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Advanced Timeline

animation controls, 502—-503

sound events, 449-450
alignments

cells, 527

chart formatting, 407

objects, 282-284

paragraph formatting, 201

table text, 255-256

tables, 527
All Caps, text attributes, 171-172
All Slides dialog box

jumping to specific slides, 535-536

returning to the main presentation, 546-547
Alpha channel (32-bit color), raster graphics,

358
amplifiers, speaker-led presentations, 57
analog video cameras, live-action video
recording, 454

animated GIFs, motion videos, 453—454
animated objects, layering, 504-505
animation effects, picture bullets, 193
animations. See also Custom Animations pane

Advanced Timeline, 502-503

bullet points, 481-482

chart elements, 498-502

creating, 674-677

custom types, 485-486

defined, 473

effect application, 482-485

event triggers, 491-492

motion paths, 494-498

multiple effect/single object assignment, 487

presets, 479—-480

removing effects, 486-487

reordering effects, 487-488

Shockwave Flash, 468-469

sound associations, 492-494

switching between effects, 486

text options, 488-489
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timing controls, 489-491
use guidelines, 473-474, 503
answer slides, game boards, 717-721
antonyms, thesaurus, 230
applications
document file extensions, 572-573
embedding, 418
hyperlink creation, 571-573
Archive Package, CD presentations, 554
.asf/.asx (Microsoft streaming format) file
extension, video files, 455
aspect ratios, objects, 278
attire, presentation guidelines, 59-60
attributes
object borders, 290-291
text formatting, 169-174
audiences
identification process, 44-47
navigational control considerations, 564-565
presentation delivery methods, 4
room arrangements, 57-59
speakers attire considerations, 59-60
speech techniques, 60-61
audio-visual equipment, two-screen
presentations, 556560
auditoriums, audience arrangements, 58
author (document), file property editing, 588
Auto Import Settings dialog box, adding clips to
Clip Organizer, 340
AutoCAD, vector graphics, 264
AutoCorrect
smart tags, 226-228
spelling checker, 223-225
typographical symbol insertion, 224
AutoCorrect Exceptions dialog box, spelling
checker, 224
AutoFit
font sizing, 164
text box options, 118



AutoFormat As You Type, typographical
characters, 225-226
AutoRecover, crash recovery, 79-80
AutoShapes. See also Office Art graphics; shapes
action buttons, 563-564
custom show action buttons, 549
navigational controls, 563-564
.avi (Audio Video Interleave) file extension, video
files, 455
axes
chart element, 378-379
number formatting, 404-405
presets, 400-401
scale settings, 400-404
axis titles, charts, 393-395

B

background colors

computer-driven presentation guidelines, 51

overhead projector guidelines, 50

table cell fills, 248-253

35mm slide guidelines, 51
background fills

objects, 299

slide application, 138-139
background graphics

versus backgrounds, 137

deleting, 140

hiding/displaying, 140

slide master addition, 140-141
background styles, themes, 138
Background Styles gallery

background fills, 138-139

background styles, 138
backgrounds

versus background graphics, 137

CD-ROM files, 759-760

fill transparency, 204-205

handouts, 529

slide appearance enhancement, 137-141

speaker notes, 529
backups

custom show uses, 540-543

hiding slides for backup use, 538-540
Ballpoint pen, on-screen pen cursor, 536-538
banding, table rows, 245
bare hyperlinks, navigational control, 563-566
bevel (3-D format), text effect, 178-181
bevel effects, objects, 303-304
bitmap graphics

clip art, 333

raster graphics, 354
black-and-white, versus grayscale printing, 513
black-and-white slides, on-screen display, 34
blank action button, text addition, 580
blank presentations, creating from scratch,

63-64

blank screens, pausing a slide show, 536
Body

font themes, 14, 159

serif fonts, 160
boldface, font styles, 170-172
border colors

chart data series, 410

charts, 406
border styles

chart data series, 410

charts, 406
borders

cells, 528

chart data tables, 400

objects, 290-292

table cells, 247-248

text box outlines, 202-204

text boxes, 114

text outlines, 168—-169
Bottom alignment, text boxes, 205
Bottom Centered alignment, text boxes, 205
brightness, photographs adjustments, 368
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browsers
file format compatibility issues, 604—605
presentation navigation testing, 613
publish to the Web settings, 610-611
ScreenTips support issues, 568
bullet points, custom animations, 481-482
bulleted lists
AutoFormat As You Type, 225-226
bullet size/color editing, 190
bullet symbols, 191-192
picture bullets, 192-193
presets, 189
resetting bullet presets, 192
slide masters, 188-189
text effect issues, 188
bullets
diagrams, 319
SmartArt conversion, 657-659
Bullets and Numbering dialog box
bullet size/color editing, 190
bullet symbols, 191
number size/color editing, 195
resetting bullet presets, 192
Bullets button, bullet presets, 189
buttons
adding to Quick Access Toolbar, 9-10
ScreenTip help, 21

C

callouts, drawing, 268
capitalization, text formatting, 173-174
capitalize each word, text formatting, 173
case, text formatting, 173
categories, chart element, 378-379
category (document), file property editing, 588
category axis, chart element, 378-379
CD distribution
presentation delivery method, 49
user-interactive presentations, 48
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CD soundtracks

non-continuous track playback, 447

playing across multiple slides, 448

slide insertion, 446—448

start/end track settings, 447-448
CD/DVD, publishing presentations to, 595-600
CD-ROM

file listing, 759-761

technical support contact information, 761
CDs, copying presentations to, 551-553
cell formatting

