charts from, 245

exiting. See closing
Extensible Markup Language

(XML), 31. See also XML
format

F
Felt Tip Pen, 502
file extensions

for bitmap graphics, 366
for chart templates, 277
for macros, 622
for Office program files, 32
for playlists, 476
for presentations, 23, 32
for sound, 466–467
for spelling dictionaries,

167
for themes, 116
for video, 455

file formats
for graphics, 366–369
for playlists, 476
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file formats (continued)
for sound, 466–467
for vector graphics, 367
for video, 453–455

fill color
default style for, 357
for diagrams, 307
for shapes, 354, 355–356

finding. See also finding and
replacing; Internet
resources

clip art, 125
Find Whole Words Only

option, 160
Match Case option, 160
media files in Clip

Organizer, 395–398
presentations at Google, 60
presentations in Open

dialog box, 27–28
researching topics, 170–174
templates, 20
text, 158–160
views’ effect on, 158, 160
words in thesaurus,

174–176
finding and replacing

Find Whole Words Only
option, 161–162

fonts, 144, 146
Match Case option, 161
Replace All button, 162
text, 160–162
undoing mistakes, 161

Fit Slide to Current Window
button, 50

Fit to Page button, 576
flipping

objects, 350
pictures, 388

folders
for chart templates, 277
for fonts, 145, 151
for saving presentations,

22–23
for slide libraries, 599–600
for sound, 467

Startup, copying
PowerPoint icon to, 17

for templates, 580, 585,
590–591

for themes, 116
for video, 452

fonts
animating, 432
changing for chart

elements, 275–276
changing for diagram

shapes, 308
changing for layouts, 78
choosing, 141–144
Clear All Formatting button,

141, 147
colors, 150–151
company, using, 61, 579,

585–586
defined, 140
embedding in

presentations, 151
finding and replacing, 

144, 146
finding similar, 145
folder for, 145, 151
Format Painter for, 141
inherited from template,

17–18
installing, 145
live previewing, 46–47, 144
previewing, 145
removing from computer,

145
selecting on Font menus,

143–144
shrinking the list of, 145
styles, 140, 146–147
for tables, 224
tailoring to the audience,

61–62
text effects, 147–150
theme, 118, 141–143
too many, avoiding, 141

footers and headers
defined, 215
for handouts, 518

Header & Footer command
for, 215, 216–217, 218

master styles for, 96
nonstandard, creating,

217–218
for notes pages, 516–517
placeholder frames for, 99
removing, 103, 218
in Slide Master, 215–216,

217–218
standard, creating, 216–217

foreign languages
entering characters, 154
marking text for, 177–178
proofing tools for, 176
settings for, 166, 176–177
Status bar indicator, 576
translating, 170, 178–179

Format Painter, 141
formatting text. See editing

text; fonts
formulating presentations,

58–59
frames. See also text frames

adding, 102–103
described, 74
moving, 101
for photo albums, 382
placeholder, 72, 73, 99, 182
removing, 102–103
resizing, 101
types of, 101–102

G
galleries

more choices, 45–46
overview, 45
Shapes, 316, 329–330
Themes, 114–118

giving presentations. See also
distributing
presentations; user-run
presentations

anticipating questions,
65–66, 88–89

arrow pointer for, 504
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blanking the screen, 67, 505
connecting with the

audience, 65
custom shows, 505–509
drawing on slides, 

67, 502–504
ending, 499
final checklist, 498
going to slides, 500–502
knowing equipment, 66
methods of, 12–13
one-slide-per-minute, 62
rehearsing and timing, 

65, 495–498
screen tricks for, 67
showing hidden slides,

89–90, 505
starting, 499
switching programs, 502
taking control, 67

going to slides
hidden slides, 89, 505
last viewed slide, 89
during presentations,

500–502
removing controls from

Web pages, 567
in user-run presentations,

536–537
Google site, 60
gradients

background style, 
111, 122–124

defined, 122
filling objects, 355–356

graphics. See pictures;
specific kinds

Grayscale view, 53
grid. See also gridlines

described, 339
hiding and displaying, 

340, 341
settings for, 340–341

gridlines. See also grid
chart, 242, 273–274
table, 222, 225

group buttons, 44
grouping objects, 363–364

H
Handout Master view, 53,

518–519
handouts

described, 9, 13, 512, 517
formatting, 518–519
printing, 520–523
timing for giving out, 518
Word for, 519

hanging indents
creating, 197, 198–199
defined, 196
removing, 199–200
ruler marker positions for,

197, 198
header row of tables

calling attention to, 233–234
changing direction of text

in, 236–237
defined, 222

headers. See footers and
headers

headings (Word)
assigning styles to text,

83–84
bulleted lists from, 81
slide titles from, 81
slides from, 81–82

hidden slides, 65–66, 88–89,
505

hiding and displaying. See
also deleting or
removing

after animations, 432–433
arrow pointer, 504
backgrounds, 107, 119
chart gridlines, 273
Clipboard task pane,

