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Symbols
35mm slides  34

A
Action Button command  158
action buttons  158
Action Settings command  159
activating presentations  86
Add Effect button  27
aligning graphics  129
animation effects  25

applying to all slides  25
bulleted items

building with  26
hiding/dimming  30

creating  26
custom, creating  26
for graphics  53
order of, changing  32
previewing  25
for text  25

arrows, adding to graphs  68
AutoContent Wizard  6

adding/removing presentation
types  14

graphs, customizing  54
AutoCorrect  83
AutoFit Options button  76, 84
Autoformat button  113
AutoLayout  106
autolayouts

Clip Art  42
switching  114
Title and Content  114
Title and Text  74

automatic slide shows
interrupting  163
running  161
spell-checking  81, 83

AutoShape command  135
AutoShapes  44, 112
AutoShapes button  44
axes, graph  64

adding titles to  64
formatting  66
scaling  66

Index

B
background, slide

creating  135
graphics, adding  49, 137, 140
transparent  53

Background command  135
black and white overheads  32
blank presentations  132
blanking screen  165
Bold button  80
bolding text  80
borders

adding/removing  129
chart area  67
on graphics  44
table  114, 121

boxes, org chart
adding/removing  107
selecting  112

branches, org chart  110
branching to subordinate slide

shows  157–58, 160
breaking lines  80
broadcasting presentations  154
bulleted items  20, 22

adding to slides  20, 75
building, with animation

effects  26
bullet character, changing  141
creating  21
deleting  22
demoting  22
dimming  30
editing  21
groups, selecting  88
hiding  30
ideal number of  22
levels, creating  22
organizing  87–89
selecting  88

Bullets and Numbering com-
mand  141

Bullets button  78
buttons, toolbar  11. See also

specific buttons
By Column button  57
By Row button  57

C
cancelling slide shows  31
category axis  64
cells

datasheet  57
table  56, 116

merging  119
setting tabs in  118
splitting  119

centering table text  119
changes

accepting/rejecting  98
reviewing  95
tracking  95

character formatting  78
chart area, formatting  67
Chart Objects box  62, 66
Chart Options command

(Graph)  62, 64
Chart Type button  59
Chart Type command (Graph)

59, 60
charts  54
charts, organization. See org

charts
checking

spelling  81–83
styles  80

clip art  42
color, changing  45
cropping  47
graphics, adding  45
inserting  42, 44

in background  49
in slides  42, 45

keywords for  47
positioning  45
searching for  42, 43, 47
sizing  45

Clipboard  84, 86
closing presentations  15
Collapse All button  90
Collapse button  91
collapsing outlines  90
color overheads  32
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color schemes  46, 146
changing  145
ready-made  145
setting default  148

Color Schemes area (Slide Design
task pane)  145

Color/Grayscale button  36
colors

changing  45
custom  136
effects of  146
making transparent  53
models  138
of onscreen pen, changing  171
in templates, changing  145

column graphs  61
Column Width command

(Graph)  57
columns, table

adjusting width  118
deleting  118
inserting multiple  118
inserting/deleting  117
resizing  57
selecting  117

combination graphs  61
commands  10. See also specific

commands
choosing from menus  10
displaying all on menus  10

comments
deleting  97
inserting  97
options  98
reviewing  98

converting presentations to
HTML  36

Copy button  84
Copy command  84
copying

formatting  80
multiple items  86
text  84

with drag-and-drop editing
85

with keyboard  85
between presentations  86
in tables  116

corporate templates  132
Create New Folder button  22
creating presentations  12, 16
Crop button  48
cropping graphics  47–48
custom

animation effects  26
colors  136
graphs  61
slide shows  162
templates  74, 132, 149

Custom Shows command  162
Cut button  84
Cut command  84
cutting text  84

D
data

entering in datasheets  56
entering in tables  116
excluding from graphs  58

Datasheet command (Graph)  59
datasheets  56

column width, adjusting  57
entering data in  56
excluding data from  58
labels  56
navigating in  56
selecting cells  57

date, adding  143
Decrease Indent button  22, 76
default graph type, changing  59
deleting

comments  97
org chart boxes  107
slides  23
table elements  117–18
text  22

delivering presentations
in person  30
over Internet/intranet  34

Demote button  32
demoting items 22, 32
design templates  73
desktop shortcuts  7
dialog boxes, help with  37
dictionaries  82–83
dimming bulleted items  30

docking toolbars  45, 116
drag-and-drop editing  85, 89,

107
Draw button  49
drawing

guides  126
in org charts  108
shapes  44, 128
on slides  170

Drawing toolbar  43, 126
drill-down files  157

E
editing

bulleted items  21
drag-and-drop  85
redoing  22
slides  17
subordinate items  22
tables  116
text  84
text, in Slides view  19
titles  20
undoing  22
WordArt  124

effective presentations  72
electronic slide shows  24, 54
empty templates  132
ending slide shows  172
equipment for slide shows  154,

