
Index

A
Advanced Timeline (Custom Animation pane),

172, 179

aligning

logos, tradeshow presentations, 167-168

placeholders in slide layouts, 25

shapes, 88

tabs in slides, 46-47

analogous color harmonies, 221

anchoring text to placeholders, 41-43

animation

Custom Animation pane

Advanced Timeline, 172, 179

Show Advanced Timeline, 172

Timing tab, 174

customer lists, adding to tradeshow presenta-
tions, 186-187

exit animations

adding to text slides, 194-195

Kiosk presentations, 144

logos, adding to tradeshow presentations,
168-174

message slides, adding to, 177-184

pictures, adding to tradeshow presentations,
197-199

schemes, 17

slides, adding to tradeshow presentations,
177-184

timing, 174

trigger animations, Kiosk presentations,
141-144

aspect ratios, tradeshow presentations, 165

audio, adding to tradeshow presentations,
201-203

autofitting (text), turning on/off, 34-35

Awards slide, Kiosk presentations, 145

B
backgrounds (slides)

Halloween scrapbook presentations, changing
in, 94-97

Hide Background Graphics option, 98
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no bullets presentations, changing for, 159

pictures, adding to, 95-97

borders (slides), changing, 66

broadcasting presentations, 17

bulleted text, 81-82

bulletless presentations, 149

clean themes, applying, 151

pictures, adding, 157-159

slides

adding, 155-156

changing backgrounds, 159

changing layouts, 152-153

consolidating, 154-155

creating from bullets, 151

formatting titles, 159-160

positioning titles, 159-161

removing titles, 159

business presentations, 21

picture placeholders, adding pictures to,
28-31

slide layouts

adding, 24

adding placeholders to, 24

aligning placeholders in, 25

applying to existing slides, 28

changing line spacing in, 32-33

creating, 23-26

naming, 26-27

reapplying line spacing, 34-35

turning on/off autofitting, 34-35

themes, applying, 22

buttons, Kiosk presentations

creating for, 135

layouts, adding to, 137

navigation links, adding to, 136

C
calendar tables, formatting for Kiosk pre-

sentations, 138-140

CDs

makeover files, 225

support applications, 226

charting (Excel), 15

charts

best practices, 61

changing type of, 57

converting from MSGraph style charts, 56

formatting, 58-59

templates, 16

clashing colors, color coordination, 209

clean themes, no bullets presentations,
151

clip art

transparencies, Kiosk presentations, 130

websites, 30

closing loop presentations, 200-201

color

clashing, 209

coordinating

changing theme colors, 208

choosing themes, 207-208

clashing colors, 209

text effects, 208

harmonies, 219

analogous, 221

double complementary, 223

monochromatic, 220

split complementary, 222
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text contrast, 210

gradients, 211

pictures, 212

theme text colors, 210

theme colors, 101-106

Comments feature, 91

Compatibility Checker, 16

complementary color harmonies

double complementary, 223

split complementary, 222

compressing presentations, 72

consistency in slide layouts, Halloween
scrapbook presentations, 117-118

consolidating slides, no bullets presenta-
tions, 154-155

Contextual tabs (Ribbon), 11

contrast (text/color)

gradients, 211

pictures, 212

theme text colors, 210

converting, MSGraph style charts to
PowerPoint 2007, 56

coordinating colors

clashing colors, 209

text effects, 208

themes

changing color in, 208

choosing, 207-208

copying

graphics, text slides, 193-194

slide formats

text slides, 191

tradeshow presentations, 189-194

copyrights, photos, 157

corporate presentations, 21

picture placeholders, adding pictures to,
28, 30-31

slide layouts

adding, 24

adding placeholders to, 24

aligning placeholders in, 25

applying to existing slides, 28

changing line spacing in, 32-33

creating, 23-26

naming, 26-27

reapplying line spacing, 34-35

turning on/off autofitting, 34-35

themes, applying, 22

cropping logos, tradeshow presentations,
167

Crtl+Alt+V keyboard shortcut, 15

Crtl+G keyboard shortcut, 15

Custom Animation pane

Advanced Timeline, 172, 179

message slides, adding animations to,
177-179

Play button, 180-184

Show Advanced Timeline, 172

Timing tab, 174

customer lists

animation, adding to tradeshow presenta-
tions, 186-187

copying slide format, 189-190

graphics, adding to tradeshow presenta-
tions, 184-186

customizing Ribbon, 16
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D - E
deleting layouts, Kiosk presentations, 134

