CD-ROM Included!

¢ More than 500 professionally-designed PowerPoint templates and backgrounds

Faithe Wempen

Mlcrosoft® B. o
B o e
'. : Tom Harris

Discover what makes
a great presentation

Add eye-popping

graphics and multimedia

Make a connection
with your audience

The book you need to suceed'






Microsolt®
PowerPoint® 2010
Bible

Faithe Wempen

WILEY
Wiley Publishing, Inc.



Microsoft® PowerPoint® 2010 Bible

Published by

Wiley Publishing, Inc.
10475 Crosspoint Boulevard
Indianapolis, IN 46256
www.wiley.com

Copyright © 2010 by Wiley Publishing, Inc., Indianapolis, Indiana
Published simultaneously in Canada

ISBN: 978-0-470-59186-4

Manufactured in the United States of America
10987654321

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permitted under Sections
107 or 108 of the 1976 United States Copyright Act, without either the prior written permission of the Publisher,
or authorization through payment of the appropriate per-copy fee to the Copyright Clearance Center, 222 Rosewood
Drive, Danvers, MA 01923, (978) 750-8400, fax (978) 646-8600. Requests to the Publisher for permission should
be addressed to the Permissions Department, John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030, (201)
748-6011, fax (201) 748-6008, or online at http://www.wiley.com/go/permissions.

Limit of Liability/Disclaimer of Warranty: The publisher and the author make no representations or warranties
with respect to the accuracy or completeness of the contents of this work and specifically disclaim all warranties,
including without limitation warranties of fitness for a particular purpose. No warranty may be created or extended
by sales or promotional materials. The advice and strategies contained herein may not be suitable for every situation.
This work is sold with the understanding that the publisher is not engaged in rendering legal, accounting, or other
professional services. If professional assistance is required, the services of a competent professional person should
be sought. Neither the publisher nor the author shall be liable for damages arising herefrom. The fact that an orga-
nization or Web site is referred to in this work as a citation and/or a potential source of further information does
not mean that the author or the publisher endorses the information the organization or Web site may provide or
recommendations it may make. Further, readers should be aware that Internet Web sites listed in this work may
have changed or disappeared between when this work was written and when it is read.

For general information on our other products and services please contact our Customer Care Department within the
United States at (877) 762-2974, outside the United States at (317) 572-3993 or fax (317) 572-4002.

Wiley also publishes its books in a variety of electronic formats. Some content that appears in print may not be
available in electronic books.

Library of Congress Control Number: 2010923569

Trademarks: Wiley and the Wiley logo are trademarks or registered trademarks of John Wiley & Sons, Inc. and/or
its affiliates, in the United States and other countries, and may not be used without written permission. Microsoft and
PowerPoint are registered trademarks of Microsoft Corporation in the United States and/or other countries. All other
trademarks are the property of their respective owners. Wiley Publishing, Inc. is not associated with any product or
vendor mentioned in this book.


http://www.wiley.com
http://www.wiley.com/go/permissions




Credits

Executive Editor
Carol Long

Project Editor
Maureen Spears

Technical Editor
Echo Swinford

Senior Production Editor

Debra Banninger

Production Editor
Kathleen Wisor

Copy Editor
Mildred Sanchez

Editorial Director
Robyn B. Siesky

Editorial Manager
Mary Beth Wakefield

Marketing Manager
Ashley Zurcher

Production Manager
Tim Tate

Vice President and Executive Group
Publisher

Richard Swadley

Vice President and Executive Publisher

Barry Pruett

Associate Publisher

Jim Minatel

Project Coordinator, Cover

Lynsey Stanford

Proofreaders

Nancy Carrasco
Jen Larsen, Word One

Corina Copp, Word One

Indexer

Robert Swanson

Cover Image

Joyce Haughey

Cover Designer
Michael E. Trent



About the Author

Faithe Wempen, M A, is an A+ Certified hardware guru, Microsoft Office Specialist Master
Instructor, and software consultant with over 90 computer books to her credit. She has taught
Microsoft Office applications, including PowerPoint, to over a quarter of a million online
students for corporate clients including Hewlett Packard, CNET, Sony, Gateway, and eMachines.
When she is not writing, she teaches Microsoft Office classes in the Computer Technology
department at Indiana University-Purdue University at Indianapolis (IUPUID), does private
computer training and support consulting, and owns and operates Sycamore Knoll Bed and
Breakfast in Noblesville, Indiana (www.sycamoreknol1.com).

About the Technical Editor

Echo Swinford has been a Microsoft PowerPoint MVP (Most Valuable Professional) since 2000
and has been awarded for her contributions to the PowerPoint community. For a time, she
worked for a medical education communications company, where she was responsible for the
development of presentations as well as enduring materials and standalone learning modules
for continuing medical education programs. With a master’s degree in New Media from the
Indiana University — Purdue University at Indianapolis School of Informatics, she’s worked as a
self-employed presentation specialist and PowerPoint trainer and consultant. Echo has been the
author and technical editor on several PowerPoint books and has been a featured speaker for the
PowerPoint Live user conference since its inception. When she’s not helping PowerPoint users
or developing presentations, you can find her updating her website, www.echosvoice.com or
engrossed in a cheap dimestore thriller on her Kindle.




»

Adtonowledyinenis

to executive editor Carol Long for the opportunity to work on this project. Maureen Spears

did a great job as my Development Editor, managing the process through some very tight
deadlines, and once again my wonderful technical editor Echo Swinford came through with
numerous improvements and suggestions that took the book up a notch in quality and
usefulness. Thanks also to my copy editor, Mildred Sanchez, for tightening up my language
and making sure I was making sense.

Iwas very fortunate to have a great team of experienced professionals on this book. Thanks

Vi



—— ——
: 2
211 A (€ CRRN A
Al 2 Grllannee
PTOIACE ..o XXIX

Part I: Building Your Presentation .........................1

Chapter 1: A First Look at POWETPOINT ......cooiiiiiiiiiiii i 3
Chapter 2: What Makes a Great Presentation? ............ccocooioioiiiiiiiiiiieiee e 37
Chapter 3: Creating and Saving Presentation Files ..., 57
Chapter 4: Creating Slides and TeXt BOXES .........cccociiiiiiiiiiiiiiiiiiiiiiicccc e 89
Chapter 5. Working with Layouts, Themes, and Masters .............cccoceviiiiiiiiiiiiiiiiece 115
Chapter 6: FOrmMatting TeXU ......coiiiioiiiiiiiiieit ettt 151
Chapter 7: Formatting Paragraphs and Text BOXES ..........ccccococooiiiiiiiiiiiiiee e 187
Chapter 8: Correcting and Improving TeXU ..........ccocoiiiiiiiiiiiiiiiieccc s 213
Chapter 9: Creating and Formatting Tables ... 235
Part II: Using Graphics and Multimedia Content ..........261
Chapter 10: Drawing and Formatting ObJECtS ............ccoiiiiiiiiiioiiiiiiiiiceeccc 263
Chapter 11: Creating SmartArt DIQZIAImS .......c.ooviioiiiiioiiiec ettt 311
Chapter 12: Using and Organizing CHP AT .....ococooiiiiiiiiiie e 331
Chapter 13: Working with Photographic Images .............ccocociiiiiiiiiiiiieee 353
Chapter 14: Working with Charts ...t 387
Chapter 15: Incorporating Content from Other Programs ..............c..cccocooooiiiiiiinii 421
Chapter 16: Adding Sound Effects, Music, and Soundtracks ............c.ccococooiiiiiiiiiiiii 437
Chapter 17: Incorporating Motion VIAO ..........ccooivieiiiiiiiiiii e 463
Chapter 18: Creating Animation Effects and Transitions ..o, 491