167, 168
erasing onscreen pen marks  171
Excel  56
Exclude Row/Col command

(Graph)  58
excluding data from graphs  58
Exit command  39
Expand All button  91
Expand button  90
expanding outlines  90

F
files, preparing for slides  34
Fill Color button  69, 128
fill effects  128
filling in org chart boxes  106
fills, formatting graphs with  69
flipping graphics  129
Font box  78
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Font Color button  121
Font command  121, 135
Font Size box  78, 80
fonts

changing on slide masters  134
embedding  167
in graphs, changing  62
rules for using  78
size, changing  80

footers, adding to slide master
143

Format [Object Name] button  61
Format [Object Name] command

(Graph shortcut menu)  61
Format Legend command

(Graph shortcut menu)  63
Format Legend Entry (shortcut

menu)  63
Format Picture button  44, 49
Format WordArt button  124
formatting

with AutoShapes  112
characters  78
chart area  67
copying  80
graphs  61

axes  66
with fills  69
gridlines  66
legends  63
titles  62

graphics  51
handout masters  134
legends  63
notes masters  133
numbers, in graphs  67
org charts  112–13
slide masters  133, 135
tables  119
text  78
text, in tables  119
tick marks  66
title masters  133
turning on/off in Slide Sorter

view  92
WordArt  124

Formatting toolbar  11, 78

G
getting help  37
Go command (slide show)  170
Go to Slide  170
graph objects  61, 66
Graph, starting  57
graphics  42

adding
to background  49
to Clip Organizer  45
to slide master  140
to slides  42, 43, 49

aligning  129
animating  53
as backgrounds  137
borders, adding  44
color, changing  45, 49
cropping  47
file formats  51
flipping  129
handles  45
importing  51–52
inserting  52
moving/sizing  45, 48, 141
rotating  129
searching for  43, 47
selecting  45
sending behind text  141
sizing/moving  45, 48, 121
sounds, adding  53
transparent background  53
uncropping  48

graphs  54
adding to slides  54
arrows, adding  68
AutoContent Wizard, custom-

izing  54
axes  64, 66
borders, adding  44
chart area, formatting  67
column  61
combination  61
customizing  61
default format, changing  59
entering data  56
excluding data from  58
fonts, changing  62
formatting  61, 69

gridlines  66
labels  67
legends  63
line  60
moving/sizing  69
numbers in, formatting  67
objects  61
plotting by row/column  57
selecting objects  61, 66
slide layouts  54
text, adding  68
tick marks, formatting  66
titles

adding  62
adding, to axes  64
formatting  62

type, changing  59
Grayscale View toolbar  36
greeked text  73
Grid and Guides command  126
gridlines, graph  66
guides

drawing  126
moving/positioning  127
removing  126

H
handles  45
Handout Master command  134
Handout Master View toolbar

134
handout masters  133–34
handouts

creating in Word  36
printing  33

Header and Footer command
143–44, 149

help  37–38
Hide Slide button  156
hiding

bulleted items  30
slides  155, 156
Windows taskbar  7

HSL color model  138
HTML (HyperText Markup

Language)  35
converting presentations to  36
viewing coding  36
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hue  139
Hyperlink command  157

I
importing

Excel data  58
graphics  51, 52
scanned images into presenta-

tions  51
text from Word  75

Increase Indent button  22, 76
Information Rights Management

38
Insert Chart button  54
Insert Clip Art button  43, 140
Insert Clip Art task pane  140
Insert Comment button  98
Insert New Title Master com-

mand  133
Insert Shape button  108
Insert WordArt button  122
inserting

clip art  42, 44
comments  97
slides  75
table columns/rows, multiple

118
table elements  117
tables, into slides  114

installing features  32
interactive

objects  159
presentations  155
slide shows  160

Internet/intranet, delivering
presentations over  34

Italic button  78
italicizing text  78

K
keywords, clip art  47

L
labels

datasheet  56
graph  67

layouts
org chart, switching  109
slide, changing  54

switching  104
Title and Diagram or Organi-

zation Chart  104
Title Slide  132
Title, Text, and Content  56

LCD panels and projectors  154
Left Alignment button  78
legends  63
levels, org chart  110
Line Color button  129
line graphs  60
lines, breaking  80
linking presentations  157, 158
lorem ipsum text  73
luminance  139