Design tab

Ribbon, Theme gallery, 78-79

Tables Tool, 85

dialog launcher (Ribbon), 12

dialogs (nonmodal), 15

Dingbats font, 218

double complementary color harmonies,
223

Down arrow (Ribbon), 12

duplicate layouts, Kiosk presentations,
133-134

Duplicate Slide option (Slides pane), 82

editing

slides, school presentations, 68

text, 80

themes in Slide Master view, 66

within grouped objects, 15

end slides, creating for tradeshow presen-
tations, 200-201

events (timelines), formatting labels/lines,
50-53

Excel, charting, 15

exit animations

Kiosk presentations, adding to trigger set-
tings, 144

text slides, adding to tradeshow presenta-
tions, 194-195

F
fading logos, Kiosk presentations, 130

fills (pattern), 17

Fit to Slide (status bar), 14

fonts

Dingbats, 218

multiple fonts, using in presentations, 217

selecting, 217-218

theme fonts, Halloween scrapbook presen-
tations, 98-101

footnotes, 83

formatting

calendar tables, Kiosk presentations,
138-140

charts, 58-59

slide titles, no bullets presentations,
159-160

SmartArt diagrams, 49-50

tables, 56

text slides, copying from, 191

timeline event labels/lines, 50-53

framing logos, tradeshow presentations,
166

G
galleries

Picture Styles gallery, 215-216

Ribbon, 11

Shape Styles gallery, 212-213

gradient lines (graphics), 120-121

gradients, text contrast, 211
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graphics

customer lists, adding to tradeshow pre-
sentations, 184-186

gradient lines, 120-121

Halloween scrapbook presentations

creating for, 120-121

importing to, 122

slides, adding to tradeshow presentations,
174-176

SmartArt Graphics, 15

text slides, copying from, 193-194

text, adding to Kiosk presentations,
131-133

graphs, best practices, 61

group presentations, 75

footnotes, 83

placeholders, adding text to, 89

shapes, aligning, 88

slides

adding, 81

applying themes, 79

changing layouts, 77-78

dividing content between, 81-82

previewing themes, 78

pruning text, 80

tables, previewing changes in, 85

grouped objects, editing within, 15

groups (Ribbon), 11

H
Halloween scrapbook presentations, 93

backgrounds

adding pictures to, 95-97

changing, 94-95

graphic elements

creating, 120-121

importing, 122

music, adding to, 123-125

slide layouts

adding placeholders to, 109

applying, 115-116

consistency, 117-118

creating, 107-109

fine-tuning placeholders, 113-115

positioning placeholders, 112

renaming, 108

resizing picture placeholders, 110-111

themes

applying variations, 106

colors, 101-103

fonts, 98-101

healthcare presentations, 37

charts

changing type of, 57

converting from MSGraph style charts,
56

formatting, 58-59

placeholders

adding text to, 44

anchoring text to, 41-43

slide layouts, applying, 44

SmartArt diagrams, 48

adding to, 48

formatting, 49-50

resizing, 49

selecting for, 48

tables

creating, 54

formatting, 56

navigating, 56
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tabs

adding to, 45

aligning in, 46-47

themes, applying, 38-39

timelines, formatting event labels/lines,
50-53

Hide Background Graphics option, 98

holiday presentations, 93

backgrounds

adding pictures to, 95-97

changing, 94-95

graphic elements

creating, 120-121

importing, 122

music, adding to, 123-125

slide layouts

adding placeholders, 109

applying, 115-116

consistency, 117-118

creating, 107-109

fine-tuning placeholders, 113-115

positioning placeholders, 112

renaming, 108

resizing picture placeholders, 110-111

themes

applying variations, 106

colors, 101-103

fonts, 98-101

Home tab (Ribbon), Reset button, 78

I - J - K
importing graphics, Halloween scrapbook

presentations, 122

incomplete slides, designating, 91

IndigoRose Music Clips, 226

Insert From Scanner option, 17

Insert Slides from File feature, 16

keyboard shortcuts, 15

Kiosk mode (Kiosk presentations), setting
up, 145

Kiosk presentations, 127

Awards slide, 145

buttons

adding navigation links to, 136

adding to layouts, 137

creating, 135

calendar tables, formatting in, 138-140

Kiosk mode, setting up, 145

layouts

applying, 134

deleting, 134

duplicating, 133-134

logos

fading, 130

positioning, 129

shape effects, 138

text, adding graphic elements to, 131-133

transparency effects, 138

trigger animations

adding effects, 141-142

adding exit animations, 144

adding shapes, 141

adding trigger settings, 141-142

L
layouts (slide)

autofitting, turning on/off, 34-35

changing, 77-78
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corporate presentations