Part I1I: Interfacing with Your Audience ..................521

Chapter 19: Creating SUpport Materials ..............cccoiiiiiiiiiiiiieeccc e 523
Chapter 20: Preparing for a Live PreSentation ................ccocooioioiiiiiiieiiieieecee e 545
Chapter 21: Designing User-Interactive or Self-Running Presentations ................ccococoeverrnnnns 577
Chapter 22: Preparing a Presentation for Mass DiStribution ............cccccooveiininiiiiiie, 607
Chapter 23: Sharing and Collaborating ................ccooiiiiiiii 629
Chapter 24: Customizing POWETPOINE .........ociiiiiiiiiiiii i 649
PartIV: ProjectLabs .............cceiiiiiiiiiieeenen .. 673
Lab 1: Presenting Content without Bulleted LISES ........cccooioioiioiiiiiiiice 675
Lab 2: Adding Sound and Movement to a Presentation ............cccoocioiiiioioiiiiioiieec e 691
Lab 3: Creating a Menu-Based Navigation SYSLEIIL ..........cooiiiiiiiiiiiiiiiiiiic e 709
Lab 4: Creating a ClassTOOm GAITIE ............c.ociiiiiiiiiiiiiiieici e 729
Appendix: What's on the CD-ROM? .......oiiiiiiiiiiiiiiiiii e 749
TIURX e 753






ComEines

—— e St -

T - Vol <D ¢ 0 ¢

PartI: Building Your Presentation 1

Chapter 1: A First Look at PowerPoint ..........................3

Who Uses PowerPoint and Why? ... 4
Sales ..o
Marketing ..................
Human Resources
Education and TTaININg .......ocooooiiiiiiiee e 7
Hotel and Restaurant ManagemenLt .................ccoiriiiiiiiiniieeieeeeeeeccc s 8
Clubs and Organizations .............ccooiiiiiiiii e 8
What's New in PowerPoint 20107 ... 9
BACKSIAZE VIEW ..ottt 9
Better Support for Video Import and Editing .............cccococoiiiiiiiiiiii, 10
Output to Video and DVD ....oiiiiiiiiiiiiie e 11
CollaDOTALION. ...t 11
Other CRAIEZES ... ..ot 11
Learning Your Way around POWeTPOINL ...t 12
Starting and Exiting POowerPoint ... 12
Understanding the Screen EleMents ...........coooioiiiiiiiiiiic 14
Working with the RIDDON ..., 14
Working with Collapsible Tab Groups ..........cccccooovviiiiiiiiiiiiiiiieee 16
Working with Backstage VIEW ..., 17
Working with Dialog BOXES ...........coiiiiiiiiiiiiii e 18
Changing the VIEW ..o 20
INOTIAL VIEW . 20
SHAE SOTLET VIEW ..ottt 22
Slide SHOW VIEW ... 23
INOLES Page VIBW ..ot 24
Z00ming TN ANd OUL .o.vviiiiiiie e 25
Enabling Optional Display EIEMeENts ..o 26
RUILT . 27
GIIAINES . 28
GUIAES .t 29
Color/Grayscale/Pure Black and White VIEWS .........cccccoviiiniiiiiiiiiiiiice, 29



Contents

Opening a New Display WINAOW ...........ccoiiiiiiiiiiiiiiiiciccccc e 30
ATTangIng WINAOWS ...ttt 30
Switching among WINAOWS ...........ocociiiiiiiiiiieie e 31

Using the Help SYSLETI ......cooiiiiiiiiiiiiiiiiiiiicic e 31

Using PowerPoint SUpport RESOUTCES .........ccooiiiiiiiiiiiiiiiii i 33

Understanding Product ACHVALION ........oovoiiiiiiiiiiiiiec e 34
Adjusting Privacy SETHIIES .......corioiiiiitiiiiet ittt 35

SUIMIMATY ..o 36

Chapter 2: What Makes a Great Presentation? ...................37
Qualities of an Effective PreSentation .................cccoooiiiiiiiieoio oo
Developing Your Presentation Action Plan ...

Step 1: Identifying Your Audience and Purpose
Step 2: Choosing Your Presentation Method .............ccocoiiiiiiiiii
Speaker-Led Presentations .............ccocooioiiiiiiiiiieieeiec e
Self-Running PreSentations ...............ococoooiiioiioiiii oo
User-Interactive Presentations ..........coociiviiiiiiiiiiiioiiiec e
Step 3: Choosing Your Delivery Method ...........cccocoiiiiiiiiiiiiiiie
Step 4: Choosing a Theme That Matches Your Medium .............ccoooiiiiiinne, 44
Step 5: Developing the CONEENT .......ccoiviiiiiiiiiii et
Step 6: Creating the Visual IMage ..........ccocooiiiiiiiiiiiie e
Step 7: Adding Multimedia Effects ...
Step 8: Creating the Handouts and Notes
Step 9: Rehearsing the Presentation ..............ccocioiriiiiiiiiiiie e
Rehearsing a Live Presentation ............cccoccocoviiiiiiiiiiiiiieie e
Rehearsing a Self-Running Presentation ..................cococoooiiiiiiiioiiiiie 49
Rehearsing a User-Interactive Presentation ..............ccocooeeioiioiiiiniiciiieenn 49
Step 10: Giving the Presentation ............ccocoiiiiiiiiiiiieiece e 50
Step 11: Assessing Your Success and Refining Your Work ..., 50

Choosing and Arranging the ROOM .........ccooiiiiiiiiiiiii e 51

ChoOSING YOUT AT ...iiiiiiiiiiiii s 53

Keeping the Audience INerested ..........cooviiiiiiiiiiiiiiiei e 54
Speech TeChNIQUES ... 54
COMLENt TIPS .o 55

Managing Stage FTigRt ........ocoiiiiiii 55

SUIIMIATY .ttt ettt ettt ettt 55

Chapter 3: Creating and Saving Presentation Files ................57

Starting @ New Presentation ..........cocooiiiiiiiiiii i
Starting a Blank Presentation from Scratch ...
Starting a Presentation from a Template or Theme

Using a Sample Template ..........cocooiiiiiiiiiiiiiei i,

Using an Online Template .........ccccooiiiiiinns

Using a Saved Template .........ccooiiiiiiiiiiiiiiiic e,
Basing a New Presentation on an Existing One ...,
Basing a New Presentation on Content from Another Application ........................... 61




Contents

SaVINE YOUT WOTK ..ottt 62
Saving for the First TIMe ..........ooiiiiiiii e 63
Saving SubseqUeNt TIMIES ..........ooiiiiiiiiiiit et 64
Changing Drives and Folders ..............oooiiiiiiiiiiii e 64

Changing the Save Location (Windows 7) ..., 65
Changing the Save Location (Windows Vista) ...........ccccococioiiiiiiiiiiiicins 66
Changing the Save Location (Windows XP) ..o 67
Saving in a Different FOrMAt ............ocooiiiiiiiiiii e 68
Saving Slides as GraphiCs ..........cccooiiiiiiiiiiiic e 73
Saving Slide Text ONLY ......ocociiiiiiiiiii e 73
Specifying Save OPUOILS .......cuiuiiiiiiieiiii et 73

Setting Passwords for File ACCESS ..........oiiiiiiiiiiiiiiiiei e 75

Closing and Reopening Presentations ................cocooioiiiiiiiiiiiiiiic i 77
Closing @ PTeSENUAtION ......oviviiuiiiiiiiitii ettt 77
Opening a PreSentation ...........ociiiiiiiiiiiiic i 78
Opening a File from a Different Program ...............ccccooiiiiiiiiiiiie 80
Finding a Presentation File to OPen .........cccooiiiiiiiiiiiiiiecece e 82

