
• Numerics •
3-D bevel effects, 143–144
3-D rotation effects, 144–146

• A •
absolute links, 295
abstract backgrounds, timelines, 344
accent colors, Theme Colors, 48
Action Buttons

how to use, 288–289
shapes as, 90

Action Settings dialog box, 253–254, 288–291
Add Sound dialog box, 235
add-ins

Adobe Presenter, 331
Articulate Presenter, 331
CrystalGraphics PowerPlugs, 329
Effects Library, 281
errors, turning on display on, 33
FixLinks Pro, 296
Graphicae, 329
Impactica, 331
OfficeFX, 329
Perspector, 329
PointeCast, 332
PowerCONVERTER, 332
PPTools Image Exporter, 332
PPTools Starter Set, 329
Presentation Librarian, 329
PresentationPoint DataPoint, 329
Shyam’s Toolbox, 330
TechSmith Camtasia, 332
Thermometer, 330
Vox Proxy, 330

Adobe Photoshop image editor
discussed, 75
red-eye removal, 351
resizing images, 351
watercolors, 352

Adobe Presenter add-in, 331
Advanced Timeline program, 277–279
advertisements, basing color choice on, 54
After Previous animation event, 264
AIFF audio format, 230
alignment

picture, 201
shape, 102–104
text box, 168–169

anchors, linking, 287
angle and direction, gradient fill

backgrounds, 72
angles, shadow effect, 138
Animation Carbon library, 281
animations

adding to objects, 266–268
Advanced Timeline program, 277–279
After Previous event, 264
animation events, 264
builds, 264, 280
chart, 272–273
custom, 264
design guidelines, 280–281
duration/speed, 265, 269
Effects Library add-in, 281
emphasis, 265, 280
entrance, 265
exit, 265
motion path, 265, 273–275
non-PowerPoint elements, 16
On Click event, 264
printing, 317
removing, 270
reordering, 271
reusing, 281
saving, 281
sequence, 264
show slides without, 306
switching between, 270
text, 271–272
timing, 277–279
transition concepts, 281–284
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animations (continued)
trigger, 275–276
uses for, 280–281
using in moderation warning, 263
when to use, 15
With Previous event, 264

Archive Package option, autorun CDs, 322
area charts, 218
arrowheads

adding, changing, and reversing, 110
as connector, 110
discussed, 93
lines with, 128, 156

Articulate Presenter add-in, 331
artistic versus plain backgrounds, 13
ASF audio format, 230
ASF movie format, 231
AU audio format, 230
Audacity audio editor, 236–237
audience, connecting with, 302
audio. See sounds
author name, adding to slides, 78
author-created material, 362
AutoCorrect feature, 32
automatic layouts, adjusting, 32
automatic movie playback, 251
automatic sound playback, 232
AutoRecover feature, 26
autorun CDs

Archive Package option, 322
Copy to Folder dialog box, 323
discussed, 319
Embedded TrueType Fonts option, 322
Enhance security and privacy option, 322
inappropriate or private information,

inspecting for, 322
Linked Files option, 322
Package for CD dialog box, 320–321
saving, 320–321
Select How Presentations Will Play

option, 322
sequence, reordering, 321
Viewer Package option, 322

AVI movie format, 230
axes, chart, 214

• B •
backgrounds

brightness, contrast, and saturation
adjustment, 75

contrasting colors in, 40
dark backgrounds, light text over, 40
design guidelines, 20–21
Format Background dialog box, 69
gradient fill, 71–73
light backgrounds, dark text over, 40
picture, 73–76
plain color, 20
plain versus artistic, 13
print-suitable, 76
resizing, 75
solid fill, 70–71
sound, 14
styles, 68
texture, 45, 73–75
Theme Colors, 48
uncluttered, 20

backups, 303
banding, 73
bar charts, 218
basic shapes, 89
batch importing pictures, 188
bevel effects, 142–144
bitmaps, 191
black and white pictures, 190
black, as safe color choice, 42, 45
blank layout style, 64
Blank Presentation button (New

Presentation dialog box), 57
blank templates, 83–84
block arrows, shapes, 89
blue, as safe color choice, 42, 44–45
blur effects, shadow effects, 137
blurred picture backgrounds, 75
boilerplate templates, 84
borders

adding to movie clips, 252–253
dashed lines as, 127

bottom alignment, shapes, 103
bright color choices, color design

guidelines, 54
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brightness
background, 75
picture, 189, 201

bring forward ordering option, shapes, 105
bring to front ordering option, shapes, 105
brown, as risky color choice, 43, 45
browsed by individual show slides, 304
bubble charts, 219
builds, animation, 264, 280
built-in layouts, 62–63
built-in Theme Color sets, 53–54
bulleted presentations, creating in

Notepad, 337–338
bullets

limiting number of, 164
placement of, changing, 149–150
styles, 173–174
symbols, 173–174
when to use, 164

Bullets and Numbering dialog box, 173–175
Business Objects CX Now! software

program, 363
business presentations, 18
buttons

Action Buttons, 90, 288–289
Blank Presentation (New Presentation

dialog box), 57–58
groups, 11
Office, 10
tabs, 10

• C •
Calibri fonts, 179
callouts

discussed, 90, 94
resizing, 115
text in, 114

Cambria fonts, 179
camcorder, as movie source, 255
camera, as movie source, 255
Camtasia Studio movie capture 

program, 261
capitalization, first letter of each word, 170
captions

content with caption layout style, 64
picture, 190
picture with caption layout style, 64