adding placeholders, 24

adding to, 24

aligning placeholders, 25

applying layouts to existing slides, 28

creating for, 23-26

naming for, 26-27

Kiosk presentations

adding buttons to, 137

applying to, 134

Award slide, 145

deleting in, 134

duplicating for, 133-134

line spacing

changing in, 32-33

reapplying in, 34-35

medical speaker training presentations,
applying to, 44

placeholders

adding text to, 44

anchoring text to, 41-43

resetting, 43

Slide Master inheritance, 41

titles, fitting, 43

libraries (slide), 16

lines (pattern), 17

links (navigation), adding to buttons, 136

live previews, 15

logos

Kiosk presentations

fading in, 130

positioning in, 129

tradeshow presentations, 165

aligning in, 167-168

animating in, 168-174

cropping in, 167

framing logos via shapes, 166

loop presentations

closing loops, 200-201

customer lists

adding animations to, 186-187

adding graphics to, 184-186

copying slide format, 189-190

logos, 165

aligning in, 167-168

animating in, 168-174

cropping in, 167

framing via shapes, 166

monitors, aspect ratios, 165

music, adding to, 201-203

slide masters, configuring, 165

slides

adding animations to, 177-184

adding animations to pictures, 197-199

adding exit animations to text slides,
194-195

adding graphics to, 174-176

adding pictures to, 196-197

animating message slides, 177-184

copying text slide formatting, 191

copying text slide graphics, 193-194

creating end slides, 200-201

creating message slides, 174-175

themes, color configuration, 164-165

M
Macro Recorder, 16

makeover files (CD), 225

Mark as Final button, 16
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medical speaker training presentations, 37

charts

changing type of, 57

converting from MSGraph style charts,
56

formatting, 58-59

placeholders

adding text to, 44

anchoring text to, 41-43

slide layouts, applying, 44

SmartArt diagrams

adding to, 48

formatting, 49-50

resizing, 49

selecting for, 48

tables

creating, 54

formatting, 56

navigating, 56

tabs

adding to, 45

aligning in, 46-47

themes, applying, 38-39

timelines, formatting event labels/lines,
50-53

message slides, tradeshow presentations

animating in, 177-184

creating for, 174-175

mini toolbar (slides), 14

monitors, aspect ratios, 165

monochromatic color harmonies, 220

More button (Ribbon), 11

MSGraph style charts, converting to
PowerPoint 2007, 56

multiple fonts, using in presentations, 217

multiple objects, selecting, 66

music

Halloween scrapbook presentations,
adding to, 123-125

tradeshow presentations, adding to,
201-203

N
naming slide layouts, 26-27

navigating tables, 56

navigation links, adding to buttons, 136

no bullets presentations, 149

clean themes, applying, 151

pictures, adding, 157-159

slides

adding, 155-156

changing backgrounds, 159

changing layouts, 152-153

consolidating, 154-155

creating from bullets, 151

formatting titles, 159-160

positioning titles, 159-161

removing titles, 159

nonmodal dialogs, 15

O - P
Office button, 10

Office themes, 14

Opuzz Sampler, 226
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pattern fills, 17

pattern lines, 17

PDF (Portable Document Format), saving
files as, 16

PFCMedia tools, 226

PFCPro tools, 226

photos

copyrights, 157

picture placeholders, adding to, 28-31

PhotoSpin Images, 226

picture placeholders, adding pictures to
(corporate presentations), 28-31

Picture Styles gallery, 215-216

pictures

animations, adding to (tradeshow presen-
tations), 197-199

clip art, 30

compressing, 72

no bullets presentations, adding to,
157-159

recoloring, Halloween scrapbook presenta-
tions, 97

resizing, school presentations, 70

slides, adding to, 69-71

backgrounds, (Halloween scrapbook
presentations), 95-97

tradeshow presentations, 196-197

text contrast, 212

Pictures from Geetesh, 226

placeholders

picture placeholders, adding pictures to,
28-31

slide layouts, 14

adding to, 24, 109

aligning in, 25

fine-tuning in, 113-115

positioning in, 112

resizing, 110-111

text

adding to, 44, 89

anchoring to, 41-43

Play button (Custom Animation pane),
180-184

positioning logos, Kiosk presentations, 129

PowerFrameworks Sampler, 226

PowerPoint

changed/missing features

animation schemes, 17

Insert From Scanner option, 17

Insert Slides from File feature, 16

Macro Recorder, 16

pattern fills/lines, 17

presentation broadcasting, 17

Producer for PowerPoint, 17

Recolor Picture tool, 16

Save as HTML option, 17

Select Multiple Objects tool, 16

Send for Review option, 17

interface

Office button, 10

QAT, 10

Ribbon, 11-12

Slide pane, 12

Slide workspace, 12

status bar, 14

Windows Control menu, 10

new features

chart templates, 16

charting, 15

Compatibility Checker, 16

custom layouts, 15
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editing within grouped objects, 15

