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• A •
action button, 153
Action Settings dialog box, 152–153
alignment, picture, 97
animation

bullet, 162–163
GIF, 140–141
motion path, 159, 160
schemes, 158
for text or objects, 160–161, 164–165

Arrange All option, 28, 77
arrowheads, adding to lines, 67
AutoContent Wizard, 10–11
autocorrection, 47
AutoShapes, 37, 62–64, 66–68, 70, 129

• B •
background

color, 77
gradient, 78
image, 81
pattern, 80
texture, 79

Blank Presentation option, 8
Block Arrows, 67
Bookmark button, 150
border, table, 107, 108
brightness, picture, 98
bullets, animated, 162–163

• C •
callouts, 64
camera, inserting picture from, 90
CD, backing up to, 178–179
chart. See graph
Chart Options dialog box, 117
Chart Type dialog box, 113
clip art

inserting, 56, 63–64, 71, 88
organizing, 91
recoloring, 94

Clip Organizer
adding clip to, 91
contents of, 88
inserting animated GIF or movie from, 141
inserting sound from, 135

clipboard, pasting slide from, 29
closing a presentation, 7
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color
adjusting picture, 98
background, 56, 77
fill, 63, 64
font, 63, 64, 84
graph, 116
hyperlinked text, 151
line, 63
recoloring clip art, 94
table border, 108
text, 84
WordArt, 85

color scheme
applying to all slides, 74
applying to handouts, 75
applying to notes page, 75
applying to selected slides, 74
changing on selected slides, 31
editing, 30, 76
hyperlinked text, 151
using from another presentation, 77

columns, table, 106–107, 109
command

adding to toolbar, 17
removing from a toolbar, 17

comment, 137, 188
Compare and Merge Presentations option, 189
compressing pictures, 99
connectors, 129
contrast, picture, 98
copying

color schemes, 77
slides, 29
between slides, 42

cropping a picture, 96
curved lines, 68
Custom Animation task pane, 140–141, 143,

159–165
Custom Insert option, 90
Custom Shows dialog box, 182
Customize dialog box, 16–18

• D •
datasheet, graph, 113
date and time, adding to slide, 44
Default View drop-down menu, 12
Define Custom Show dialog box, 182
Delete Master option, 52–53
deleting a slide, 41
diagram

creating, 124
elements, modifying, 128
size, 127
style, 126
type, converting, 125

Diagram Gallery, 62, 124
Diagram Style Gallery dialog box, 126
Display Properties dialog box, 184
distributing pictures, 97
docking toolbars, 18
drawing

AutoShapes, 64
block arrows, 67
lines, 66–71
shapes, 69–71
tables, 103
tools, 62–63
WordArt, 65
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Drawing toolbar, 62–68, 70–71
Duplicate option, Edit menu, 28

• E •
Edit menu options

Copy, 29, 42, 70, 123
Delete Slide, 41
Duplicate, 28
Find, 49
Paste, 42, 70, 123
Replace, 49
Select All, 70

editing
adding text placeholder, 39
autocorrection, 47
autoformatting text, 46
color scheme, 76
copying and pasting slides, 42
copying text formatting, 50
deleting a slide, 41
finding and replacing words, 49
formatting text attributes, 36
headers and footers, 44–45
line and paragraph spacing, 37
moving text, 34, 35
organizing slides, 41
resizing text boxes, 35
rotating text, 39
setting indents and tabs, 38
spell checking, 48
text on slide, 34
WordArt text, 65

Effects options, 36

e-mail address, inserting hyperlink to, 149
e-mail, sending presentation via, 186, 187
Equation Editor dialog box, 111
Eraser tool, 107
exiting PowerPoint, 13

• F •
File menu options

Close, 7
New, 8, 22
Open, 7, 29
Package for CD, 178
Page Setup, 172, 174
Permission, 185
Print Preview, 57, 172, 174–176
Save as Web Page, 193–194
Save options, 13, 24, 187–188
Send To, 24, 177, 186–188

fill
add, 83
change, 83
color, 63, 64
delete, 83
table, 109
WordArt, 85

Fill Effects dialog box, 78–81, 83, 85, 109–110
find and replace words, 49
flipping a picture, 96
flowchart, 129, 130
font

color, 63, 64, 84
style, 36
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Font dialog box, 36, 52–53, 105
footer, 11, 44–45
Format menu options

Background, 77–81
Font, 105, 117
Handout Background, 82
Line Spacing, 37
Notes Background, 82
Photo Album, 93
Picture, 95, 142
Slide Design, 74–76, 151

Format Painter, 50
Format Placeholder option, 37, 45
formatting

autoformatting, 46
AutoShapes, 37, 63, 66–68, 70
copying text, 50
graphs, 114–116
table border, 108
table text, 105
WordArt, 65, 85

formulas, 111
FTP site, transferring presentation to, 190

• G •
Getting Started menu, 8–10
GIF, animated, 140–141
Gradient dialog box, 78
graph

axes, modifying, 117
colors, 116
creating from scratch, 112

datasheet, 113
grid lines, 116
importing, 112
labels, 117
plot area, formatting, 115
text, formatting, 114
title and legend, 115
types, 113

grayscale, 98, 173
Grid and Guides dialog box, 103
grid line, graph, 116
grouping lines, 66, 70
grouping pictures, 97

