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PowerPoint Toolbars

Clicking a toolbar button gives you instant access to many commonly used and powerful
commands. Here are some of the most frequently used PowerPoint toolbars (continued on

the inside back cover spread).

Standard Toolbar

Format Insert Microsoft Pick a Look
New Spelling Painter Excel Worksheet Wizard
Copy Insert insert
Save New Slide Org Chart Zoom Control
=12 I 2 Ln% 7 | EE |
Open Cut Undo Insert Report It
Graph
Print Paste Insert Microsoft Insert Help
Word Table Clip Art
Slide Sorter Toolbar
Transition Hide Slide
Show
Build Formatting
sl | _N T .s'l' n No Build Effect 3 w d
Lro.an..u e ElE=]m : 2] _I_. |
Transition Effects Rehearse
Timings
Build Effects
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Formatting Toolbar

Increase Center
Font Size Underline Alignment ‘

Promote
(Indent less)

[Book Antiqua

—

[talic Demote
Alignment (Indent
more)

Font Size

Decrease Text Shadow Bullet
Font Size On/Off
Graph’s Standard Toolbar
View Vertical
Datasheet Undo Gridlines Drawing

import

By Column Pattern

Chart Type

Text Box

Chart

Cut By Row Horizontal Color
Gridlines
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Since its introduction in 1987, Microsoft PowerPoint has pioneered new ways
of working with presentation graphics. PowerPoint introduced the concept of
a presentation as a single entity rather than discrete slides, and it has introduced
innovations with each new release.

PowerPoint 4 for Windows carries on the tradition, adding dozens of
features designed to make creating presentations even easier and more intuitive.
At the same time, it has grown more like its colleagues in the Microsoft Office
suite of Windows-based applications, sharing on-screen controls like menus
and dialog boxes, and techniques like drag and drop. PowerPoint has even
mastered the common language of communication shared by the Office appli-
cations, so you can now effortlessly pass text, numbers, and graphics among
the applications using drag and drop.

What’s New in PowerPoint 4

Whether you're a new user or a veteran, you'll appreciate PowerPoint’s many
new features. And if you're already familiar with other Microsoft Office appli-
cations, such as Microsoft Word or Microsoft Excel, you'll recognize many of
these innovations. Here is a partial list of the new features in PowerPoint 4:

m Dozens of usability enhancements, which make working in PowerPoint
a breeze. These enhancements include shortcut menus that appear
when you select an object, text, a toolbar, or an element in a graph and
then click the right mouse button; and customizable toolbars that
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display the most popular commands as buttons you can click on the
screen.

m Wizards, which assist you in laying the groundwork for a presentation.
The AutoContent Wizard helps you develop the ideas you'll present,
and the Pick a Look Wizard helps you design the look of your slides.

m Autolayouts, which offer a variety of preset slide layouts for title slides,
bulleted lists, and slides with graphs, organization charts, tables, clip
art, and other objects.

m Placeholders, which you can click to add titles, bulleted text, graphs,
tables, clip art, and more.

® Microsoft Graph 5, the newest version of the graphing application
shared by other Microsoft Windows-based applications. Graph 5 offers
many new features, including new chart types and new menus and
toolbars.

m In-place editing, which lets you create and edit tables or worksheets
using all the powers of Word or Excel, and create graphs using all the
capabilities of Graph 5 without leaving PowerPoint.

® Automatic exchange of outlines between Word and PowerPoint, which
allows you to click a single button in either application to send the
outline to the other application.

® Text Dragand Drop and Automatic Text Selection, which make it easier
to move and copy text and to select just the text you want.

® “Mark-up” mode, which lets you annotate slides by drawing on them
with the mouse pointer during a slide show.

About This Book

The object of this book is to give you the broadest possible understanding of
PowerPoint in the shortest possible time. It serves as a tutorial as you’re learning
PowerPoint and as a reference for looking up topics. This book assumes that
you have a working knowledge of Windows.

The parts and chapters of this book are organized in the order that you're
likely to need information as you create presentations in PowerPoint. Part 1,
which includes Chapters 1 and 2, introduces PowerPoint. You learn the basics
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of the PowerPoint environment, and you get off on the right footing by learning
the essential steps to follow whenever you create a presentation.

Part 2, which includes Chapters 3 through 8, provides guidelines for
creating the basic elements of the presentation. You learn how to start a
presentation and how to work in Outline view and Slide view to enter and
organize the text and add graphs, organization charts, and tables.

Part 3, which consists of Chapters 9 through 11, offers important informa-
tion on adapting the basic presentation to your specific needs. You leamn how
to change the overall presentation design, format the graphs you've created, and
use Slide Sorter view to view presentation-wide alterations.

Part 4, which includes Chapters 12 through 14, shows you how to embel-
lish a presentation with text annotations, drawings, clip art, and bitmapped
images.

Part 5, which consists of Chapters 15 and 16, gives you the information
you need to produce the fruits of your labor: printed pages, audience handouts,
and 35-mm slides. You also learn how to prepare and deliver electronic
on-screen presentations called slide shows, complete with transitions, builds,
sound, music, and video.

Part 6, which includes Chapters 17 and 18, covers advanced topics such
as using PowerPoint with other Windows-based applications and customizing
PowerPoint to suit the way you like to work. Part 6 also includes the Appendix,
where you'll find samples of the dozens of design templates that come with
PowerPoint.

Using This Book
In this book, when you see a key combination with a plus sign, like this:
Ctrl+Z

it means “Hold down the first key and then press the second key.” For example,
Ctrl+Z means “Hold down the Ctrl key and then press the Z key.”

A NEW! icon appears next to descriptions of features that are new to wl
PowerPoint 4 or that have been extensively revised from version 3. :

XXi
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Tips that contain helpful suggestions for getting more out of PowerPoint
are marked with this icon:

Tips that contain suggestions for enhancing the visual appeal of your
presentations are marked with this icon:

Whenever you see a note that looks like this, you'll find a reference
to another section of the book that provides additional, related
information.

Google/YouTube Exhibit 1006/1106

Page 0022



Infroducing
PowerPoint

Google/YouTube Exhibit 1006/1106
Page 0023



Chapter 1 Setting the PowerPoint Stage 3

Chapter 2 The Essential Steps 25
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Setting the
PowerPoint Stage

What Is PowerPoint? 4

PowerPoint, today’s leading presentation graphics program for Windows, does
more than just create charts and graphs. Here you'll find out everything that
PowerPoint can do.

PowerPoint Basics (Read This!) 6

Before you begin creating presentations, you need to know a few essential terms
and procedures.

Getting Help 23

Don't be reluctant to turn to PowerPoint’s online help whenever you have a
question. It's always there to save you.
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word processor prepares the text in your everyday life. A

spreadsheet calculates the numbers you need. And a database
stores the text and numeric information you’ve compiled. But to communicate
your knowledge and achievements, and to persuade the world at large, you
need the power of Microsoft PowerPoint 4 for Windows.

What Is PowerPoint?

PowerPoint is a presentation processor that takes the text and numbers you've
collected and hands back graphs and slides with the professional polish that
today’s sophisticated audiences demand.

PowerPoint follows the premise that you've never used presentation
graphics software. That's probably helpful even if you've used such programs
before. Unlike a word processor or spreadsheet that you might use daily, a
presentation graphics program gets pulled off the electronic shelf only occa-
sionally, so it must always seem familiar and easy to use.

PowerPoint 4 is the newest version of Microsoft's presentation graphics
software for Windows. You can buy it separately or as part of the Microsoft
Office bundle of Windows-based applications. In many large organizations,
PowerPoint is the standard-issue presentation graphics software.

PowerPoint takes you by the hand at the very first screen and gently guides
you through the process of creating a presentation. It asks for the text and
numbers it needs—you can type them in or import them from other applica-
tions—and it asks you to select from a palette of designs for the presentation.
Then PowerPoint produces the kind of vivid graphics and dazzling images you'd
expect from a professional artist.

Once the presentation is complete, you can print pages to hand out at a
meeting, add speaker’s notes, or create transparencies to project with a standard
overhead projector. You can even produce bright, crisp, 35-mm photographic
slides (if you have slide-making equipment or are willing to hand the presenta-
tion to a slide-making company). And that’s not all. You can also leave the im-
ages in a PowerPoint file, add special effects, and display them right on your
computer screen—or, with a computer projector, on a large audience-sized
screen. Electronic presentations like these are the hottest thing today, and
PowerPoint’s capabilities for creating and controlling electronic presentations
are state-of-the-art.
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Best of all, to create professional-quality visuals in PowerPoint, you don’t
have to be an artist. The program’s built-in design templates take care of the
presentation’s appearance. And you don’t have to be a2 computer expert to use
all of PowerPoint’s features. There’s always an on-screen prompt to lead you to
the next task, and often, when you have choices to make, one of PowerPoint’s
“wizards” appears to guide you through the preliminary decisions. About the
only thing PowerPoint cannot do is help you enunciate while speaking, but
the professional quality of the visuals will help give you the confidence to be
at your very best.

