


audio (continued)

ripping, 211–212
sampling rates, 211, 214–216
soundtrack, adding, 208–211
transition sounds, 204–206, 257
troubleshooting, 351–352
uniformity of volume in, 17
WAV tracks, converting, 212–214
WMA tracks, converting, 212–214

audio formats
AIFF files, 198
ASF files, 198
AU files, 198
MID files, 198
MIDI files, 198, 214
MP3 files, 198, 212–214
WAV files, 198, 212–214
WMA files, 198, 212–214

author-created material on CD, 359
AutoFormat, 181
automatic layout options, setting, 25–26
automatically playing video, 226–227
AutoRecover option, turning on, 21
AutoShape Magic, 83–84
AutoShapes. See also connectors; fills;

lines
action buttons, 77
adjusting shapes, 81
aligning, 88
arrows, sizing, 82
attributes of, 80–82
AutoShape Magic, 83–84
banners, stars and, 77
basic shapes, 77
block arrows, 77
callouts, 77, 82–83, 110
centering, 89
changing, 83
connectors, 77
described, 11, 30
distributing, 89–90
drawing, 78–79

exporting, 110–111
flipping, 86
flowcharts, 77
Format Painter, using, 91
grouping, 86–87
horizontal distribution, 90
lines, 77
mirroring, 86
moving, 87
nudging, 87
ordering, 90
orientation, 84–86
positioning, 86–90
quick drawings and, 109
reasons for using, 75–76
resizing, 85
reusing selected icon, 79–80
rotating, 85–86
rounded value of rectangle, 

increasing, 80
star shape, 77, 82, 330–331
tables and, 109
text in, 79
3-D styles, adding, 128–130
three-dimensional shapes, 81
timeline, creation of, 331–335
two-dimensional shapes, 81
types of, 77
ungrouping, 86–87
vertical distribution, 90

AVI files, 198
axes, 184

• B •
background. See also background color

color swatches, 39
described, 10–11
design guidelines, 353
effects, masters used for altering, 56–62
printing, turning off, 24–25
Slide Master used for altering, 56–62
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background color
black as, 37, 38
blue as, 37, 38
brown as, 37, 38
corporate colors, use of, 37
favorite background color, poll on, 37
gray as, 38
green as, 37, 38
mood and, 37–39
nature, replicating, 36
orange as, 37, 38
pink as, 39
purple as, 37, 38
red as, 37, 38
risky choices for, 38–39
safe choices for, 38
textures, 37
violet as, 37, 38
white as, 37, 38
yellow as, 37, 39

banding, 59
banners, stars and, 77
bar charts, 187
basic shapes, 77
batch import images, 157–158
batch import photos, 154–157
“before you begin” tips. See

customization
bitmap graphics, 158
bitmap vectors, recoloring, 169–170
black as background color, 37, 38
blank template, 71
block arrows, 77
blue as background color, 37, 38
bookmarks in Word, linking to, 281–282
borders added to video, 223
brown as background color, 37, 38
bubble charts, 187
builds, 236
bullets, 139–141
business presentations, 15

• C •
callouts

described, 77, 110
shaping, 82–83

Camtasia Studio, 233
Capture Show, 320
case (capitalization) options for text,

137–138, 353
CD

animations on, 238
author-created material on, 359
AutoShape Magic on, 83
Camtasia 3, 233
Color Schemes, 39, 41
contents of, 358–359
countdown timer on, 342
images on, 154
installation, 357–358
media on, 360–361
MIDI samples on, 214
presentation backgrounds on, 62
shadow styles, 128
software programs on, 359–360
storyboarding template on, 132
system requirements, 357
templates on, 68, 329
textured backgrounds, 37
3-D styles on, 130
timeline on, 331
troubleshooting, 361–362
video clips on, 228
WordArt on, 151