139–140
drawing guides, 340, 341
font variations, 145
grid, 340, 341
Notes pane, 512
objects temporarily, 347
Paste Options button, 138
ribbon, 42

rulers, 55, 342
slides, 88–90
Smart Tags, 179
Sound icon, 479, 482
table gridlines, 225
video, 460

hierarchy diagrams
adding shapes, 295–299
hanging relationship

between shapes,
299–300

promoting and demoting
shapes, 300

uses for, 288
Highlighter

drawing on slides with,
502–503

erasing markup, 503–504
saving markup, 504

HSL (hue-saturation-
luminosity) setting,
581–585

HTML (Hypertext Markup
Language), 31

hyperlinks. See also action
buttons

action buttons versus,
539–540

described, 534, 536, 546
for e-mail, 550–551
to files, 549–550
illustrated, 537
removing, 544, 552
repairing, 552
ScreenTips, 548, 549, 550
to slides, 547–548
to Web pages, 548–549

I
images. See pictures
importing

charts from Excel, 245
Excel worksheets as tables,

224
slides from computer or

network, 79–81
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importing charts from Excel
(continued)

slides from library, 79–80,
81, 601

Word headings, 82
indenting text

basics, 196–197
defined, 194
first line of paragraph, 

196, 198
hanging indent, 196, 197,

198–199
left, 195, 197
right, 195, 197, 198
types of indentation,

195–196
inserting. See also

embedding
AutoCorrect entries, 

34–35, 157
charts, 244–245
clip art in slides, 392–393
frames, 102–103
graphics on slides, 370–371
media files in slides, 398
new Slide Master, 103–104
picture for chart

background, 279
pictures in photo albums,

381
slides, 74–77
sound playlist on slide, 481
table columns, 230
table rows, 225, 230
text boxes, 182–184
.WAV file in slide, 491

installing
add-ins, 623–624
fonts, 145
research services, 174

Internet addresses, spell
checking, 165–166

Internet resources
author’s e-mail address, 4
business and financial sites,

171
clip art, 125, 397, 398
DVD burners, 563
PowerPoint Viewer, 563

presentation examples, 
57, 60

research services, 170–171
sound files, 468–469
templates, 20
video codecs, 454
Windows Media Player, 

454, 479
italic font style, 147

K
kerning, 212–213
KeyTips, 47–48

L
landscape. See orientation
languages. See foreign

languages
launching. See opening;

starting PowerPoint
layouts. See slide layouts
leave-behinds. See handouts
legend of charts, 243, 271,

285
libraries. See slide libraries
line charts, 247, 250–251, 262
Linear gradient background,

122–124
lines (graphic). See also

gridlines; manipulating
objects; outlines

altering, 317
arrowheads, 321–322
caps (endings), 320
changing angle, 318
changing colors, 320
changing curves, 325
changing direction, 325
changing length, 319
changing position, 319
closing curves, 324, 325
compound, 320
default style for, 321
diagonal, on tables, 239
dotted or dashed, 320
drawing arcs, 324

drawing curves, 322–323
drawing straight, 318
drawing using Shapes

gallery, 316
edit points, 323–324
freeform and scribble,

325–326
opening closed drawings,

325
shadows for, 321, 362
third dimension for, 360
3-D, 321
tools for formatting, 319
uses for, 317
width, 320

lines (text)
adjusting space between,

209, 210–211
kerning, 212–213
top-heavy titles, 212

list diagrams, 288, 293–294
lists. See bulleted lists;

numbered lists
live previewing feature,

46–47, 115, 144
loading. See opening; starting

PowerPoint
logos, 61, 499, 579, 586
lossless versus lossy

compression, 368
lowercase, defined, 152. See

also case

M
macros

described, 619
Developer tab, 620–622
Quick Access toolbar

buttons for, 623
running, 622–623
security settings, 620
VBA used for, 619

manipulating objects. See
also moving objects

aligning, 351–352
basics, 336–338
building 3-D objects,

359–361
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casting shadows, 361–362
changing overlap, 348–349
changing proportions,

342–343, 344
copying, 348
distributing, 352–354
flipping, 350
grouping, 363–364
hiding and displaying, 347
laying out with grid,

drawing guides, and
rulers, 339–342

renaming, 347
resizing, 342–344
rotating, 350–351
selecting, 338–339, 347
shape effects, 354–355,

358–359
shape fill color, 354,

355–356
shape outlines, 354,

357–358
transparency of colors,

354–356
manipulating text. See

editing text
margins. See also text

alignment
of table cells, 231, 232
in text boxes or frames, 215

markup languages, 31. See
also XML format

master slides. See also slide
layouts; Slide Master

action buttons on, 546
changing layout, 101–103
changing theme or

background, 130–131
deleting, 21
editing master styles,

99–101
ground rules for, 98–99
overview, 93
for paragraphs rather than

lists, 200
relationship to slides, 96–98
swapping template for, 21

text boxes not linked to,
182

master styles
editing, 99–101
overview, 95–96
severing links to, 97

Master views, 53. See also
specific views

matrix diagrams, 288,
293–294

MCI (Media Control
Interface), 453–455

.mdb file extension, 32
measurement system for

rulers, 56, 342
Media Control Interface

(MCI), 453–455
metric measurement system,

342
microphone. See also

recording narration
settings for, 488–489
testing the setup, 484–486

Microsoft. See also Windows
(Microsoft); specific
programs

downloading clip art from,
125, 397, 398

downloading templates
from, 20

Microsoft Office Picture
Manager

described, 383–384
displaying graphic files, 385
editing pictures, 386–389
mapping your graphic files,