Cartoons from Ron Leishman software
program, 364

case
capitalization, first letter of each 

word, 170
changing, 169–170
lowercase, 170
sentence, 170
text box, 169–170
uppercase, 170, 358

CD soundtracks. See also autorun CDs
copyright regulations, 239
playing, 238–239
ripping, 239–240
track numbers, 239

CDs
author-created material, 362
bonus chapter, 362
freeware programs, 362
installing items from, 361–362
shareware programs, 362
system requirements, 361

center alignment, shapes, 103–104
character spacing, 171–173
chart animations, 272–273
charts. See also diagrams

area, 218
axes, 214
bar, 218
bubble, 219
Chart Tools Design tab, 216
Chart Tools Format tab, 216
Chart Tools Layout tab, 216
column, 218
datasheet mode, 214
discussed, 38
doughnut, 219
dynamic data guidelines, 219
Excel, 221
importing data in, 220
inserting, 214–216
layouts, 222
legends, 214
line graphs, 218
organization, 212
as outside presentation source, 351
pie, 218
plot area, 214
previewing types of, 217
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charts (continued)
radar, 219
scatter (X Y), 218
series, 214
stock, 219
styles, 222
surface, 219
titles, 214
values, 214
version differences, 213
visual appeal, 221, 223

Cinematize third-party program, 259
Clip Art

inserting pictures from, 74
overview, 193–194
as placeholder type, 63

Clipboard, inserting pictures from, 74
closed lines, 124
closed shapes, 158
closing points, 160
clothing and jewelry considerations,

preparation and delivery 
techniques, 302

codecs (coder/decoder), 259–260
Color Picker add-in, 329
colors. See also fills; Theme Colors

bright color choices, 54
consistency in, 54
contrasting, 40–41
default, 46
design guidelines, 54
fluorescent, 54
glow effect, 140
grayscale, 41
HSL and human eye color system, 52–54
line, 126
as mood enhancement, 42
multicolored texture, 45
nature replicated, 44
pastel, 44
pen, 306
pure, 44
recently used, 51
recoloring pictures, 199–200
red-green combined, 54
RGB color model, 51
risky choices, 42–43, 45
safe choices, 42, 44–46
saturated, 44

selection guidelines, 53–54
shades, 44
shadow effects, 137
SmartArt, 210
standard, 51
tints, 44
variable transparency, 196
as visual appeal, 39–40
watercolors, 352
Windows Colors dialog box, 51

Colors dialog box, 70
column charts, 218
combining shapes, 113–114
commands, adding to QAT, 25
common looking presentations, 

avoiding, 357–358
company identity, basing color choice 

on, 54
comparison layout style, 64
Compatibility Checker feature, 29
Compress Pictures dialog box, 198
Compression Settings dialog box, 198
compression, picture, 196–198, 202
conceptualization, 296
condensed character spacing, 172
connectors. See also lines

arrowheads as, 110
changing type of, 109
curved, 108–109
design guidelines, 111
drawing, 108–109
elbow, 108–109
lines as, 89
moving, 111
as shapes, 107
straight, 108–109
types and variants, 108

consistency
about this book, 3, 54
in color choice, 54
lack of, 55
in layouts, 147–148

Consolas fonts, 180
Constantia fonts, 180
content and design, about this book, 2
content layout style, 64
content placeholder type, 63
content with caption layout style, 64
contrast
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background, 75
color, 40–41
picture, 189, 201

conventional presentations, 303
Copy to Folder dialog box, 323
copying, to other computers, 35
copyright regulations, CD soundtracks, 239
copyright symbol, 184
Corbel fonts, 179
Corel Paint Shop Pro editor, 352
corner points, 156, 160
correct answers, quiz slides, 298
countdown timers, 348–350
country/language differences, spell

checking, 21
Create New Theme Colors dialog box, 

47, 50, 52
credits, Star Wars-style credit screen

example, 344–348
cropping pictures, 201, 203–204
cross-checking factual references, 358
cross-platform devices, testing, 303
Crystal Xcelsius graphics program, 226
CrystalGraphics PowerPlugs add-in, 329
curved connectors, 108–109
curved lines, 157–158
custom animations

as default presentation, 309
how to use, 264

custom shows
adding slides to, 309
creating, 308–309
linking to, 310–311
previewing, 309
removing slides from, 309
when to use, 308

customizing templates and themes, 81–82
cutting edge technology, 1, 10

• D •
dark backgrounds, light text over, 40
dashed lines, 127, 130
datasheet mode, charts, 214
date, adding to sliders, 78
dBpowerAMP Music Converter 

program, 241–242
default colors, 46
default fills, 118

default grid settings, changing, 151
default templates, 83–84
deleting points, 160
delivery and repurposing, workflow

concepts, 17
design and content, about this book, 2
design guidelines

animation, 280–281
backgrounds, 20–21
connectors, 111
fonts, 178–180
gradient fills, 121
gradient lines, 132
lines, 130
masters, 78
picture, 192
picture fills, 124
quiz slides, 297
shadow effects, 138–139
text, 163–164
texture fills, 124
timelines, 344
transitions, 283–284

diagrams. See also charts
discussed, 205
as outside presentation source, 351
SmartArt, 206
Visio diagramming application, 225–226

dialog boxes
Action Settings, 253–254, 288–291
Add Sound, 235
Bullets and Numbering, 173–175
Colors, 70
Compress Pictures, 198
Compression Settings, 198
Copy to Folder, 323
Create New Theme Colors, 47, 50, 52
defined
Format Background, 69–71, 73
Format Picture, 253
Format Shape, 129–130
Hyperlink to Slide, 290
Insert CD Audio, 238
Insert Chart, 215
Insert New Pictures, 189
Insert Object, 223
Insert Sound, 232–233
New, 195
New Presentation, 57–58
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dialog boxes (continued)
Package for CD, 320–321
Photo Album, 188–190
Rename Layout, 66–67
Replace Font, 182–183
Save As, 80–81
Sound and Audio Devices Properties,