PowerPoint’s special presentation-making features can make your work
easier no matter what your presentation needs:

You need quick and easy, high-impact visuals to accompany a talk.
PowerPoint’s AutoContent and Pick a Look wizards and templates not only help
you design a presentation, but they can give you a basic presentation outline to
follow. You simply select a theme and design, and watch as PowerPoint gen-
erates eye-catching slides that are organized, consistent, and professional.

You need a fact-filled presentation with plenty of graphs and charts.
PowerPoint’s Graph, Organization Chart, and Table modules can help you
create elaborate visuals that depict numeric information, detail the structure of
an organization, and make comparisons among ideas.

You need a sophisticated electronic presentation with lots of razzle-
dazzle. Between slides, which can include animated graphs, sound, music,
and even embedded video, PowerPoint’s slide shows can serve up sophisticated
video-inspired transitions. Slide shows can also be interactive—you can branch
to a subtopic or call up hidden detail to support a supposition or respond to a
viewer’s question.

You need team-spirit presentations that display your group’s logo and

colors. Easily customizable slide masters and color schemes are all part of
PowerPoint’s repertoire. By editing the slide master, you can place a logo on
the background of every slide or select special colors to match the corporate colors.

You need to assemble existing text and graphics from other Microsoft

Office applications. PowerPoint can easily integrate text, graphs, numbers,
and diagrams from other Microsoft Office applications (such as Microsoft Word
and Microsoft Excel) into presentation materials. With object linking and em-
bedding (OLE—pronounced olé without shouting) implemented by the built-in
OLE2 software, you can even edit an object within PowerPoint that you created
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in another application. And while you are editing, you have access to all the
editing tools provided by the other application.

e For more information about object linking and embedding,
4 ' SO: see Chapter 17, “Using PowerPoint with Other Applications,”
page 407.

PowerPoint Basics (Read This!)

Although PowerPoint is extremely friendly and easy to use, you've got to know
a few basics before you can master the program. The rest of this chapter covers
the little bit of groundwork you need. But don’t worry; youwll soon start creating
an actual presentation.

PowerPoint’s Views

Unlike early presentation programs, which forced you to create and then save
a single slide at a time, PowerPoint creates entire presentations of slides, all
similar in appearance and all stored in a single file on your system.

NOTE: PowerPoint uses the word slide to refer to each page
of visuals in a presentation even though you may print the
presentation on paper or transparencies rather than create
356-mm slides.

The early presentation programs created only one slide per file, and thus
only one view was necessary. Because PowerPoint can create an entire presen-
tation’s worth of slides per file, it must provide more than one way to view the
slides. So instead of offering just Slide view, in which you work ona single slide,
PowerPoint also offers Outline, Slide Sorter, Notes Pages, and Slide Show views.
Each view lets you work on a different aspect of the presentation, and the
changes you make in one view show up in all the other views as well.

Slide View

In Slide view, you can refine and embellish an individual slide in your presen-
tation. You can enter and edit text, and you can add a graph, chart, or table to
a slide. You can also dress up a slide with drawings, pictures, and text annota-
tions. Figure 1-1 shows a slide in Slide view.
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Microsolt Powerloint - [Pre in :— FlGURE 1'1 .
JRLElc EdiLSe b W : Slide view.
[ [ | f:
ook Amiose ——
Vwho We Are
m Retired performers
m Working performers
m Theater patrons
m Theater owners
= = — —_— = ===
/S ) For more information about Slide view, see Chapter 5, “Working
SQ: with Text in Slide View,” page 93.
Outline View
In Outline view, PowerPoint displays only the text of the presentation, allowing
you to enter additional text or edit existing text without the distractions you
might find in Slide view. Figure 1-2 on the next page shows a sample presenta-
tion in Outline view. Because you work only with text in Outline view, you can
concentrate on the words of the presentation and the flow of ideas through the
slides. Outline view provides an excellent environment for organizing your
thoughts and materials before you switch to a different view, where you might
work on the design elements of the presentation.
&  Formore mfoxmat.lon about Outhne view, see Chapter 4, “Work-
. 'mg W1th Text in Outline View, » page 57.
v,
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FIGURE 1-2. Microsoit PowerPoint - [Presenta =%
. . Flle Edit View Insert Format Tools Draw Wi %
Outline view. g ST R0 s
@ Presentation to the Development Fund
@ Who We Are
* Retired performers
* Working performers
* Theater patrons
= Theater owners
@ Other Contributors
+ State Education Council
* State Development Fund
» Federal grants for the arls
= Corporate contributors
Current Budget
& New Year’s Budget
© What We Seek
RIS
Slide Sorter View
In Slide Sorter view, you see the slides of the presentation laid out in neat rows
and columns, as in Figure 1-3. Here you can see the result of sweeping changes
to the appearance of the entire presentation, such as a change of the template
that supplies the background design and color scheme. You cannot make
changes to the content of individual slides, but you can cut extraneous slides,
duplicate slides, and shuffle the order of slides just as if you had laid out real
35-mm slides on a tabletop.
By using Slide Sorter view before you print a presentation or generate
slides, you can check for inconsistencies among slides and gross errors such as
a graph that is positioned on the wrong part of a page. You can also give your
presentation a design overhaul by switching to a different template. When you
change templates, virtually everything about your presentation’s appearance
changes too. As a result, a lively, colorful presentation for the sales force can
become a stately, elegant presentation for the board of directors. Slide Sorter
view is also the place to add and edit the transition effects used between slides
during a slide show.
8
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Microsoft PowerPoint - [Presentation] | FIGURE 1-3.
: Slide Sorter view.

No Transition

Presentation tothe
Derelgpment Fund
Earh J

1

Lunmnt Bulzat i
&

@ €  For more information about Slide Sorter view, see Chapter 11,
SO: “Using Slide Sorter View,” page 303.

Notes Pages View

The fourth PowerPoint view is dedicated to creating speaker’s notes that the
person giving the presentation can use at the podium. Notes Pages view pro-
duces a smaller version of the slide on the top half of a page and leaves the
bottom half free for notes that the speaker can use during the presentation.
While in Notes Pages view, you can view a reduced version of each slide and
type in the accompanying text notes. Figure 1-4 on the next page shows a slide
in Notes Pages view.

e For more information about Notes Pages view, see “Adding
AISO:  speaker's Notes,” page 326.
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FlGURE 1-4, Microsoft PowerPoint - [Presentation]
Notes Pages view.

Slide Show View

The fifth PowerPoint view, Slide Show view, does not display a single, static

image. Instead, it shows the presentation progressing from slide to slide just like
a real slide show using projected 35-mm slides. However, unlike a real slide
show, which at best can only fade out of one slide before fading into the next,
a PowerPoint slide show can use eye-popping special effects to make the
transition fromi slide to slide. As one slide dissolves off the screen, for example,
the next slide can reveal itself gradually from top to bottom, and its bulleted
lines of text can glide in one by one from the side. Figure 1-5 shows a slide as
a new slide sweeps onto the screen from the lower right in Slide Show view.

= - ——

p€  For more information about Slide Show view, see Chapter 16,
AISO: “Creating Slide Shows,” page 387.

10
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FIGURE 1-5.
Slide Show view.
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Starting PowerPoint

Before you can see how easy it is to switch from one view to another, you must
get PowerPoint up and running. After the program is installed, a PowerPoint
icon should appear in one of the program group windows displayed by Program
Manager (the first program you see when you start Microsoft Windows). Every
windows installation is different, however. Many people create their own
custom arrangement of icons and windows in Program Manager. Other people
are given a standard arrangement of icons by their supervisor or by the com-
puter department at their workplace. Still others use special programs within
Windows that let them customize their screens and start programs with specific
mouse clicks or keyboard commands.

If you used the standard Windows Program Manager when you installed
PowerPoint, the Setup program allowed you to specify which Program Manager
group the PowerPoint icon would be placed in. If you installed the PowerPoint
icon with the other Microsoft Office application icons (the default), then you
probably placed its icon in the Microsoft Office group, as shown in Figure 1-6
on the next page. Wherever the PowerPoint icon is, double-click it to launch
the PowerPoint application.

11
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FIGURE 1-6. ' Microsoft Office I—r
The Microsoft = e
Office group in % % - =
Program Manager. Microsoft  WordDislog WordReadme  WordSetup  Microsaft  Microsaft
Word Editor Help Excel Query
= = SEN:
2 8 & 8
Microsoft MS Excel PowerPoint  PowerPoint  GraphicsLink
ExcelSetup  Readme Setup Viewer
PowrPoinl
Readme Help
When you start PowerPoint for the first time, you're invited to see a Quick
Preview of the software. If you want to skip the preview, simply click the Cancel
button. (You can always catch the preview later by choosing Quick Preview
from the Help menu.) After the preview ends or you click the Cancel button,
the PowerPoint window appears, displaying the Tip of the Day. Read the en-
lightening tip, and then press Enter to display the PowerPoint dialog box shown
in Figure 1-7. You use this dialog box to select a method for creating a new
presentation.
FIGURE 1-7. PowerPoint
The PowerPoint VR YRS RA
dialog box.
12
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TIP  1If you get tired of seeing a new Tip of the Day every
time you load PowerPoint, deselect the Show Tips at Startup
option in the lower left corner of the Tip of the Day dialog
box, and then click OK.

