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Introduction

0nly a few years ago, PowerPoint was a novelty. All of a sudden, speakers
started giving PowerPoint presentations at conferences and seminars.
Audiences welcomed PowerPoint. The slides made presentations more inter-
esting and lively. You could gaze at the slides while you listened to the speaker.
Speakers — especially speakers who weren’t comfortable talking before an
audience — liked PowerPoint, too. PowerPoint took away some of the burdens
of public speaking. The program made it easier to speak in front of strangers.

PowerPoint became a staple of conferences, seminars, and corporate board-
rooms. Then the novelty wore off, and audiences started grumbling. The
presentations were too much alike. You saw bulleted list after bulleted list.
Presentations followed the same tired formula — introductory slides fol-
lowed by “key point” slides following by a tidy conclusion. Writing in the
New Yorker, lan Parker declared that PowerPoint is “a social instrument,
turning middle managers into bullet-point dandies.” Edward Tufte, professor
of information design at Yale University, lamented the program’s “charjunk”
and “PowerPointPhluff.” In a Wired essay called “PowerPoint Is Evil,” he wrote,
“PowerPoint style routinely disrupts, dominates, and trivializes content.”

Despite these complaints, speakers have not abandoned PowerPoint, and
audiences still welcome it. But expectations have risen. Audiences expect
the presenter to use PowerPoint skillfully and creatively. The audience
knows when a presenter is just going through the motions and when a pre-
senter is using PowerPoint to explore a subject and show it in a new light.

This book was written with the goal of showing you how to use the Power-
Point software, but also how to use it with skill and imagination. I tell you
which buttons to click to complete tasks, but I also show you how Power-
Point can be a means of communicating and connecting with your audience.
[ show you how to build a persuasive presentation, one that brings the audi-
ence around to your side. No matter how much experience you have with
PowerPoint, this book will make you a better, more proficient, more confi-
dent user of the program.

What's in This Book, Anyway?

This book is jam-packed with how-to’s, advice, shortcuts, and tips for get-
ting the most out of PowerPoint. Here’s a bare outline of the seven parts of
this book:
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What Makes This Book Special

4+ Book I: Getting Started in PowerPoint: Explains the PowerPoint inter-
face and how to get around on-screen, as well as basic tasks such as how
to create presentations and view presentations in different ways. You
can also find advice for formulating and designing presentations.

4 Book II: Building Your Presentation: Shows how to create, manipulate,
and format slides, as well as how to handle the master slides and master
styles that make it possible to format many slides simultaneously. You
discover how to design the look of your presentation and enter lists,
text, and text boxes.

4+ Book III: Communicating with Tables, Charts, and Diagrams: Explores
the many techniques for creating, designing, and formatting tables,
charts, and diagrams.

4+ Book IV: Embellishing Your Slides with Graphics and Shapes: Demon-
strates how to create lines, shapes, text-box shapes, and WordArt images.
You also find out how to adorn a presentation with photographs, graphics,
and clip-art images.

4+ Book V: Flash and Dash: Shows how to take advantage of transitions and
animations, as well as make video and sound a part of a presentation.

4+ Book VI: Giving a Presentation: Explores all the different ways to deliver
a presentation — in person, as a self-running presentation, and as a user-
run presentation. You find out how to write slide notes and print presen-
tations, as well as deliver them over the Internet and on CDs.

4+ Book VII: PowerPoint for Power Users: Looks into customizing Power-
Point, designing templates, collaborating with others, linking and
embedding, and understanding macros.

What Makes This Book Special

You are holding in your hands a computer book designed to make learning
PowerPoint as easy and comfortable as possible. Besides the fact that this
book is easy to read, it’s different from other books about PowerPoint.

Easy-to-look-up information

This book is a reference, and that means that readers have to be able to find
out how to do something quickly. To that end, [ have taken great pains to
make sure that the material in this book is well organized and easy to find.
The descriptive headings help you find information quickly. The bulleted
and numbered lists make accomplishing a task simpler. The tables make
options easier to understand.

[ want you to be able to look down the page and see in a heading or list the
name of the topic that concerns you. [ want you to be able to find what you
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need quickly. Compare the table of contents in this book to the book next to
it on the bookstore shelf. This book is better organized than the others.

A task-oriented approach

Most computer books describe what the software is, but this book shows
you how to use the software. I assume that you came to this book because
you want to know how to do something — animate a slide, create a chart,
design a look for your presentation. You came to the right place. This book
shows you how to make PowerPoint work for you.

Meaningful screen shots

The screen shots in this book show only the part of the screen that illus-
trates what is being explained in the text. When an explanation refers to one
part of the screen, only that part of the screen is shown. I took great care to
make sure that the screen shots serve to help you understand the Power-
Point features and how they work.

Foolish Assumptions

Please forgive me, but I made some foolish assumptions about you, the
reader of this book. I assumed that:

4+ You own a copy of PowerPoint 2007, the latest version of PowerPoint,
and you have installed it on your computer.

4+ You use the Windows operating system. Even if yours is an old version
of Windows, all the methods in this book apply.