3-D effect, 254-255

borders, 247-248

column width settings, 245-246

fills, 248-253

internal margins, 246

row height settings, 245-246

shadow effect, 254

text alignments, 255-256

text directions, 256-257
cells

alignments, 527

borders, 528

Excel integration, 258-259

internal margins, 527

merging/splitting, 243

table navigation, 239

table selections, 239-241
center alignment, paragraph formatting, 201
center tabs, paragraph formatting, 198
Centered alignment, text boxes, 205
Certificate template, clubs/organizations, 8-9
Change Case attribute, text formatting, 173
Change Chart Type dialog box, resetting default

chart type, 390
character spacing, appearance/readability
enhancement, 166-167

chart area, formatting, 408
Chart Styles, chart enhancements, 407-408



Chart Template dialog box, chart templates, 411

charts. See also diagrams
animation effects, 498-502
axis presets, 400-401
axis scale, 401-404
axis titles, 393-395
border colors, 406
chart area formatting, 408
clearing manually applied formatting, 406
creating, 381-384
data labels, 397-399
data range definitions, 387-389
data series, 410
data tables, 399-400
deleting columns/rows, 385
elements, 378-379
Escher 2.0 graphics engine, 16, 377
gridlines, 408-410
hierarchy, 313
label formatting, 392, 406-407
labels, 391-400
legends, 395-397, 408
number formats, 404—405
organizational diagrams, 6—7
plot area, 395
plotting data by rows/columns, 385-387
preset layouts, 390
Shape Styles, 286
styles, 407-408
switching between types, 390
templates, 411-412
3-D Rotation, 410-411
title formatting, 406407
titles, 392-393
types, 383-385
versus graphs, 377
versus legacy charts, 379-381
walls, 408—-409

check boxes, dialog box element, 23-24

Index

Choose Theme or Themed Document dialog

box, theme/template files, 126-127

.cil (Microsoft package format) file extension,

clip art, 342

classrooms, audience arrangements, 57
clip art

automatically adding to Clip Organizer, 340

bitmap graphics, 333

browsing Office Online, 346-348

.cil (Microsoft package format) file extension,
342

collections, 334-335

deconstructing/editing, 350-351

.emf (Enhanced Metafile) file extension, 333

keyword assignments, 344-346

making online clips available offline, 343

manually adding to Clip Organizer, 341

media file type search, 335-336

moving between collections, 339

.mpf (Microsoft package format) file
extension, 342

object sizing, 278-279

Picture Styles, 287-288

pre-drawn art, 331

reasons for using, 331-332

recoloring, 349-350

removing from Clip Organizer, 342

scanned image insertion, 343

search techniques, 334-336

slide insertion, 332334, 337-338

supported image formats, 339, 342

transparent colors, 350

wmf (Windows Metafile) file extension, 333

Clip Organizer

animated GIFs, 454

automatically adding clips, 340
browsing Office Online clip art, 346-348
clip art file formats, 333

clip art insertion technique, 337-338
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Clip Organizer (continued)
clip cataloging techniques, 339-342
creating/deleting folders, 338
deleting clips, 342
digital camera image acquisition, 364
Favorites collection, 337
interface methods, 332
keyword assignments, 344-346
making online clips available offline, 343
manually adding clips, 341
movie clip sources, 456
movie insertion, 457-458
moving clips between collections, 339
My Collections group, 336-337
Office Collections group, 336-337
offline content enabling, 458-459
opening/browsing, 336-337
organization strategies, 344
picture bullets, 192-193
scanned image acquisitions, 362-364
scanned image insertion, 343
shape source, 266
sound file insertion, 433-435
supported image formats, 339, 342
Unclassified Clips collection, 337
Web Collections group, 336-337
Clipboard pane, cutting/copying/pasting objects,
276
Close button, closing the current application,
19-20
clothing, presentation guidelines, 59-60
clubs/organizations, presentation uses, 8—9
codecs, motion video troubleshooting, 469, 470
collaboration
comments, 617-619
document libraries, 624-625
document workspaces, 624-628
e-mailing presentations, 622-623
network file sharing, 620-622
slide libraries, 631-642
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collections
clip art search method, 334-335
Clip Organizer groups, 336-337
creating/deleting Clip Organizer folders, 338
movie clip sources, 456
moving clips between, 339
color depth, raster graphics, 357-358
color pickers, color selections, 288-289
color placeholders, color themes, 128
color themes
color placeholders, 128
defined, 288
switching between, 128-129
colors
35mm slide guidelines, 51
bare hyperlinks, 565-566
bullets, 190
clip art modification, 349-350
computer-driven presentation guidelines, 51
diagrams, 326
fonts, 167-168
grayscale versus pure black-and-white, 513
handouts, 521
hyperlinks, 549
numbered lists, 194-195
objects, 288-290
on-screen pen cursor, 537
overhead projector guidelines, 50
table cell borders, 247-248
table cell fills, 248-253
text outlines, 169
theme element, 13-14
Colors dialog box
creating custom color themes, 133-134
custom color definitions, 289-290
column charts, default type, 390
columns
chart data plotting, 385-386
deleting chart data, 385
inserting/deleting, 242-243