To follow along with the rest of this chapter, select the Blank Presentation
option and then click OK, or simply double-click the option. As shown in Figure
1-8, the next dialog box to appear is labeled New Slide. You use this dialog box
to select a slide layout for your presentation. PowerPoint offers 21 layouts, called
autolayouts, from which to choose. For now, click OK to create the first slide New!
with the default Title Slide autolayout, which is the appropriate slide for the '
opening of a presentation.

New Slide ? : FIGURE 1-8.
- The New Slide
dialog box.
€  For more information about the PowerPoint dialog box and
SO: autolayouts, see Chapter 2, “The Essential Steps,” page 25.
Switching Views
If you have successfully started a blank presentation and selected the Title Slide
autolayout, you are now in Slide view, looking at the first slide. Getting to a
13
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different view is simply a matter of clicking one of the five buttons in the lower
left corner of the presentation window.

ST e
[l B £ i T Ea el

Outline View | Notes Pages View
Slide Sorter View

Slide View

Slide Show

Go ahead and dlick the first four buttons one by one. When you click the
fifth button, the blank first slide of the presentation appears full-screen in Slide
Show view. No, your system hasn’t crashed. You just haven't created any slides
to present in Slide Show view yet. Simply press the Esc key to return to the
previous view.

Another way to switch between views is to use the View menu. To open
the View menu, click the word Viewin the menu bar, or hold down the Alt key
and then press the underlined letter in the menu name, in this case V.

fon]
VW ncert Farmat Tools Draw Window belp ISl
WEEE gtics o T[S [ IERET I e | |
n
[ Times New Rom|  Slide Sorter
Notes Pages
) Slide Show...

Master

Toolbars...
Ruler
Guldes

Click to add titl

The first four entries on the View menu lead you to the first four views.
The fifth entry, Slide Show, leads you to the Slide Show dialog box, from which
you can run the slide show.

14
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NOTE: If a command on a menu is dimmed, the command is
currently unavailable. If @ command is followed by an ellipsis, a
dialog box appears when you choose the command. If a
command Is preceded by a dof, it Is one of a group of mutually
excluslve commands. If a command is preceded by a check
mark, the command is currently active and can be toggled on
and off,

Controlling the PowerPoint Window

Like all windows in Microsoft Windows, the PowerPoint window has Minimize
and Maximize buttons in its upper right corner. The Minimize button shrinks the
PowerPoint window to an icon, and the Maximize button expands the window
to fill the screen. Clicking the Control button in the upper left corner displays a
menu with additional commands for restoring the PowerPoint window to its
previous size; moving, sizing, or closing the window; and switching to another
open application.

NOTE: When the PowerPoint window is maximized, the Maximize
button becomes the Restore button (with up and down arrows). If
you click this button, the window Is restored to its previous size. To
return the window to full size, click the Maximize button or choose
Maximize from the Control menu.

TIP When the PowerPoint window is not maximized, you
can use the mouse to move and resize the window. For
example, click and drag the window’s title bar to move the
window to a new location. To change the window’s size,
position the mouse pointer on one side of the window’s
frame, hold down the left mouse button, and when the
pointer changes to a double-headed arrow, drag the frame in
the desired direction.

Manipulating the Presentation Window

When you create a new presentation in PowerPoint or edit an existing one, the
presentation window occupies most of the PowerPoint window. To change the
presentation window’s location or size, you can use its buttons and Control

15
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FIGURE 1-9.

Two presentations
arranged side by
side using the
Window menu’s
Arrange All
command.
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menu commands just like you use the PowerPoint window’s buttons and
commands.

You can have more than one presentation open at a time so that you can
compare presentations or copy graphics or text from one presentation to an-
other. To open more than one presentation, choose Open from the File menu,
and when the Open dialog box appears, double-click the filename of the next
presentation you want to open. The new presentation window covers any
windows that are open, but you can use the commands on the Window menu
to rearrange the windows. For example, the Arrange All command places the
open windows side by side, as shown in Figure 1-9.

The Cascade command on the Window menu arranges open presentation
windows in sequence so that you can see all their title bars. You can then click
any title bar to bring a presentation window to the front. The Fit To Page com-
mand sizes the currently selected window so that it neatly fits the presen-
tation slide.

NOTE: Affer you use any of the commands on the Window menu,
you can stll manipulate each window individually by using the
window's buttons and Confrol menu commands.

Microsoft PowerPoint
Flle Edit View Insert Farm

WMECID
5| D"

GENERAL.PPT

i

#roermmkon b ke

Oewkpnenifud |
e 'DJ

1

0 her Cantitulns
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Using the Toolbars

Every command in PowerPoint resides on one of PowerPoint’s menus. This fact
isn’t very comforting, however, when you’re in a rush and you’d rather not have
to rummage through PowerPoint’s menus. Fortunately, to make life a little
easier, PowerPoint features several toolbars that contain buttons for the com-
mands you use most often. These toolbars are conveniently displayed in the
PowerPoint window so that you can access a command simply by clicking the
corresponding toolbar button. As shown in Figure 1-10, the default PowerPoint
window displays three toolbars: the Standard, Formatting, and Drawing tool-
bars. In addition to these toolbars, PowerPoint provides the Custom, Drawing+,
Microsoft, and AutoShapes toolbars.

Microsoft PowerPoint - [Presentation] (1=
PEVE Bt Yiew. InoertFormat Jools Drow Window Help 8
)= R e e o I s = e P e s T e e 1 Standard toolbar
[book amiaua —— [[84]2¢ | [ |l e S = 55 U2=5) () Formatting toolbar
e — Drawing toolbar

Presentation to the
Development Fund

Click to add subtitle

FIGURE 1-10.
The Standard, Formatting, and Drawing toolbars.

Displaying Toolbars

To display a toolbar that doesn’t appear by default, choose the Toolbars com-
mand from the View menu; when the Toolbars dialog box appears, as shown
in Figure 1-11 on the next page, click the check boxes for the toolbars you
want. Check boxes like these act as toggles. In other words, you click once to

17
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The Toolbars
dialog box.

18

Toolbars

S tandard

turn on the option (add the check), and you click again to turn off the option
(remove the check).

Try turning on an additional toolbar now by clicking the check box to the
left of Microsoft in the Toolbars dialog box. When you click OK, the Microsoft
toolbar appears in the PowerPoint window, just below the Formatting toolbar.
The Microsoft toolbar contains buttons that you can use to launch other Micro-
soft applications. To remove the Microsoft toolbar, return to the Toolbars dialog
box, and clear the Microsoft check box by clicking it again.

All of PowerPoint’s toolbars can be customized to include only the buttons
you want. You can also move buttons from one toolbar to another.

——

€ For more information about customizing toolbars, see “Custom-
A|SO:  izing Toolbars,” page 428. il

Positioning Toolbars

By default, PowerPoint arranges its toolbars where they fit best on the screen,
but you can change this arrangement to create a workspace that you find more
comfortable. A toolbar can be located along one of the four sides of the
PowerPoint window, or it can be free-floating within the window. You might
want to leave the default arrangement of toolbars for now. When you become
more familiar with PowerPoint, you can position the toolbars to suit your needs.
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To move a toolbar, first place the mouse pointer within the borders of the
toolbar, but not on top of any button. Then hold down the left mouse button,
and drag the toolbar to a new location on the screen. When you release the
mouse button, the toolbar drops into its new position, and, if necessary, the
presentation window inside the PowerPoint window adjusts to make room. If
you drag a toolbar to one side of the PowerPoint window, the toolbar automat-
ically changes shape to fit the space. If you drag the toolbar toward the middle
of the screen, the toolbar becomes a box. After you drop a toolbar into place,
you can reshape it by dragging its borders just as you reshape a window. Figure
1-12 shows the Drawing toolbar placed within the PowerPoint window.

Micrasolt PowerPoint - [Presentation] =

File Edit View Insert Format Tools Draw Window Help |&]

Presentation to the
Development Fund

NOTE: You'll find that the Standard and Formatting toolbars refuse
to be placed along the left or right side of the PowerPoint window.
You can position them only at the top or bottom of the window or
display them as floating toolbars within the window.

ToolTips

PowerPoint provides a handy feature called ToolTips to help you keep track of
all those toolbar buttons. To see a description of any toolbar button or of any
button on the screen, simply place the mouse pointer on the button and pause.
A small ToolTip window pops up neatby, displaying the button’s name; a brief
description of the button appears in the status line at the bottom of the
PowerPoint window. Whenever you display a new toolbar in PowerPoint, use

ToolTips to get acquainted with its buttons. To turn off ToolTips, choose Tool-

bars from the View menu, and deselect the Show ToolTips option at the bot-
tom of the Toolbars dialog box.