Setting File PrOPETTES .....ociiiiiiiiiiii e 83

Managing Files from Within POWerPOINt ..........ococooiiiiiiiii e 85
Creating @ New FOIer ........ooiiiiiiiiiiiii e 85
Copying a Presentation ..........occiiiiiiiiiiii i 85
Deleting @ PreSeItAtION ........ociiiiiiiiiiiieit oottt 85
Renaming a PreSentation ..........cccoociiiiiiiiiiiiiiiii e 86
Mapping a Network DIIVe ........cooiiiiiiiiiiiiiiiiiice e 87

SUIMIMATY ...ttt 88

Chapter 4: Creating Slides and TextBoxes ...................... 89

Creating New SHAES ..o 89
Creating New Slides from the Outline Pane ..............ccooooiiiiiiiii 89
Creating a Slide from the Slides Pane .................cccoiiiiiiiiie 91
Creating a Slide from @ LayOoul ..........cocooiiiiiiiiiiei e 91
COPYING SHACS ... 92

Inserting Content from External SOUICES .............c.coiiiiiiiiiiiiiiiceeccc 93
Copying Slides from Other Presentations ...........ccccooioiiiioioioroeeienieeee e, 94
Inserting New Slides from an Outline ..............coooiiiiiiiii 94

Tips for Better Outline IMPOTtNG ........oooiiiiiiiiiet e, 95
Importing from Other Text-Based FOrmMAats ...........c.ccoocoiiiiiiiiiiiiiiens 97
POSt-IMPOTt CLEANUP ....ovveiiiiieiieiiet e 97
Opening a Word Document as a New Presentation ..............c..cccoooeciiioiiinecinnns, 98
Importing Text from Web Pages ...........cccooiiiiiiiiiiiiiiee 98

ManagINg SHAES .....oviiiiiii i 99
SeleCting SHAES ...t 99
Deleting SHAES ..ottt 99
UNAOING MISTAKES ..ot 100
Rearranging SHAES ..ot 101



Contents

Using Content Placeholders ... 103
Inserting Content into a Placeholder ............cccocooiiiiiiiii 104
Placeholders versus Manually Inserted ObJects ...........cocooviiiioiiiiiiiie 104

Creating Text Boxes Manually ............cccooiiiiiiiii e 105
When Should You Use a Manual Text BOX? .........cocooiiiiiiiiiiiiii 106
Creating a Manual TexXt BOX .......ccoooiiiiiiiiiiiiiiie e

Working With TeXt BOXES ......voiiiiiiiiiieieii et
Selecting TeXt BOXES ...t
Sizing a Text BoX ......cccooiiiiiiiiiiii
Positioning a Text BOX .........ccooiiiiiiiiiiiii i
Changing a Text Box’s AutoFit Behavior

SUIMIMATY ..o

Chapter 5: Working with Layouts, Themes, and Masters ...........115

Understanding Layouts and Themes ..........cocooooiiiiiiiiiiiiiie e
Themes versus TeMPLAteS ........ocoiiiiiiiiiiiiet e
Where Themes Are SLOTed .........ccoiiiiiiiiiiiiiiii e
Themes, Layouts, and Slide Master VIEW ...........cccooooiiiiiiiiiiiiiicieee

Changing a SHAe’'s LAYOUL .......ooiiiiiiiii e

APPLYING @ TREIME ..ottt
Applying a Theme from the Gallery ...

Applying a Theme from a Theme or Template File

Changing Colors, Fonts, and Effects ..........cccocoiiiiiiiiiicc
Understanding Color Placeholders ............cocooiiiiiiiiiiiiiii
Switching Color ThemeS .........ocoiiiiiii i
Understanding Font Placeholders ...
Switching Font TRemes ..........cooociiiiiiiiiie e
Changing the Effect Theme ...,

Creating and Managing Custom Color and Font Themes
Creating a Custom Color Theme ...
Sharing a Custom Color Theme with Others
Deleting a Custom Color Theme ..........cocooioiiiiiiiii e
Creating a Custom Font Theme ...,
Sharing a Custom Font Theme with Others ...
Deleting a Custom Font Theme ..........ccocooiiiiiiiiiiii e

Changing the Background ............cccociiiiiiiiiiiii e
Applying a Background Style ...
Applying a Background Fill ...
Working with Background Graphics

Displaying and Hiding Background Graphics ..........cccccooiiiiiiiiiiiii 135
Deleting Background Graphics ............ccccooiiiiiiiiiiiiii e 135

Adding Your Own Background Graphics ............ccccoviiiiiiiiiiiiie, 136

Working with Placeholders .............coiiiiiiiiiiiiiie e 136
Formatting a Placeholder ... 137
Moving, Deleting, or Restoring Placeholders ...........ccococoiiiiiiiiiiii 137

xii



Contents

Displaying the Date, Number, and Footer on Slides .............cccccoooooiiiiiiinn. 138
Date and Time ...
Slide NUMDET ..o
FOOLET o
Don’t Show on Title Slide ..o
Customizing and Creating LayOULS ........ccoocioiiiiiiiiiiiiiee e
Understanding Content Placeholders .............cccoocooiiiiiiiiiiii
Adding a Custom Placeholder ...
Deleting and Restoring a Custom Placeholder
Overriding the Slide Master Formatting for a Layout ............ccccoooiiiiiiiniins 143
Creating @ New LayOUuL .......coociiiiiiiiiiiii e 143
Renaming a LayOUL ... 144
Duplicating and Deleting LayOuLs ..........ccccciririiiiiiiiioiie et 144
Copying Layouts Between Slide MaSters ...........cocooiviviiiiiniiiiiiete e 145
Managing SHAe MAaSIETS ........c.ooviiiiiiii et 145
Creating and Deleting Slide Masters ............ccocooiiiiriiiiiiiiiieee e 146
Renaming a SHde MaSLeT ........ccooviiiiiiiiiiiei e 146
Preserving a SHide MaSter .........cocooioiiiiiiiieii e 147
Managing TheImes ..o 147
Creating @ New TREmIe .......ocooiiiiiiiii e 148
Renaming @ THEIMe .....cooiiiiiiiiie e 148
Deleting @ TREINE .......ociiiiiiici e 148
Copying a Theme from Another Presentation ............cccccoooeoioioioioiiiieiiccn. 149
SUIMIMATY ..o 149
Chapter 6: Formatting Text .................................151
Changing the FOTU ..o 151
Choosing the RIght FONLS ..ot 152
Changing the Font Theme ..o 154
Applying a Fixed FONU ..o 155
Using the Font Dialog BOX .....c.ccooiiiiiiiiiiiiiii i 156
REPIACINE FOTILS ...iiiiiiiieic e 156
Changing the FONU SIZE€ ...ttt 157
Choosing the Right Sizes ... 157

Specifying a Font Size
Adjusting Character Spacing
Changing Font Color/Text Fill ...
Applying a Text OUHNE ........cooiiiiiii i
ApPPLyINg Text AUTTDULES ....oiviiiiiiiii it

Changing TeXU CASE .........cueuiiiiiiiiet ittt
Applying WOTrdATE SEYIES ...
Applying Text EIECS ...iiiiiiiiiii e

SRAOW .