resizing, 528
slide libraries, 636—637
table creation, 236-237
table selections, 239-241
text boxes, 210
width settings, 245-246
Columns dialog box, text boxes, 210
command buttons, dialog box element, 23-24
commands
adding to Quick Access Toolbar, 9-10, 20
Office menu display, 10-11
Office menu submenus, 22
PowerPoint 2003 to PowerPoint 2007
reference guide, 729-730
Quick Access Toolbar addition/removal,
746-748
removing from the Quick Access Toolbar, 20
ScreenTips help, 21
comments
adding to a slide, 617-618
deleting, 619
editing, 618
hiding/displaying, 619
navigating between, 619
printing, 618-619
reviewing, 619
viewing, 618
commercial collections, movie clip sources, 456
Compatibility Checker, file sharing, 593
Compress Pictures dialog box, images, 371
compression
images, 370-372
raster graphics, 359
computer-based slides, 3. See also slides
computer-driven presentations, theme
guidelines, 51
content placeholders
clip art insertion, 332-333
copying/pasting Word tables, 257-258
Insert Picture from File, 360

Index

layout master, 146
slide layouts, 17
table insertion, 236-237
contents. See also external content, integration
methods
computer-driven presentation guidelines, 51
development guidelines, 51-52
file property editing, 589
information overload avoidance, 52
overhead projector guidelines, 50
placeholders, 109-111
speech techniques, 61
35mm slide guidelines, 51
contextual tabs, Ribbon display, 20-21
contrast, photograph adjustments, 368
controls
on-screen, 532-534
user-interactive presentations, 562—-565
conventions, self-running presentation use, 582
copy machine, versus printer costs, 514
Copy to Collection dialog box, making online
content available offline, 458
Copy to Folder dialog box
packaging presentation files, 597
transferring to other computers/devices, 555
copyright symbols, inserting with AutoCorrect, 224
copyrights
live-action videos, 454
sound file issues, 431
Corel Animation Shop, animated GIF
conversions, 454
Create Custom Dictionary dialog box, 221-222
Create New Theme Colors dialog box, 132-134
Create New Theme Fonts dialog box, 135
Crop button, image cropping, 366-367
cross-references, PowerPoint 2003 to PowerPoint
2007, 729-743
Ctrl key
copying objects within a slide, 274
multiple object selections, 271
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Index

curved lines, drawing, 266
Custom Animations pane. See also animations
Advanced Timeline, 449-450, 502-503
automatic playback on/off, 439-440
bullet points, 481-482
CD soundtrack settings, 447
chart animations, 501-502
clip starting point, 441-442
clip stopping point, 442-443
delaying/repeating sound playback,
440-441
effect application, 482—-485
event triggers, 491-492
motion paths, 494—-498
movie timing controls, 463-465
movie volume/appearance settings,
461-462
multiple effect/single object assignment,
487
removing effects, 486-487
reordering effects, 487-488
sound associations, 492—-494
sound playback settings, 438-440
switching between effects, 486
text options, 488—-489
timing controls, 489-491
video start point settings, 466—467
viewing animations, 481
volume settings, 443-444
custom color themes
creating, 132-134
deleting, 134-135
sharing, 134
custom dictionaries
adding/removing words, 220-221
creating new, 221-222
enabling/disabling, 221
file paths, 219, 221
file size limitations, 221
spelling checker, 219-222
word list limitations, 221
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Custom Dictionaries dialog box
adding/removing words, 220
enabling/disabling custom dictionaries, 221

custom font themes
creating, 135
deleting, 136
sharing, 136

custom placeholders, layout master, 146-147

custom properties, file editing, 589-590

custom shows
copying, 545
creating, 543-544
deleting, 545
editing, 544
hyperlinks, 547-549
link to a slide in the same presentation, 569
main presentation uses, 550
navigation techniques, 545-546, 562
returning to the main presentation, 546-547
when to use, 540-543

Custom Shows dialog box
copying, 545
creating, 543-544
deleting, 545
editing, 544

custom themes, default file paths, 120-121, 127

cycle diagrams, SmartArt, 312

D

data files, linking, 418

data integration
breaking links, 426
copying/pasting, 414—-416
drag-and-drop techniques, 417-418
embedding, 413414, 416
embedding/linking files, 419-423
exporting objects to another program, 427
graphic file insertion, 418
link reference locations, 426
linking, 413-414



OLE (Object Linking and Embedding),
418-424
opening/converting embedded objects, 424
updating links, 425-426
data labels
hiding/displaying, 397-399
modifying, 397-399
number formatting, 404-405
data points, chart element, 378-379
data series
chart data range definitions, 387-389
chart element, 378-379
chart formatting, 410
plotting by rows/columns, 385-387
data tables
borders, 400
hiding/displaying, 399
modifying, 399-400
data types, linking/embedding objects, 420
datasheets, slide libraries, 635, 640
Date placeholder, Handout Master, 518
dates
preset placeholder, 141-142, 144
smart tag recognizer, 227
decimal tabs, paragraph formatting, 198
Decrease Font button, 165
Define Custom Show dialog box
creating, 543-544
editing, 544
diagrams. See also charts; SmartArt
bullets, 319
colors, 326
cycle, 312
effect themes testing, 132
effects, 326-327
hierarchy, 321-324
inserting, 316-317
inserting/deleting shapes, 318
list, 310-311
matrix, 314-315
organizational charts, 6-7

process, 311-312
promoting/demoting text, 319
pyramid, 314-315

relationship, 313-314
reordering shapes, 319-320
resetting graphics, 321

resizing shapes, 327

saving as a picture, 330

shape positioning, 320
SmartArt construction, 309-310
SmartArt enhancements, 15-16
SmartArt Styles, 325

switching between, 321
switching between shapes, 329
text editing, 317

text formatting, 327

2-D editing, 328

Diagrams and Organization Chart

bullet conversion, 657-659
bullets, 319

cycle diagram, 312

diagram colors, 326

diagram construction, 309-310
diagram effects, 326-327
diagram enhancements, 15-16
diagram insertion methods, 316-317
Escher 2.0 graphics engine, 16
hierarchy chart, 313

hierarchy diagrams, 321-324
inserting/deleting shapes, 318
list diagram, 310-311

matrix diagrams, 314-315
process diagram, 311-312
promoting/demoting text, 319
pyramid diagram, 314-315
relationship diagrams, 313-314
reordering shapes, 319-320
resetting graphics, 321

resizing entire object, 327-328
saving a diagram as a picture, 330
shape positioning, 320
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Diagrams and Organization Chart (continued)
switching between diagram layouts, 321
text bit relationships, 309
text editing, 317
2-D editing, 328
vector graphic object, 309

dialog boxes
launching from the Ribbon, 21
non-modal, 117, 406
user information input, 22-23

dictionaries, Research tools, 229

digital animations, sources, 455

digital cameras
image acquisitions, 364
raster graphic resolutions, 357

digital video cameras, live-action video

recording, 454

Director, animation insertion, 468—469

directories, navigational control use, 562

distributed alignment, paragraph formatting, 201

distributions. See also mass distributions
objects, 284
user-interactive presentation methods, 563

dithering, printer setting, 516

DLL (dynamic link library) files, PowerPoint

Viewer, 601
Document Inspector dialog box, personal
information removal, 590-592
document libraries
document check out/in, 629-631
file sharing, 624-625

Document Management pane
document check out/in, 630-631
document workspaces, 625-629

Document Properties dialog box, editing file

properties, 588-590
Document Properties window, adding/changing
file properties, 588

document workspaces
configuration, 628-629
creating, 625-628
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document check out/in, 629-631
file sharing, 624-628
updating, 628
documents
file extensions by application, 572-573
file property editing, 588-590
finalizing, 592
password assignment/removal, 594
double strikethrough, text attributes, 171-172
drag and drop, data integration method,
417-418
Draw Borders group, table cell borders, 247-248
Draw Table tool, nonstandard table creation,
238-239
drawing
action buttons, 268
callouts, 268
curved lines, 266
flow-chart connectors, 267-268
freeform lines, 266
freeform polygons, 267
lines, 264-266
nonstandard tables, 238-239
on-screen pen cursor, 536-538
shapes, 265
straight lines, 266
Drawing Tools
text box positioning, 117
text box sizing, 115-116
Drawing Tools Format tab, object formatting,
277
drives, saved file paths, 70-73
drop-down lists, dialog box element, 23-24
Duplicate Selected Slides command, 97
Duplicate Slides command, copying/pasting
slides, 97
DVD/CD
motion video troubleshooting, 470
publishing presentations to, 595-600
dynamic link library (DLL) files, PowerPoint
Viewer, 601



E

educators/trainers, presentation uses, 7—8
Effect Options dialog box, movie timing, 463,
465
effect themes
switching between, 130-131
testing, 132
effects
bevel (3-D format), 178-181, 303-304
chart animations, 498-502
custom animation application, 482—485
development guidelines, 53
diagrams, 326-327
glow, 177-178, 303
handouts, 521
multiple effect/single object assignment, 487
objects, 300-308
Picture Styles, 373-374
preset object, 300
reflection, 177, 302
reordering, 487-488
shadow, 176, 300-302
soft edges, 303
table shadows, 254
text formatting, 175-185
theme element, 13, 15
3-D formatting, 304, 307
3-D rotation, 180-182, 304-306
3-D tables, 254-255
transform, 182-185
transitions, 477—479
e-mail
.mht (Single File Web Page) file format, 78
presentations, 622-623
e-mail addresses
bare hyperlink type, 565-566
hyperlink creation, 573
embedded fonts
creating when saving files, 70
use guidelines, 160

embedded objects
editing, 424-425
opening/converting, 424
embedding. See also OLE (Object Linking and
Embedding)
applications, 418
data integration method, 413-414, 416
sound files, 436
when to use, 419
.emf (Enhanced Metafile) file extension, clip art,
333
Encrypt Document dialog box, file passwords,
594
Equalize Character Height formatting, text
attributes, 171-172
Escher 2.0, graphics engine, 16, 377
event triggers, animations, 491-492
Excel
chart creation, 382
chart data range definitions, 387-389
drag and drop data import, 417
embedding table cells, 258-259
eXtensible Markup Language (XML), file format,
73-74
external content, integration methods, 413-414

F

Fade, animation preset, 479-480
fades, text/graphics, 661-668
Favorites, Clip Organizer collection, 337
Felt Tip Pen, on-screen pen cursor, 536—538
file extensions, application document types,
572-573
file formats
browser-compatibility issues, 604—605
PowerPoint supported types, 73-78
Web distributions, 602-605
XML (eXtensible Markup Language), 73-74
file paths, changing drives/folders, 70-73
File Save As dialog box, password assignment,
594
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file sharing fill transparency, text boxes, 204-205
Compatibility Checker, 593 fills
document libraries, 624—-625 background, 138-139
document workspaces, 624-628 chart data series, 410
LAN (local area network), 620-622 chart formatting, 406