M
magnifying org charts  111
Master command  134
masters  133, 135
menu bar  10
menus  10

choosing commands from  10
displaying all commands on

10
options for  14
personalizing  14
shortcut  14

Merge Cells button  119
merging cells  119
Microsoft Graph  54
Microsoft Office Online com-

mand  38
Microsoft Office PowerPoint

Viewer  166
Microsoft Web site  38
Microsoft Windows SharePoint

Services  38
Move Down button  88
move handles  11
Move Here command (shortcut

menu)  86
Move Up button  88
moving

graphics  45, 48, 141
graphs  69
legends  63
multiple items  86

org chart boxes  107
slide areas  135
among slides  169
tables  122
text  84

with drag-and-drop editing
85

with keyboard  85
with Move command  86
between presentations  86
in tables  116
with toolbar buttons  84

N
navigating

datasheets  56
slide shows  31, 156, 169
slides  9, 20
in tables  116

New Presentation task pane  73,
132

New Slide button  42, 75, 104,
114

Next command (slide show)  170
Next Slide button  9, 20
No Border button  121
Normal view  5, 9, 18, 19
Normal View button  18–19
notes area  9
Notes Master command  133
Notes Master View toolbar  133
notes masters  133
notes pane  5
notes, taking during slide shows

170
Nudge command  144
numbers

displaying on slides  144, 149
in graphs, formatting  67

O
object area  21
Object command  157
objects

graph  61
interactive  159

Office Assistant  7, 38
Office Clipboard  86
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Office On The Web command
38

OLE  157
opening

blank templates  132
presentations  16, 42

Order/Send to Back command
49, 129, 141

org charts  104
adding to slides  104, 105
boxes

adding/removing  107
filling in  106
formatting  113
organizing  107
selecting  106, 112

branches  110
default settings, changing  112
drawing in  108
formatting  112–113
layouts, switching  109
levels  110
lines in, sizing  108
magnifying  111
planning  106
problems displaying  150
scaling  111
selecting  111
size, considering  107
structure, formatting  113
tables, adding  116
text, formatting  112
uses for  104

Organization Chart Style Gallery
113

Organization Chart toolbar  104
organizing

bulleted items  87, 88
with drag and drop  89
org chart boxes  107
slides  89

in outline view  90
in Slide Sorter view  91

text  87
Outline tab  18, 24, 88

Outline view  18, 24, 87
organizing slides in  90
selecting multiple slides  24
vs. Slides view  17

outlines
collapsing  90
expanding  90
exporting  89
presentation  9

Outlining toolbar  88
outlining tools  88
Outlook  96
output

changing type  155
format of slides, setting  32
options  7

overhead projectors  154
overheads  32
overview pane  5

P
pacing of slide shows  163
Package for CD command  167
Package for CD feature  166
Page Setup command  32
Paint  52
Paste button  84
Paste command  84
pasting text  84
pausing automatic slide shows

165
pen, onscreen  170–71
Permission button  38
permissions  38
Picture toolbar  45
Picture/Clip Art command  43
Picture/From File command  51,

52
pointer, hiding/displaying in

slide shows  172
positioning graph labels  67
PowerPoint

Outlook and  95
quitting  39
shortcut icon, creating  7
starting  4

presentations
activating  86
blank  132
broadcasting  154
closing  15
converting to HTML  36
copying text between  86
creating

with AutoContent Wizard
6

from existing  16
from scratch  12
from templates  73

delivering  30, 34
editing  95
effective  72
importing scanned images into

51
inserting comments in  97
interactive  155
linking  157–58
opening  16, 42
outlining  9
output options  7
permissions  38
previewing, in black-and-

white  36
saving  14, 24

in different folders  22
on Web servers  38
with new names  14

self-running  163
sending for review  95–96
slides, adding  75
sound effects  32
spell-checking  82
template-based, adding text to