keyboard shortcuts, 15

live previews, 15

Mark as Final button, 16

new file formats, 16

nonmodal dialogs, 15

Office themes, 14

picture effects, 15

placeholders, 15

Presenter view, 16

prompt text, 15

Quick Styles, 15

saving files as PDF, 16

Selection and Visibility pane, 15

shape effects, 15

slide libraries, 16

SmartArt Graphics, 15

tables, 16

text effects, 15

text handling, 15

Ppted Templates, 226

presentations

broadcasting, 17

compressing, 72

Presenter view, 16

previewing

live previews, 15

tables, changes in, 85

themes, 78

Producer for PowerPoint, 17

pruning text, 80

Q - R
QAT (Quick Access Toolbar), 10

Quick Styles, 15

Recolor Picture tool, 16

recoloring pictures, Halloween scrapbook
presentations, 97

recording macros, 16

renaming slide layouts, Halloween scrap-
book presentations, 108

Reset button (Home tab), 78

resetting slide layouts, 43

resizing

picture placeholders, Halloween scrap-
book presentations, 110-111

pictures, school presentations, 70

SmartArt diagrams, 49

text, school presentations, 70

titles, school presentations, 70

Ribbon, 11

Contextual tabs, 11

customizing, 16

Design tab

Tables Tool, 85

Theme gallery, 78-79

dialog launcher, 12

Down arrow, 12

galleries, 11

groups, 11

Home tab, Reset button, 78

More button, 11

tabs, 11

View tab, Slide Sorter button, 78

Ribbon Customizer, 226

right-click menu (slides), 14

RnR PPTools Starter Set, 226
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S
Sample SmartArt Chapter, 226