Reflection

GlOW e




Contents

Bevel (B-D fOTMaL) ..ooiii oo 173
3-D ROTALIOM ..o 176
TIanSIOTII L. 177
Applying a Transformation ..o 177
Modifying a Transformation ..............ococoiviiiiiiiic e 178
Tips for Using the Follow Path Transformations ...........c.c.cccooeiiiiinnnn. 178
Copying Formatting with Format Painter ...............cccoiioiiiiiiiiiicccc e 180
INSETtNG SYMDOLS ....iiiiiii e 181
Inserting Math EQUALIOTIS .....c.ooviiiiiiiiiieic e 182
Inserting a Preset EQUAtiON .........ccoociiiiiiiiiiiiiie e 182
Creating a New EQUation ... 182
Switching Between Professional and Linear Layout ..............cccccoooooiiioiiiiiiin 184
Formatting an EqQUatioN ..o 185
SUIMNIMATY ..ttt et et 185
Chapter 7: Formatting Paragraphs and TextBoxes ................187
Formatting Bulleted LiSES .......ooiiiiiiiiii i 187
Bullets and the Slide MaSter .............cocooiiiiiiiiiiiiii e 188
USING BUILEE PTESELS ....vviiiiiiiiiiie e 189
Changing Bullet Size and ColoT .........ccocooiiiiiiiiiiiii e 189
Changing the Bullet Symbol ... 190
Resetting a Bullet PTESEl ...........cooiiiiiiiiiiiiiiiiiiiiic e 191
Using a Picture BUllet ........ocoooiiiiiiiiii e 192
Formatting Numbered LiSES .......ooooiiiiiiiiii i 193
Using NUmMDeTing PIeSets .......cooooioiiiiiiiiiiiiieiet e 194
Changing Number Size and Color ............coiiiiiiiiiii e 194
Changing the Start Number
Setting Tabs and INAENTS ...ttt
Working with TNAemts .. ..ot
Working With Tabs ...
Adjusting Line SPACIIIE .........ociiiiiiiiii i
Changing Horizontal AGNMENt ........ccooiiiiiiiiiii i
Formatting Text BOXES ......ccooiiiiiiiiii e
Applying Fills and Outlines
Setting Fill TranSparemncy ...........cocooooiiiiiiiii e
Controlling Vertical Alignment
Changing Text Box ROATION ........cooiiiiiiiiiii e
Changing Text Direction ..............ccooeiiiinie.
Setting Internal Margins ..........ocooiiiiiiiiiii e
Creating Multiple COIUIMINS ........ooiiiiiiii e
SUIMIMATY ..o

Chapter 8: Correcting and Improving Text .....................213

Finding and Replacing TeXC ..........ccooiiiiiiiiiiiiiii e 213
Correcting Your SPelling .........cccooiiiiiiiiiiiiiiiiiiiii e 215

Xiv



Contents

Checking an Individual Word ...
Checking the Entire PreSentation ............cococooioiiiiiiiiiiiiiiiieece e
Setting SPelling OPLONS ......ooiiiiiiieii e
Working with Custom DICtONATIES ..ottt
Editing the Custom DIiCtionary .............cccccoieiiiiiiiioiiiiiiieeeeccce
Creating a New Custom DICONAry ...
Setting the Editing LANGUAZE .....ovovouiiiiiiiiiie e
Using AutoCorrect to Fix Common Problems ............ccocoooiiiiiiiiiii e,
Using AutoFormat As YOU TYPE ...c.ooiiiiiiiiiiiiii i
Using Smart Tags ...
Using the Research TOOLS .......oiiiiiiiiiii e
Looking up a Word in a DICHONATY .....ccoooioiiiiiiiieiiie e
Finding Synonyms and Antonyms with the Thesaurus
Translating Text into Another Language ..............ccooviiiiiiiiiiiiciceee
Using Research SIteS .........cooiviiiiiiiiiiiie e
Using Business and Financial Sites ...
SUINIMATY ..ttt

Chapter 9: Creating and Formatting Tables .....................235

Creating @ New Table ........ccocociiiiiiiiiiiiiiii e 235
Creating a Table with the Insert Table Dialog BoX .......ccccooooiviiiiiiiiiiiiic 236
Creating a Table from the Table BULton ............c.cccocooiiiiiiiiiiiiiee,
Drawing a Table ...

Moving around in a Table ...

Selecting Rows, Columns, and Cells ..o

Editing @ Table’s SITUCTUTE ....o.iiiiiiiiic e
Resizing the Overall Table ...

Inserting or Deleting Rows and Columns
Merging and Splitting Cells .........c.ccooiiiiiiiii e

Applying Table STYIES ..ot

Formatting Table Cells .........ccoiiiiiiiiiii e
Changing Row Height and Column Width ... 245
Table Margins and ALGNMENT ..ot 246
APPLYING BOTAETS ...t 246
APPIYINg Fills ..o 248

Filling Individual Cells .........cooiiiiiiiiiiiii e 248
Applying an Overall Table Fill ..., 249
Filling a Table with a Picture ... 249
Applying a Shadow to a Table ... 253
Applying a 3-D Effect to @ Table ..........ccooooiiiiiiiiie 254
Changing Text AZNMENT ........cocoiiiiiiiiiiiiic e 255
Changing Text DITeCtON ..........cooiiiiiiiiiiii e 256

Using Tables from WOrd ...........cooiiiiiiiiiiii e 256

Integrating Excel Cells into POWETPOINT .......o.oiiiiiiiiiiii 257

SUIMIMATY ..o 259

XV



Contents

Partll: Using Graphics and Multimedia Content 261
Chapter 10: Drawing and Formatting Objects ................... 263
Working with the Drawing TOOLS ...........cccooiiiiiiiiiiiiiiiiie e 263
About Vector GIaPNICS .....oviiiiiiiiiiii e 263
Drawing Lines and Shapes ..o 264
Straight or Curved LINeS .......cccooiiiiiiiiiiiiiie e 266

Freeform POLYZOMS ....ooiiiiiiiii e 2606

Flow-Chart CONMECLOTS ...ttt 267

CallOULS ..o 268

ACHON BULLOTIS ...t 268

Choosing a Different Shape ............cccooiiiiiiiiiiiii e 268
Editing @ Shape’s POINES ... 268
Adding Text t0 @ SHAPE ....oioiiiiiii e 270
SEleCting ODJECTS ...vcviiiiiiiiiieii et 271
Deleting ODJECLS ... 274
Moving and Copying ODJECLS ......oiviiiiiiii it 274
Within a SHde ... 274
From One Slide to ANOher .........ccoiiiiiiiii e 275
From One Presentation to ANOTher ..o 275

To ANOther PrOGram .........ccooiiiiiiii e 275
Using the Office Clipboard ...........oooiiiiiiiiiiiii e, 276
Understanding Object FOIMAatting .........ocoooiiiiiiiieiieic e 277
RESIZING ODJECLS ... 278
ATTANGING ODJECES ..ottt 280
Rotating and Flipping ODbJECLS ........cociiiioiiiiiiiiet e 280
Snapping Objects t0 @ GIId .....ocioiiiiiiiiie e 281
NUAZING ODJECS ..o 282
Aligning or Distributing ODbjects ..o 282
Aligning an Object in Relation to the Slide ..........ccccooiiiiiiiiiiiii 283

Aligning Two or More Objects with One Another .............c.ccooiiiiininn. 284
DiStributing ODBJeCtsS ....oviuiiiiiiiiiiieiee e 284

Layering ODJECTS ....o.ioviiiiieiiiii et 285
Working with Object GIOUPS ........ccooiioiiiiiiiiiiiiiiiiccc e 286
Applying Shape or Picture Styles ..o 287
Using Shape SLYLES ... 287
Applying PIiCture SEYLES ........coooiiiiiiiiiii e 288
Understanding Color SEleCtON ...........c.ciiiiiiiiiiiie e 289
Applying an Object BOTAer ..o 291
Border ATTDULES .......oiiiiiiii e 292
Creating a Semi-Transparent BoTder ..............cccocociiiiiiiiiiiiiiiiee e 293
Applying an Object Fill ... 293
SO FlLS oo 293
Gradient Fills ... 294

Xvi



Contents

Applying a One-Color Gradient Preset ..o, 294
Applying a Custom Gradient
Texture and Picture Fills ...
Background FillS ..o
Applying Object EffeCts ........oooiiiiiiiiiiiii i
PIOSCL e
SRAAOW ..o
REfLECHION .t
Glow and Soft EAZES .....coooiiiiiiiiiiiiiiiiccic e
BOVELS .
3-D Rotation and 3-D FOIMALtNG .......ccooiiviiiiiiiiiiiei e