CD tracks, converting, 211–212
centering AutoShapes, 89
chart animation, 246–247
chart editing mode, 183–184
charts

adding, 184–185
advanced charts, 187
area charts, 187
axes, 184
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charts (continued)

bar charts, 187
bubble charts, 187
changing chart types, 185–186
chart editing mode, 183–184
column charts, 186
cone charts, 187
and connectors, 107–108
copying, 283–284
cylinder charts, 187
data used in, 188
datasheet, 184
described, 31, 183
doughnut charts, 187
elements of, 183–184
importing, 188–190
legend, 184
line graphs, 187
Microsoft Graph, 183
pie charts, 187
plot area, 184
pyramid charts, 187
radar charts, 187
scatter charts, 187
series, 184
simple charts, 186–187
stock charts, 187
surface charts, 187
titles, 184
types of, 186–187
values, 184

clip art
collection of, 159–161
design guidelines, 354
recoloring, 167–169

Clip Gallery, 160–161
Clip Organizer, 159–160
clothing to wear during presentation, 305
codecs, 231–232
Coleman, Sonia (PowerPoint MVP), 356

color. See also Color Schemes; color
swatches

in background, 34–39
combinations in background and

foreground, 34–35
contrast between background and

foreground, 34–35
design guidelines, 48, 353
in foreground, 34–35
grayscale and contrast, 35
HSL (Hue, Saturation, and Luminosity)

color system, 47
hue, 47
importance of, 33–34
luminosity, 47
RGB (Red, Green, and Blue) color 

system, 46
saturation, 47

Color Schemes
applying, 41–43
on CD, 39, 41
choosing colors, 48
color swatches, 39–41
creating, 43–47
described, 31, 39
existing Color Scheme, building on, 48
and fills, 93
identity of company, extending, 48

color swatches
for accent and followed hyperlink,

40–41
for background, 39
described, 39
for fills, 40
for shadows, 40
for text and lines, 39
for tile text, 40

Color/Grayscale option (Print dialog 
box), 319

column charts, 186
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combinations in background and
foreground of color, 34–35

company logos in masters, 65
compatibility features, options for, 23–24
complete presentation, changing master

for, 64
compression, 162, 165–167
cone charts, 187
confidence and narration, 218–219
connectors

arrowheads, editing, 107
AutoShapes, 77
changing type, 106
charts and, 107–108
described, 104
design guidelines, 108
drawing, 105–108
moving, 107
types of, 105
yellow diamonds, using, 107

consistency, importance of, 49
content in Flash, viewing, 290
contents of CD, 358–359
contrast between background and

foreground color, 34–35
controllers, inserting video with, 224–225
conversion

Flash, converting presentations to, 293
of sound formats, 211–216
Word documents, converting

presentations to, 278–279
Copies option (Print dialog box), 319
copyright-free images, 161
corporate colors used in background 

color, 37
corrupt presentations

precautions against, 351
treating, 349–350
troubleshooting, 349–351

countdown timer, creating, 340–343
cross-checking factual references,

353–354

curves, 122
Custom Animation task pane, 241–242
custom shows

creating, 311–313
described, 311
linking to, 313–314

customization
automatic layout options, setting, 25–26
AutoRecover option, turning on, 21
background printing, turning off, 24–25
compatibility features, options for,

23–24
Fast Saves option, turning off, 20–21
printer driver, installing local, 22
save location, changing default for,

21–22
templates, 68
Undo levels, setting, 22–23

cycle diagrams, 177–178
cylinder charts, 187

• D •
Dash Style icon, 101
data

charts, used in, 188
in Excel, copying range of, 282–283

datasheet, 184
dBpowerAMP, 213
default fills, 93
default template, 71
delivery ideas for presentation

audience participation, 305
clothing to wear during 

presentation, 305
humor, use of, 305
identifying with audience, 305
remote control, using, 305
Set Up Show dialog box, 305–309
sincerity, importance of, 304

depth, adding, 128–130
deselecting all objects on slide, 125
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design guidelines
animations, 254–255
clip art, 354
color, 48
connectors, 108
countdown timer, 342–343
gradient fills, 96–97
images, 162
lines, 102
masters, 65–66
pattern fills, 98
patterned lines, 104
picture fills, 100
texture fills, 98
transitions, 259