4+ You are kind to foreign tourists and small animals.

Conventions Used in This Book

[ want you to understand all the instructions in this book, and in that spirit,
I've adopted a few conventions.

Where you see boldface letters or numbers in this book, it means to type the
letters or numbers. For example, “Enter 25 in the Percentage text box” means
to do exactly that: Enter the number 25.

Sometimes two tabs on the Ribbon have the same name. To distinguish tabs
with the same name from one another, I sometimes include one tab’s “Tools”
heading in parentheses if there could be any confusion about which tab I'm
referring to. For example, when you see the words “(Table Tools) Design tab,”
I'm referring to the Design tab for creating tables, not the Design tab for chang-
ing a slide’s appearance. (Book I, Chapter 3 describes the Ribbon and the tabs in
detail.)



4

Icons Used in This Book

A

To show you how to step through command sequences, I use the => symbol.
For example, you can click the Office button and choose Publishe>Package
for CD to copy a presentation to a CD. The = symbol is just a shorthand
method of saying “Choose Publish and then Package for CD.”

To give most commands, you can press combinations of keys. For example,
pressing Ctrl+S saves the file you're working on. In other words, you can hold
down the Ctrl key and press the S key to save a file. Where you see Ctrl+, Alt+,
or Shift+ and a key name or key names, press the keys simultaneously.

Yet another way to give a command is to click a button. When I tell you to
click a button, you see a small illustration of the button in the margin of this
book (unless the button is too large to fit in the margin). The button shown
here is the Save button, the one you can click to save a file.

Icons Used in This Book

\\J

To help you get the most out of this book, I've placed icons here and there.
Here’s what the icons mean:

Next to the Tip icon, you can find shortcuts and tricks of the trade to make
your visit to PowerPoint Land more enjoyable.

Where you see the Warning icon, tread softly and carefully. It means that you
are about to do something that you may regret later.

When [ explain a juicy fact that bears remembering, I mark it with a
Remember icon. When you see this icon, prick up your ears. You will dis-
cover something that you need to remember throughout your adventures
with PowerPoint.

When I am forced to describe high-tech stuff, a Technical Stuff icon appears
in the margin. You don’t have to read what’s beside the Technical Stuff icons
if you don’t want to, although these technical descriptions often help you
understand how a software feature works.

Good Luck, Reader!

If you have a comment about this book, a question, or a shortcut you

would like to share with me, address an e-mail message to me at this address:
weverka@sbcglobal .net. Be advised that [ usually can’t answer e-mail
right away because I'm too darned busy. | do appreciate comments and
questions, however, because they help me pass my dreary days in captivity.
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Chapter 1: Introducing PowerPoint

In This Chapter

v~ Taking a peek at PowerPoint
v Understanding PowerPoint jargon
+ Communicating by way of PowerPoint presentations

v Taking a quick tour of the program

In this short chapter, I take you to the end of a pier, briefly explain what
swimming is, and push you in the water. As you thrash about, I tell you
what a PowerPoint presentation is and explain some PowerPoint jargon.
Then I fish you out of the water and take you on a whirlwind tour of Power-
Point. By the time you finish reading this chapter, you will know what creat-
ing a PowerPoint presentation entails.

PowerPoint Slides

Figure 1-1 (top) shows the PowerPoint window. That thing in the middle

is a slide, PowerPoint’s word for an image that you show your audience.
Surrounding the slide are many tools for entering text and decorating slides.
When the time comes to show your slides, you dispense with the tools and
make the slide fill the screen, as shown in Figure 1-1 (bottom). Throughout
this book, you will find instructions for making slides and for constructing a
presentation, the PowerPoint word that describes all the slides, from first to
last, that you show to your audience.
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Some PowerPoint Jargon

To make PowerPoint do your bidding, you need to know a little jargon:

4+ Presentation: All the slides, from start to finish, that you show your
audience. Sometimes presentations are called “slide shows.” Presen-
tations are saved in presentation files (.pptx files).

4+ Slides: The images you create with PowerPoint. During a presentation,
slides appear on-screen one after the other. Don’t be put off by the word
slide and dreary memories of sitting through your uncle’s slide-show
vacation memories. You don’t need a slide projector to show these slides.
You can now plug a laptop or other computer into special monitors that
display PowerPoint slides. (Book II, Chapter 1 describes how to create
slides.)

4+ Notes: Printed pages that you, the speaker, write and print so that you
know what to say during a presentation. Only the speaker sees notes.
(Book VI, Chapter 2 explains notes.)

4+ Handout: Printed pages that you may give to the audience after a pres-
entation. A handout shows the slides in the presentation. Handouts are
also known by the somewhat derogatory term “leave-behinds.” (Book VI,
Chapter 2 explains handouts.)