Applying 3-D ROLAON ..ot

Applying 3-D FOrMAtting ..........cccooioiiiiiiiiiiii e
Tips for Creating Common 3-D Objects

Chapter 11: Creating SmartArt Diagrams .......................311

Understanding SmartArt Types and Their Uses ...........ccooiiiiiiiiiiie, 311
LIS e
PrOCESS .o
CYCLE o
HICTATCRY .ot
RelatioNSRIP ..o
Matrix ..o
PyTamid ..o
PICLUTE oo

Inserting @ DIQ@Iamm ........c.oooiiiiiiiiii i

Editing SMATtATE TEXT ...ooviiiiiii e

Modifying SMATTATT SEIUCIUTE .....c.iuiiiiiiiiiitiet s
Inserting and Deleting Shapes ...............ocoiiiiiiiiii
AddIng BUlLets ......ooviiiiiie e
Promoting and Demoting TeXU .........cooiiiiiiiiiiiiieie e
Changing the FIow DIreCUON .........ccoiiiiiiiiiiiiiie e
Reordering Shapes ..o
Repositioning Shapes ...........c..ccococeviinnns
Resetting @ GIaphiC .....cooooioiiiiiii e
Changing to a Different Diagram Layout

Modifying a Hierarchy Diagram StIUCIHUTE ............cocooiiiiiiiiiiiiiieii e
Inserting and Deleting Shapes ...........coiviiiiiiiiiiiiii e
Changing a Person’s Level in the Organization ...............ccccocooeiiiiiininneen, 323
Controlling Subordinate Layout OPtONS .........c.coooiiiiiiiiiiii e 323

Formatting a DIag@ramm .........ocooiiiiiiiiiii e
Applying a SmartArt Style
Changing SmartArt Colors
Manually Applying Colors and Effects to Individual Shapes ... 326




Contents

Xviii

Manually Formatting the Diagram TexXt ........c.ccccioiiioiiiiiiiiiiiiiiiiececeecees 327
Making a Shape Larger or Smaller ... 327
Resizing the Entire SmartArt Graphic ODbJect ...........oocooiviiiiiioiiiiiiec e 328
Editing 1N 2-D oo 328
Changing the Shapes Used in the Diagram .............ccocoooiiiiiiiiiiii e 329
Saving a SmartArt Diagram as a PICLUTE ........cocooiiiiiiiiiiii e 330
SUIIMATY ..ottt ettt ettt 330
Chapter 12: Using and Organizing ClipArt ..................... 331
Choosing Appropriate CHP AT .........ooiiiiiiiiii e 331
About the CHP OTZANIZET ....iiiiiiiiiiii i 332
Inserting Clip Art on @ SHAE ..ot 332
Clip Art Search Methods ..........ccooiiiiiiiii e 334
Using Multiple Keywords ...........cooiiiiiiiiiiiiiiic e, 334
Specify Which Media File Types to FINd .........ocoooiiiiiiiiiiiie 334
Work with Found CHPS ..o 335
Working with Clip Art ColleCtions ..............cocoiiiiiiiiiiiiiiieiec e 336
Opening and Browsing the Clip Organizer ..................ocoooiiiiii, 337
Using the Clip Organizer to Insert CHP ATt .....cocooiiiiiiiiiiiiiee e, 338
Creating and Deleting FOLAETs ..........ccooiiiiiiitiii i 338
Moving Clips Between ColleCtions ............ccooiiiiiiiiiiiiiiii i 339
Cataloging ClPS ..o 339
Working with CIL or MPF Files ..o 341

Deleting Clips from the Clip Organizer .............ccccoooioiiioiiiiioiiiiee 342
Inserting an Image from a SCAnmer ..o 342
Making Clips Available Offline ... 343
Strategies for Organizing Your CHPs ... 343
Working with Clip Keywords and Information ...............ccoocoiiiiiiiiiiii 344
Changing the Keywords for an Individual Clp .......c..cococooiiiiiiiiiiin 344

Changing the Keywords for Multiple Clips at Once ...........c.ccccococirieeiininiin 344

Browsing for More Clips on Office.Com .........oociiiiiiiiiiiicc 345
MOIYING CHP AT oo 348
Recoloring @ ClIP ..oviiiiiii e 348
Setting a Transparent COLOT .........ocooiiiiiiiie e 349
Deconstructing and Editing a CHP .........cccocooioiiiiiiiiiiiiiiiiiie, 349
SUIMITIATY ..ottt 351
Chapter 13: Working with Photographiclmages ................. 353
Understanding Raster GraphiCs .........ccoooiiiiiiiiiii e 353
RESOIULION ... 355
Resolution on Preexisting Graphics Files ..., 355

Resolution on Graphics You Scan Yourself ... 356

Resolution on Digital Camera Photos ............cccoooiiiiiiiiiiiii 357

COLOT DEPLR .o 358

TFle TOTIMAL ... 358



Contents

Importing Image Files into POWerPOINT ..........c.coiiiiiiiiiiiiiieeecccccc 360
Linking to a Graphic File ... 361
Acquiring Images from a SCAnNer .............occoioiiiiiiiiiiii e 362
Acquiring Images from a Digital Camera ..............cccoiiiiiiiiiiiiiee 364
Capturing and Inserting Screen SHOtS ..........ccciiiiiiiiiiiiiie e 364

Sizing and Cropping PROLOS ........cciiiiiiiii i 366
SIZING @ PROLO .ttt 367
Cropping @ PROLO ... 368
Resetting @ PROTO .......cooiiiiiii 372

Adjusting and Correcting PROTOS .......iiiiiiiiiiiii e 372
Applying Brightness and Contrast COITeCtONS ..........c..ocoirieiiiioiiieeiieeceee 372
Recoloring @ PICLUTE ........ovoiiiiiiiiiiiiiic e 374
Setting a Transparent Color and Removing a Background ... 375
Applying Artistic EffeCts ..o 377
Applying Picture Styles and Effects ............ocooiiiiiiiiii 377

Compressing IMAges ..o 379
Reducing Resolution and Compressing Images in PowerPoint .......................... 380

Reducing Resolution with a Third-Party Utility
Exporting a Photo from PowerPoint to a Separate File
Exporting a Graphic with Save As PIiCture ..o
Exporting a Graphic with the Clipboard ...,
Exporting Entire PowerPoint Slides as Graphics
Creating a Photo AIDUIM LayOuL ..........cooioiiiiiiiiiiiiiiiec e
Creating a New Photo AIbUm ...,
Modifying a Photo AIDUINL ...
SUINIMATY .ttt

Chapter 14: WorkingwithCharts ............................387

Understanding Charts ...
Parts 0f @ CRATT .o
PowerPoint 2010 versus Legacy Charts

Starting @ NeW CRATT ..o

Working with Chart Data ...
Plotting by Rows versus by ColUMNS ..........cccooiiiiiiiiiiiiiiiiee e
Redefining the Data RANEE ........coooooiiiiiiiieiieeee

Chart Types and Chart Layout Presets ..........ccoocoiiiiiiiiiioiiiiieee e

Working with Labels ...
Working with Chart Titles ...

Working with Axis Titles ..........ccccoeiiiiiniinn.

Working with Legends ..........coiiiiiiiii e
Adding Data Labels ...
Adding a Data Table .......ccoiiiiiiii

Controlling the AXES ...t
Using AXiS PIESELS ..o
Setting Axis Scale OPHONS ...
Setting a NUmMber FOIMAL .......cooiviiiiiii it




Contents

Formatting @ CRATT .........ocooiiiiiiiiiiiiii e
Clearing Manually Applied Formatting
Formatting Titles and Labels ............ccccooiiiiiiiiii
Applying Chart Styles ..o
Formatting the Chart ATea ..........ccocoiiiiiiiiiii i
Formatting the Le@end ..........ccooiiiiiiiiii e
Formatting Gridlines and Walls ...
Formatting the Data SETIes ..........ccocioiiioiiiiiiiiiiiiiiiiiice e

Rotating a 3-D Chart ..........coccooiiiiiiiieciee

Working with Chart Templates ..o
Creating a Chart Template ..........cocooiiiiiiiii e
Applying a Chart Template ............ccooiiiiiiiiiiiiiic s
Managing Template Files ...