384–385
opening, 384

Mini toolbars
above shortcut menus, 48
applying font styles, 147
Font Color button, 150
Font drop-down list, 143
overview, 47

motion paths
altering, 435–436, 438–439
described, 413, 433–434
drawing, 436–438

grow/shrink effects with,
448–449

readymade, 434–435
mouse over for action

buttons, 541, 543
moving objects

aligning, 351–352
changing overlap, 348–349
Clipboard task pane for,

138–140
diagrams, 292
dialog box for, 345–346, 348
distributing, 352–354
by dragging, 345, 346
drawing guides, 340, 341
equation elements, 312
flipping, 350
frames, 101
layouts in Slide Master

view, 101
lines (graphic), 319
nudging, 346
Paste Options, 138
rotating, 350–351
slides, 88
table rows or columns,

230–231
tables, 224
text, 136–140
text boxes, 184, 379
tools for, 339–342

moving to slides. See going
to slides

MS Graph charts, converting,
283–285

music. See sound

N
names. See also renaming

capitalizing days, 158
chart labels, 243, 271, 272
for comments, 596
for context-sensitive tabs,

3, 42
file extensions for, 23, 32
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names (continued)
phantom, in chart legend,

285
for Slide Master, 93
table row labels, 222

nested lists, 208–209
networks, reusing slides

from, 79–81
newspaper-style headlines as

slide titles, 63–64
Normal/Outline view

for entering and editing
text, 134–135

finding text in, 158
illustrated, 50
moving from slide to slide,

135
overview, 51
switching to, 51, 86

Normal/Slides view
closing the Slides pane, 52
hidden slides in, 88
illustrated, 50
for manipulating slides, 87
overview, 52
switching to, 52, 86

notes
described, 9, 511
editing, 513–514
entering, 512–513
formatting pages, 514–517
overview, 10, 39
printing, 498, 520–523
removing from Web page

presentations, 567
uses for, 512

Notes Master view
described, 53, 514
links to notes pages, 517
switching to, 53, 514
using, 515–517

Notes Page view
editing notes in, 513–514
illustrated, 50
links to Notes Master, 517
overview, 52–53
switching to, 53, 513

Notes pane, 39, 54, 512–513
Nudge commands, 346
numbered lists

animating, 410, 448
converting to bulleted lists,

205
creating, 204–205
nonstandard, 12
number style, size, and

color, 206–208
removing numbers, 205
slide layouts for, 204
sublists or nested lists,

208–209
turning into normal

paragraphs, 199–200
uses for, 204

numbering
handout pages, 518
notes pages, 516
slides, 96, 99, 103, 217, 527

numbers in words, spell
checking, 165–166

O
object linking and

embedding. See OLE
objects, 336. See also

manipulating objects;
moving objects

Office button
Close command, 29
Convert command, 24
defined, 38
New command, 19, 20
Open command, 26
overview, 40
PowerPoint Options

command, 22
Prepare commands, 30, 31
Recent Documents list, 28
Save As command, 23
Save command, 22

Office Online, 125, 398
Office theme slide layouts,

75–77

OLE (object linking and
embedding)

described, 609
editing an embedded

object, 615–616
embedding an object,

613–615
establishing a link, 616–617
overview, 609–612
pitfalls of, 612
terminology, 610, 616
updating a link, 617
uses for, 611–612

one-slide-per-minute rule, 62
opening. See also starting

PowerPoint
AutoRecovery files, 25
Charts folder, 277
Clip Art task pane, 393
Clip Organizer, 394
Clipboard task pane, 139
Developer tab, 620
Equation Editor, 310
Microsoft Office Picture

Manager, 384
new window, 54
Paint program, 582
presentations, 26–29, 566
Selection and Visibility task

pane, 188
shortcut menus, 48
Slide Master view, 21
starting presentations, 

499, 531
templates, 585
views, 51, 52, 53, 86

Organization Chart diagrams,
297–300

orientation
of background graphics,

126
of handouts, 518
of slides, 85–86

outlines. See also borders
default style for, 357
printing, 519–520
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for shapes, 307, 354,
357–358

for WordArt images, 334
ovals. See shapes
overlay charts, 282

P
packaging for CD

described, 13, 557–558
multiple presentations,

559–561
PowerPoint Viewer for, 557,

562–563
sound, 467, 558, 561–562
steps for, 558–559
video, 452, 558, 561–562

Paint program, 582–583
paragraphs

animating, 415, 428–430
indenting, 194–199
line spacing, 210–211
master slides for, 200
normal, formatting text

frames for, 199–200
space between, 211–212

Parker, Ian (journalist), 1, 57
passwords, 597–599
pasting. See copying; cutting

and pasting
Path gradient background,

122–124
pens

drawing on slides with,
502–503

erasing markup, 503–504
saving markup, 504

personalizing presentations,
59

photo albums, 380–383
Picture with Caption layout,

73, 76
pictures. See also clip art

adding icon to layouts, 103
balancing colors, 387
bitmap versus vector

graphics, 366

brightness adjustment,
371–372, 382, 386–387

for bullets, 205–206, 207
captions for, 381, 383
for chart background,

278–279
compressing files, 

374–376, 389
contrast adjustment,

371–372, 382, 386–387
copyright issues, 369–370
cropping, 373–374, 387–388
file formats, 366–369
filling objects with, 355–356
flipping, 388
inserting in photo albums,