File Transfer Protocol (FTP) addresses, bare entire table, 250

hyperlink type, 565-566 fonts, 167-168

files objects, 292-299
access passwords, 80-82 table cells, 248-253
CD-ROM, 759-761 table picture fills, 250-253
changing drives/folders when saving, 70-73 text boxes, 202-205
copying/pasting, 90-91 financial symbols, smart tag recognizer, 227
embedding, 419-423 Find dialog box, finding/replacing text, 213-214
exporting photographs to, 372 Find tool, Slide Sorter view limitations, 213
first time save, 69-70 first line indents, paragraph formatting, 196
hyperlink creation, 570-571 fixed fonts, application methods, 161-162
linking, 419-423 flipping, objects, 279-280
mapping network drives, 92 floor, chart element, 378-379
metadata, 587-592 flow-chart connectors, drawing, 267-268
movie insertion, 459 Fly, animation preset, 479-480
naming conventions, 69 folders
opening from another application, 85-86 Clip Organizer collection management, 338
opening in a particular view, 26 copying presentation files to, 597
opening multiple, 89 copying/pasting files, 90-91
password assignment/removal, 594 creating, 90
personal information removal, 590-592 mapping network drives, 92
plain-text, 102 saved file paths, 70-73
PowerPoint Viewer, 601 slide library, 635
property editing, 588-590 Follow Path, transformation category, 182-185
property settings, 87—88 Font Color button, font colors, 167-168
publish to the Web settings, 611 Font dialog box
renaming when saving, 70, 92 character spacing, 166—-167
saving, 68-80 font modifications, 161-162
saving to a different format, 73-78 kerning, 167
searches, 86-87 text attributes, 172
single-page Web versus HTML, 603-604 Font Size list, font sizing, 165
sound file insertion, 435-436 font styles, text attributes, 170-172
subsequent saves, 70 font themes
templates, 64-66 font placeholders, 129-131
Web Page formats, 78 switching between, 130-131, 160
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fonts
Body, 14, 159
colors, 167-168
computer-driven presentation guidelines, 51
embedding, 160
embedding when saving files, 70
fills, 167-168
fixed, 161-162
Heading, 14, 159
increasing/decreasing size, 165
kerning, 167
novelty, 160
OpenType, 158
outline, 158
overhead projector guidelines, 50
printer-resident, 158
publish to the Web settings, 612-613
replacing, 160-162
sans-serif, 158
script, 160
serif, 158
sizing, 164-166
style editing, 158-164
theme element, 13-14
35mm slide guidelines, 51
TrueType, 158
use guidelines, 159-160
Footer placeholder, Handout Master, 518
footers, preset placeholder, 141-142, 145
Format Axis dialog box
axis scale, 403—-404
number formats, 404—405
Format Chart Area dialog box, chart area
formatting, 408
Format Chart Title dialog box, chart titles,
392-393
Format Data Labels dialog box, chart data labels,
398
Format Data Table dialog box, chart data tables,
399-400

Index

Format Legend dialog box, chart legends,
396-397
Format Major Gridlines dialog box, 409
Format Painter, copying between text blocks,
185-186
Format Picture dialog box, brightness/contrast
adjustments, 368
Format Shape dialog box
line styles, 291
transparent table cell fills, 249
Format tab (Drawing Tools)
font colors, 167-168
Picture Styles display, 11
text box positioning, 117
text box sizing, 115-116
freeform lines, drawing, 266
freeform polygons, drawing, 267
“friendly” text hyperlinks, creating, 567-568
FTP (File Transfer Protocol) addresses
bare hyperlink type, 565-566
hyperlink creation, 570

G

gallery
menu of samples, 125
resizing, 126
game boards
answer slides, 717-721
creating, 705-712
hyperlinks, 721-725
question slides, 713-716
General Options dialog box, file access
passwords, 81-82
general properties, file editing, 589
glow, text effect, 177-178
glow effects, objects, 303
gradient fills
objects, 292-296
text boxes, 204
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graphic hyperlinks
action settings, 574-575
navigation bar system, 699-704
navigational control, 563-564
graphic objects
effect themes, 13, 15
style support, 11
graphics. See also images; photographs; pictures
animated GIFs, 453-454
copying/pasting between applications, 372
copying/pasting Web pages, 103
custom show hyperlinks, 549
fading in/out, 661-668
file insertion, 418
file links, 361-362
picture bullets, 192-193
raster graphics, 353-360
resizing in Word, 529
saving slides as, 78
SmartArt diagrams, 321
supported file formats, 75-76
testing effect themes, 132
vector, 264
graphics dithering, printer setting, 516
graphics resolution, printer setting, 516
graphs, versus charts, 377
grayscale, versus pure black-and-white printing,
513
grayscale slides, on-screen display, 34
Grid and Guides dialog box
gridline options, 32-33
guide options, 33-34
snapping objects to a grid, 281
gridlines
chart formatting, 408-410
enabling/disabling, 31-33
grids
hiding/displaying, 281
nudging objects, 281-282
objects, 280-281
groups, objects, 286
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groups (small), audience arrangements, 58-59
guides, enabling/disabling, 33-34