FIGURE 1-12.

The floating
Drawing toolbar.
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Moving Through Slides

In Slide view, you see only one slide at a time, but the presentation may contain
many slides. To move to another slide in your presentation, use any of the
following methods:

m Press PgDn to move forward one slide or PgUp to move back one slide.

m Click the Next Slide button at the bottom of the presentation window'’s
vertical scroll bar (see Figure 1-13) to move forward one slide, or click
the Previous Slide button to move back one slide.

m Drag the scroll box down or up in the presentation window’s vertical
scroll bar (see Figure 1-13) to move forward or backward through the
presentation. As you drag the scroll box, the current slide number ap-
pears next to the scroll bar.

To practice moving through slides in a ready-made presentation, click the
Open button on the Standard toolbar or choose the Open command from the
File menu. When the Open dialog box appears, double-click the WIZARDS
subdirectory in the Directories list. Then, in the File Name list, double-click the
GENERAL.PPT presentation filename to open one of the sample presentations.
Next, switch to Slide view by clicking the Slide View button in the lower left
corner of the presentation window. Now try moving through the slides in the

FIGURE 1-13. Micrusoft PowerPolnt - [Presenlation]
mln l:[slp

The vertical scroll e = __ =
bar and scroll box ' _ i
and the Previous
Slide and Next
Slide buttons in

Slide view.

Vertical
scroll bar

Scroll box as
it's dragged,
with slide
number display

Scroll box

Previous Slide
button

Next Slide
button
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The
filename
you type
appears

here

sample presentation by using any of the methods listed on the facing page.
When you finish viewing the slides, choose Close from the File menu to close
the presentation window.

Saving Your Work

You've heard it before, but it always bears repeating: Save your work often.
Don’t wait until youw've finished a presentation to save it. Save a presentation
after you create the first slide. Save it again a little while later. The more
frequently you save your work, the less you stand to lose if you fall victim to a
power failure, a coffee spill, or a rambunctious child who decides to play piano
on your keyboard.

To save a file, click the Save button on the Standard toolbar (that little
picture on the button is a disk, not a TV) or choose Save from the File menu. If
you have not yet named the file (if the presentation title bar still displays the
name Presentation), the Save As dialog box appears, as shown in Figure 1-14.
Note that the current entry in the File Name edit box is highlighted, so anything
you type will replace it. Enter a filename of up to eight characters in the File
Name edit box, and then click OK. PowerPoint supplies the PPT filename ex-
tension automatically.

= Save As I

E c:\

£= powerpnt
pesfiles
€2 samples
setup
£ template

After you enter a filename, PowerPoint displays the Summary Info dialog
box shown in Figure 1-15 on the next page. You can use the information that

FIGURE 1-14.

The Save As
dialog box.
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FIGURE 1-15. £ |
Summary Info

You can use the
information in the
Summary Info
dialog box to search
for specific files.

Presentation to the Dt_ayelopment Fund

Slephen W. Sagman

Dmrslopmenl Fund- Halsmg

you enter in this dialog box to help you search for files later. For example, if
you always enter in the Keywords edit box the project name for all presentations
belonging to 2 particular project, you can later use the Find File command to
extract a list of those presentations (see the tip below).

To enter information in the Summary Info dialog box, type text directly in
the edit boxes, using Tab to move to the next edit box and Shift+Tab to move
to the previous edit box. When you've filled in as many edit boxes as you want,
click OK to close the dialog box.

TIP To search for files based on information in the Sum-
mary Info dialog box, choose Find File from the File menu to
display the Search dialog box. Select the drive you want to
search from the Location drop-down list, select the Include
Subdirectories option (optional), and then click the Advanced
Search button. In the Advanced Search dialog box, click the
Summary tab, enter the information you want to search for in
the appropriate edit boxes, and click OK twice to perform the
search. If the search is successful, PowerPoint displays the
files in the Find File dialog box.
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Getting Help

PowerPoint’s online Help system is extensive and easy to use. You can search
for a Help topic or select from a list of procedures. You can also use context-
sensitive Help to learn about a feature on the PowerPoint screen. In addition,
all dialog boxes include a Help button so that you can read about your options
before you select them.

To get into the Help system, choose Contents from the Help menu or press
F1. The PowerPoint Help Contents window appears, as shown in Figure 1-16.
To see a list of Help topics, double-click the Using PowerPoint option. To view
helpful shortcuts, keyboard equivalents, and a concise reference to the Power-
Point menus and commands, double-click the Reference Information option.
To search for a specific feature, such as Outline view, first click the Search button
at the top of the Help Contents window, and then type the name of the feature
letter by letter until it appears highlighted in the list below. Next, click Show
Topics to see a list of topics related to the feature, select the topic you want, and
then click Go To.

FIGURE 1-16.

File Edit Bookmark Help .
el ] e e e The PowerPoint
e Help Contents

PowerPoint Help Contents - VEL window.
| Toleamhowio usa Help.press F1.

Using PowerPgint
@4 Step-by-step instructions to help you complete your tasks
; Reference Information
@ Late-breaking news, tips, guides to teminology, and the keyboard

PowerPoint Help 2l

@ Technical Support

Available support options so that you can get the most from your Microsoft
product

As you read a Help topic, you'll see words with dotted underlines and
words with solid underlines. A dotted underline indicates that when you click
the word, a pop-up definition of the word is displayed. A solid underline indi-
cates that when you click the word, the Help topic for the word is displayed. In
addition, you can click the items listed in the See Also section of a Help topic to
get information about those items.
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Some Help topics have an Examples and Demos button at the top of their
window. When you click this button, Help displays a graphical representation
of the topic or gives you a step-by-step demonstration of how to carry out a
corresponding task.

While in the Help system, you can click the Back button at the top of the
Help window to return to the previous topic or click the History button to see
a list of topics you've recently visited. You can also click the Index button to
access an alphabetical listing of terms associated with PowerPoint.

TIP When you find a Help topic pertinent to the task you
are trying to accomplish, you can keep the topic on your
screen to refer to it while you work in PowerPoint. In the Help
window, simply open the Help menu, and then choose
Always on Top. To close the Help topic, choose Always on
Top again.

Using the Help Button

To get help about a button or menu command, you can use the Help button on
the Standard toolbar. Just click the Help button (or press Shift+F1), and when
the pointer displays a large question mark, click the button or menu command
you want information on. Help then displays the correspondmg topic for the
button or menu command you've chosen.

Using Cue Cards

Help provides cue cards that display step-by-step instructions for some of the
most common tasks in PowerPoint. To use cue cards, choose the Cue Cards
command from the Help menu, and when the Cue Cards window appears, click
the button next to the procedure you want to follow step by step. The cue card
remains on the screen while you follow its instructions. (The steps you should
follow are numbered and set in indented panels.) To return to the cue cards
menu, click the Menu button in the Cue Cards window. To return to the previous
cue cards display, click the Back button. You can also minimize the Cue Cards
window so that it becomes an easily accessible icon on the Windows desktop.
To close the Cue Cards window, double-click the Control button in the upper
left corner of the window.
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The Essential Steps

Step 1: Starting the Presentation

Here’s where you'll get PowerPoint and a new presentation up and running.

Step 2: Choosing the Content and Appearance

In Step 2, you'll decide how much you want PowerPoint to contribute: a sample
presentation or just a great-Jooking design.

Step 3: Entering and Editing the Text

In this step, you'll enter and fine-tune the content so that your presentation says
exactly what you want it to say.

Step 4: Adding Graph,
Organization Chart, and Table Slides

A picture is worth a thousand words. The slides that you'll add in this step
illustrate your presentation’s message.

Step 5: Adding Annotations and Graphic Embeillishments

Annotations and embellishments enhance the communicative powers of slides
and add some pizzazz along the way.

Step 6: Tweaking the Presentation

You can never get by without a few last-minute changes.
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Using Slide
Sorter View

Switching to Slide Sorter View 304
Slide Sorter view’s specialty is giving you a bird’s-eye view of your presentation
as a whole,

Changing the Content in Slide Sorter View 306

You can rearrange, add, delete, and duplicate slides in Slide Sorter view; you
cannot change the content of an individual slide.

Changing the Design in Slide Sorter View 312

In Slide Sorter view, you can see how design changes affect the entire presen-
tation.
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i:I::r y displaying the slides of a presentation as miniatures arranged
" side by side on the screen, Slide Sorter view, the third of Power-
Point’s views, gives you a working view of the presentation as a whole. But
Slide Sorter view allows you to do more than just view the presentation. You
can also do real work on the presentation before switching to another view.