• H •
handout

applying a color scheme to, 75
background, 82
printing, 174

Handout Master, 57, 75, 76, 82
header, 44–45, 173
help feature, 19–20
highlighting hyperlinks, 152
hyperlinks

creating, 146
highlighting, 152
inserting to another presentation, 150
inserting to e-mail address, 149
inserting to file or Web site, 147
inserting to new file, 148
sounds, 152
text color, 151
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• I •
importing

Excel spreadsheet, 112
Microsoft Word document, 23

indents, setting, 38
Insert menu options

Chart, 112
Comment, 188
Date and Time, 44
Diagram, 124
Hyperlink, 146–150
Movies and Sound, 134–137, 140–141
New Slide, 26, 42
Object, 104, 111, 112
Picture, 53, 56, 89–90, 120
Slides from Files, 23, 25, 27
Table, 102
Text Box, 39

Insert New Master Slide button, 55
inserting

action button, 153
animated GIF, 140–141
clip art, 56, 63–64, 64, 71, 88
diagrams or organization charts, 62
hyperlinks, 146–150
movie, 140–141
new slide, 26
organizational chart, 120
picture from file, 53, 89
picture from scanner or camera, 90
picture into tables, 110
slide from another presentation, 27

sound from CD, 136
sound from Clip Organizer, 135
sound from file, 134
table by drawing, 103
table columns and rows, 106
table from a layout, 102
table from Microsoft Word, 104
table from scratch, 102
WordArt, 62

• K •
keyboard shortcuts, 6
keywords, 88

• L •
labels, graph, 117
laptop, running show from, 184
legend, graph, 115
Line Spacing dialog box, 37
lines

arrowheads, adding, 67
color, 63
curved, 68
drawing, 66
grouping, 66
moving, 69
rotating, 69
stacking, 70–71
style, 63, 66

Link to File option, 89
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• M •
margin, 37
Master Layout option, 52–53
Master menu options

Handout Master, 75, 76
Notes Master, 56, 76
Slide Master, 36–39, 52

master slide, moving text on, 35
meeting, online, 192
menu, showing full, 16
merging presentations, 189
Microsoft Equation 3.0, 111
Microsoft Excel, importing from, 112, 123
Microsoft Graph window, 112–117
Microsoft Windows NetMeeting, 192
Microsoft Word

importing document into presentation, 23
importing organization chart from, 123
insert a table from, 104
sending handouts, notes or outline to, 177
sending presentation to, 24

motion path, 159, 160
movie

editing, 143
inserting, 140–141
resizing, 142

Movies and Sound menu options
Movie from Clip Organizer, 141
Movie from File, 140
Play CD Audio Track, 136
Record Sound, 137
Sound from Clip Organizer, 135
Sound from File, 134

moving lines and shapes, 69
moving text on a slide, 34, 35

• N •
narration, recording, 138–139
NetMeeting, Microsoft Windows, 192
New Presentation option, 8–10
new slide, inserting, 26
Normal View (Restore Panes) button, 34, 50
Notes Master, 56, 76
Notes Page

applying a color scheme to, 75
background, 56, 82
printing, 175
viewing, 56

• O •
online meeting, 192
On-Screen Presentation radio button, 10
opening a saved presentation, 7
opening PowerPoint, 12
Options dialog box, 12, 48, 179
Order menu, 53, 54
organization chart

creating default, 120
elements, modifying, 122
importing, 123
layout, 121
style, 121

Organize Clips link, 90, 91
outline, 22, 26, 176
output options, 10–11
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• P •
Package for CD dialog box, 178
page layout method, 24
Page Setup dialog box, 172, 174
paragraph spacing, 37
pasting

slide from clipboard, 29
between slides, 42

pattern, background, 80
PDF, converting presentation to, 191
pen, PowerPoint, 183
performance, optimizing, 180
permissions, 185
photo album, 8, 92–93, 194
picture

aligning and distributing, 97
animated GIF, 140–141
background image, 81
brightness adjustment, 98
color adjustment, 98
compressing, 99
contrast adjustment, 98
cropping, 96
embedded, 89
flipping, 96
grouping, 97
inserting clip art, 56, 63–64, 71, 88
inserting from file, 53, 89
inserting from scanner or camera, 90
inserting in tables, 110
linked, 89
photo album, 8, 92–93, 194
recoloring, 94

resizing, 95
rotating, 96
shadows, adding, 100
transparency, adding, 99

Picture menu options
Clip Art, 88, 91
From File, 53, 89
New Photo Album, 92
Organization Chart, 120
From Scanner or Camera, 90