H

Handout Master

layout controls, 516-521

orientation settings, 519-520

placeholders, 518-519

removing default placeholders, 518
handouts. See also hard-copy handouts; paper

distribution; support materials

colors, 521

creating in, Word, 525-529

development guidelines, 54

effects, 521

Handout Master, 516-521

margins, 527

presentation delivery method, 49

presentation visual aid, 3

print layouts, 510-511, 512

printing, 511-516

resizing graphics, 529

speaker-led presentations, 47-48

text formatting, 521

themes, 521

use guidelines, 509-510

when to distribute, 54
hanging indents, paragraph formatting, 196
hard disks, file hyperlink creation, 570
hard-copy handouts, 3. See also handouts
hardware, self-running presentation security

techniques, 584-585

Header and Footer dialog box

date/time settings, 144

slide numbers, 144-145
Header placeholder, Handout Master, 518
header row, table formatting, 245
Headings

font themes, 14, 159

sans-serif fonts, 159



height
image sizing, 365
table row settings, 245-246
Help system
access methods, 35
article searches, 36-37
enabling/disabling Internet connection, 36
Help toolbar, 37-38
information lookup methods, 35
Interactive Locations, 729-730
ScreenTips, 21, 563-564, 568
shortcut keys, 533-534
Help toolbar, commands, 37-38
hidden slides
custom show uses, 540-543
printing speaker notes, 524
showing during a presentation, 539
hierarchy chart, SmartArt, 313
hierarchy diagrams
inserting/deleting shapes, 321-323
reordering people, 323
subordinate layouts, 323-324
Highlighter, on-screen pen cursor, 536-538
horizontal alignments
chart formatting, 407
paragraph formatting, 201
table text, 255-256
horizontal axes, chart presets, 400—401
horizontal ruler
enabling/disabling, 31
indents, 196
tab stops, 197-198
hotel/restaurant management, presentation
uses, 8
HTML format
importing text from a Web page, 103
versus single-page Web files, 603—-604
user-interactive presentations, 48
Web Page formats, 78
human resource personnel, presentation uses,
67

hyperlinks. See also individual types
address types, 568-569
colors, 549
custom shows, 547-549
document creation application, 571-573
editing, 574
e-mail address, 573
FTP site creation, 570
game boards, 721-725
graphical, 574-575
preset action buttons, 576-577
removing, 574
slides in the same presentation, 569
Web address creation, 570

icons
CD soundtrack, 446-448
custom animation effect colors, 485
sound file insertion, 432—436
image intensity, printer setting, 516
images. See also graphics; photographs; pictures
compressing, 370-372
digital camera acquisitions, 364
importing, 360-364
raster graphics, 353-360
resolution reduction, 371-372
scanner acquisitions, 362-364
Increase Font button, 165
increment buttons, dialog box element, 23-24
indents, paragraph formatting, 196-197
indexes, nine-slide handout layout, 511, 512
ink jet printers, transparency issues, 49
Insert CD Audio dialog box, CD soundtrack
insertion, 446—447
Insert Chart dialog box, chart creation, 382-384
Insert Hyperlink dialog box
custom shows, 548-549
document creation application link, 571-572
e-mail address link creation, 573
FTP site link, 570
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Insert Hyperlink dialog box (continued)
graphical hyperlinks, 575
hyperlink addresses, 568-569
link to a slide in the same presentation, 569
text hyperlink creation, 567-568
Web site link, 570
Insert Movie dialog box, 459
Insert Object dialog box, embedding files,
421-423
Insert Outline dialog box, inserting slides,
99-102
Insert Picture dialog box, importing images,
360-361
Insert Picture from File content placeholder, 360
Insert Sound dialog box, sound file insertion,
436
Insert Table dialog box
basic table creation, 236237
modifying tables, 239
installed templates, new presentation creation,
64-65
in-store sales, self-running presentation use, 582
Interactive Locations, Help system lookup tool,
729-730
internal margins
table cells, 246, 527
text boxes, 209-210
Internet
connection privacy options, 756
enabling/disabling Help system access, 36
movie clip sources, 456
presentation delivery method, 4, 49
user-interactive presentations, 48
Internet addresses, bare hyperlink type,
565-566
Internet Explorer, ScreenTips support issues,
568
intranets, user-interactive presentations, 48
italics, font styles, 170-172
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J
jumps

hidden slides, 539-540

specific slide navigation, 535-536
justified alignment, paragraph formatting, 201

K

kerning, character spacing, 167

keywords
clip art assignments, 344-346
clip art search method, 334
file property editing, 588
sound files, 434

kiosks. See also self-running presentations
presentation delivery method, 4
self-running presentations, 48, 583-584