Some of the tasks you can accomplish in Slide Sorter view are:
m Checking the overall presentation for flaws and design consistency
B Rearranging slides

m Changing the template, color scheme, and background of all slides or
only selected slides

m Duplicating slides
m Moving and copying slides between two presentations

® Setting up and previewing the transition effects that will appear in Slide
Show view

All of these tasks except the last one are covered in this chapter. Cre-
ating slide shows while in Slide Sorter view is the subject of Chapter 16,
“Creating Slide Shows.”

Switching to Slide Sorter View

Switching to Slide Sorter view is as easy as clicking the Slide Sorter View but-
ton in the lower left corner of the presentation window. You can also choose
Slide Sorter from the View menu.

Slide Sorter View

=]
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Chapter 11: Using Slide Sorter View

When you switch to Slide Sorter view, the current presentation is displayed
as a set of miniature slides, and the Slide Sorter toolbar appears below the
Standard toolbar, replacing the Formatting toolbar. Figure 11-1 shows a presen-
tation in Slide Sorter view.

= Microsolt PowerPoint - [Presentation] A FIGURE 11-1.
| File Edit View Insert Format Tools Diaw Window Help
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= |
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el
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To leave Slide Sorter view and view a single slide in Slide view, double-
click a slide. You can also use the arrow keys to move the highlighted border
to a slide, and then press Enter.

Zooming In and Out

To zoom in and out on the slide miniatures in Slide Sorter view, use the Zoom
Control box on the Standard toolbar or the Zoom command on the View
menu. Zooming in allows you to inspect slides more closely to check for
errors. Zooming out allows you to view more of the presentation as a whole
so that you can check its design consistency. To change the zoom percent-
age, click the Zoom Control box, type a new zoom percentage, and press
Enter. You can also click the arrow next to the Zoom Control box, and select
a zoom percentage from the drop-down list.

If you prefer to use menu commands, choose the Zoom command from
the View menu. Then, when the Zoom dialog box appears, select one of the
preset zoom percentages or enter a new percentage in the Percent edit box.
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Changing the Content
in Slide Sorter View

1n Slide Sorter view, as in most other views, you can change both the content
of the presentation and the appearance. You can rearrange slides, add and
delete slides, duplicate existing slides, and move and copy slides between
presentations. You cannot change the content of individual slides, however;
creating and editing individual slides is a task that you must perform in Slide
view or Outline view.

TIP By clicking the Show Formatting button on the Slide
Sorter toolbar, you can temporarily display only the slide
titles. Then, as you work with the slides, you don’t have to
wait for them to redraw. To redisplay the slide contents, click
the Show Formatting button again.

— e —

Rearranging Slides

The most common use of Slide Sorter view is to move slides to new positions
in the presentation, the same way yowd sort 35-mm slides on a light table before
placing them in a slide projector. The simplest way to move a slide is to use
the good old drag-and-drop technique. However, you can also move a slide
by using the Cut and Paste buttons on the Standard toolbar, the Cut and
Paste commands on the Edit menu, or the Cut and Paste commands on the
shortcut menu that appears when you select a slide and click the right mouse
button.

To rearrange the order of slides using drag and drop, follow these steps:
Position the mouse pointer on the slide you want to move.

2. Hold down the left mouse button, and drag the slide icon that appears
to a position between two other slides. As shown on the facing page,
a vertical marker is displayed to indicate where the slide will drop when
you release the mouse button.
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3. Release the mouse button to drop the slide into place.
Here are the steps for moving a slide using the Cut and Paste commands:
Click the slide you want to move.

2. (lick the Cut button on the Standard toolbar or choose Cut from the
Edit menu or the shortcut menu.

3. Click an insertion point to indicate the slide’s new position (a blinking
vertical line appears), and click the Paste button or choose Paste from
the Edit menu or the shortcut menu.

TIP 1o copy a slide rather than move it, hold down the
Ctrl key as you drag the slide, or choose Copy instead of Cut
from the Edit menu or the shortcut menu. The slide appears
both at the destination and at the original location.

Rearranging a group of slides is just as easy as rearranging a single slide.
After you select the group, you can use the same techniques described above
for moving a single slide.
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To select a group of slides, hold down the Shift key and click each slide.
Each selected slide is surrounded by a highlighted border. You can use this
method to select nonadjacent slides—that is, slides located in different parts of
the presentation. When a group of nonadjacent slides is moved to a new
location, the slides appear in the same relative order. A slide from the first part
of the presentation appears first, followed by a slide from the next part of the
presentation, and so on.

To select a group of adjacent slides, you can draw a selection box across

-

the group, like this:
1. Position the mouse pointer just outside the first slide you want to select.

2. Hold down the left mouse button, and drag the selection box across
the slides, as shown below.

Microsott PowerPuint - [Presentation]
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NOTE: You don’t need to enclose entire slides to select them. As
long as any part of a slide is within the selection box, the slide will
be selected.

After you select a group of slides, place the mouse pointer on one of the
slides, and drag the group to its new location in the presentation. As with single
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slides, you can also use the Cut and Paste buttons on the Standard toolbar or
the Cut and Paste commands on the Edit menu or the shortcut menu.

Adding and Deleting Slides

In addition to rearranging slides, you can also change the content of a presen-
tation by adding and deleting slides. Slide Sorter view is a good place to be when
you want to make these changes, because you can quickly see their effect on
the entire presentation.

To add a slide, follow these steps:
In the presentation, click the slide that you want the new slide to follow.

2. (Click the New Slide button at the bottom of the PowerPoint window,
choose New Slide from the Insert menu, or press Ctrl+M.

3. When the New Slide dialog box appears, select an autolayout, and click
OK to add a slide to the presentation.

Deleting a slide is even easier than adding one. Simply click the slide you
want to delete, and press Delete. You can also delete a group of slides by using
the methods described earlier for selecting a group, and then pressing Delete.

Duplicating Slides

Another handy use for Slide Sorter view is to duplicate slides that have some
feature you want to reproduce. Let’s say you need to create the same pie graph
for each salon in a chain of six beauty salons. You can create the first graph on
a slide, switch to Slide Sorter view, and duplicate the slide five times. Then you
can switch back to Slide view, and edit the data in each of the duplicate slides.
The design of the first graph and any special formatting you've applied are carried
over to the other slides, as in Figure 11-2 on the next page.

NOTE: If you often need to use the same graph design, you can
save the formatting of the graph as an autoformat that you can
apply to a new graph. For more information about autoformats,

see “Saving Graph Formatting as an AutoFormat,” page 296.

To duplicate a slide in Slide Sorter view, follow these steps:
Click the slide.

2. Choose Duplicate from the Edit menu or press Ctrl+D. The duplicate
appears to the right of the original slide.
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FIGURE 11-2.

Duplicating a slide
lets you carry
special formatting
throughout a
presentation.
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TIP you can also duplicate a slide by selecting the slide,
holding down the Ctrl key, and dragging a copy of the slide
to the left or right.

Moving and Copying
Slides Between Presentations

Just as you can move and copy slides within a presentation, you can also move
and copy slides between presentations. Copying slides between presentations
lets you transfer an intricate, existing slide to a new presentation rather than
recreate its design.

Before you can actually move or copy slides between two presentations,
you must arrange the presentations side by side in Slide Sorter view. Follow the
steps below.

1. Open two presentations.
2. switch to Slide Sorter view in each presentation.

3. Choose Arrange All from the Window menu to arrange the two pre-
sentations side by side, as shown on the facing page.
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NOTE: You may want to use the same zoom percentage for both
presentations. You can select a presentation by clicking it, and
then change Its zoom percentage independently. For more
information about changlng the zoom percentage, see “Zooming
In and Out,” page 305.

After the presentations are arranged side by side, you can move a slide
from one presentation to another by clicking a slide in one presentation and
dragging it to the other presentation. The moved slide takes on the design of
the destination presentation’s template. To copy a slide rather than move it,
hold down the Ctrl key as you drag the slide to the destination presentation. In
Figure 11-3 on the next page, the bottom slide has been copied from one pre-
sentation to the other. Note its appearance in each presentation.

You can also transfer slides between presentations by first selecting a slide
in one presentation and using the Cut or Copy button on the Standard toolbar
or the Cut or Copy command on the Edit menu or the shortcut menu. Then you
can click an insertion point in the other presentation, and click the Paste button
on the Standard toolbar or choose the Paste command from the Edit menu or
the shortcut menu. Again, the slide takes on the template design of the destina-
tion presentation.
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FIGURE 11-3.

A slide copied

to another
presentation takes
on the design

of the destination
presentation.
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NOTE: You can move or copy a group of slides between
presentations by selecting the group before you use the drag-and-
drop technigue, the toolbar buttons, or the menu commands. To
select a group of slides, hold down the Shift key as you click

each slide or drag a selection box around the group. For more
information about selecting a group of slides, see "Rearranging
Slides,” page 306.

Changing the Design
in Slide Sorter View

In Chapter 9, you learned about changing the template, color scheme, and
background of a slide. Slide Sorter view is an ideal place to make these changes

because you can see their effects ripple through the presentation.