245–246
Symbol, 174
Windows Colors, 51

Dictionary sources, 186
dingbat fonts, 176
direction and angle, gradient fill

backgrounds, 72
disabilities, Section 508 of Rehabilitation

Act, 359
disabling live previews, 31
discriminatory content, avoiding, 20
distribution and repurposing, about 

this book, 5
distribution, shape, 104–105
double-ruled lines, 129
doughnut charts, 219
dpi (dots per inch), 194
drawing

connectors, 108–109
shapes, 90–91

drawing tablet, 161
duration/speed, animation, 265, 269
DVDs

discussed, 231
third-party products, 258–259

dynamic data guidelines, charts, 219

• E •
editing

Handout Masters, 60
narrations, 250
Notes Masters, 60–61
shapes, 94
Slide Masters, 59

educational content, 19
effects

about this book, 4
applying, 134–135
bevel, 142–144
blur, 137

fade in/out sound, 236–237
glow, 140
reflection, 139–140
shadow, 136–139
shape, 133–135
soft edge, 141
theme, 134
3-D bevel, 143–144
3-D rotation, 144–146
visual appeal, 14

Effects Library add-in, 281
elbow connectors, 108–109
elements

PowerPoint, 12
simplicity, 9

e-mail, sending presentations via, 324–325
embedded fonts, 33, 180–182
Embedded TrueType Fonts option, autorun

CDs, 322
emphasis animations, 265, 280
enabling live previews, 31
Encyclopedia sources, 186
ending points, 159
Enhance security and privacy option,

autorun CDs, 322
entrance animations, 265
Equation Editor application, 223
equation shapes, 90
errors

add-in, turning on display of, 33
password protection, 312

event sounds, 14
Excel charts, 221
Excel 2007 For Dummies (Harvey), 220
exit animations, 265
expanded character spacing, 172
exporting

movies, 260–261
pictures, 196
shapes, 115–116

• F •
factual references, cross-checking, 358
fade in/out sound effects, 236–237
faded picture backgrounds, 75
feathering, shadow effects, 137
features, about this book, 3
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file formats
Compatibility Checker feature, 29
GIF, 196
HTML output, 37
JPEG, 196
older versions, saving to, 28
PNG, 196
.potm, 37
.potx, 36–37
.ppam, 37
.ppsm, 37
.ppsx, 36–37
.pptm, 37
.pptx, 30, 36–37
.thmx, 36

File menu, 10
file size, picture, 203
files

inserting pictures from, 74
macro-enabled, 37

fills. See also colors; Theme Colors
default, 118
discussed, 117
gradient, 121
picture, 122–124
solid, 120
texture, 122–124
transparent, 112
types of, 118
visual appeal, 14

First Slide links, 290
FixLinks Pro add-in, 296
Flash vector format, 231, 331
flat line end type, 130
flipping

pictures, 201
shapes, 100

flow concepts, 15
flowchart shapes, 90
fluorescent colors, color design 

guidelines, 54
folders

creating new, 35–36
save locations, changing default, 27
saving presentations to, 35–36

fonts
Calibri, 179
Cambria, 179
Consolas, 180

Constantia, 180
Corbel, 179
design guidelines, 178–180
dingbat, 176
discussed, 175
embedded, 33, 180–182
formats, 177
monospace, 176
OpenType, 177
replacing, 182–183
sans serif, 176, 178
script, 176
serif, 176
size dimensions, 178
symbols, 183–184
Theme Fonts, 177
TrueType, 177, 180
Type 1 PostScript, 177
version differences, 182
webdings, 176
wingding, 176

footer placeholder type, 63
footers, in masters, 78
Format Background dialog box, 69–71, 73
Format Painter feature, 106–107
Format Picture dialog box, 253
Format Shape dialog box, 129–130
formats

audio, converting between, 241–242
audio, how to use, 230
movie, 230–231
rich media, 331

formatting
lines, 128–131
text boxes, 167–168

freeform lines, 157–158
freeform shapes, converting regular

shapes to, 159
freeware programs, 362
Freeze, Jill T. (MapPoint For Dummies), 225
full-screen movies, 254

• G •
galleries, as preset choice, 11
games, as fun presentation technique, 302
GIF file format, 196
glow effects, 140
government presentations, 19
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gradient fill backgrounds
design guidelines, 121
direction and angle, 72
disadvantages, 73
gradient stops, 73
preset colors, 71
rotation, 73
types, 71

gradient lines, 131–132
grammar checking, 21
Graphicae add-in, 329
graphics. See also info-graphics

Crystal Xcelsius graphics program, 226
hardware graphics acceleration, 306
info-graphics, 13–14
rChart graphics program, 226
SmartArt, 206–207
SmartDraw graphics program, 226

graphs. See charts; diagrams
gray, as safe color choice, 42
grayscale, contrasting colors in, 41
green, as safe color choice, 42, 44–45
green-red color combination, 54
greeting cards, 19
grids

default settings, changing, 151
displaying, 151
hiding, 151
uses for, 150
when to use, 151

grouping shapes, 101
groups, button, 11
guides

creating new, 153
displaying, 152–153
moving, 153
removing, 153
uses for, 150
when to use, 151