74
types of  7

previewing
animation effects  25
presentations, in black-and-

white  36
Previous Slide button  9
Print button  33
Print command  32
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printing
handouts  33
overheads  32
speaker notes  36
transparencies  32

projectors  154
Promote button  32
promoting subordinate items  22
proofreading  84

Q
quitting PowerPoint  39

R
ready-made color schemes  145
rearranging org chart boxes  107
recording sounds  32
recording timings  163
Redo button  22
redoing  22
Rehearse Timings button  164
rehearsing  169

slide shows  160
slide timings  163

reordering items with toolbar
buttons  88

repositioning text areas  76
Research service  38
Research task pane  38
resizing

columns  57
text areas  76

reviewers, choosing  96
reviewing

changes  95
comments  98
presentations  96

Reviewing toolbar  97
RGB color model  138
right-clicking  14
rotating

axis titles  64
graphics  129

rows, table
adjusting height  118
deleting  118
inserting multiple  118
inserting/deleting  117
selecting  117

Ruler command  69, 115, 118,
126

rulers
setting tabs with  118
turning on/off  69, 115, 118,

126
running slide shows  54

S
saturation  139
Save As command  14, 132
Save as Web page command  36
Save button  14
saving

blank templates  132
options  22
presentations  14, 24

in different folders  22
with new names  14
on Web servers  38

templates  132
to Web servers  38

scaling graph axes  66
scaling org charts  111
scanned images, importing  51
screen, blanking  165
ScreenTips  11, 37
searching for clip art  42, 43, 47
Select All command  94, 161
Select button  110
Select Row command  117
Selected [Object Name] com-

mand (Graph)  61
Selected Axis command (Graph)

66
Selected Axis Title command

(Graph)  64
Selected Chart Title command

(Graph)  62
Selected Gridlines command

(Graph)  66
Selected Legend command

(Graph)  63
selecting

bullet groups  88
bulleted items  88
cells, in datasheets  57
columns  117

graph objects  61, 66
graphics  45
multiple slides  95
multiple slides, in Outline

view  24
org charts  111

boxes in  106, 112
levels in  110

rows  117
slides, all  94
title area  122

selection handles  61
self-running presentations  163
Send To/Microsoft Word com-

mand  36
series axis  64
service bureaus  34
Set Transparent Color button  53
Set Up Show command  162, 166
setting tabs with rulers  118
Shadow button  78
shapes, drawing  44, 128
shortcut menus  14
shortcuts  7
Show Formatting button  92, 93
sizing

graphics  45, 48, 141
graphs  69
legends  63
slide areas  135
tables  117, 122

slide areas
moving on slide master  144
sizing  135

Slide Design command  146
Slide Design task pane  73, 145
Slide Layout Task pane  54
Slide Layout task panes  104
slide layouts, graph  54
Slide Master command  133
Slide Master view  134
Slide Master View toolbar  133–

34
slide masters  133

background, formatting  135
changing

color scheme  145
font  134
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color, customizing  136
formatting  133
graphics, adding  140
moving slide areas  144
repeating information on  143

slide pane  5, 88
Slide Show button  19, 30, 54
Slide Show view  19, 31
slide shows

advancing manually  171
automatic  161

ending  172
interrupting  163
pausing  165
preparing delivery  160

blanking screen during  165
branching during  157, 158,

160
custom  162
electronic  24
ending  172
equipment  154, 167, 168
hiding/displaying pointer  172
interactive  155, 160
interactive objects, adding

159
navigating  31, 156, 169
options  163
pacing  163
preparing delivery  160
rehearsing  160
running  54
self-running  163
speaker-controlled  160
subordinate, branching to

157, 158
taking notes during  170
tools  32, 168
viewing  30

Slide Sorter toolbar  92
Slide Sorter view  19, 91–92
Slide Sorter View button  19, 91
Slide Transition button  161
Slide Transition task pane  95,

161

slides
35mm  34
automatic timings, adding

161
animation effects, applying to

all  25
AutoShapes, adding  44
bulleted items, adding  20, 75
clip art, adding  42
deleting  23
drawing on  170
editing  17
effective, creating  72
fonts, rules for using  78
graphics, adding  42, 43
graphics, as background  143
graphs, adding  54
hidden, displaying  156
hiding  155
inserting  75
inserting tables  114
layout, changing  54
moving areas  135
moving to previous  31
navigating  9, 20
numbers, displaying  149
org charts, adding  104, 105.