Pointer Option, 183
PowerPoint Viewer, 179, 186
presentation

closing, 7
converting to PDF, 191
creating based on template, 9
creating blank, 8
creating with AutoContent Wizard, 10–11
custom show, 182
default view, 12
displaying multiple, 28
opening, 7
rehearsing, 171
reviewing, 188
running on two monitors, 184
saving, 12, 13
self-directed show, 183
self-running, 191
sending as e-mail attachment, 186, 187
sending for review, 187
sending to Word, 24
set up, 170, 180
timing, 171
title, 11
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presentation (continued)
transfer to FTP site, 190
Web, 193

Preserve Master option, 52–53
previews, large, 31
Print Preview, 57, 172, 174–176
printing

handouts, 174
options, 172–173
outline, 176
slides, 174
speaker notes, 175

projector, running show from, 184

• R •
Recolor Picture dialog box, 94
Record Narration dialog box, 138–139
Record Sound dialog box, 137
rehearsing, 171
Rename Master option, 52–53, 55
resizing

diagram, 127
movies, 142
picture, 95
text boxes, 35

reviewing a presentation, 188
rotating

lines and shapes, 69
picture, 96
text, 39

rows, table, 106–107, 109
ruler options, 38

• S •
Save as Web Page option, 193–194
saving a presentation, 12, 13
Scanner, inserting picture from, 90
self-directed show, 183
self-running presentation, 191
sending presentation

as e-mail attachment, 186
for review, 187

Set Up Show dialog box, 170, 180, 182–184, 191
shadows, 63, 100
shapes. See also AutoShape

moving, 69
rotating, 69
stacking, 70–71

shortcut, creating, 6
Slide Design pane

applying design, 26, 31, 54
categories, 9
color schemes, 30–31, 74–76, 151
default design, creating, 30
multiple slide masters, 55
Show Large Previews option, 31

Slide Finder dialog box, 23, 27
Slide Layout

table insertion, 102
text layouts, 25

slide master, 25, 54, 55
Slide Master View toolbar, 35, 52–53
slide number, adding to slide, 45
Slide Show menu options

Action Button, 153
Action Setting, 152
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Animation Schemes, 158
Custom Animation, 159–164
Custom Shows, 182
Record Narration, 138
Rehearse Timings, 171
Set Up Show, 170, 180, 182–184, 191
Slide Transition, 154–155, 171
View Show, 146, 180, 183

Slide Sorter, 41
slide template, applying, 26
Slide Transition pane, 154–155, 171
sound

editing, 143
inserting from CD, 136
inserting from Clip Organizer, 135
inserting from file, 134
playing on hyperlinks, 152
recording a comment, 137
recording a narration, 138–139

spacing, adjust line and paragraph, 37
speaker notes, 175
Spelling dialog box, 48
spreadsheet, importing, 112

• T •
table

borders, 107, 108
columns and rows, 106–107, 109
fill effects, 109
inserting by drawing, 103
inserting from a layout, 102
inserting from Microsoft Word, 104
inserting from scratch, 102

pictures, inserting, 110
shading cells, columns, or rows, 109
text, entering, 105
text, formatting, 105

Table menu, 106, 108
Tables and Borders toolbar, 103, 106–110
tabs, setting, 38
Task pane, 25–26, 30–31
template, 9, 26
text

animated, 160–161, 164–165
autocorrection, 47
autoformatting, 46
color, 84
copying and pasting, 42
copying text formatting, 50
editing, 34
finding and replacing words, 49
formatting attributes, 36
graph, formatting, 114
hyperlinked, 151
indents and tabs, 38
moving, 34, 35
rotating, 39
spacing, 37
spell checking, 48
table, 105
WordArt, 65

text box, 35, 64, 71
text placeholder, adding, 39
texture, background, 79
thumbnail, 28, 29, 41, 88
timings, 171
title, 111, 115
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title master, 25, 52–53
Title View icon, 23
toolbars

adding command to, 17
display options, 16
docking, 18
dragging, 18
removing command from, 17

Toolbars menu options
Drawing, 62–68, 70–71, 96–97, 100
Picture, 94, 96, 98–99
Tables and Borders, 103, 106–110

tools, customizing, 16–18
Tools menu options

AutoCorrect Options, 46, 47
Compare and Merge Presentations, 189
Customize, 16–18
Online Collaboration, 192
Options, 12, 48
Spelling, 48

transitions, 154–155, 171
transparency, adding to a picture, 99

• V •
view, changing default, 12
View menu options

Grid and Guides, 103
Handout Master, 57
Header and Footer, 44
List option, 7

Master, 35–39, 52, 75, 82
Normal, 22, 28
Notes Page, 56, 75, 82, 175
Ruler option, 38
Slide Show, 40
Slide Sorter, 41
Task Pane, 8, 25, 29
Toolbars, 62

viewing a slide show, 40

• W •
Web

photo album on, 194
presentation on, 193

Web Presentation radio button, 11
Web site, inserting hyperlink to, 147
Weight drop-down menu, 70–71
Window menu, 28, 77
Windows Metafile, 94
WordArt, 62, 65, 85
writing on slides, 183

• Z •
Zoom drop-down menu, 41
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