• H •
handles

points, 161
shape, 99–100

Handout Masters
defined, 38
editing, 60

handouts, 317–318
hanging indents, 169
hardware graphics acceleration, 306
Harvey, Greg (Excel 2007 For Dummies), 220
headings, outline, 166
hexagons, 92
hidden slides, 305–307
hiding

grids, 151
rulers, 148

highlighting shapes, 162
history timelines, 341
Holtgrewe, B. J. (MapPoint For 

Dummies), 225
homework, as PowerPoint use, 18
horizontal distribution, shapes, 104
HSL and human eye color system, 52–54
HTML output, 37
humble approach, preparation and

delivery techniques, 302
humor, preparation and delivery

techniques, 302
Hyperlink to Slide dialog box, 290
hyperlinked text color choices, Theme

Colors, 48
hyperlinks, 288. See also linking

• I •
icons, adding to QAT, 25
image editing

Adobe Photoshop, 75
picture backgrounds, 75
picture edits, 200–202

Image Pro editor, 352
images. See also pictures

clip art, 193–194
resizing, 351
retouched, non-PowerPoint elements, 16

Impactica add-in, 331
importing

chart data, 220
outlines, 167
pictures, batch imports, 188

inappropriate or private information,
inspecting for, 322

incorrect answers, quiz slides, 299–300
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indentation
hanging indents, 169
line spacing, 169
placement of, changing, 149–150

indicators, dashed lines as, 127
info-graphics

effective use of, 13–14
visual appeal, 14

inner shadow effects, 136
Insert CD Audio dialog box, 238
Insert Chart dialog box, 215
Insert New Pictures dialog box, 189
Insert Object dialog box, 223
Insert Sound dialog box, 232–233
inserted sounds, 14
installation, printer, 27, 314
interactivity, flow concepts, 15
interface

about this book, 3
components of, 10–11

Internet, as outside presentation source, 351

• J •
Java format, rich media, 331
jewelry and clothing considerations,

preparation and delivery 
techniques, 302

joins, line, 130
JPEG file format, 196

• K •
kerning, 173
kiosks, 19, 303

• L •
lack of consistency, 55
language/country differences, spell

checking, 21
laptop functions, testing, 303
Last Slide links, 290
Last Slide Viewed links, 290
launching PowerPoint, avoiding problems

with, 354

layouts
adding placeholders to, 67
automatic, 32
built-in, 62–63
chart, 222
consistency in, 147–148
creating new, 66–67
defined, 37
of existing slide, changing to different, 65
picture, 190
placeholder types, 63
renaming, 66
styles, 64–65
title of, repositioning, 67
viewing, 63

Learning Management System (LMS), 330
left alignment, shapes, 103
left ruler slider, 150
legal processes, timelines for, 341
legends, chart, 214
Leishman, Ron (Cartoons from Ron

Leishman software program), 364
libraries

Animation Carbon, 281
Effects Library add-in, 281
Slide Library feature, 325–328

light backgrounds, dark text over, 40
line graphs, 218
line spacing

above selected text or paragraph, 169
below selected text or paragraph, 169
discussed, 168
presets, 169
reducing, 169

lines. See also connectors
with arrowheads, 128, 156
closed, 124
colors, 126
as connectors, 89
curved, 157–158
dashed, 127, 130
design guidelines, 130
double-ruled, 129
flat line end type, 130
formatting, 128–131
freeform, 157–158
gradient, 131–132
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lines (continued)
joins, 130
normal, 124
patterned, 131
round end type, 130
scribble, 158
Shape Outline gallery, 125–128
square end type, 130
triple-ruled, 129
visual appeal, 14
weight/thickness, 126, 129

Linked Files option, autorun CDs, 322
linking

absolute links, 295
Action Buttons, 288–289
anchors, 287
avoiding problems with, 356–357
conventional text hyperlink, 294
to custom shows, 310–311
First Slide links, 290
FixLinks Pro add-in, 296
Hyperlink to Slide dialog box, 290
hyperlinks, 288
Last Slide links, 290
Last Slide Viewed links, 290
link problems, solving, 295–296
Mouse Click action, 291
Mouse Over action, 291
movie clips, 253–255
Next Slide links, 290
to other documents, 293–294
to other presentations, 291–292
Previous Slide links, 290
quiz creation example, 296–300
relative links, 295
within same presentation, 289–291
targets, 288
transparent text links, 294–295
to URLs, 293–294

Liquid Cabaret Music Samples software
program, 363

live previews, enabling/disabling, 31
LMS (Learning Management System), 330
local printer driver, installing, 27
logos, in masters, 78
long sentences, avoiding, 358
looping show slides, 305
loose fitting text, 172
lowercase, 170

• M •
macro-enabled files, 37
MapPoint For Dummies (Freeze and

Holtgrewe), 225
MapPoint mapping application, 224–225
margins, text box, 170–171
marquees, dragging around shapes, 162
masters. See also slides

applying to all slides, 76–77
applying to specific slides, 77–78
consistent use of, 56–57
defined, 56
design guidelines, 78
discussed, 55
footers in, 78
Handout, 38, 60
logos in, 78
multiple, 76
Notes, 39, 60–61
overriding, 78
renaming, 78
saving as template or theme, 80–81
Slide Master, 38, 57–60
storage locations, 61
transforming into templates or 

themes, 79–80
types of, 57

media placeholder type, 63
media resources, 363–364
memory, 364
microphone setup, narrations, 245–247
middle alignment, shapes, 103
MID/MIDI audio format, 230, 243
Mini Toolbar, 12
mistakes, correcting before presenting, 301
monospace fonts, 176
mood enhancement, colors as, 42
motion path animations, 265, 273–275
motion, about this book, 4
Mouse Click action, linking, 291
Mouse Over action, linking, 291
Movieclip Video Clips software program, 364
movies. See also video