381
inserting on slides, 370–371
Microsoft Office Picture

Manager for, 383–389
photo albums, 380–383
recoloring, 372–373
red eye removal, 388–389
resizing, 389
resolution, 366
rotating, 382, 388
shadows for, 362
shape effects for, 358–359
for slide background, 111,

126–127, 376–377
for table background,

237–238
for text background,

378–380
third dimension for, 360
touching up, 371–374, 

382, 386–389
pie charts, 247, 251–252
pie of pie charts, 261
pixels, defined, 366
pixels per inch (ppi), 367, 375
placeholder frames. See also

frames; text frames
content, 73, 455
on Slide Master, 99
text boxes versus, 182
on Title and Content slide

layout, 72

planning a presentation. See
also giving presentations

designing, 59, 61–64
formulating, 58–59
studying others’, 60

playlists, 479–481
plot area of charts, 242, 276
plug-ins, installing, 623–624
polygons. See shapes
portrait. See orientation
positioning. See moving

objects
PowerPoint All-in-One Desk

Reference For Dummies
(Weverka)

advantages of, 2–3
assumptions about the

reader, 3
author’s e-mail address, 4
conventions, 3–4
icons in book margins, 4
overview, 1–2

PowerPoint DVD burners,
563

PowerPoint options. See
defaults

PowerPoint Viewer, 
557, 562–563

PowerPoint windows. See
also specific parts

arranging on screen, 54
closing, 54
full-screen view, 7–8
illustrated, 38
interface overview, 39–48
live previewing, 46–47
Maximize and Minimize

buttons, 54
Mini toolbars, 47
opening multiple, 54
overview, 7–8
parts of, 37–39
switching between, 54
views, 10

ppi (pixels per inch), 367, 375
.ppt file extension, 23, 32
.pptm file extension, 622
.pptx file extension, 23, 32
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preferences. See
customizing; defaults

presentations. See also giving
presentations

bad example, 57
choosing design early, 12
closing, 29–30
converting from earlier

versions, 24
copying slides from, 79–81
creating new, 17–21
defined, 7, 9
deleting, 28
designing, 59, 61–64
document properties for,

30–31
embedding fonts in, 151
finishing touches for,

555–556
formulating, 58–59
multiple windows for, 54
opening, 26–29
overview, 12
re-imposing original design,

105–106
renaming, 28
resizing slides for, 84–85
saving, 22–26, 30
self-running, 13, 525–531
Slide Show view for, 52
studying others’, 60

printing
options for, 521–522
outlines, 519–520
previewing, 520, 523
slides, handouts, and notes,

520–523
process diagrams, 

288, 293–294
proportions of objects,

changing, 342–343, 344
.pub file extension, 32
Publisher file extensions, 32
Pure Black and White 

view, 53
pyramid diagrams, 

288, 293–294

Q
Quick Access toolbar

adding buttons, 572–573
buttons for macros, 623
changing button order, 573
moving, 574
overview, 38, 40–41,

571–572
removing buttons, 574
Repeat button, 33
shortcut menu, 42
Undo button, 32–33

quotation marks, entering,
155–156

R
radar charts, 248, 259–260
Radial gradient background,

122–124
recoloring. See also colors

clip art, 394
pictures, 372–373

recording narration
challenges of, 484
file sizes issues, 484
inserting .WAV file in slide,

491
microphone settings for,

488–489
in PowerPoint, 486–489
for self-running

presentations, 527
for several slides, 488–489
for single slide, 486–487
with Sound Recorder,

490–491
synchronizing recording

with slides, 491–492
testing microphone for,

484–486
recovering presentations, 25
rectangles. See shapes
Rectangular gradient

background, 122–124

red eye removal, 388–389
red-green-blue (RGB) setting,

581–585
reference books, 170, 172
regrouping objects, 364
regular font style, 147
rehearsing presentations, 

65, 495–498, 529
relationship diagrams, 

288, 293–294
Remember icon, 4
removing. See deleting or

removing
renaming. See also names

chart templates, 277
objects, 347
presentations, 28
Slide Master, 104
theme fonts, 143
themes, 121

repairing hyperlinks, 552
repeating actions, 33
replacing. See finding and

replacing
repositioning. See moving

objects
Research task pane

accessing SharePoint sites
in, 174

adding third-party services,
174

described, 170–171
options for, 172–173
Premium content icon, 171
services in, 170–171
using, 171–172

Reset command, 84, 105
resizing

action buttons, 544
animations for, 427–428,

448–449
aspect ratio locking for, 344
bullets, 206
changing proportions,

342–343, 344
diagram shapes, 305–306
diagrams, 292
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equations, 312
fonts on diagram shapes,

308
frames, 101
grouped objects, 363
height and width for, 

342, 344
multiple objects, 342
Notes pane, 54
numbers in lists, 208
objects, 342–344
pictures, 389
resetting to original, 344
selection handles for,