Diagram Gallery, 174–175
diagrams

AutoFormat, overriding, 181
changing one diagram type to 

another, 177
cycle diagrams, 177–178
described, 31, 174
Diagram Gallery, 174–175
organization charts, 175–177, 182
pyramid diagrams, 179
radial diagrams, 178–179
Style Gallery, 180–181
target diagrams, 179
Venn diagrams, 179

dictionaries available through Research
task pane, 149

digital camcorder as source for 
video, 228

digital camera as source for video, 228
Digital Image Pro, 343
dingbats, 143
disabilities, accessibility of

presentations for people with,
354–355

discriminatory content, never using, 18
distributing AutoShapes, 89–90

documents, linking to, 269
double arrow line, 122
doughnut charts, 187
dpi (dots per inch), 163
drawing

arrow line, 122
AutoShapes, 78–79
connectors, 105–108
curves, 122
described, 119–120
double arrow line, 122
freeform lines, 123
lines, 121
points, 121
scribble lines, 124
toolbar of line-drawing tools, 

creating, 120
drawing tablet, 124
DVD clips, 230–231
DVD files, 199

• E •
Echo’s Voice, 356
educational content, 15
Effects Library, 256
elements of PowerPoint

animation, 11–12
AutoShapes, 11
backgrounds, 10–11
described, 9–10
flow, 12
images, 10–11
info-graphics, 10–11
interactivity, 12
navigation, 12
sound, 11
text, 10
transitions, 12
video, 11
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e-mail attachments, why not to send
PowerPoint presentations as, 349

embedding fonts, 146
emphasis animations, 237
encyclopedia available through Research

task pane, 149
entry animations, 237
Equation Editor, 190–191
equations, 190–191
Excel

copying charts, 283–284
data, copying range of, 282–283
importing charts, 189–190
Paste Special option used for data from,

284–285
ranges, linking to, 285–286
spreadsheet, repercussions of pasting

entire, 284
truncated cells, 283

existing Color Scheme, building on, 48
existing presentations, creating

templates from, 70
exit animations, 238
exporting

AutoShapes, 110–111
formats from Photoshop, 164–165
to movies, exporting your 

presentation, 233

• F •
factual references, cross-checking,

353–354
fading sounds in an audio editor, 206–208
Fast Saves option, turning off, 20–21
favorite background color, poll on, 37
file formats, 164–165
file types

audio files, 198, 212–214
described, 29
PowerPoint HTML output, 29
.pot files, 29

.ppa files, 29

.pps files, 29

.ppt files, 29
video files, 198–199

Fill Color toolbar, 93
fills

Color Scheme and, 93
color swatches, 40
default fills, 93
described, 92
gradient fills, 95–97
pattern fills, 98
picture fills, 99–100
solid fills, 94
texture fills, 97–98
transparent fills, 108
types of, 92

finding PowerPoint, having trouble, 346
FixLinks Pro, 272, 347
Flash

content, viewing, 290
converting presentations to, 293
described, 289–290
files, 199
inserting Flash content into

PowerPoint, 290–292
FlashPaper, 293
flipping AutoShapes, 86
flow, 12
flowcharts, 77
folders

and linking, 347
one folder, assembling everything in, 28

fonts
design guidelines, 353
dingbats, 143
embedding, 146
formats for, 143
monospace fonts, 142
presentation guidelines, 143–144
replacing, 146–147
sans serif fonts, 142
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fonts (continued)

script fonts, 142–143
serif fonts, 142
symbols, inserting, 147
TrueType fonts, embedding, 144–145
types of, 142–143

footers in masters, 66
foreground color, 34–35
Format Painter, 91
formats for fonts, 143
formatting text boxes, 135–141
freeform lines, 123
freeware programs, 358
Freeze, Jill T. (Microsoft MapPoint For