ASF format, 231
automatic playback, 251
AVI format, 230
camcorder/camera sources, 255
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Camtasia Studio movie capture 
program, 261

clips, adding borders to, 252–253
clips, linking, 253–255
clips, resizing, 252
codecs, 259–260
DVDs, discussed, 231
DVDs, third-party products, 258–259
exporting, 260–261
Flash vector format, 231
full-screen, 254
good movie techniques, 259
inserting, 251
movie stock libraries, 256
MPEG format, 230
MPG format, 230
playlists, creating, 256–257
playlists, inserting, 257–258
QuickTime player, 253–254
RealVideo, 253–254
VCD format, 231
webcams, 255
Windows Media Player program, 257–258
WMV format, 231

moving
connectors, 111
guides, 153
shapes, 102
WordArt, 186

MPEG movie format, 230
MPG movie format, 230
MP3 audio format, 230, 241
multicolored texture, 45
multimedia demos, 19
multiple masters, 76
multiple-monitor setup, 306
multiplication tables, 19
music. See sounds

• N •
narrations

discussed, 14
editing, 250
good narration techniques, 251
microphone setup, 245–247
normalizing, 250
pre-narrated presentations, 303
recording, 248–250

replacing, 250
rough cuts, 250
script preparation, 248
show slides without, 305
voice-overs, 251

nature replicated color, 44
navigation, interactivity, 15
neutral picture backgrounds, 75
Neuxpower NXPowerLite software

program, 363
New dialog box, 195
New Presentation dialog box, 57
Next Slide links, 290
non-PowerPoint elements, 16
normal character spacing, 172
normal lines, 124
normalizing narrations, 250
Notepad

bulleted presentation creation, 337–338
simple presentation creation, 335–336

Notes Masters
defined, 38
editing, 60–61

nudging shapes, 102
numbering styles, 174–175

• O •
Obermeier, Barbara (Photoshop CS2 All-in-

One Desk Reference For Dummies), 196
objects. See shapes
octagons, 92
Office button, 10
OfficeArt feature, 117
OfficeFX add-in, 329
older PowerPoint version compatibility,

avoiding problems with, 354–355
On Click animation event, 264
Onstage DVD third-party program, 258
open path points, 160
opened shapes, 158
OpenType fonts, 177
Opuzz software program, 364
orange, as risky color choice, 43, 45
ordering options, shape, 105–106
organization charts, 212
organization processes, shape, 96
orientation, shape, 99–100
outer shadow effects, 136
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outlines
defined, 37
headings, 166
importing, 167
paragraph styles, 166
text content, 165

overriding masters, 78

• P •
Package for CD dialog box, 320–321
Paint Shop Pro (Corel) editor, 352
paragraph styles, outline, 166
parallelograms, 92
password protection

error messages, 312
general options, 311
Password to Modify option, 312
Password to Open option, 312
zip archives, 313

pastel colors, 44
patterned lines, 131
pen color, 306
personal working style, adapting

PowerPoint application to, 23
perspective, shadow effects, 136
Perspector add-in, 329
PFCMedia third-party program, 258
Photo Album. See also pictures

batch importing pictures, 188
dialog box, 188–190

Photoshop CS2 All-in-One Desk Reference
For Dummies (Obermeier), 196

picture backgrounds
faded/blurred, 75
image editing, 75
inserting from Clip Art, 74
inserting from Clipboard, 74
inserting from files, 75
neutral, 75
picture selection, 74
rotation, 75
size dimensions, 76
texture options, 74
tiling, 74
transparency settings, 74
versatility in, 73
with a lot of elements warning, 75

picture fills
applying, 123
design guidelines, 124
uses for, 122

picture placeholder type, 63
picture with caption layout style, 64
pictures. See also images

alignment, 201
batch importing, 188
bitmaps, 191
black and white, 190
captions, 190
compression, 196–198, 202
contrast and brightness values, 189, 201
cropping, 201, 203–204
design guidelines, 192
effective use of, 13
exporting, 196
file size, reducing, 203
flipping, 201
format options, 191–192, 196
image-editing tasks, 200–202
inserting single, 191
layout, 190
as outside presentation source, 351
recoloring, 199–200
red-eye removal, 351
removing, 189
replacing, 201
resolution, 194–196
rotation, 189
shapes as, 338–340
soft and unfocused effects, 204
styles, 202–203
themes, 190
vector graphics, 192
as visual appeal, 187–188

pie charts, 218
pink, as risky color choice, 43
pixels per inch (ppi), 194
placeholders

adding to layout, 67
defined, 37
text, 164–165
types, 63

plain color backgrounds, 20
plain versus artistic backgrounds, 13
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playlists, movie
creating, 256–257
inserting, 257–258

plot area, chart, 214
PNG file format, 196
PointeCast add-in, 332
points

adding new, 160
closing, 160
corner, 156, 160
deleting, 160
discussed, 155
ending, 159
handles, 161
open path, 160
smooth, 156, 160
starting/ending, 155–156

positioning shapes, 100–104
posters, 19
.potm file format, 37
.potx file format, 36–37
PowerCONVERTER add-in, 332
PowerFinish Templates software 

program, 364
PowerPoint elements, 12
.ppam file format, 37
ppi (pixels per inch), 194
.ppsm file format, 37
.ppsx file format, 36–37
.pptm file format, 37
PPTools Image Exporter add-in

(Rindsberg), 317
PPTools Starter Set add-in, 329
.pptx file format, 30, 36–37
practice, preparation and delivery

techniques, 302
pre-narrated presentations, 303
preparation and delivery techniques

audience, connecting with, 302
clothing and jewelry considerations, 302
factual references, cross-checking, 358
game play, 302
humble approach, 302
humor in, 302
mistakes, correcting before presenting, 301
multiple-monitor setup, 306
password protection, 311–313
practice, 302
setup, 303–305

sincerity, 302
testing, 303

prepress, printing options, 317, 358–359
Presentation Librarian add-in, 329
PresentationPoint DataPoint add-in, 329
presentations defined, 37
preset choices

galleries, 11
line spacing, 169
WordArt, 186

preset colors, gradient fill backgrounds, 71
previews, custom shows, 309
Previous Slide links, 290
printing

animations, 317
discussed, 313
local printer driver, installing, 27
physical printer options, 315
prepress agencies, 317, 358–359
print proofs, 316
printer installation, 314
printer setup, 314–316
virtual printers, 315

print-suitable backgrounds, 76
private and inappropriate information,

inspecting for, 322
problems, avoiding

common looking presentations, 357–358
discussed, 353
launching PowerPoint, 354
linking problems, 356–357
long sentences, 358
older PowerPoint version compatibility,

354–355
uppercase, all characters, 358

product development, timelines for, 341
projectors, testing, 303
pure colors, 44
purple, as safe color choice, 42, 45

• Q •
QAT (Quick Access toolbar)

adding commands to, 25
adding icons to, 25
adding Shapes gallery to, 154
defined, 10
location of, changing, 24–25

questions, quiz slides, 297–298
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QuickTime movie player, 253–254
quiz slides

correct answers, 298
design guidelines, 297
discussed, 296
incorrect answers, 299–300
linking questions to quiz, 300
questions, 297–298

• R •
radar charts, 219
RAM (random access memory), 364
rChart graphics program, 226
readability, contrasting colors, 40
RealVideo movies, 253–254
recently used colors, 51
recoloring pictures, 199–200
recording narrations, 248–250
recovery, AutoRecover feature, 26
rectangles

rounded, 92
types, 89

red, as risky color choice, 43, 45
red, green, and blue (RGB) color model, 51
red-eye removal, 351
red-green color combination, 54
reflection effects, 139–140
regrouping shapes, 101
Rehabilitation Act (Section 508), 359
relative links, 295
relevant content suggestions, visual

appeal, 21
religious presentations, 19
remote control devices, testing, 303
removing

animations, 270
guides, 153
pictures, 189

Rename Layout dialog box, 66–67
renaming

layouts, 66
masters, 78

reordering animations, 271
repeated words, avoiding, 21
Replace Font dialog box, 182–183

replacing
narrations, 250
pictures, 201

repositioning layout title, 67
repurposing, workflow concepts, 17
Research task pane, 184–185
resizing

backgrounds, 75
callouts, 115
images, 351
movie clips, 252
shapes, 95, 99–100
WordArt, 186

resolution
picture, 194–196
slide, 306

resources
media, 363–364
PowerPoint, 359–360
software, 363
Wiley Product Technical Support, 365

retouched images, non-PowerPoint
elements, 16

reuse
animations, 281
slides, 325–328

RGB (red, green, and blue) color model, 51
Ribbon features, 10
rich media

add-ins, 331–332
Flash vector format, 331
Java format, 331
LMS, 330
video formats, 331

right alignment, shapes, 103
right ruler slider, 150
Rindsberg, Steve (PPTools Image Exporter

add-in), 317
ripping CD soundtracks, 239–240
risky color choices, 42–43, 45
rotation

gradient fill backgrounds, 73
picture, 189
picture backgrounds, 75
shape, 95, 100
texture backgrounds, 75
3-D rotation effects, 144–146
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rough cuts, narration, 250
round end type lines, 130
rounded rectangles, 92
rulers

default units, changing, 149
displaying, 148
hiding, 148
indents and bullet placement, 149–150
left slider, 150
right slider, 150
vertical, 148

• S •
safe color choices, 42, 44–46
sampling rates, 243–244
sans serif fonts, 176, 178
saturated colors, 44
saturation, backgrounds, 75
Saulsberry, Rodney (You Can Bank on Your

Voice), 251
Save As dialog box, 80–81
save locations (folder), changing default, 27
saving

animations, 281
autorun CDs, 320–321
masters, as template or theme, 80–81
to older file format versions, 28
presentations to folders, 35–36

scatter (X Y) charts, 218
scribble lines, 158
script fonts, 176
script preparation, narration, 248
seamless texture fills, 122
Section 508 (Rehabilitation Act), 359
section header layout style, 64
Select How Presentations Will Play option,

autorun CDs, 322
Selection and Visibility task pane, 97–99
self-created Theme Color sets, 50–53
send backward ordering option, shapes, 105
send to back ordering option, shapes, 105
sending presentation via e-mail, 324–325
sentence case, 170
sequence

animation, 264
autorun CD, 321

series, chart, 214
serif fonts, 176

Service Packs
acquiring new, 34
discussed, 33
number applied, accessing, 34
updating, 34–35

sets, Theme Color
built-in, 53–54
discussed, 46
self-created, 50–53

setup, preparation and delivery
techniques, 303–305

shadow effects
angles, 138
blur effects, 137
colors, 137
design guidelines, 138–139
feathering, 137
inner shadow, 136
outer shadows, 136
perspective, 136
size dimensions, 137
starting/ending points, 138
transparency settings, 137

Shape Outline gallery, 125–128
Shape Styles gallery

accessing, 120
theme-specific styles, 119

shapes
as Action Buttons, 90
alignment, 102–104
as artistic expression, 88
basic, 89
block arrows, 89
callouts, 90, 114–115
closed, 158
combining, 113–114
connectors as, 107
converting tables into, 113
converting to freeform, 159
creating sequential timelines using,

340–344
discussed, 38, 87
distribution, 104–105
drawing, 90–91
editing, 94
effects, 133–135
equation symbols, 90
exporting, 115–116
flipping, 100
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shapes (continued)
flowchart, 90
Format Painter feature, 106–107
Format Shape dialog box, 129–130
grouping, ungrouping and regrouping, 101
handles, 99–100
highlighting, 162
marquees around, 162
moving, 102
nudging, 102
opened, 158
ordering options, 105–106
organization processes, 96
orientation, 99–100
as pictures, 338–340
positioning, 100–104
resizing, 95, 99–100
rotation, 95, 100
selecting multiple, 97, 162
selecting single, 96–97, 162
selecting, using Selection and Visibility

task pane, 97–99
SmartArt, 208
text within, 90–91
transparent fills, 112
types of, 89–90
visual appeal, 14, 88

Shapes gallery, 154
shareware programs, 362
show slides

advancing manually, 306
browsed by individual, 304
looping, 305
multiple-monitor setup, 306
with narration, 305
number of slides, 305
performance, 306
speaker presented, 304
without animation, 306

Shyam’s Toolbox add-in, 330
simple presentations, creating in Notepad,

337–338
simplicity, overall PowerPoint use, 9
sincerity and truth in presentations, 20, 302
size dimensions

fonts, 178
picture backgrounds, 76
shadow effects, 137

Slide Library feature
accessing, 326–327
discussed, 325
features, 328
source formatting, retaining, 328

Slide Masters
creating, 57–59
defined, 38
editing, 59
layout example, 58

slides. See also custom shows; masters;
show slides

applying masters to, 76–78
author name, adding, 78
date, adding, 78
defined, 37
hidden, 305–307
layout of existing slide, changing to

different, 65
readability, color and contrast, 40
resolution, 306
reusing, 325–328
slide numbers, 78
time, adding, 78

SmartArt
colors, 210
converting text to, 207
diagrams, 206
graphics, inserting, 206–207
shapes, 208
SmartArt placeholder type, 63
SmartArt Tools Design tab, 208
SmartArt Tools Format tab, 208
styles, 210–211
Text pane, 208
variants, 211

SmartDraw graphics program, 226
smooth points, 156, 160
soft and unfocused picture effects, 204
soft edge effects, 141
software resources, 363
solid fill backgrounds, 70–71, 120
Sony Sound Forge software program, 

237, 363
Sound and Audio Devices Properties dialog

box, 245–246
Sound Recorder program, 247
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sounds. See also narrations
about this book, 4
across multiple slides, 232–234
Add Sound dialog box, 235
AIFF audio format, 230
ASF audio format, 230
AU audio format, 230
Audacity audio editor, 236–237
automatic playback, 232
background, 14
CD soundtracks, 238–240
dBpowerAMP Music Converter program,

241–242
discussed, 229
editing programs, 352
event, 14
fade in/out effects, 236–237
formats, converting between, 241–242
Insert Sound dialog box, 232–233
inserted, 14
inserting, 231–232
MID/MIDI audio format, 230, 243
MP3 audio format, 230, 241
non-PowerPoint elements, 16
as outside presentation source, 351
sampling rates, 243–244
Sony Sound Forge program, 237
transition, 14, 234–236
volume guidelines, 21
WAV audio format, 230, 241
WMA audio format, 230, 241

source formatting, retaining, 328
sources for presentation, searching, 351
spacing, line

above selected text or paragraph, 169
below selected text or paragraph, 169
discussed, 168
presets, 169
reducing, 169

speaker presented show slides, 304
speed/duration, animation, 265, 269
spell checking, 21
square end type lines, 130
standard colors, 51
Star Wars-style credit screen example,

344–348
stars, 93

starting/ending points
line creation, 155–156
shadow effects, 138

stationery, basing color choice on, 54
status bar, 11
stock charts, 219
stock quote sources, 186
storage locations, masters, 61
storyboarding principles, 163
straight connectors, 108–109
structure

discussed, 16
simplicity, 9
typical presentation example, 17

Style Workshop Sampler software 
program, 364

styles
background, 68
bullet, 173–174
chart, 222
layout, 64–65
numbering, 174–175
picture, 202–203
Shape Styles gallery, 119–120
SmartArt, 210–211
theme-specific, 119

surface charts, 219
swatches, Theme Color, 47
Symbol dialog box, 174
symbols

bullet, 173–174
copyrights, 184
inserting, 183–184
trademarks, 184

system requirements, 361

• T •
table placeholder type, 63
tables, converting into shapes, 113
Tablet PC platform, 161
tabs, 10
targets, linking, 288
taskbar, showing all windows in, 30–31
TechSmith

Camtasia add-in, 332
Camtasia 3 software program, 363
SnagIt 7 software program, 363
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templates
applying, 82–83
blank, 83–84
boilerplate, 84
creating from existing presentation, 83
customizing, 81–82
default, 83–84
defined, 56
discussed, 38, 55
saving masters as, 80–81
themes versus, 79
transforming masters into, 79–80

testing, preparation and delivery
techniques, 303

text
background color choice, 40
in callouts, 114
case, 169–170
character spacing, 171–173
converting to SmartArt, 207
design guidelines, 163–164
forms of, 13
loose fitting, 172
outlines, 165
placeholders, 164–165
within shapes, 90–91
Theme Colors, 48
too much text warning, 13
WordArt, 186

text anchor point, 171
text animations, 271–272
text boxes

alignment, 168–169
case in, 169–170
defined, 164
formatting, 167–168
inserting, 165
line spacing, 168–169
margins, 170–171