342–343, 344
slides, 84–85
Slides pane, 54
tables, 224
text boxes, 184, 379
text-box shapes, 332
video screen, 462, 481–482
windows, 54

restoring. See hiding and
displaying

reusing. See also copying
designs, 20–21
slides, 79–81, 601
themes, 117–118

RGB (red-green-blue) setting,
581–585

ribbon, 3, 39, 41–42, 574. See
also tabs

right-clicking, 48
rotating

objects, 350–351
pictures, 382, 388
text boxes, 184–185

rotation handles, 350
rows in charts, rearranging,

265–266
rows of tables

aligning text in, 226–227
banded, 234
calling attention to, 233–234
colorizing, 235
deleting, 230
distributing, 229

header, 222, 233–234,
236–237

inserting, 225, 230
labels, 222
moving, 230–231
resizing, 228–229
selecting, 225
total, 233, 234

rulers
described, 55, 340
hiding and displaying, 

55, 342
indent markers, 196–198
measurement system, 

56, 342
tab settings, 201–202, 203

running. See opening;
starting PowerPoint

S
saving

chart as template, 277
Clipboard contents to a file,

139
markup on slides, 504
presentations, 22–26, 30
themes, 120
as Web page, 565–566

saving presentations
to AutoRecovery files,

25–26
AutoRecovery files under

different name, 25
for earlier versions, 23–24
location for, 22–23
methods for, 22
when closing, 30

scale settings for charts,
272–273, 286

scatter (XY) charts, 
248, 254–255

ScreenTips
on action buttons, 545
described, 536
for hyperlinks, 548, 549, 550
illustrated, 537

scrollbar for user-run
presentations, 
535, 538, 539

searching. See finding;
Internet resources

Section Header layout, 75, 77
security settings for macros,

620
selecting

animations, 421
content master slides, 78
curved lines, 323
diagram layout, 288–289,

290
diagram shape, 292–293
Excel worksheets and

parts, 265
objects, 338–339, 347
Selection and Visibility task

pane for, 347
slide layouts, 74
slides in Slide Sorter view,

78, 87
slides in Slides pane, 78
solid line indication for,

293, 338
tables and table parts,

225–226
text boxes, 184, 187–188,

338
text frames, 187–188
text on a slide, 136
theme from gallery, 115–116
WordArt images, 338

Selection and Visibility task
pane, 188, 347

self-running presentations
challenges of, 526–527
defined, 13
narration for, 527
rehearsing, 529
setting up, 530–531
slide numbers in, 527
starting and ending, 531
time on-screen for slides,

527–529
uses for, 525–526
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Send Backward command,
348–349

Send to Back command,
348–349

sentence case, defined, 152.
See also case

Shade from Title gradient,
124

Shadow text effect, 150
shadows

for lines, 321
for objects, 361–362

shapes. See also diagrams;
manipulating objects

altering, 317
changing symmetry of,

330–331
connectors, 326–328
drawing using Shapes

gallery, 316, 329–330
effects, 354–355, 358–359
exchanging, 331
fill color for, 354, 355–356
outlines, 307, 354, 357–358
oval, drawing on tables,

239–240
shadows for, 361–362
text-box, 196–197, 332–333
third dimension for, 360
transparency of colors,

354–356
turning into text boxes, 

186, 332
turning text boxes into,

186–187, 333
SharePoint Services

accessing sites, 174, 603
deleting files, 607
described, 602
downloading files, 605–606
information needed for, 603
navigating sites, 603–604
other uses for, 607
Shared Documents folder,

604
uploading files, 605
viewing and editing files,

606

shortcut commands
entering text quickly, 33–35
repeating actions, 33
undoing mistakes, 32–33

shortcut icons, 16–17, 29
shortcut menus, 48
showing and hiding. See

hiding and displaying
showing presentations. See

giving presentations
simplicity, 59, 61, 110,

246–247
sizing. See resizing
sketching diagrams, 291
slide layouts. See also master

slides; specific layouts
adding frames, 102–103
changing theme or

background, 130–131
changing to different

layout, 84
for company presentation,

587–589
construction overview, 72
as content master slides, 78
creating new, instead of

changing, 99
deleting from drop-down

list, 588–589
dragging in Slides pane, 101
editing for master slides,

78, 99, 101–103
editing master styles,

98–101
ground rules for, 99
illustrated, 75–76, 94
inherited from template,

17–18
master styles, 95–96
in Office theme, 75–77
overview, 10, 95
for photo albums, 381–382
reconnecting slides to, 105
relationship to Slide Master

and slides, 96–98
removing footer, 218
removing frames, 102–103
resetting to original, 84

selecting, 74
severing links to, 97–98, 99
Slide Master versus, 95
for tables, 222, 240
tools for positioning

objects, 339–342
slide libraries

depositing slides in,
600–601

described, 599
folder for, 599–600
reusing slides from, 

79–80, 81, 601
Slide Master. See also master

slides
adding frames, 102
assigning background to,

104
creating more than one,

103–104
creating new slide from, 104
deleting, 104
editing master styles,

98–101
footers in, 215–216, 217–218
ground rules for, 99
layouts versus, 95
master styles, 95–96
overview, 93–94
placeholder frames, 99
relationship to layouts and

slides, 96–98
removing frames, 102
renaming, 104
severing links to, 97–98, 99

Slide Master view
closing, 21
described, 53
dragging layouts in, 101
illustrated, 50
opening, 21
swapping templates, 21
switching to, 21, 53, 92

slide numbers
master styles for, 96
placeholder frames for, 99
removing frame from

layouts, 103
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in self-running
presentations, 527

in standard footer, 217
Slide Show view, 50, 52
slide shows. See

presentations
Slide Sorter view

described, 10
finding text in, 158
hidden slides in, 88
illustrated, 11, 50, 87
for manipulating slides, 86
moving slides, 88
overview, 52
selecting slides, 78, 87
switching to, 86

Slide window, 39
slides. See also master slides;

slide layouts
aligning objects on, 351–352
animating, 12
copying, 78–79
copying from other

presentations, 79–81
creating from Slide Master,

104
creating from Word

headings, 81–82
defined, 7, 9
deleting, 88
distributing objects on,

352–354
drawing on, 67, 502–504
duplicating, 77–78
full-screen view, 7–8
going to, 89, 500–502
hidden, 65–66, 89–90, 505
hiding and unhiding, 89
inserting clip art, 392–393
inserting graphics, 370–371
inserting in presentations,

74–77
inserting media files, 398
moving or rearranging, 88
one-slide-per-minute 

rule, 62
overview, 10–11
printing, 520–523

reconnecting to original
layout, 105

relationship to Slide Master
and layouts, 96–98

removing background
graphic, 106–107

removing footer, 218
resizing, 84–85
reusing, 20–21
selecting, 78, 88
severing links to, 98, 99
swapping template for, 21

Slides pane
closing, 52
defined, 39
dragging layouts in, 101
editing master styles,

100–101
hiding, 54
for moving from slide to

slide, 135
resizing, 54
restoring, 54
selecting slides, 78

small caps, 148–149
smart quotes, 155
Smart Tags, 179
SmartArt diagrams. See

diagrams
solid color background style,

111, 121–122
sound

for animations, 447–448
continuous, preventing, 471
custom, placing on

Transition Sound list,
469

embedding in slides, 467,
468, 471–473

file formats, 466–467
finding files on the Internet,

468–469
hiding and displaying the

icon, 479, 482
inserting .WAV file in slide,

491
packaging for CD, 467, 558,

561–562

pausing and resuming, 483
playing across slides, 

475, 478
playing after a few seconds,

471, 473–475
playing automatically, 

471, 473, 478, 482
playing continuously, 

472, 478, 482
playing from CD, 

472, 476–479
playing several files, 

472, 479–482
playing when clicked, 471,

473, 478, 482, 483
playlists, 479–481
recording narration,

484–492
removing from transitions,

471
storing files for, 467
synchronizing recording

with slides, 491–492
for transitions, 408, 469–471
volume control, 477, 482
.WAV-file-size link setting,

467, 468
ways of using, 465–466

Sound Recorder, 490–491
spacing. See also text

alignment
between characters

(kerning), 212–213
between columns, 214
between lines of text, 209,

210–211
between paragraphs,

211–212
speaker notes. See notes
spell checking

adding words to dictionary,
163, 165, 167

AutoCorrect option, 165
Change All option, 165
Change option, 164
custom dictionaries for,

167–169
Delete All option, 165
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spell checking (continued)
Delete option, 164
Delete Repeated Word

option, 163
entire presentation,

164–165
foreign languages, 165
before giving presentations,

498
Ignore All option, 163, 164
Ignore option, 164
need for, 162
not relying on, 162–163
one-at-a-time method, 163
preventing for text, 166
removing red lines, 163
settings for numbers,

uppercase words, and
Internet addresses,
165–166

Status bar icon, 575
Suggest option, 165
during text entry, 162, 163

spider charts, 248, 259–260
stacked area charts, 253–254
stacked bar charts, 252–253
stacked column charts,

248–249
stars. See shapes
starting PowerPoint

from All Programs menu, 15
automatically when

computer starts, 17
blank presentation created

upon, 17
from desktop shortcut icon,

16–17
from Quick Launch 

toolbar, 17
from Start menu, 15–16

Startup folder, 17
Status bar

customizing, 575–576
defined, 39
View buttons on, 39, 51

stock charts, 248, 255–256
stops for gradients, 122

straight quotes, entering,
155–156

strikethrough, 148
studying others’

presentations, 60
sublists, 208–209
subscript, 148
superscript, 148
surface charts, 248, 256–257
switching

programs during
presentations, 502

to slides during
presentations, 500–502

to views, 51, 52, 53, 86
between windows, 54

symbols
for bullets, 205–206, 207
entering, 154–155
in equations, 311

T
tab stops

adjusting, 203
creating with the ruler,

201–202
creating with the Tabs

dialog box, 202–203
defaults, 201
defined, 200
removing, 203
tables versus, 200–201

Table Tools tabs, 42, 223
tables, 233–234

adding icon to layouts, 103
aligning text in, 226–227
background, 237–238
borders, 222, 225, 234–235
as bullet point alternatives,