PowerPoint as a Communication Tool

PowerPoint isn’t just a speaker’s aid, but a means of communicating some-
thing to an audience — an idea, a business plan, a marketing strategy. Power-
Point has become so popular in part because it relieves the burden of public
speaking. A nervous public speaker (and who isn’t a nervous public speaker?)
can avert the attention of the audience to the slides and allow the slides to
carry the day. But those slides in and of themselves can be great means of
communication. PowerPoint offers numerous ways to communicate with an
audience above and beyond what can be said in words:

4+ Colors: Your color choices set the tone and suggest what you want to
convey in your presentation. Book II, Chapter 3 explains how to choose
colors; Book VII, Chapter 2 describes how to incorporate a company’s
colors (and logo) in a presentation.

4+ Photographs and other images: A picture, they say, is worth a thousand
words. Spare yourself from having to speak thousands of words by includ-
ing pictures in your presentation. Book IV, Chapters 3 and 4 explain how
to grace a slide with pictures and clip-art images.

Book |
Chapter 1

JuI0413Mog
Buianponu|
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A Whirlwind Tour of PowerPoint

4+ Tables: Support your proposal with table data. No one will be able to
refute you. Book Ill, Chapter 1 explains how to create tables.

4+ Charts: For comparing and presenting data, nothing beats a chart.
Book IIl, Chapter 2 explains charts.

+ Diagrams: With diagrams, the audience can literally visualize a relation-
ship, concept, or idea. Book Ill, Chapter 3 explains how to create diagrams.

4+ Shapes and text-box shapes: You can use lines, shapes, and text box
shapes (shapes with words on them) to illustrate your ideas. Book IV,
Chapter 1 shows how to draw lines and shapes.

4+ Sound and video: Include sound and video to make your presentation a
feast for the ears and eyes. Book V explains sound and video.

A Whirlwind Tour of PowerPoint

To help you understand what you're getting into, the rest of this chapter pro-
vides a whirlwind tour of PowerPoint. It explains what creating a presenta-
tion entails, from inserting the first slide to putting on the finishing touches.
Better fasten your safety belt.

Creating the slides

After you create a new presentation, your next task is to insert the slides
(see Book II, Chapter 1). As shown in Figure 1-2, PowerPoint offers many pre-
formatted slide layouts. These layouts are available on the New Slide drop-
down list, the drop-down list you open when you want to insert a slide. Each
layout is designed for presenting information a certain way.

As you create slides, you can jot down notes in the Notes pane. You can use
the notes later on to formulate your presentation and decide what you’ll say
to your audience while each slide is on-screen.

To help complete tasks, you can change views. Figure 1-2 shows the Power-
Point window in Slide Sorter view. This view is best for moving, copying, and
deleting slides. PowerPoint offers the View tab and View buttons for chang-
ing your view of a presentation. The program offers many different views,
each designed to help with a different task.

Designing your presentation

The next step is to think about the appearance of your presentation (see Book II,
Chapter 3). Figure 1-3 shows the Design tab, where you make most of the deci-
sions that pertain to the presentation’s look. Starting here, you can change
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A Whirlwind Tour of PowerPoint

the slides’ colors and backgrounds. You can also choose a new “theme” for
your presentation — an all-encompassing design that applies to all (or most
of) the slides. If you're the type of person who doesn’t run with the herd, you
can overhaul one of these themes and in effect redesign it by switching to
Slide Master view and tinkering with the master slides (see Book II, Chapter 2).

Choose a design for your presentation early on. The fonts, graphics, shapes,
tables, and charts you put in your presentation have to fit the design. If you
change designs after you've created the majority of your slides, you may
have to choose new font colors and graphics. You may have to redesign your
tables, charts, and diagrams as well because they don'’t fit into the new
design you chose.

Inserting tables, charts, diagrams, and shapes

A PowerPoint presentation should be more than a loose collection of bul-
leted lists. Starting on the Insert tab, you can place tables (see Book III,
Chapter 1), charts (Book Ill, Chapter 2), and diagrams (Book IIl, Chapter 3)
on slides. You can also adorn your slides with text boxes, WordArt images,
and shapes (see Book IV, Chapter 1). And when you include a bulleted or
numbered list, you can employ nonstandard bullets and numbering schemes
to make your lists a little different from everybody else’s (see Book II,
Chapter 5).

Use your imagination. Try to take advantage of all the features that Power-
Point provides for communicating with an audience.

“Animating” your slides

As I mentioned earlier, PowerPoint slides can play video and sound (see
Book V). You can also enliven a presentation by “animating” it (see Book V,
Chapter 1). Starting on the Animations tab, you can make slide items —
bulleted lists, shapes, and clip art — arrive and leave the screen from differ-
ent directions. You can make the items on a slide move on the screen. As a
slide arrives, you can make it spin or flash.

Showing your presentation

During a presentation, you can draw on the slides, as shown in Figure 1-4.
You can also blank the screen, show slides out of order, and detour your
presentation into a customized slide show (see Book VI, Chapter 1). Most
presentations are made to be delivered in person by a speaker, but you can
deliver presentations from afar by choosing commands on the Slide Show
tab.
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These kinds of presentations can run in your absence:

+

<+

<+

Self-running presentation: A presentation that runs on its own and can be
exhibited at a trade show or other public place (see Book VI, Chapter 3).

User-run presentation: A presentation that others can run. Special but-
tons permit individuals to go from slide to slide (see Book VI, