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Symbols and Numbers

3-D effects, graphics and, 65
3-D Rotation gallery, 65

o

action buttons

create, 98-99

play video clips, 114-115
action settings, play sound by hovering mouse, 126-127
Action Settings dialog box, 99, 127
Add Clips to Organizer dialog box, 37
Add New Members dialog box, 192-193
Add Sound dialog box, 125
alerts to changes in documents, 196-197
alignment

graphics, 66-67

grid and, 66-67

guidelines and, 66—67
animation

builds, 102-103

choreograph effects, 106-107

entrance styles, 102-103

exit effects, 104-105

motion paths, 100-101

transition sound, 110-111
audio. See also sound

buttons link to, 124-125

CD tracks, 122-123

file storage, 131

files, presentation, 131

insert clip, 118-119

loop file, 120-121

narrated slide show, 130-131

play when clicked, 131

preview clips, 121

Record Narration tool, 128-129

run when clicked, 127
AutoCorrect dialog box, 21
AutoFormat, customize, 20-21
automatic startup, 216-217
automation, macros, 90-91
AutoRecover, change minutes, 13
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background
custom images, 4043
Notes Master, 43
Tile picture option, 42
Ballpoint Ink Annotations, 154
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Bar charts, 149
Bilingual Dictionary, 83
BMP files, 42
bookmarks to slides, 96-97
borders

images, 54-55

symbols as, 142-143
browsers

navigate presentation in, 164-165
Web-based presentations, 174-175

builds, animation, 102-103
bullets, custom, 36-37

Bullets and Numbering dialog box, 36-37

burn presentation CD, 220-221
buttons

appear as clicked when hovered over, 127

link to audio, 124-125
play video clip, 114-115
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calculations, spreadsheets and, 146-147
CD, burn presentation CD, 220-221

CD tracks

audio in presentations, 122-123
public forums and legal issues, 123

characters, special, 142-143
charts

Bar, 149

color, 149

editing data, 149

insert, 148

Line, 149

organization charts, 152-153

Pie, 149

Choose a SmartArt Graphic dialog box, 50-51, 152-153

choreograph effects, 106-107
Clipboard, paste slides from, 71

color, custom in Web-based presentations, 168-169

color schemes, custom, 47
comments

add during presentation, 210-211

edit, 183

insert, 182

move, 183

Tablet PC, 210-211
compress graphics, 58-59

Compress Pictures dialog box, 58-59
Compression Settings dialog box, 59
Confirm Password dialog box, 181

Connect dialog box, 189




connector lines
add, 52-53
curved, 53, 151
elbow, 53, 151
graphics, 150-151
move, 151
straight, 53, 151
continuous loops, 208-209
copy
formatting between slides, 74-75
multiple slides, 71
slides between presentations, 70-71
Copy slides to PowerPoint dialog box, 81
crop images, 56-57
curved connector lines, 53, 151
Custom Animation task pane, 132-133
choreograph effects, 106-107
entrance styles, 102-103
exit effects, 104-105
motion paths, 100
Custom Shadows, 94-95
Custom Shows dialog box, 202-203
Customize Quick Access Toolbar button, 8
Cycle category, SmartArt, 50

o

dashed lines, 55
default view, 4-5
Define Custom Show dialog box, 203
Design Template, replace fonts, 32
Developer Tab
add to Ribbon, 11
Visual Basic Editor, 89
dialog boxes
Action Settings, 99, 127
Add Clips to Organizer, 37
Add New Members, 192-193
Add Sound, 125
AutoCorrect, 21
Bullets and Numbering, 36-37
Choose a SmartArt Graphic, 50-51, 152-153
Compress Pictures, 58-59
Compression Settings, 59
Confirm Password, 181
Connect, 189
Copy slides to PowerPoint, 81
Custom Shows, 202-203
Define Custom Show, 203
Format Background, 40-41

Format Picture, 54-55, 95
Grid and Guides, 66-67
Header and Footer, 30
Insert CD Audio, 122-123
Insert Chart, 148-149
Insert Hyperlink, 97, 137, 139
Insert Movie, 116
Insert New Pictures, 61
Insert Object, 140-141
Insert Outline, 73
Insert Picture, 41
Insert Sound, 118, 130-131
Language, 45
Link, 199
Macro, 90-91
Microsoft Office Language Settings 2007, 44
Options, 4-5
Photo Album, 60-61
Publish as PDF or XPS, 162-163
Publish as Web Page, 161
Publish Slides, 76-77
Record Narration, 128-129
Replace Font, 32
Save As, 158-159
Save Current Theme, 34, 47
Set Page Title, 171
Set Up Show, 208-209, 212-213
Symbol, 142-143
Trust Center, 87
Versions saved, 195
Web Options, 167
digital camera, images from, 42
digital certificates, VBA projects, 87
display options, 14-15
Document Management task pane
add documents, 190-191
document workspace, 188-189
links in workspace, 198-199
subscribe to alerts to changes, 196-197
document workspace
add documents, 190-191
alerts to changes, 196-197
links in, 198-199
share presentations and, 188-189
team members, 192-193
documents, open, Action buttons and, 98-99
dotted lines, 55
drafts, watermarks, 28-29
drop shadow
graphics, 65
images, 55
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e-mail

address, links to, 138-139

send presentation as attachment, 184-185
edit settings, 16-17
effects, synchronize, 132-133
elbow connector lines, 53, 151
embed video, 116-117
entrance styles, 102-103
Equation Editor, 140-141
Excel, insert spreadsheets, 144-145
exit effects, 104-105

é

Favorite Links, shortcut to, 6-7
Felt Tip Ink Annotations, 154
flowcharts, 150-151
fonts

embedded, 13

proportional size, 167

replace all instances, 32-33

save in file, 13

symbols, 142-143

Web-based presentations, 166167
Format Background dialog box, 40-41
Format Painter, copy formatting between slides, 74-75
Format Picture dialog box, 54-55, 95
formatting, copy between slides, 74-75
Frame slides check box, 19
FrontPage Server Extensions, 160

GIF files, 42

graphics. See also images; pictures
3-D effects, 65
alignment, 66-67
bullets, 36-37
compressed, 58-59
connect, 150-151
drop shadows, 65
links and, 97
motion paths, 100-101
shadow effects, 94-95
SmartArt, 50-51
transparent, 62-63

grid, alignment and, 66-67
Grid and Guides dialog box, 66-67
guidelines, alignment and, 66-67

handwritten notes. See Ink Annotations
Header and Footer dialog box, 30
hidden slides, 204-205

Hierarchy category, SmartArt, 50
Highlighter Ink Annotations, 154
hover mouse to play sound, 126-127
HTML pages, create, 159

hyperlinks. See links
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images. See also graphics; pictures
appear as clicked when hovered over, 127
background, 4043
BMP files, 42
borders, 54-55
crop, 56-57
digital camera, 42
drop shadow, 55
GIF files, 42
JPEG files, 42
PNG files, 42
TIF files, 42
Tile picture option, 42
Ink Annotations, 154-155
Ink Tools controls, 154
Insert CD Audio dialog box, 122-123
Insert Chart dialog box, 148-149
Insert Hyperlink dialog box, 97, 137, 139
Insert Movie dialog box, 116
Insert New Pictures dialog box, 61
Insert Object dialog box, 140-141
Insert Outline dialog box, 73
Insert Picture dialog box, 41
Insert Sound dialog box, 118, 130-131
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JPEG files, 42
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kiosk presentations, 212-213

=

Language dialog box, 45
languages
configure for multiple, 44
identify as specific, 45
mark text for, 45
translate, 82-83
layout
custom layouts, 39
customize, 24-25
libraries, share slides and, 76-77
Line charts, 149
lines
connector, add, 52-53
dashed, 55
dotted, 55
width, 55
Link dialog box, 199
links
adding to document workspace, 198-199
color, 139
to e-mail addresses, 138-139
graphics, 97
presentation to Web page, 176-177
ScreenTips and, 97, 139
shapes, 97
to slides, 96-97
URL appears when hovering, 137
to Web from presentation, 136-137
List category, SmartArt, 50
loop audio file, 120-121
loops, continuous, 208-209