62, 63
calling attention to rows or

columns, 233–234
capitalizing first letter of

cells, 158
changing cell margins, 

231, 232

changing direction of
header row text, 236–237

colorizing, 235
creating, 222–223
deleting rows or columns,

230
diagonal lines on, 239
distributing rows or

columns, 229
drawing oval shape on,

239–240
fonts for, 224
importing Excel worksheets

as, 224
inserting columns, 230
inserting rows, 225, 230
merging cells, 227–228
moving cursor in, 225
moving on a slide, 224
moving rows or columns,

230–231
overview, 221
resizing entire table, 

224, 229
resizing rows or columns,

228–229
selecting all or part of,

225–226
slide layouts for, 222, 240
splitting cells, 227
styles, choosing, 232–233
styles, clearing, 224, 233
tab stops versus, 200–201
terminology, 222
wrapping slide text around,

240
tabs. See also tab stops

buttons with arrows on, 45
buttons without arrows 

on, 45
Chart Tools, 268
context-sensitive, 42–43
dialog box launchers on, 44
galleries, 45–46
group buttons on, 44
groups on, 43–44
hybrid buttons with arrows

on, 45
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keyboard shortcuts for,
47–48

KeyTips for, 48
learning which to click, 41
naming conventions in this

book, 3, 42
overview, 41–42
pop-up help boxes for

buttons, 44, 45
screen size and number of

buttons on, 42
teamwork. See collaboration
Technical Stuff icon, 4
telling a story, 59
templates

blank presentations versus,
18–19

boilerplate content with,
18, 589

for company presentation,
580, 586

content master slides
compared to, 78

creating charts from,
277–278

defined, 17
for equations, 311, 312
folder for, 580, 585, 590–591
installed on your 

computer, 20
loading on computer,

590–591
opening, 585
presentations founded on,

17–18
saving charts as, 277
searching for, 20
setting view for, 590
swapping, 21
themes built-in, 116
using custom, 20

text. See also editing text;
entering text; writing
text

adding frame to layouts,
103

background for, 378–380
boilerplate, 18

copyright issues, 369
finding, 158–160
Master Text Styles, 96, 99
placeholder frames, 72
removing frame from

layouts, 103
for slide background, 377
spell checking, 162–169

text alignment
changing for layouts, 78
in columns, 214
commands for, 193, 194
distributing titles, 194
horizontal, 193, 194
indenting, 194–199
margins in text boxes or

frames, 215
tab stops for, 200–203
in tables, 226–227
in text boxes and frames,

189, 193–194
vertical, 193, 194
wrapping around tables,

240
text attributes (effects), 

140, 147–150
text boxes. See also

manipulating objects
aligning text in, 189,

193–194, 200–203
animating, 424, 428–432
changing direction of text

in, 188–189
columns in, 214
converting to diagrams, 303
creating, 182–184
default style for, 185
described, 181
entering text, 183, 379–380
examples, 182
fit of text in, 189, 192
with graphic background,

378–379
horizontal versus vertical,

183
indenting text in, 194–199
internal margins, 215
moving, 184, 379

not linked to master slides,
182

for photo albums, 381, 383
placeholder frames versus,

182
resizing, 184, 379
rotating, 184–185
selected, solid line

indicating, 338
selecting, 184, 187–188, 338
shadows for, 362
shape effects for, 358–359
shapes, 186–187, 332–333
shapes as, 10, 186–187,

332–333
third dimension for, 360
turning into WordArt

images, 333–334
text effects, 140, 147–150
text frames. See also frames

aligning text in, 189,
193–194, 200–203

animating, 424, 428–432
changing direction of text

in, 188–189
columns in, 214
converting to diagrams, 303
fit of text in, 189–192
formatting for normal

paragraphs, 199–200
indenting text in, 194–199
internal margins, 215
selecting, 187–188
in slide layouts, 72
text boxes versus, 182

text-box shapes, 186–187,
332–333

textures
for backgrounds, 127–128
filling objects, 355–356

themes
changing, ease of, 112
changing for selected

slides, 129
changing for slide layouts,

130–131
choosing carefully, 113
customizing, 118–120
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themes (continued)
Default, choosing, 120
deleting, 121
described, 109–110
effects, 118
examples, 110
file extension for, 116
fonts for, 118, 141, 142–143
importance of, 109
live previewing, 115
overwhelming forefront

items, 110, 113
for photo albums, 382
renaming, 121
reusing from another

presentation, 117–118
saving, 120
selecting from the gallery,

115–116
Slide Master named 

after, 93
Status bar indicator, 575
with templates, 116
testing, 114

Themes gallery
browsing, 117–118
changing theme for

selected slides, 129
increasing or reducing

choices, 115–116
overview, 114–115
selecting a theme, 115–116

Thesaurus, 170, 174–175, 176
.thmx file extension, 116
3-D objects

building, 360–361
charts, 249, 256, 276
commands for, 360
described, 359
diagrams, 304, 308
lines, 321

time
for handout distribution,

518
one-slide-per-minute 

rule, 62
per slide in self-running

presentations, 527–529

per slide in user-run
presentations, 553

in standard footer, 216–217
timing presentations, 

65, 495–498
Tip icon, 4
Title and Content layout, 

72, 75, 81, 222
Title and Vertical Text 

layout, 76
Title bar, 38
title case, defined, 152. See

also case
Title Only layout, 75, 222
Title Slide layout, 75, 77
titles of charts, 271
titles of slides