SUIMITIATY .. et

Chapter 15: Incorporating Content from Other Programs ..........421

Working with External Content: An OVEIVIEW .........cccooiiiiiiiiiiiiiiiiieeicecccec e, 421
Copying Content from Other PrOGrams ............c.ocooioiiiiiiiiioioiiee e 422
Using the CPboard ...........ocoiiiiiii i 423
Using Drag-and-DIOP ...........ccioiiiiiiiiiiei et 425
Inserting Graphics from a File ..., 426
INrOdUCING OLE ..ot 426
Linking and/or Embedding Part of a File ..o 427
Embedding an Entire File ..o 429
Embedding a New File ..., 430
Working with Linked and Embedded Objects ...........c.cococooiiiiiiii e, 432
Opening and Converting Embedded ODbjects ...........ccocooviviiiiiniiiiiiee, 432
Editing a Linked or Embedded ODbject ...........cccoooioiiiiiiiiiiiiiii e 432
Changing How Links Update ..........cccooiiiiiiiiiiiiiiiiiiii e 433
Breaking a LInk ... 434
Changing the Referenced Location of a Link ... 434
Exporting PowerPoint Objects to Other Programs ..............ccccococirioeiiiiooiiiieiieee, 435
SUIMITIATY ..ttt ettt 435
Chapter 16: Adding Sound Effects, Music, and Soundtracks ........437
How PowerPoint Uses SOUNMS .........cociiiiiiiiiiiii e 437
Understanding Sound File FOIMAts ..........ccoooiiiiiiiiiii e 438
Where to FINd SOUNAS ....ooiiiiiiiii 439
When to Use Sounds—and When NOt t0 ........c.ccoiiiiiiiiiiiiii 439
Inserting a Sound File as an ICOM ......ccooiiiiiiiiiiii e 440
Choosing a Sound from the Clip Art Task Pane ..o, 440
Choosing a Sound from a File ... 443
Configuring Sound Playback ... 444
Adjusting Basic Playback Settings ...........cccocooioiiiiiiiiiiiiiioee e 444
Setting a Clip to Play on Mouse Click or MOUSEOVET .........cccciiiiiiiiiioiiiiiiiae 445
Fine-Tuning Playback Settings in the Animation Pane ............................... 446
Controlling When a Clip Will Play ........ccocoooiiiiiiiiii 447

XX



Contents

Delaying or Repeating @ SOUNA ...........cccooiiiiioiiiiiiiiiiiiiiciccccc e 448
Choosing the Starting and Ending Point for a Sound Clp .........ccccoooooiiiiiin 449
Setting the Starting Point with Effect Options ... 450
Setting the Starting and Ending Point by Trimming ..............cccocovivirinnn. 450
Adjusting the Fade DUTAtON ........cccoiioiiiiiiiiiioei e
Setting a Clip to Continue across Multiple Slides
Specifying the Sound VOIUIME .............ocoooiiiiiiiiiiiiiee e
Changing the Appearance of the Sound Icon .............ococooiiiiiiiiii
Assigning a Sound to an ODJECE ....oovoiiiiiiiiiii e
Adding a Digital Music Soundtrack .............ccooiiiiiiiiiiii i,
Adding a CD Audio Soundtrack ...
Adding the Insert CD Audio Command to the Quick Access Toolbar .................. 456
Placing a CD Soundtrack Icon on a Slide ..o,
Controlling When a CD Track Plays ...........ccccooiiiiiiiiiiiiiecee
Using the Advanced Timeline to Fine-Tune Sound Events
ReCOTAING SOUNAS ..ot
SUINIMATY ..ottt

Chapter 17: Incorporating Motion Video .......................463

Understanding Video TYPES .....oiiiiiiiiiiiit et
Adobe Flash Media ..o
Animated GIF ..o
Choosing a File Format for Your Video Recordings .............cccccooeviiiiiininionnnn.
Balancing Video Impact with File Size and Performance
Locating Video ClIPS ......voiiiiiiiiiiieiiei e

Placing a Video on a Slide ...

Inserting a Video from a File ...
Managing Video LINKS ........ccociiiiiiiiiiii e
Inserting a Clip as an ODJECE ....ovoviiiiiiiii i
Inserting a Video from the Clip Organizer .............ccccooioiiiiiiiiiniiiiiiiiiccce,
Linking to an Internet Video ..o

Managing Videos Between PCs and PowerPoint Versions .............cccccccocviiiiiiioiinennn,
Working with Older Presentations in PowerPoint 2010
Working with PowerPoint 2010 Presentations in Older Versions .......................... 474

Changing the Video’s FOrmMatting ..............ccocooiiiiiiiiii i
Choosing the Size of the Video Clip Window ...
Setting the Initial Image (Poster Frame) .............

Choosing an External Poster Frame ..............cccocoooiiiiiiiiiiii
Choosing a Video Frame as the Poster Frame ...............cccocoooiiiioiiiii 476
Resetting the POSter FTAMe ..........coooiiiiiiiiiiiei e 476
Applying Corrections and Color Washes ............ccocooiiiiiiiiiiiii 476
Applying Video Styles and Effects ............ccocooiiiiiiiiiiiiiiice 478
Compressing Media CHPS ........oooiiiiiiiiiie e 478
Specifying Playback OPUONS ...........cooiiiiiiiiiiii e 479
Displaying or Hiding Playback Controls ... 479
Choosing a Start TTIZEET .....coviiiiiiiiiiiet et 480



Contents

Making a Clip Play Automatically or On Click ..., 480

Playing the Clip on MOUSEOVeT .........ccccerviiiiiiiiainnen,
Triggering Play by Clicking Another Object
Choosing Clip Playback OPtons ..........ccoioiiiiiiiiiiiiiiiece e
Controlling the VOIUME ...........ccooiiiiiiiii e
Trimming the CHP ..o
Setting Fade In and Fade Out DUrations ...............cccooiiiiiiiiioiiiieeeeeee
Setting @ BOOKMATK ......ooiiiiiiiii i
Troubleshooting Video Problems ............coooiiiiiiiiiii e
Troubleshooting Videos That Won't Play ..........ccococioiiiiiiiiiiiie e
Troubleshooting Poor Playback Quality ...........cocooiiiiiiiiiiiie
SUIMIMATY ..o

Chapter 18: Creating Animation Effects and Transitions ............491

xXxii

Assigning Transitions to SHAES ........ocoooiiiiiiiii e
Setting Transition Effects and Timings ............ccocoovioiiiiiiiii e
More about Transition SOUNAS ...........ccociiiiiiiiii
Rehearsing and Recording Transition Timings ...
Animating Slide COMIENT ......oiiiiiiiii i
Animation: A First LooK ...
Choosing an Animation Effect ...
Changing an Effect’s DIrCtON ...........ocoiiiiiiiiiii e
Setting Animation Timing ...
Copying ANIMALION. .....iiiiiiiiii e
Special Options for Text ANIMALION .........ocooiiiiiiiiiiiii it
Changing the Grouping Level ..o
Animating Each Individual Word or Letter .............ccooiiiiiiiiiiiiiiis
Removing an Animation Effect ...
Assigning Multiple Animation Effects to a Single Object
Reordering Animation Effects ...
Setting Animation Event Triggers .................
Associating Sounds with Animations
Making an Object Appear Differently after Animation ...............coooeiiviciiinnnn.
Working with Motion Paths ...
Using a Preset Motion Path
Editing a Motion Path ...
Drawing a Custom Motion Path ...
Animating Parts of @ Chart ...
Controlling Animation Timing with the Advanced Timeline ... 516
ANIMALION TIPS ..ottt
Layering Animated Objects
SUIMITIATY ..ttt