Text pane, SmartArt and, 208
text placeholder type, 63
text wrap, 170–171
texture

multicolored, 45
picture backgrounds, 74

texture backgrounds
inserting from Clip Art, 74
inserting from Clipboard, 74
picture selection, 74

rotation, 75
texture options, 74
tiling, 74
transparency settings, 74
versatility in, 73

texture fills
applying, 123
design guidelines, 124
seamless textures, 122

Theme Colors. See also colors; fills
accent colors, 48
advertisement/stationery color, building

on, 54
applying, 49
background and text color, 48
color selection, 49, 53–54
Create New Theme Colors dialog box, 

47, 50, 52
discussed, 38
fill colors, 48
fills, 118
hyperlinked text color choices, 48
sets, built-in, 53–54
sets, discussed, 46
sets, self-created, 50–53
swatches, accessing, 47
version differences, 46

theme effects, 134
Theme Fonts, 177
themes

applying, 82–83
customizing, 81–82
discussed, 38, 55
pictures, 190
saving masters as, 80–81
templates versus, 79
transforming masters into, 79–80

theme-specific styles, 119
Thermometer add-in, 330
Thesaurus sources, 21, 186
thickness/weight, line, 126, 129
.thmx file format, 36
3-D bevel effects, 143–144
3-D rotation effects, 144–146
tiling, 74
time, adding to slides, 78
timelines

abstract backgrounds, 344
creating with shapes, 340–344
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design guidelines, 344
discussed, 340
history, 341
for legal processes, 341
for product development, 341
time bars/dividers, 342–343
visual appeal, 344

timers, countdown, 348–350
timing animations, 277–279
timing intervals, AutoRecover feature, 26
tints, 44
title layout style, 64
title of layout, repositioning, 67
title only layout style, 64
title placeholder type, 63
title slide layout style, 64
titles, chart, 214
top alignment, shapes, 103
touch-screen style presentations, 303
track numbers, CD soundtracks, 239
trademark symbol, 184
transition sounds, 14, 234–236
transitions, animation

adding to slides, 282–283
design guidelines, 283–284
discussed, 281
limiting use of, 284
options, 282
visual appeal, 284

transitions, how to use, 15
translation sources, 186
transparency settings

picture backgrounds, 74
shadow effects, 137
texture backgrounds, 74

transparent fills, 112
transparent text links, 294–295
trapezoids, 92
trigger animations, 275–276
triple-ruled lines, 129
troubleshooting, 364–365
TrueType fonts, 177, 180
truth and sincerity in presentations, 20
two content layout style, 64
Type 1 PostScript fonts, 177

• U •
uncluttered backgrounds, 20
undo operations, 28
unfocused and soft picture effects, 204
ungrouping shapes, 101
updating Service Packs, 34–35
uppercase

all characters, avoiding, 358
when to use, 170

URLs, linking to, 293–294
usage, about this book, 3

• V •
values, chart, 214
variable transparency, 196
variants, SmartArt, 211
VCD movie format, 231
vector graphics, 192
versatility

in picture backgrounds, 73
in texture backgrounds, 74

version differences
charts, 213
font, 182
Theme Colors, 46

vertexes. See points
vertical distribution, shapes, 104
vertical rulers, 148
video. See also movies

video capture devices, 256
visual appeal, 14

video formats, rich media, 331
Viewer Package option, autorun CDs, 322
violet, as safe color choice, 42, 45
virtual printers, 315
Visio diagramming application, 225–226
visual appeal

about this book, 4
charts, 221, 223
color as visual importance, 39–40
effects, 14
fills, 14
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visual appeal (continued)
info-graphics, 13–14
lines, 14
pictures, 187–188
relevant content suggestions, 21
shapes, 14, 88
timelines, 344
transitions, 284
video, 14

voice-overs, narration, 251
volume, design and style guidelines, 21
Vox Proxy add-in, 330

• W •
warnings

animations, using in moderation, 263
animations, when to use, 15
CD soundtrack copyright regulations, 239
compressing pictures, 202
discriminatory content, 20
gradient fill background disadvantages, 73
high-resolution print images, 194
picture backgrounds, 75
relevant content suggestions, 21
risk color choices, 43
too much text, 13
undo operations, maximum use, 28
WMA and ASF audio format, using with

Mac versions, 230
watercolors, 352
WAV audio format, 230, 241
Web sites, basing color choice on, 54
webcams, 255
webding fonts, 176

weight/thickness, line, 126, 129
white, as safe color choice, 42, 45
Wildform WildPresenter Sampler software

program, 363
Wiley Product Technical Support, 365
Windows Colors dialog box, 51
Windows Media Player program, 257–258
windows, showing in taskbar, 30–31
wingding fonts, 176
With Previous animation event, 264
WMA audio format, 230, 241
WMV movie format, 231
WordArt, 186
workflow

delivery and repurposing concepts, 17
discussed, 16
simplicity, 9
typical presentation example, 18

• X •
X Y (scatter) charts, 218
Xara 3D 3 software program, 363

• Y •
yellow, as risky color choice, 43, 45
You Can Bank on Your Voice

(Saulsberry), 251

• Z •
zip archives, password protection, 313
zipped files, 324–325
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