L
labels
axis titles, 393-395
chart data, 397-399
chart formatting, 392, 406407
chart titles, 392-393
charts, 391400
data tables, 399-400
legends, 395-397
LAN (local area network). See networks
landscape orientation
Handout Master, 519-520
printer setting, 516
Language dialog box, language settings, 222
languages
spelling checker, 222
text translations, 231
laser printers, transparency issues, 49
layers
animated objects, 504-505
objects, 284-285



layout masters
background graphic addition, 140-141
bulleted lists, 188-189
Content placeholders, 146
custom placeholders, 146-147
Layout menu, switching between layouts,
123-124
layouts. See also slide layouts
action button placement, 577-580
chart presets, 390
copying between slide masters, 150
creating new, 148-149
deleting, 149
duplicating, 149
Handout Master, 516-521
handouts, 510-513
navigation bars, 683-694
new slide creation, 95-96
positioning template, 119
renaming, 149
slide master formatting override, 148
slides, 17
SmartArt diagrams, 321
speaker notes, 523-524
switching between, 95-96, 123-124
theme storage issues, 121
versus themes, 119
left alignment, paragraph formatting, 201
left indents, paragraph formatting, 196
left tabs, paragraph formatting, 198
legends
chart element, 378-379
chart formatting, 408
formatting, 396-397
hiding/displaying, 395-396
modifying, 395-397
positioning, 396
resizing, 396
libraries, document, 624-625
line spacing, paragraph formatting, 199-200

Index

line styles
object borders, 291
table cell borders, 247-248
linear gradients, object fill, 295
lines
drawing, 264-266
Office Art graphics, 11-12
on-screen pen cursor, 536-538
linked objects, editing, 424425
linking. See also OLE (Object Linking and
Embedding)
data files, 418
data integration method, 413414
performance issues, 418
sound files, 436
when to use, 419
links
address types, 568-569
breaking, 426
CD presentations, 554
colors, 549
custom shows, 547-549
document creation application, 571-573
editing, 574
e-mail address, 573
FTP site creation, 570
game boards, 721-725
graphic files, 361-362
graphical, 574-575
motion videos, 456
preset action buttons, 576-577
reference locations, 426
removing, 574
slides in the same presentation, 569
updating, 425-426
Web address creation, 570
Links dialog box
breaking links, 426
link reference locations, 426
updating links, 425-426
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Index

list diagrams, SmartArt, 310-311
lists
bulleted, 187-193
numbered, 194-195
live audiences, speaker-led presentations, 4748
live presentations. See also speaker-led
presentations; podiums
audio-visual equipment, 556-560
blank screen display, 536
custom shows, 540-550
hiding slides for backup use, 538-540
hiding/displaying on-screen controls,
532-534
jumping to specific slides, 535-536
on-screen pen cursor techniques, 536-538
pausing a slide show, 532, 536
slide navigation methods, 534-535
starting/ending slide shows, 531-532
live speech (podium), presentation delivery
method, 4
live-action videos, sources, 454
local area network (LAN). See networks
local networks, presentation delivery method, 4
locations, trusted, 753754
lossless compression, raster graphics, 359
lossy compression, raster graphics, 359
lowercase, text formatting, 173

M

Macromedia Director, animation insertion,
468-469
Macromedia, Shockwave Flash, 468—469
margins
handouts, 527
speaker notes, 527
tables, 246
text boxes, 209-210
marketing representatives, presentation uses, 5-6
mass distributions. See also distributions
file passwords, 594
file property editing, 588-590
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finalizing presentations, 592
Package for CD, 595-600
personal information removal, 590-592
PowerPoint Viewer, 600-601
PowerPoint Viewer distribution package, 614
prior-version compatibility checking, 593
publishing to the Web, 601-613
masters, format/appearance specifications, 122
matrix diagrams, SmartArt, 314-315
Maximize/Restore button, 19-20
measurement converter, smart tag recognizer,
227
media clips, Picture Styles, 287-288
media files, clip art search, 335-336
menus, PowerPoint 2003 to PowerPoint 2007
cross-reference, 730-738
Merge Cells command, merging table cells, 243
message bar, enabling/disabling, 756
metadata, file properties, 587-592
.mbht (Single File Web Page) file extension, 78,
103
microphones
sound recordings, 451
speaker-led presentations, 57
Microsoft
privacy settings, 40—41
product activation, 39-40
Microsoft Graph, PowerPoint 2003 chart
insertion, 380-381
Microsoft NetMeeting, presentation delivery
method, 4
Microsoft Office Online templates, new
presentation creation, 65-66
Microsoft Office PowerPoint Compatibility
Checker dialog box, 593
Microsoft Office SharePoint Server (MOSS)
extensions, 631
Microsoft Office 2007, PowerPoint integration, 3
.mid file extension, sound file format, 431
Middle alignment, text boxes, 205
Middle Centered alignment, text boxes, 205-206



MIDI (multi-instrument digital interface), sound
file format, 431
mini toolbar
fixed font application, 161-162
increasing/decreasing font size, 165
Minimize button, shrinking application window,
19-20
mistakes, undoing, 105-107
Modify password, file access permissions, 81
MOSS (Microsoft Office SharePoint Server)
extensions, 631
motion paths, animations, 494—-498
motion videos. See also movies
animated GIFs, 453—454
appearance settings, 461-462
automatic playback settings, 463
digital animations, 455
file size/performance issues, 471
file size/quality issues, 455
links, 456
live-action, 454
mouse click event playback, 460
mouseover event playback, 460
object triggers, 466
playback quality troubleshooting, 470-471
Shockwave Flash, 468-469
slide insertion, 456—459
sources, 456
start point settings, 466467
supported file formats, 455
testing in Slide Show view, 458
timing controls, 463-466
troubleshooting, 469-472
volume settings, 461-462
window sizing, 468
mouse click action, sound playback, 437-438
mouse click event, motion video playback, 460
mouse pointers
hiding/displaying, 532-533
on-screen pen, 536-538
mouseover action, sound playback, 437-438

mouseover event, motion video playback, 460
Movie Options dialog box, volume/appearance
settings, 461-462
movies. See also motion videos
file insertion, 459
slide insertion, 456-459
.mov/qt (QuickTime) file extension, video files,
455
.mpf (Microsoft package format) file extension,
clip art, 342
.mpg (Motion Picture Experts Group) file
extension, video files, 455
multimedia effects, development guidelines, 53
My Collections
clip art searches, 334
Clip Organizer group, 336-337
creating/deleting Clip Organizer folders, 338
scanned images, 343
My Templates folder, new presentation creation,
64-66