Save as HTML option, 17

saving files as PDF, 16

school presentations, 63-64

compressing, 72

slides

adding pictures to, 69-71

editing, 68

themes

applying to, 65

editing, 66

scrapbook presentations, 93

backgrounds

adding pictures to, 95-97

changing, 94-95

graphic elements

creating, 120-121

importing, 122

music, adding to, 123-125

slide layouts

adding placeholders to, 109

applying, 115-116

consistency, 117-118

creating, 107, 109

fine-tuning placeholders, 113-115

positioning placeholders, 112

renaming, 108

resizing picture placeholders, 110-111

themes

applying variations, 106

colors, 101-103

fonts, 98-101

Select Multiple Objects tool, 16

Selection and Visibility pane, 15

Send for Review option, 17

Shade Styles gallery, 88

shape effects, Kiosk presentations, 138

Shape Styles gallery, 212-213

shapes

aligning, 88

logos, framing, 166

shortcuts (keyboard), 15

Show Advanced Timeline (Custom
Animation pane), 172

sizing

picture placeholders, Halloween scrapbook
presentations, 110-111

pictures, school presentations, 70

SmartArt diagrams, 49

text, school presentations, 70

titles, school presentations, 70

slide layouts

autofitting, turning on/off, 34-35

Award slide, Kiosk presentations, 145

corporate presentations

adding placeholders to, 24

adding to, 24

aligning placeholders in, 25

applying layouts to existing slides, 28

creating for, 23-26

naming for, 26-27

Kiosk presentations

adding buttons to, 137

applying to, 134

deleting in, 134

duplicating for, 133-134

16_0789736810_index.qxd  10/8/07  3:16 PM  Page 237



slide layouts238

line spacing

changing in, 32-33

reapplying in, 34-35

medical speaker training presentations,
applying to, 44

placeholders

adding text to, 44

anchoring text to, 41-43

resetting, 43

Slide Master inheritance, 41

titles, fitting, 43

slide libraries, 16

Slide Masters, 40

placeholders, anchoring text to, 41-43

themes, editing, 66

titles, fitting, 43

tradeshow presentations, configuring for,
165

Slide pane, 12

Slide Sorter button (View tab), 78

Slide workspace, 12

slides

animations, adding to (tradeshow presen-
tations), 177-184

backgrounds

adding pictures to, 95-97

changing, Halloween scrapbook pre-
sentations, 94-97

Hide Background Graphics option, 98

borders, changing, 66

dividing content between, 81-82

end slides, creating for tradeshow presen-
tations, 200-201

formats, copying, 189-190

graphics, adding to (tradeshow presenta-
tions), 174-176

group presentations, adding to, 81

Halloween scrapbook presentations

adding placeholders to layouts, 109

applying slide layouts, 115-116

consistency between layouts, 117-118

creating layouts, 107-109

fine-tuning placeholders in layouts,
113-115

positioning placeholders in layouts, 112

renaming layouts, 108

resizing picture placeholders, 110-111

incomplete slides, designating, 91

layouts, changing, 77-78

message slides, tradeshow presentations

animating in, 177-184

creating for, 174-175

mini toolbar, 14

music, adding to tradeshow presentations,
201-203

no bullets presentations

adding to, 155-156

changing backgrounds, 159

changing layouts, 152-153

consolidating slides, 154-155

creating slides from bullets, 151

formatting titles, 159-160

positioning titles, 159-161

removing titles, 159

pictures

adding animations to, 197-199

adding to, 196-197

sizing, 70

placeholders, 14

right-click menu, 14

school presentations

adding pictures to, 69-71

editing in, 68
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tabs

adding to, 45

aligning in, 46-47

text

bulleted text, 81

pruning, 80

sizing, 70

text slides

adding exit animations to, 194-195

copying formatting, 191

copying graphics, 193-194

themes

applying, 79

previewing, 78

titles, sizing, 70

Slides pane, Duplicate Slide option, 82

SmartArt diagrams, 48

formatting, 49-50

presentations, adding to, 48

resizing, 49

selecting, 48

SmartArt Graphics, 15

sound, adding to

Halloween scrapbook presentations,
123-125

tradeshow presentations, 201-203

spacing (lines), slide layouts

changing in, 32-33

reapplying in, 34-35

speed, setting in animations, 174

split complementary color harmonies, 222

status bar, 14

styles, Quick Styles, 15

T
Table Styles gallery, 85

tables

calendar tables, formatting in Kiosk pre-
sentations, 138-140

creating, 54

formatting, 56

navigating, 56

previewing changes in, 85

Tables Tool (Ribbon), Design tab, 85

tabs

Ribbon, 11

slides

adding to, 45

aligning in, 46-47

TechSmith Demos, 226

templates (chart), 16

text

autofitting, turning on/off, 34-35

bulleted text, 81-82

color contrast

gradients, 211

pictures, 212

theme text colors, 210

color coordination, 208

fonts

Dingbats, 218

selecting, 217-218

using multiple fonts, 217

footnotes, 83

Kiosk presentations, adding graphic ele-
ments to, 131-133

line spacing

changing in slide layouts, 32-33

reapplying in slide layouts, 34-35
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message slides, adding to, 175

placeholders

adding to, 44, 89

anchoring to, 41-43

pruning, 80

resizing, school presentations, 70

titles, fitting in slide layouts, 43

text slides

copying

formatting, 191

graphics, 193-194

exit animations, adding to, 194-195

Theme gallery (Design tab), 78-79

theme name (status bar), 14

themes

color colors, 101-106, 207-208

fonts, 98-101

Halloween scrapbook presentations,
applying variations to, 106

medical speaker training presentations,
applying to, 38-39

Office themes, 14

school presentations

applying to, 65

editing in, 66

slides

applying, 79

previewing, 78

tradeshow presentations, color configura-
tion, 164-165

timelines, formatting event labels/lines,
50-53

Timing tab (Custom Animation pane), 174

titles

resizing, school presentations, 70

slides

layouts, fitting in, 43

no bullets presentations, 159-161

toolbars

mini toolbar (slides), 14

QAT, 10

tradeshow presentations

customer lists

adding animations to, 186-187

adding graphics to, 184-186

copying slide format, 189-190

logos, 165

aligning in, 167-168

animating in, 168-174

cropping in, 167

framing via shapes, 166

loops, closing, 200-201

monitors, aspect ratios, 165

music, adding to, 201-203

slide masters, configuring, 165

slides

adding animations to, 177-184

adding animations to pictures, 197-199

adding exit animations to text slides,
194-195

adding graphics to, 174-176

adding pictures to, 196-197

animating message slides, 177-184

copying text slide formatting, 191

copying text slide graphics, 193-194

creating end slides, 200-201

creating message slides, 174-175

themes, color configuration, 164-165

transparencies, Kiosk presentations, 130,
138

trigger animations, Kiosk presentations

adding

effects, 141-142

shapes, 141

exit animations, 144

trigger settings, 141-142
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U - V - W
view icons (status bar), 14

View tab (Ribbon), Slide Sorter button, 78

Windows Control menu, 10

workspaces (Slide), 12

X - Y - Z
Zoom tools (status bar), 14
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