Macro dialog box, 90-91
macros
create, 88-89
disable, 86-87
enable, 86-87
run, 90-91
security and, 86-87
select, 91
Matrix category, SmartArt, 50
microphone, record narration, 129

Microsoft Office Language Settings 2007 dialog box, 44

modifying password, 181

monitors, multiple, 214-215

motion paths, graphics, 100-101

mouse, play sound by hovering, 126-127
Movie Tools, embedded video, 116
multiple monitors, 214-215

narrations
narrated slide show, create, 130-131
recording, 128-129
navigate presentations in browser, 164-165
notes. See comments
numbers on slides, 30-31
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Office Theme, 35

opening password, 181

Options dialog box, 4-5

organization charts, 152-153

outlines in Word, convert to presentation, 72-73
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passwords
assign, 180-181
safeguard, 180
share, 181
strong, 181
Paste Options button, 17
Paste Options Smart Tag, 71
paste slides
from Clipboard, 71
between presentations, 70-71
PDF (Portable Document Format) file,
publish presentation as, 162-163
photo album
picture brightness, 61
picture contrast, 61
pictures in, 60-61
rotating pictures, 61
Photo Album dialog box, 60-61
pictures. See also graphics; images
photo album presentation, 60-61
as watermarks, 29
Pie charts, 149
placeholders, remove, 24-25
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PNG files, 42
popular options, customize, 10-11
PowerPoint Viewer, 218-219
Presentation Show file, 216-217
presentations
alerts to changes in document, 196-197
burn CD, 220-221
comments, 210-211
comments, Tablet PC computer and pen and, 210-211
continuous loops, 208-209
convert from Word outline, 72-73
convert to PowerPoint template, 84-85
copy slides between, 70-71
hidden slides, 204-205
kiosk, 212-213
link to Web from, 136-137
link to Web page, 176-177
navigate in browser, 164-165
as online resource, 158-159
publish to Web site, 160-161
rehearse timings, 206-207
save, customize, 12-13
save as template, 84-85
save as Web page, 158-159
save to document workspace, 188-189
save to SharePoint site, 186-187
send as e-mail attachment, 184-185
synchronize effects, 132-133
Tablet PC computer and pen, comments and, 210-211
unattended, 212-213
version history, 194-195
Web-based,
custom colors, 168-169
fonts, 166-167
screen resolution, 172-173
specific browsers, 174-175
title, 170-171
Presenter view, 214-215
print
background images, 40
inserted objects, 19
numbers on slides, 31
options, 18-19
Print in background option, 19
Print Preview, watermarks, 29
Process category, SmartArt, 50
Publish as PDF or XPS dialog box, 162-163
Publish as Web Page dialog box, 161
publish presentation
to PDF file, 162-163
to SharePoint site, 186-187
to Web site, 160-161
to XPS file, 162-163
Publish Slides dialog box, 76-77
publish slides to slide library, 76-77
Pyramid category, SmartArt, 50
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o

Quick Access toolbar
commands, adding, 8-9
customize, 8-9
macros, 91
moving, 9
revert, 9

o

Record Narration dialog box, 128-129
Record Narration tool

microphone, 129

record narrations for slides, 128-129
rehearse timings, 206-207
Relationship category, SmartArt, 50
Replace Font dialog box, 32
Research task pane, language translation and, 82-83
resolution

compress graphics and, 58-59

Web-based presentations, 172-173
reuse slides in slide library, 78-79
Reuse Slides task pane, 78-79

save
customizing, 12-13
default location, 13
fonts and, 13
presentation as Web page, 158-159
presentation to SharePoint site, 186-187
Save As, Single File Web Page option, 158-159
Save As dialog box, 158-159
Save Current Theme dialog box, 34, 47
screen resolution in Web-based presentations, 172-173
ScreenTips, links and, 97, 139
security, macros and, 86-87
send presentation as e-mail attachment, 184-185
Set Page Title dialog box, 171
Set Transparent Color option, 62-63
Set Up Show dialog box, 208-209, 212-213
shadow effects
blur, 95
distance from image, 95
graphics, 94-95
semitransparent effects, 95
text, 95
themes, 94-95
transparency, 95