N

navigation bars
creating, 694-698
graphical systems, 699-704
layout, 683-694

navigational controls
action buttons, 563-564, 576-582
audience’s needs evaluation, 564-565
hyperlink types, 563-564
ScreenTips, 563-564, 568
user-interactive presentations, 562—-565
uses, 562

network drives, mapping, 92

networks
file hyperlink creation, 570
file sharing, 620-622
Package for CD, 551-552, 555
presentation delivery method, 4

New Collection dialog box, creating Clip

Organizer folders, 338
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Index

New from Existing Presentation dialog box, 67
New Presentation dialog box
installed template creation, 65
My Templates creation, 65
new blank presentation, 64
online template creation, 66
Recently Used Templates list, 65
Remove All Items from List, 65
Remove Item from List, 65
nonprofit clubs/organizations, presentation uses,
8-9
Normal view
automatic transition assignments, 475
default view, 24, 26-27
Notes pane, 26
rearranging slides, 108-109
resizing panes, 27
ruler display, 31
scroll bar navigation, 27
slide selection techniques, 104
Slides pane, 26
Slides/Outline pane, 26-27
typing speaker notes, 522
zooming in/out, 30
notes. See also speaker notes; support materials
development guidelines, 54
placeholders, 29
presentation visual aid, 3
Notes Master view, speaker note layouts,
523-524
Notes Page view
notes placeholders, 29
ruler display, 31
typed notes display, 25, 29
typing speaker notes, 522-523
zoom settings, 30
Notes pane, Normal view, 26
novelty fonts, avoiding, 160
Nudge command, objects, 281-282
number formatting, charts, 404-405
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numbered lists
AutoFormat As You Type, 225-226
colors, 194-195
number size editing, 194-195
presets, 194
start number editing, 195
Numbering button, number presets, 194

O
Object Linking and Embedding (OLE). See also
embedding; linking

data integration method, 418-424
data types, 420
file embedding, 418, 419-423
file linking, 418, 419-421

objects
alignments, 282-284
arrangements, 279-286
aspect ratios, 278
background fills, 299
bevel effects, 303-304
borders, 290-292
colors, 288-290
custom gradient fill, 294-296
cutting/copying/pasting, 274-277
cutting/pasting between slides, 275
defined, 263
deleting, 274
distribution, 284
editing embedded/linked, 424425
effects, 300-308
exporting to another program, 427
fills, 292-299
flipping, 279-280
glow effects, 303
gradient fills, 292-296
grouping/ungrouping, 286
hiding/displaying, 273
hiding/displaying grids, 281
layering, 284-285



motion paths, 494—498

moving within a slide, 274-277

naming conventions, 273

nudging, 281-282

one-color gradient preset fill, 293

opening/converting embedded objects, 424

picture fills, 296, 298

Picture Styles, 287-288

versus placeholders, 111

preset effects, 300

reflection effects, 302

relational alignments, 283

reordering, 285

resizing, 278-279

rotating, 279-280

selection techniques, 271-273

semi-transparent borders, 292

shadow effects, 300-302

Shape Styles, 286-287

snapping to a grid, 280-281

snapping to another object, 281

soft edges effect, 303

sound assignments, 445

stacking order, 273, 285

texture fills, 296-297

3D creation techniques, 307-308

3-D formatting effect, 304, 307

3-D rotation effect, 304-306

triggers, 466
Office Art graphics, drawn lines/shapes, 11-12
Office button, Office menu access, 10, 19-20
Office Clipboard. See also Windows Clipboard

cutting/copying/pasting objects, 276

data integration method, 415-416
Office Collections

clip art searches, 334

Clip Organizer group, 336-337
Office menu

access methods, 10

command display, 10-11

submenus, 22

Office Online, clip art browsing, 346-348
Office XP, clip art file path, 341
OLE (Object Linking and Embedding). See also
embedding; linking
data integration method, 418-424
data types, 420
file embedding, 418, 419-423
file linking, 418, 419-421
OLE links, graphic files, 361-362
on-screen controls, hiding/displaying, 532-534
on-screen pen cursor, live presentations,
536-538
Open dialog box
copying/pasting files, 90-91
deleting files, 91
file searches, 8687
mapping network drives, 92
opening a Word document as a new
presentation, 103
opening multiple presentations, 89
opening recently used presentations, 83-85
presentation from another application’s
content, 68
renaming presentations when saving, 92
Open password, file access permissions, 81
OpenType fonts, outline font type, 158
option buttons, dialog box element, 23-24
Options dialog box
enabling/disabling spelling error display, 216,
219
file save preference settings, 79-80
sound file size settings, 436
spelling checker settings, 218-219
undo operation settings, 106
Organization Chart tool, organizational
diagrams, 6-7
organization charts
inserting/deleting shapes, 321-323
reordering people, 323
subordinate layouts, 323-324
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