creating from Word
headings, 81–82

distributing, 194
kerning, 212–213
Master Title Styles, 

95–96, 99
newspaper-style headlines

for, 63–64
removing frame from

layouts, 103
top-heavy, fixing, 212

titles slide for photo albums,
383

top-heavy titles, fixing, 212
tour of PowerPoint, 10–13
transitions

animations versus, 405–406
assigning to slides, 407–408
consistent and sparing use

of, 406
overview, 406
removing, 408
sound for, 408, 469–471
troubleshooting, 408
viewing, 406, 408

translating languages, 170,
178–179

transparency
for background clip art, 126
for background color, 

111, 121–122

for background gradient,
124

for background graphic, 127
for background texture, 128
for object fill color, 356
for shadows, 362

trendline charts, 261
trickle down theory, 96–98
triggers

advantages of, 444–445
described, 415, 444
finding and changing

element for, 446–447
previewing, 446
removing, 447
setting up, 445–446

troubleshooting
charts, 285–286
transitions, 408

TrueType fonts. See fonts
Tufte, Edward (professor), 1
Two Content layout, 75, 240

U
underline font style, 

147, 149–150
Undo command

after find-and-replace
operations, 161

after resetting a slide, 84
for animations, 423
drop-down list, 32–33
maximum undos, 33
restoring deleted text, 140
using Undo button, 32–33

ungrouping objects, 364
updating

chart with new data, 267
dates automatically, 216–217
OLE link, 617

uppercase, defined, 152. See
also case

user-run presentations. See
also action buttons;
hyperlinks

backtracking in, 537
challenges of, 535–538
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described, 13, 533–534
ScreenTips for, 536, 537,

545, 548
scrollbar for, 535, 538, 539
setting up, 538–539
stalled, avoiding, 538,

552–553
user instructions for, 536
uses for, 535

V
VBA (Visual Basic for

Applications), 619
vector graphics

bitmap graphics versus,
366

file formats, 367, 368–369
Vertical Title and Text 

layout, 76
video

adding icon to layouts, 103
borders for, 463
codecs for, 454
computer strain with, 453
continuous play, 460
file formats, 453–455
hiding until played, 460
incompatible formats, 

455, 457–459
inserting on slides, 455–456
MCI for, 453–455
packaging for CD, 452, 558,

561–562
pausing, 459
playing across slides, 458
resizing screen for, 

462, 481–482
rewinding, 462
start methods, 456, 459,

460, 461
storing files for, 452
volume control, 459
Windows Media Player for,

453–455
View buttons, 39, 51

View tab
Arrange All button, 54
Cascade button, 54
Grayscale button, 53
Handout Master button, 53
Normal button, 54
Notes Master button, 53
Notes Page button, 53
opening new window, 54
Pure Black and White

button, 53
Ruler check box, 55
Slide Master button, 

21, 53, 92
Switch Windows button, 54
switching views, 51

viewing and hiding. See
hiding and displaying

views. See also View tab;
specific views

finding text affected by, 158,
160

illustrated, 50
for manipulating slides, 86
overview, 10, 50–53
setting for templates, 590
Status bar indicator, 575
switching to and from, 51,

52, 53, 86
Visual Basic for Applications

(VBA), 619
visuals, 12. See also specific

kinds

W
Warning! icon, 4
Web page presentations

bookmarking, 566
browser support, 568
changing look of, 567
described, 13, 564
fine-tuning, 566–567
opening, 566
removing notes and

navigation controls, 567

saving as, 565–566
support files for, 568

Web resources. See Internet
resources

width-to-height ratio of
slides, 85

Window buttons, 38
windows. See PowerPoint

windows
Windows Media Player,

453–455, 479–482
Windows (Microsoft)

deleting themes, 121
folder for chart templates,

277
folder for presentation

templates, 580, 585,
590–591

folders for themes, 116
renaming themes, 121
starting PowerPoint

automatically in, 17
versions for this book, 3

Word
assigning heading styles to

text, 83–84
creating slides from

headings, 81–82
file extensions for, 32
for handouts, 519

WordArt images. See also
manipulating objects

creating, 333–334
described, 333
editing, 334
selecting, 338
shape effects for, 358–359

worksheets (Excel)
AutoFill command for serial

data, 264
creating charts from,

244–245
creating tables from, 224
date format for, 266–267,

285
defined, 242, 243
entering data, 263–264
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worksheets (Excel)
(continued)

rearranging columns and
rows, 265–266

selecting all or part, 265
updating data, 267
widening columns, 264–265

writing text. See also editing
text; entering text

building an argument, 58
comments, 594–595
Excel AutoFill command for,

264
personalizing

presentations, 59
researching topics, 170–174
starting from the

conclusion, 58

starting presentation
creation with, 58

tasks for, 134
telling a story, 59
thesaurus for, 174–176

X
x as last letter in file

extensions, 32
.xls file extension, 32
.xlsx file extension, 32
XML (Extensible Markup

Language), 31
XML format

advantages of, 31
converting presentations

from earlier PowerPoint
versions, 24

file extensions for, 32
overview, 31–32
saving presentations for

earlier PowerPoint
versions, 23–24

SmartArt graphics based
on, 287

XY (scatter) charts, 
248, 254–255

Z
Zoom controls, 49–50
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