Changing the Template and

Color Scheme of the Presentation

In Slide Sorter view, you use the same techniques to change the template and
color scheme of the presentation that you use in Slide view. For example, to

——

Google/YouTube Exhibit 1006/1106

Page 0057



Chapter 11:. Using Slide Sorter View

change the presentation template, you click the Template button in the lower
right corner of the PowerPoint window or choose Presentation Template from
the Format menu, and then select a different template in the Presentation
Template dialog box.

As mentioned earlier, when you change the template and color scheme
in Slide Sorter view, you can see the effect of the redesign on all the slides.
Only the slides that you've formatted directly—the slides whose color scheme
or background you've changed individually—aren’t affected by the new
template.

For more information about changing the template and color
schemne of a presentation, see Chapter 9, “Making Overall Changes,”
page 217.

Changing the Color
Scheme of Selected Slides

In Slide Sorter view, you can select specific slides and change their color scheme.
For example, you can select all the slides that cover a general topic, and modify
their color scheme. You can even give each segment of the presentation a dif-
ferent color scheme to differentiate it from the other segments.

To modify the color scheme for specific slides, first select the slides using
one of the techniques described earlier. Then choose Slide Color Scheme from
the Format menu, and make changes to the color scheme. Only the slides that
you selected will display the revised color scheme.

€  For more information about changing the color scheme, see
AISO:. “Changing the Color Scheme,” page 225.

Copying Color Schemes Among Slides

After you change the color scheme for selected slides, you can copy the color
scheme to other slides in the presentation. Copying the color scheme can be a
real time-saver because you don’t have to go through the process of choosing
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commands and selecting options. You simply select a slide that has already been
formatted with the color scheme you want and copy the scheme to one or more
other slides.

To copy a color scheme from one slide to another, first select the slide with
the color scheme you want to copy, and then click the Format Painter button
on the Standard toolbar. Next, click the slide to which you want to copy the
color scheme. It’s that simple!

To copy a color scheme from one slide to several other slides, select the
slide with the color scheme you want to copy, and then choose the Pick Up
Color Scheme command from the Format menu or the shortcut menu. Next,
select one or more other slides, and choose the Apply Color Scheme command
from the Format menu or the shortcut menu. After you apply a color scheme
with this technique, the color scheme remains available in temporary storage
so that you can use the Apply Color Scheme command again later to apply the
same scheme to additional slides. The copied color scheme remains available
until you use the Pick Up Color Scheme command to pick up a different color
scheme.

TIP  You can also use the Format Painter button and the
Pick Up Color Scheme and Apply Color Scheme commands
to copy a color scheme from a slide in one presentation to
one or more slides in a different presentation.

Changing the Background

Just as you can change the color scheme of selected slides, you can also change
the background color of selected slides by using the Slide Background com-
mand on the Format menu. The Slide Background command works as it does
in Slide view. By changing only the background, you can change only the
background color without affecting the other colors in the presentation. You
can also change only the background shading of selected slides for a more
subtle effect.

When you select slides in Slide Sorter view and then choose the Slide
Background command, you can also click the Display Objects on Selected
Slides option to turn the background design on or off on the selected slides. You
might want to select slides and turn off their background objects when you need
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a simple background on which to draw diagrams or create complicated
foreground images. Figure 11-4 shows a presentation with two slides that have
had their display of background objects turned off.

FIGURE 11-4.
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For more information about changing the background scheme of
a presentation, see “Altering the Background Color and Shading,”
page 233.
In this chapter, you've learned how useful Slide Sorter view can be when
you want to make overall changes to a presentation. In Part 4, you’ll learn how
to refine individual slides of the presentation by adding text annotations,
drawings, clip art, and bitmapped images.
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Chapter 12 Working with Text Annotations 319
and Speaker’s Notes

Chapter 13  Drawing Graphic Objects 329
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To create a PostScript file to send to Genigraphics, follow these steps:

1. Make sure the Slides Sized for option in the Slide Setup dialog box is
set to 35mm Slides.

2. Choose Print from the File menu, and when the Print dialog box ap-
pears, click the Printer button.

3. In the Print Setup dialog box, select Genigraphics Driver on GENL as
your printer, and then click Options.

4. Make sure Format is set to Presentation Format, and Reduce or Enlarge
is set to 100%.

5. Click OK twice to return to the Print dialog box.

6. Click OK again to begin printing the slide file. When you click OK in
the Print dialog box, the Genigraphics Job Instructions dialog box ap-
pears. Complete the options in the dialog box, and click OK. Then com-
plete the options in the Billing Information dialog box, and click OK.

If you have a modem, you can launch the GraphicsLink software, which
sends the file to Genigraphics over the telephone line, by double-clicking the
GraphicsLink icon in the Windows Program Manager.

In the following chapter, you'll learn about an alternative method of
presenting with PowerPoint that avoids printing: the electronic presentation,
which displays your work in a slide show on the computer screen. However,
even if you display a slide show, you may still want to print audience handouts
so that your viewers can take home pages for future reference.
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Developing a Slide Show 388

Your presentation is already a basic slide show, but you'll want to add transitions
and builds to make it an outstanding slide show.

Running a Slide Show in Slide Show View 394

Slide shows can run automatically. Or you can control the show with special
mouse and keyboard commands.

Special Slide Show Features 399

Adding multimedia effects, drill-down documents, and interactive branching
can make your slide shows truly memorable. You’ll also learn how to use the
PowerPoint Viewer while on the road.
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he payoff for all your hard work in PowerPoint comes at presentation

time, when your slides go on display. Traditionally, 35-mm slides have
been the medium with the most professional look, but a newer presentation
method, the electronic slide show, is rapidly overtaking slides.

Electronic presentations—PowerPoint calls them slide shows—display
your images right on the computer screen. If your monitor is large enough, you
can use it in a conference room, but for a sizable gathering, you can use a
computer projector or LCD projection panel to display a PowerPoint slide show
on a large screen. The most obvious advantage of a slide show is the fancy
transitions you can include between slides. Fades, wipes, dissolves, and other
effects give your show the “wow” power of a Hollywood production. But slide
shows also offer many other, less obvious advantages.

Bulleted text slides can incorporate automatic builds, also called progres-
sive disclosures, that gradually reveal each bulleted item as the speaker refers
to it. Slides can also include sound, video, animation, and music. By embedding
information from another application, you can integrate a drill-down document
in a slide—perhaps a Microsoft Word letter or a Microsoft Excel spreadsheet—
that you can open to reveal supporting information, such as the figures behind
a confident projection. And with PowerPoint’s special mark-up mode, you can
mark up slides during a show, sportscaster-style.

In this chapter, you’ll learn how to add transition and build effects to the
slides of a presentation. You'll also learn how to run the show both from within
PowerPoint and with the special PowerPoint Viewer module, which you can
transport to any computer that runs Windows. Finally, you'll learn about
advanced slide show techniques, such as adding multimedia objects and creat-
ing interactive shows that can branch off at the presenter’s discretion.

Developing a Slide Show

Just by creating a basic sequence of slides, you've already created a simple slide
show in PowerPoint. To see the slide show, move to the first slide, and then
switch to Slide Show view by clicking the Slide Show button at the bottom of
the presentation window or by choosing Slide Show from the View menu. The
first slide fills the entire screen and remains there until you click the left mouse
button or press the right arrow key, which advances the show to the next slide.
Initially, each slide simply replaces the previous slide, like an actual slide show
with 35-mm slides and a projector. But as you'll find out in this section, you can
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Slide Show

add transition and build effects and even hide particular slides to create a
presentation that will really wake up your audience.

TIP  To create a graceful ending to a slide show, add a black
slide to the end of the presentation. You can fade to black by
using Dissolve as the transition effect for the last slide. If you
don't include a black slide, PowerPoint will reappear after the
last slide, and you’ll be faced with the sudden glare of menus,
buttons, and toolbars.

Assigning Transitions

Transitions are special effects that you can include between slides. During a
presentation, as you progress from one slide to another, a transition “draws” the
next slide on the screen using one of a variety of techniques.

The best place to assign a transition effect is in Slide Sorter view, where
you can see a number of slides at once and preview the transition effects. To
switch to Slide Sorter view, click the Slide Sorter View button or select Slide
Sorter from the View menu. You can then use the buttons and list boxes on the
Slide Sorter toolbar to specify a transition effect for any or all slides.

Transition Effects Build Effects Rehearse Timings

N || T

Transition Build Hide Slide

Show Formatting
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To assign a basic transition effect to a slide, click the slide and then select
a transition effect from the Transition Effects drop-down list. Watch the slide
carefully in Slide Sorter view, and you'll see that it previews the transition. If you
want to see the preview again, click the small transition effect icon that has
appeared just below the slide. Figure 16-1 shows these icons.