Contents

PartIll: Interfacing with Your Audience 521
Chapter 19: Creating Support Materials .......................523
The When and How of Handouts ... 523
Creating HANAOULS ......oviiiiiiiiii et 524
CRhoOSING @ LAYOUL ..o.viviiiiiiiec e 524
Printing HANAOULS ......oooviiiiii e 525
Setting Printer-Specific OPONS ..o, 528
Using the Handout MaSter .........ccoooiiiiiiiiii i 530
Setting the Number of Slides Per Page ...........ccococooiiiiiiiiiiiiiiieiee 530
Using and Positioning Placeholders ...............ccooiiiiiiiiiiie e 532
Setting Handout and Slide Orientation ..o 533
Formatting HandouUtls ............cooiiiiiiiiiiiiiiiiiccc e 534
Creating SPeaker NOUES .........iiiiiiiieiii ettt 535
Typing Speaker NOLES .....c.coiiiiiiiiiiiit i 535
Changing the Notes Page LayouLl ..........ccccccociiiiiiiiiiiiiiiiiiiiieeccccec e 536
Printing Notes Pages ... 537
Printing an OULHINE ..o 538
Exporting Handouts or Notes Pages to WOTd ...........cccooiviiiiiiiiioiieie 538
Changing the Margins in Word ... 540
Change the Table ANMENt ...........cooiiiiiiii e 540
Change Alignment Within a Cell ... 540
Resize Rows and COlUMINS ...t 541

Turn On/Off Cell BOTAETS ......oiiiiiiiiiieii e 541
Apply a Background ..........ocooiiiiiiiii 541
Resize the GTaphiCs ..ot 542
SUIMIMATY ..o 543
Chapter 20: Preparing for a Live Presentation ...................545
Starting and Ending @ SHOW ........ccooiiiiiiiii e 545
Using the On-Screen Show COMNEIOLS .....oo.iiiiiiiiiiiiii e 546
Moving from Slide to SHAe .........cocooiiiiiiiiii 548
Jumping to Specific SHAeS .........ccoooiiiiiiiiiiii 549
Blanking the SCTeen ..o 550
Using the ON-SCIEEI PeIL .......ciiiiiiiiiii it 551
Hiding Slides for Backup USe ..........cocooiiiiiiiiiiiii i 553
Hiding and Unhiding SHAes ..o 553
Showing a Hidden Slide During a Presentation ..o, 554
USING CUSLOM SHOWS ... 554
Ideas for Using CUStOM SHOWS .......ooooiiiiiiiiiiii e 556
Creating CUSLOM SHOWS ......c.oiiiiiiiiiiiiiiciieccc e 557
Editing CuStom SROWS .........oiiiiiiiii e 558
Copying CUSLOM SNOWS ...ttt 559
Deleting CUStOM SHOWS ........oiiiiiiiiiei e 559

xxiii



Contents

Displaying a Custom SHOW ..........ccccoiiiiiiiiiiiiiiiiiiec e 559
Navigating to a Custom SHOW ..........ccooiiiiiiiiiiiic e 559
Navigating Back to the Main ShOW ..........ccooociiiiiiiiii 560
Creating a Hyperlink to a Custom ShOW ..........ccccoiiiiiiiiiiii 560
Using a Custom Show as the Main Presentation ..............cccocviioiiiinoiiiienenn 563
Creating and USINE SECHOIIS ........coiiiiiiiiiiii et
Creating a Section Break ..o
Renaming @ SECHIOM ........ccoiiiiiiiii i
Deleting @ SECHOIL ...iviiiiiiiiii et
Reordering SECtONS .........occoivieiiieiiieiec
Giving a Presentation on a Different Computer
Copying a Presentation to CD .......ocoiiiiiiiiiiiii e
Creating a CD Containing Multiple Presentation Files ............cccccocoiiiiiiiin. 568
Setting CoPy OPLOMS ...viiiiiiiiiiiiit et 569
Copying a Presentation to Other Locations ...........ccccooiiiiiiiiiiiiiiiiiceece, 570
Working with Audio-Visual EqUIpMent ... 571
Presenting with TWO SCTEENS ........ciiiiiiiiiiiiiii e 571
Configuring Display Hardware for Multi-Screen Viewing ..............cccooieinnnan. 572
Setting Up a Presentation for TWo SCreens ............c..cccocooooiiiiiiiiiiiie 573
Presenting with Two Screens Using Presenter VIEW .........cccccoooiviiiiiiiiiiniieenn, 574
SUIIMATY ..ttt ettt ettt ettt 575

Chapter 21: Designing User-Interactive or Self-Running
Presentations ............ ... .. iiiiiiiiiiiiiiia....577

Understanding User TNLeTACHIVILY ........ocoioiiiiiiiiiiiiiiiiiiiiccc e
Navigational Control BASICS .........ooiiiiiiiiiiiiii e
Types of Navigational COontrols ............cccocoeiiiiiiiiiiiii e
Evaluating Your Audience’s Needs
Creating Text Hyperlinks ...
Typing a Bare Hyperlink ..o
Creating a Friendly Text Hyperlink
Choosing the Hyperlink Address ...
Creating a Link to a Slide in This Presentation ...............ccccooeviiiiinncne, 584
Creating a Link to a Web or FTP Site .......ccccoooiiiiiiiiiiiiie 585
Creating a Link to a File on Your Hard Disk or Network ...............ccccoee.. 585
Creating a Link to an Application for Creating a New Document ............... 586
Creating a Link to an E-Mail Address ... 588
Editing or Removing Hyperlink
Creating Graphical Hyperlinks ...........cocooiiiiiiiiiiiii e
Creating a Graphical Hyperlink with Action Settings ...............ccocovoviniiiniene, 590
Creating a Graphical Hyperlink with Insert Hyperlink ..., 591
UsINg ACHON BULLOTIS ..ottt 591
Placing an Action Button on a SHde ...........cccooiiiiiiiiiiii 592
Adding Text to a Blank Action BULtON .........cccociiiiiiiiiiiiiiiiieeicccccec e 595
Formatting and Changing the Shape of an Action Button ..............cccococoooiirn. 596
Creating Your Own Action BULLONS ........cooiiiiiiiiiiiii e 596