See also org charts
organizing  89

in outline view  90
in Slide Sorter view  91

output options  32
preparing files for  34
repeating information  144
repositioning text areas  76
selecting  24, 94–95
sizing areas  135
subordinate items, adding  22,

76
thumbnail size, changing  92
titles, adding  74, 75
transitions, adding  93
transitions, changing speed of

95
Slides tab  18
Slides view  17–18
sound effects  32, 53

sound, recording  32
speaker notes, printing  36
speaker-controlled slide shows

160
speaking skills  72
special effects  24
spell-checking  81

adding words to dictionary  83
automatic  81, 83
entire presentation  82
one word  81

spelling alerts  20, 81
Spelling button  82
Split Cell button  119
splitting cells  119
Standard toolbar  11
starting

Graph  56, 57
PowerPoint  4

status bar  10
Style Checker command  80
subordinate items  22, 76
subordinate slide shows  157,

158
switching

autolayouts  114
from datasheet to graph  58
layouts  104
layouts, in org charts  109
templates  76
views  18, 88, 91

T
Table button  117
Table command  116, 119, 121
tables  114

adding to org charts  116
borders

adding/removing  121
turning off default  114

cells  116
merging  119
splitting  119
turning borders on/off  121

columns  118
editing  116
entering data  116
formatting  119
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tables (continued)
inserting

columns/rows  117
into slides  114

moving  122
navigating in  116
rows  118
sizing  117, 122
tabs  118
text

centering  119
changing color  121
formatting  119
moving/copying  116

Tablet PC  171
task panes  5

Clipboard  86
Insert Clip Art  140
New Presentation  132
Research  38
Slide Layout  54, 104
Slide Transition  161

taskbar, hiding  7
templates  9

applying  149
applying multiple  77
blank, opening  132
color schemes, changing  145
corporate  132
creating presentations with  73
custom  132, 149
customizing  74
design  9, 73
empty, creating  132
saving  132
switching  76

Templates folder  132
text

adding to graphs  68
adding to template-based

presentations  74
bold  80, 135
copying  84–86
cutting  84
deleting  22
editing  19, 84
formatting  78, 119

over graphics  141
greeked  73
importing from Word  75
italicizing  78
moving  84

between presentations  86
with drag-and-drop editing

85
with keyboard  85
with Move command  86
with toolbar buttons  84

organizing  87
pasting  84
table

centering  119
changing color  121
formatting  119
moving/copying  116

underlining  80
WordArt  122, 124

text areas  76
Text Box button  68
text effects  25, 122
thumbnails  92
tick marks, formatting  66
timings

adding to slides  144, 161
recording  163

Title and Diagram or Organiza-
tion Chart layout  104

title area, selecting  122
title bar  10
title masters  133
title slides  8
titles

adding to slides  74, 75
editing  20
graph  62
repositioning  76

toolbar buttons  11
displaying

hidden  12
displaying more/fewer  78
help with  37
moving text with  84
reordering items with  88

Toolbar Options button  11

toolbars  10, 11
buttons  11
docking  45, 116
Drawing  43, 126
Formatting  11, 78
Grayscale View  36
Handout Master View  134
Notes Master View  133
Organization Chart  104
Outlining  88
personalized  14
Picture  45
Reviewing  97
Slide Master View  133, 134
Slide Sorter  92
Standard  11
WordArt  123, 124

Transition button  94
transitions  94–95
transparencies  32
transparent background  53
turning rulers on/off  115
Type a question for help feature

37
type of graph, changing  59

U
Underline button  80
underlining text  80
Undo button  22
Undo Merge Cells command  119
undoing  22

V
value axis  64
View Datasheet button  58
View Show command  163
viewing

HTML coding  36
slide shows  30
Web presentations  36

views
black and white  36
Normal  5, 9, 18, 19
Outline  18, 24, 87

selecting multiple slides  24
Slide Master  134
Slide Show  19, 31
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Slide Sorter  19, 91
Slides  18
Slides vs. Outline  17
switching  18, 88, 91

W
Web Page Preview command  35
Web presentations  36

Web servers, saving files on  38
Windows taskbar, hiding  7
wizards  7
Word

creating handouts in  36
exporting tables from  116
importing text from  75

WordArt  122
editing  124
formatting  124
text effects  122

WordArt toolbar  123–24

Z
Zoom box  92, 111, 143, 144
zooming  92, 143–44