FIGURE 16-1.
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Transition effect icon —

To apply the same transition effect to slides in a sequence, select the slides
and then select an effect from the Transition Effects drop-down list. Remember,
you can select multiple slides by holding down the Shift key as you click each
slide or by drawing a selection box around a group of slides using the mouse
pointer, To apply a single effect to all the slides, choose Select All from the Edit
menu or press Ctrl+A, and then select an effect.

TIP  If you select the same transition effect for all the slides
in a slide show, you might consider using a different transition
effect for the title slides of each segment of your presenta-
tion. Simply select the title slides, and then select a different
effect from the Transition Effects drop-down list.
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By clicking the Transition button to the left of the Transition Effects box
on the Slide Sorter toolbar, you can open the Transition dialog box shown in
Figure 16-2. In the Transition dialog box, you can select not only a transition
effect, but also a speed for the effect and the amount of time you want the slide
to remain on the screen. The default Advance option, Only on Mouse Click,
requires you to click the left mouse button or press the keys listed in Table 16-1
on page 395 during the slide show to advance to the next slide. Another way to
get to the Transition dialog box is to select one or more slides and choose
Transition from the Tools menu, or click the right mouse button and then
choose Transition from the shortcut menu.

Transition

TIP Transition effects are undoubtedly snazzy, but don’t let
them detract from the content of your presentation by using
too many different effects during a slide show or by setting
them all to Slow to heighten the drama. Instead, use Fast for
the transition speed whenever possible, and use one effect
repeatedly, changing effects only for new presentation
segments.

FIGURE 16-2.

The Transition
dialog box.
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Assigning Build Effects

The bulleted text items on text slides can appear all at once or sequentially
during a slide show. To have the bulleted text “build” ona slide, you must assign
a build effect by selecting one or more text slides with bulleted items and then
choosing an effect from the Build Effects drop-down list on the Slide Sorter
toolbar or from the Build dialog box shown in Figure 16-3.

FIGURE 16-3.

The Build dialog
box. .

L

Fly From Left [

To open the Build dialog box, click the Build button to the left of the Build
Effects box on the Slide Sorter toolbar, choose Build from the Tools menu, or
click the right mouse button and choose Build from the shortcut menu. In the
Build dialog box, you can select a muted color from the Dim Previous Points
drop-down list to dim the bulleted items once they have been revealed and
discussed. (The dimmed items remain readable on the screen.) Each newly
revealed bulleted item then appears in the bright text color. From the Effect
drop-down list at the bottom of the Build dialog box, you can also select a build
effect to draw each new bulleted item. This list provides the same options as
the Build Effects drop-down list on the Slide Sorter toolbar.

After you apply a build effect, a build effect icon—the same icon that
appears on the face of the Build button—appears in Slide Sorter view next to
the transition effect icon. Although you can click the transition effect icon to
preview a slide’s transition effect, you cannot preview a slide’s build effect
before you run the show. The build effect icon simply denotes slides with builds.

Hiding Slides
|-_EF- To hide one or more slides during a slide show, select the slides, and click the
Hide Slide button on the Slide Sorter toolbar or choose Hide Slide from the Tools
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menu or the shortcut menu. A slash appears through the slide number in Slide
Sorter view to indicate that the slide is hidden. Although the hidden slide
continues to display in Slide Sorter view, it does not appear in a slide show.
Instead, when you move the mouse during the show, a hidden slide icon
appears in the lower right corner of the previous slide to indicate that a hidden
slide is available next. To show the slide, click the hidden slide icon. Figure 16-4
shows a slide with a hidden slide icon.

FIGURE 16-4.

A slide with a
hidden slide icon.
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Hidden slide icon

To unhide a hidden slide, select the slide and click the Hide Slide button
again or choose Hide Slide again from the Tools menu or the shortcut menu.

NOTE: You can assign transitions, apply builds, and hide slides in
Slide view by moving to a slide and then selecting Transition,
Build, or Hide Slide from the Tools menu. But you cannot preview
transition effects in Slide view, so you might prefer fo create the
show in Slide Sorter view.
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Running a Slide Show
in Slide Show View

As you know, when you develop a slide show in Slide Sorter view, you can
preview the transition effects for individual slides. But to see the transitions
full-screen and to see the builds in bulleted text slides, you must switch to Slide
Show view, where the show takes place.

Starting the Slide Show

Before you actually start a slide show, you can designate the slide at which you
want the show to begin. Simply select the slide in Slide Sorter view or tum to
the slide in Slide view. Then, when you click the Slide Show button, the slide
show starts at the currently selected slide. To advance to the next slide, click the
left mouse button. To return to the previous slide, click the right mouse button.
To discontinue the slide show and return to the previous view, press Esc,
Ctrl+Break, or the minus key on the numeric keypad.

To run the entire show, select the first slide, and then click the Slide Show
button or choose the Slide Show command from the View menu. When you
choose the Slide Show command, the Slide Show dialog box shown in Figure
16-5 appears. You can then select All and click Show to run the entire show, or
you can enter 2 starting and ending slide in the From and To edit boxes and
click Show to view a segment of the slide show.

FIGURE 16-5. = sideShw |
The Slide Show
dialog box.
394
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TIP  To run a slide show as an unattended demonstration
(in a store window or building lobby, for example), click Run
Continuously Until Esc in the Slide Show dialog box. The
show will run as an ever-repeating loop that can only be
interrupted when someone presses the Esc key. To make the
Esc key unavailable, you can remove the keyboard and the
mouse after you start the show and leave only the monitor
and system unit.

Controlling the Slide Show with the Keyboard

We all like to control the show, but it’s usually not as easy as PowerPoint makes
it. During a slide show, you can use the keys listed in Table 16-1 to control
various aspects of the show.

Press or Enter This To Perform This Action

Spacebar, Right arrow, Down Advance to next slide
arrow, PgDn, or N

Backspace, Left arrow, Up arrow,  Return to previous slide

PgUp, or P

Slide number+Enter Go to slide number

B or period Black screen/resume

W or comma White screen/resume

Aor= Show/hide mouse pointer

S or + (numeric keypad) Pause/resume automatic show

Rehearsing Automatic Slide Show Timings

To create a slide show that proceeds on its own from slide to slide, you can
simply enter the amount of time you want each slide to remain on the screen in
the Transition dialog box. A better method, however, is to practice giving the
presentation first and have PowerPoint record the length of time you keep each
slide on the screen. You can then use PowerPoint's findings to determine the
amount of time to display each slide. You can also ascertain the overall length
of the show.

TABLE 16-1.

The Slide Show
keyboard controls.
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To enter the display time manually for each slide, first select the slide in
Slide Sorter view and click the Transition button on the Slide Sorter toolbar, or
move to the slide in Slide view and choose Transition from the Tools menu or
the shortcut menu. In the Transition dialog box, enter the number of seconds
in the Advance section’s Automatically After edit box.

To record the slide durations during a rehearsal of the slide show, click

|_q.' the Rehearse Timings button on the Slide Sorter toolbar; or choose Slide Show

c from the View menu, click Rehearse New Timings in the Slide Show dialog box,
and then click Show.

When the slide show begins, practice giving the presentation, advancing
the slides manually when needed. A button in the lower left corner of the slide
show window counts off the seconds each slide displays. After you complete
the last slide, a dialog box shows the total length of the show and gives you the
option to place the new timings in Slide Sorter view. If you click Yes, the timing
for each slide appears under the slide in Slide Sorter view. To run the show with
the timings, choose Slide Show from the View menu, select the Use Slide
Timings option in the Slide Show dialog box, and then click Show.

To remove slide timings, select one or more slides in Slide Sorter view,
click the Transition button on the Slide Sorter toolbar, and then select Only on
Mouse Click in the Advance section of the Transition dialog box.

TIP You can also click the timing button in the lower left
corner of the slide show window to advance slides during a
rehearsal.

Marking Up Slides
To call special attention to a slide, or if you just don’t know what to do with your
hands during a slide show, you can use the mouse pointer to draw directly on
slides. You can circle items, draw arrows, or add written comments, much like
sportscasters who draw football plays on TV during a game.
b To draw on a slide, move the mouse pointer to the lower right corner of
New! the slide show window and click the drawing icon, which looks like a pencil in
: action. If the drawing icon is not present, it will appear as soon as you move the
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mouse pointer. Next, press the left mouse button while moving the mouse
pointer on the slide to express yourself dramatically with scribblings. To clear
everything you've drawn on a slide, press the E key (for erase). Figure 16-6
shows annotations drawn during a slide show.
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Using the PowerPoint Viewer

You don’t need to have the entire PowerPoint program installed on a system to
run a slide show. You can install only the PowerPoint Viewer, which displays
your presentations just as if you were running the slide show in Slide Show view.
The PowerPoint Viewer allows you to display PowerPoint slide shows on a
portable computer where hard-disk space is too limited to install the entire
PowerPoint application. It can also display slide shows created in PowerPoint
for the Macintosh. In addition, you can copy a slide show to floppy disk and
then send the show, along with the PowerPoint Viewer, to another location for
viewing. (When you copy a slide show, you must also copy the viewer appli-
cation, and the recipient of the disks must install the PowerPoint Viewer and
the presentation on his or her system, because a presentation cannot be read
and displayed fast enough from floppy disk.)

p)

FIGURE 16-6.