XXiv



Contents

Creating Self-Running Presentations ..............cccccoioioiiiiiiiiiiiiiiic e 597
Recording Narration and Timings ........ccocooiiiiiiiiiii i 598
Setting Up the MICTOPRONE .......oooiiiiiiiiiii e 599
Recording the Presentation .............coocoiiiiiiiiiiiiiiiiiiiicee e 600
Re-Recording Narration for Certain SHAes .............ccooooiiiiiiiiiiiie 601
Removing NAITAtIOT .........cooiiiiiiiiiiii i
USINg KIOSK MOTE ..ot
Setting Up @ SECUTe SYSIEIM ...t
Securing Your Hardware
Making Sure the Presentation Continues to RUN .......ccocooiiviiiiiiiiiiie, 604
SUINIMATY ..ttt 605
Chapter 22: Preparing a Presentation for Mass Distribution ........ 607
Working with File PrOPEeTties ..........coiiiiiiiiiiiiiit i 607
Changing a File’s PrOPETties .........cooiiiiiiiiiiiiiit e 607
Removing Personal Information from a File ... 609
Checking for Compatibility and Usability .............ccocooiiiiiii e, 612
Assessing Prior-Version Compatibility ..........ccccooiiiiiiiiiiiiiiiii e 612
Checking AcCessTDILLY ......ovoviiiiiiie e 613
Compressing Media ..........cooiiiiiiiiiiiiiiiiic e 614
Limiting User Access to a Presentation ...............cccocoiiiiiiiiiiiiiiici e 615
Finalizing a PreSentation ...........ocooiiiiiiiiiiiicc e 615
Encrypting a File with a Password ............ococoiiiiiiiiiii e 616
Restricting Permissions ... 616
Setting Up Information Rights Management ..o, 616
Restricting Access to the Presentation
Removing ReSIIiCLIONS ..........ciiiiiiiiiiii i
Publishing a Presentation on a CD or DVD ..................
Copying to Other Locations ..............ccccccceene.
Including Multiple Presentations ....................
Setting Copy OPLOMS .....oouiiiiiiiiii i
Using a Packaged CD ...
Converting a Presentation to a Video File ...
Making a Movie DVD 0f @ Presentation ............cccoooioiiiiiiiiiiiiiiiicceceeeeee e
Broadcasting a Slide ShOW ...
Working with the PowerPoint VIEWeT ..........ccociiiiiiiiiiiiiii e
Downloading the PowerPoint VIEWET ............ccooiiiiiiiiiiiieiiec e
Playing a Presentation with the PowerPoint Viewer ..............ccccccoiviiinnninnnnn. 627
SUIMIMATY .. 627
Chapter 23: Sharing and Collaborating ........................629
Working with COMMENTS .......iiiiiiiiii e 629
AddIng COMITIEIILS ..o.iiiiiiiiii e 629
Printing COMIMEIIES ......ouiiiiiiiiiii i 630
Reviewing and Deleting COMIMEIS ..........coouiiiiiiiiiiiiiiieeieee e, 630
Comparing and Merging PreSentations .............cooooioiiiiiiiiiiiiieeiec et 632
Sharing Your Presentation File on @ LAN ... 633



Contents

Saving to @ Network DTIVe ........oooiiiiiiiiiiii e 633
Sharing a Folder on the Network ..o 633
Folder Sharing in Windows 7 with a Homegroup .........c.ccocoovvoiiiieriicnennnn 634

Folder Sharing in Windows 7 without a Homegroup .........c.cccoceveviirnnnn. 634

Folder Sharing in Windows VISt .........ccccoeiiiiriiiiiiiiii e 635

Folder Sharing in Windows XP ........cccooiiiiiiiiiiiiieee e 637

Sending a Presentation via E-Mail ... 638
Sharing a Presentation with Windows Live ... 639
Creating a SharePoint Slide Library ............cccoooiiiiiiiiiii 642
Creating a Slide LIDTary .........ocooooiiiiiiiiii e 643
Placing Slides into a Slide Library from PowerPoint .........c.c.ccccccooiviininniiia. 643
Placing Slides into a Slide Library from the SharePoint Web Interface .................. 645
Working with Slide Properties in a Library ...........ccccociiiiiiiiiiiiieec 645
Setting Properties for a Single Slide .............ococooiiiiiiiiii 645

Setting Properties for Multiple Slides at Once ...........ccoooiiiiiinii, 646

Pulling Slides from the Library to PowerPoint ..............cccooooiiiiiniiiiie 646
SUIMIMATY ..o 647

Chapter 24: Customizing PowerPoint .........................649

Setting Program Defaulls .............ccooooiiiiiiiiiiic e 649
Configuring the TTUSt CeTIET .......ccioiiiiiiiiiiiiieiii e 649
Setting Up Trusted LOCATONS ..ottt 654
Working with Trusted Publishers ..., 656
Trusted Document and Protected View Settings ..........occocoioiiiiiiiiiiiiniiiiiiee, 656
AdA-TNS o
ACHVEX SELIES ..ttt
MACTO SELLTIZS ..o
Message Bar ...........
File Block Settings
Privacy OPUONS ..o
Customizing the Ribbon
Minimizing the RIDDON .......oooiiiiiii 660
Displaying or Hiding Ribbon Tabs ............cccoiiiiiiiiiiiiee e, 660
Creating or Deleting a Tab or a Custom GIOUP ............ccccovoioiirioiiiiiiiiocoeeeean 601
Creating a Custom Tab ..., 661
Creating a Custom GIOUP ........occooviiiiiiii i 6062
Adding or Removing Commands ..............cocoiiiiiiiiiiioi e 663
Adding a Command ............ccooooieiiiiiin,
Removing a Command
Renaming or Reordering Tabs ...........ccocooiiiiiiiiiii 664
Resetting CUStOMIZATIONS ..o, 664
Importing and Exporting Customization Settings ...........cococerivieiiiiiieiiiiieee, 665
Exporting CUStomization ..........cccoooiiiiiiiii i 665
Importing Customization ...........ocoiiiiiiiiii i 665

XXVi



Contents

Customizing the Quick Access TOOIDAT ............cooiiiiiiiiiiiiiiiiieecc 666
Adding Common COmMMANGS .......ccooiiiiiiiiiii e 666

Adding Already-Available Commands to the QAT ........ccccocooiiiiiiiii 666

Removing Commands from the QAT ..., 667

Adding Other Commands to the QAT ... 667

Managing Add-INS ........ooiiiiiii e 668
Enabling/Disabling COM Add-INS .........cccooiiiiiiiiiiei e 670
Enabling/Disabling Smart Tags .............cccciiiiiiiiiiiieeeeeeeeccce e 670
Enabling/Disabling PowerPoint Add-INs ..........ccocoooiiiiiiiiiiiee e, 670
Customizing the Status BAT .........ccooiiiiiiiiiiii i 670
SUINIMATY ..ttt ettt 671
Part1V: Project Labs 673
Lab 1: Presenting Content without Bulleted Lists ................ 675
Lab 1A: Using Shapes as TeXt BOXES ........ccooiviiiiiiiiioiiii e 675

Lab 1B: Converting Bullets to SMArtATL ..........cococoiiiiiiiiiiiieiccccc e, 688

Lab 2: Adding Sound and Movement to a Presentation ............ 691
Lab 2A: Fading Text and Graphics In and OUL ........ccccooiriiiiiiiii 691

Lab 2B: Replacing One Picture with ANOther ..., 698

Lab 2C: Zooming In on @ PICTUTE ......ocooioiiiiiiiiiiiiiiiiiiiiicic e 701

Lab 2D: More Animation PractiCe ..............ccocoiiiiiiiiiiiiii i 702

Lab 2E: Using Transitions and Soundtracks .............cocooooiiiiiiiiiiiiice 706

Lab 3: Creating a Menu-Based Navigation System ................ 709
The SCEMATIO ... 709

Lab 3A: Making Room for a Navigation Bar .............cccoociiiiiiiiiiiiii 709

Lab 3B: Creating a Navigation BaT ...........ccocoiiiiiiiiiic e 718

Lab 3C: Creating a Graphical Navigation System .............ccccooiiiiioiiiiiiiiiiiccee 722

Lab 4: Creatinga ClassroomGame ............cciutueeneeennn 729
THe SCENMATIO ...t 729

Lab 4A: Making the Game BOard ...........ccccoooiiiiiiiiiiiiiiiiiic e 729

Lab 4B: Creating the Question SHAes ... 735

Lab 4C: Creating the Answer SHAES ........oocooiiiiiiiiiii i 739

Lab 4D: Linking Up the Game Board ...........cc.ococooiiiiiiiiiiiii e 743
Appendix: What'sonthe CD-ROM? ............. ..o, 749
Files 0N This CD ..o 749
Templates and Backgrounds .............cooiiiiiiiiiii e 749

Project Lab Files ... 751

System REQUITEINETIES .....ouiiiiiiiiiiii i 751
USING the €D oottt 751
Technical SUPPOTT ....iuiiii e 752
Index . ... i i i i i i i i e 753