Dummies), 191
full-screen video, 227

• G •
GIF files, 164
GNU software, 359
government presentations, 15
gradient backgrounds, Slide Master used

for applying, 58–59
gradient fills

described, 95–97
design guidelines, 96–97

Graphicae, 194
graphics. See images
gray as background color, 38
grayscale and contrast, 35
green as background color, 37, 38
grids, 116–117
grouping AutoShapes, 86–87
guides

creating, 119
described, 116, 118–119
moving, 119
removing, 119
viewing, 118

• H •
Handout Master, 53, 321–323
hidden slides, using, 309–310

Holtgrewe, B. J. (Microsoft MapPoint For
Dummies), 191

home page for PowerPoint, 355
homework projects, 15
horizontal distribution of AutoShapes, 90
HSL (Hue, Saturation, and Luminosity)

color system, 47
HTML roundtrip feature, 301
hue, 47
humor, use of, 305
hyperlinks, 264

• I •
identifying with audience, 305
identity of company, extending through

Color Schemes, 48
image editor, 62, 343
Image Importer wizard, 158
images. See also Photo Album

bitmap graphics, 158
bitmap vectors, recoloring, 169–170
clip art, 159–161, 167–169
compression, 162, 165–167
copyright-free images, 161
described, 10–11
design guidelines, 162
file formats, 164–165
GIF files, 164
graphics created in Photoshop, 171
Image Importer wizard, 158
JPEG files, 164
PhotoActive FX, 170
photos, 153–158
PNG files, 165
pptXTREME Import/Export, 158
resolution, 162–165
single pictures, inserting, 158
sizing, 354
sources for, 161
vector graphics, 158

importance of color, 33–34
importance of templates, 72
Include Animations option (Print dialog

box), 319
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Indezine, 355
individual object, selecting, 125
info-graphics

charts, 183–190
described, 10–11, 173
diagrams, 174–182
equations, 190–191
with Graphicae, 194
maps, 191
with PowerPlugs: Charts, 194
with rChart, 194
with SmartDraw, 194
third-party add-ins, 194
with WowChart, 194
with Xcelsius, 194

inserting sounds, 199–200
installation of CD, 357–358
interactivity. See also linking

described, 12, 263
quiz, creating, 272–276

• J •
Jacobs, Kathy (Web site), 356
JPEG files, 164

• K •
kiosks, 15

• L •
layouts, 25–26, 132–133
legend, 184
Line Color icon, 101
line graphs, 187
Line Style icon, 101
lines

applying line style, 102
Arrow Style icon, 101
attributes, 101
AutoShapes, 77

Dash Style icon, 101
described, 100
design guidelines for, 102
drawing, 121
Line Color icon, 101
Line Style icon, 101
patterned lines, 102–104

linking
Action Buttons, 264–266
anchors, 263
to custom shows, 313–314
described, 263
documents, linking to, 269
elements of, 263–264
folders and, 347
guidelines for, 271–272
hyperlinks, 264
other presentations, linking to, 267–268
to PDF, 288–289
same presentation, linking within,

266–267
targets, 264
transparent hyperlinks, 270–271
troubleshooting, 271–272, 346–347
video, 223–224, 227–228
Web URLs, linking to, 269

Liquid Cabaret, 343
long sentences, avoiding, 353
luminosity, 47

• M •
MapPoint, 191
maps, 191
margins for text boxes, 138–139
masters

applying, 63–65
background effects, altering, 56–62
company logos in, 65
complete presentation, changing

master for, 64
described, 50
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masters (continued)

design guidelines, 65–66
footers in, 66
Handout Master, 53
multiple masters, 63
Notes Master, 54
overriding, 65
renaming, 66
Slide Master, 51–52
specific slides, applying master to, 65
storing, 55
templates, transforming masters into,

66–71
Title Master, 52–53
types of, 51

material for quiz, 273
MCI Media Player, 351–352
media on CD, 360–361
microphone setup for narration, 216–218
Microsoft Graph, 183
Microsoft MapPoint For Dummies

(Holtgrewe & Freeze), 191
MID files, 198
MIDI files

converting, 214
described, 198

Millar, Glen (Web site), 356
mirroring AutoShapes, 86
monospace fonts, 142
mood and background color, 37–39
motion path animations, 238, 248–250
Mouse Click tab, 267
Mouse Over tab, 267
MOV files, 198
movies, exporting your presentation 

to, 233
MPEG files, 199
MPG files, 199
MP3 files

converting, 212–214
described, 198

multimedia. See also audio; video
codecs, 231–232
movies, exporting your presentation 

to, 233

multimedia demos, 15
multiple masters, 63
Multiple monitors option (Set Up Show

dialog box), 308
multiple objects, selecting, 126
multiple slides, using music that spans,

200–203

• N •
narration

confidence and, 218–219
editing, 221
guidelines for, 220
microphone setup for, 216–218
preparation for, 218–219
recording, 219–220
replacing, 221
rough cuts, 221
script for, 218
testing of microphone, 217–218

nature, background color used for
replicating, 36

navigation, 12
new image, creating new image with set

resolution in Photoshop, 163–164
newsgroup archives at Google 

Groups, 355
non-PowerPoint elements, 12–13
Notepad, creating presentation in,

327–329
Notes Master, 54
nudging AutoShapes, 87
numbered bullets, 140–141

• O •
Obermeier, Barbara (Photoshop CS 

All-in-One Desk Reference For
Dummies), 164

objects, 294–296
OfficeTips (Pillai), 356
OfficeUpdate site, updating your Service

Pack at, 27–28
On Click animation event, 236
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one folder, assembling everything in, 28
one-color gradients, 59, 96
online presentations, 296–300
Onstage DVD, 231
orange as background color, 37, 38
ordering AutoShapes, 90
organization charts, 175–177, 182
organizing templates, 66–67
orientation of AutoShapes, 84–86
ORM (Online Rich Media) programs, 293
other presentations, linking to, 267–268
outlines

converting presentation to outline
form, 280–281

described, 30
text, 133–135

overriding masters, 65

• P •
Paint Shop Pro, 343
password protection of presentation,

314–316
Paste Special option used for data from

Excel, 284–285
pattern fills, 98
patterned backgrounds, Slide Master

used for applying, 61
patterned lines

described, 102–104
design guidelines, 104

PDAs, presentation outline created 
on, 329

PDF
Acrobat icon in PowerPoint 

interface, 287
creating PDFs from PowerPoint,

287–288
linking to, 288–289
printing to, 320

Performance option (Set Up Show dialog
box), 308–309

perspective, adding, 128–130
PFCMedia, 231
Photo Album

batch import images, 157–158
batch import photos, 154–157
creating new, 154
described, 153–154
interface of, 155
options for, 155–157
tips for, 157

PhotoActive FX, 170
photos, 153–158
Photoshop

creating graphics in, 171
creating new image with set resolution 

in, 163–164
exporting formats from, 164–165
resolution in, 163–165

Photoshop CS All-in-One Desk Reference
For Dummies (Obermeier), 164

picture backgrounds, Slide Master used
for applying, 62

picture fills
described, 99–100
design guidelines, 100

pie charts, 187
Pillai, Shyam

Office Tips, 356
Sequential Save add-in, 21

pink as background color, 39
pixels per inch (ppi), 163
placeholders

described, 30
text, 132–133

plot area, 184
PNG files, 165
points, 121
positioning AutoShapes, 86–90
.pot files, 29
PowerPlugs: Charts, 194
PowerPlugs: Music, 343
PowerPlugs: Transitions, 260
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