Annotations drawn
on a slide.
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NOTE: Presentations cannot drill down to embedded documents
when displayed in the PowerPoint Viewer if PowerPoint is not installed
on the system. Nor can presentations branch to other presentations if
PowerPoint is not present. For more information about drilling down
to embedded documents, see “Adding Drill-Down Documents, *
page 401. For more information about branching to other
presentations, see “Creating a Slide Show with Branching.”

page 402.

Before you can use the PowerPoint Viewer to display a slide show, you
must add the transition effects, builds, and timings you want for the show; make
sure the Use Slide Timings option is selected in the Slide Show dialog box; and
save the presentation in a file. Then double-click the PowerPoint Viewer icon
to start the PowerPoint Viewer application. The Microsoft PowerPoint Viewer
dialog box appears, as shown in Figure 16-7.

FIGURE 16-7.

The Microsoft
PowerPoint Viewer

Microsoft PowerPoint Viewer

dialog box.
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In the Microsoft PowerPoint Viewer dialog box, select the presentation file
you want to display, and click Show or press Enter to run the slide show. You
can also select the Run Continuously Until Esc option to display the slide show
indefinitely, and you can select the Use Automatic Timings option to use the
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slide timings you recorded during a rehearsal. As the show progresses, you have
all the mouse and keyboard control capabilities that you have in PowerPoint’s
Slide Show view. After the show, click Quit to exit the PowerPoint Viewer.

To prepare a slide show that can be viewed on a system not equipped
with PowerPoint, first copy the floppy disk containing the PowerPoint Viewer
(keep the original, of course), and then copy the presentation file to a floppy
disk. Make sure the person giving the slide show knows that the VSETUP.EXE
program on the floppy disk must be run from within Windows in order to install
the PowerPoint Viewer on a local system. The presentation file must also be
copied from the floppy disk to a directory on a local hard disk. You can copy
and send the PowerPoint Viewer to as many recipients as you want, unlike the
main PowerPoint application.

Special Slide Show Features

Special slide show features let you create basic multimedia presentations, add
backup documents, and create interactive shows that can branch to other pre-
sentations. You can even instruct PowerPoint to run a series of slide shows, one
right after the other.

Adding Sound, Music, and Video

Nothing brings a presentation to life like adding multimedia objects—sound,
music, and video—to a slide show. As long as you have the objects available
on your system and you have a Windows-compatible sound card installed,
adding multimedia objects to a presentation is straightforward, and the effect is
truly dramatic.

On any slide, you can embed one or more objects—perhaps a short music
clip as the slide fades into view, followed by a video quote from someone
involved with the project. These clips can play automatically when the slide
appears, or after a set interval. A presenter can also double-click on a slide’s
sound, music, or video icon to start playing a particular object.

When you add a slide to a presentation, you can select any one of the nine
autolayouts that has a Double click to add object placeholder. Double-clicking
the placeholder leads to the Insert Object dialog box shown in Figure 16-8
on the next page. You can also add a multimedia object to any slide by moving to
the slide in Slide view and then choosing Object from the Insert menu.
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FIGURE 16-8. S e T
The Insert Object

dialog box. — Cae—

Insert Object

To select a multimedia object stored in a file, click the Create from File
option in the Insert Object dialog box. Then click the Browse butfton to open
the Browse dialog box, where you can locate the file you want. In the Browse
dialog box, make sure you select All Files (**) from the List Files of Type
drop-down list, and then use the Drives, Directories, and Source lists to select
the multimedia file. The three most popular multimedia file types are WAV
(sound files), MID (MIDI music files), and AVI (Video for Windows files).

After you select a file and click OK to close both the Browse dialog box
and the Insert Object dialog box, an icon representing the multimedia object
appears on the slide. If the object is a Microsoft Video for Windows clip, a sample
frame, usually the first frame of the clip, appears. Select the icon or frame, and
choose Play Settings from the Tools menu to determine how and when the clip
will play. Figure 16-9 shows the Play Settings dialog box for a video clip.

FIGURE 16-9.

The Play Settings
dialog box for a

video clip.

In the Start Play section of the Play Settings dialog box, you can choose to
play the clip when the presenter clicks the object, when the transition that draws
the slide starts, or after the transition ends. You might want to set a music clip
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to play when the transition starts and a video clip to play two seconds after the
transition ends, for example.

To prevent the multimedia object’s icon from displaying on the screen
during a slide show, click Hide While not Playing in the Play Settings dialog box.
The obiject or its icon will still appear in Slide view, but won’t be visible during
the actual slide show.

If the object is a video clip, you might want to select the object and choose
Scale from the Draw menu to get the best video playback quality. In the Scale
dialog box, select the resolution that you'll use when displaying the slide show,
and then click Best Scale for Slide Show. You can also increase or decrease the
size of the video clip by entering a Scale To percentage, but the video may look
jerky at other sizes.

To preview the multimedia object, double-click it, or click the object once
with the right mouse button and choose Play Media Clip Object from the short-
cut menu. By selecting Edit Media Clip object from the shortcut menu, you can
use the capabilities of the Windows Media Player, provided with PowerPoint,
to change how the object plays during the presentation. For example, if the
object is a video clip, you can choose Options from Media Player’s Edit menu,
and then deselect the Caption option to remove the filename that appears below
the video window.

A multimedia object will play during a slide show until its clip ends or until
you move to the next slide.

Adding Drill-Down Documents

If you have data in another Windows-based application that can support an
assertion you've made in a presentation or provide additional information, you
can embed the data as an object on a slide so that it appears as an icon. During
the slide show, you can then double-click the icon to “drill down” to the
information and display the data in its original form. For example, you can
embed a Microsoft Word document or a Microsoft Excel spreadsheet as a
drill-down document. In fact, you can embed any file created by a Windows-
based application that can act as an OLE server or an OLE2 object application.
Most recent Windows-based applications can provide OLE objects for use in
PowerPoint.

To embed an existing object, first choose Object from the Insert menu,
and when the Insert Object dialog box appears, select Create from File and click
the Browse button. In the Browse dialog box, select the file you want and then
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FIGURE 16-10.

An embedded
Excel object
represented by an
Excel icon.

402

P A RT 5 Performing with PowerPoint

click OK. When you retum to the Insert Object dialog box, select the Display
As Icon option and click OK. The object appears on the current slide as an icon
that you can double-click to open and work with the original object. Figure
16-10 shows an embedded Excel object on a slide.
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If the application from which the object came supports OLE2, Power-
Point’s menus and toolbars are replaced by those of the application. Otherwise,
the application opens in its own window. Certain applications allow you to drag
and drop files from the Windows File Manager to a PowerPoint slide. You'll
have to test your application to see if it supports this feature.

Creating a Slide Show with Branching

By embedding a PowerPoint presentation as a drill-down object, you can branch
to that presentation from within another slide show. The embedded presenta-
tion can provide detailed information on a topic covered by the main presen-
tation. To embed a PowerPoint presentation, follow the procedure described in
“Adding Drill-Down Documents” on the previous page, but selecta PowerPoint
presentation as the object you want to embed.

By adding embedded PowerPoint presentations, you can create an inter-
active training or informational presentation in which the viewer can select
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particular topics to review. Figure 16-11 shows a menu of topics within a
presentation that you can present to a viewer. Double-clicking each topic’s icon
starts a different PowerPoint slide show.

FIGURE 16-11.

A menu that a
viewer can use to
branch to other
presentations.
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Playing a Series of Slide Shows

To play a series of slide shows automatically, type the names of the PowerPoint
presentations as a list in a text file. Be sure to type the full pathnames to the
presentation files, such as C:\PPT4PRES\BOARD.PPT. Name the text file with
the extension LST (for list), and then open the LST file using the Open command
on PowerPoint’s File menu. The slide shows in the presentations will play in
sequence.

TIP You can also double-click an 1ST file in the Windows
File Manager. The PowerPoint Viewer will open automatically
and display the presentations listed in the file.

Displaying slide shows can be the ultimate thrill in using PowerPoint, but
yowll also appreciate some of the advanced topics covered next, in the final
section of this book.
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Chapter 17  Using PowerPoint
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Chapter 18 Customizing PowerPoint

Appendix PowerPoint’s Templates
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text, graphics, and tables from other Microsoft Office applications, as
well as how to use a PowerPoint presentation in Microsoft Word or
Microsoft Excel.

RUNNING MICROSOFT POWERPOINT 4 FOR WINDOWS—Your one-stop
information source on Microsoft’s feature-filled presentation software.

U.S.A. $24.95

UK. £21.95
Canada  $32.95
[Recommended)
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version 4
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you how your
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notes, and
warnings
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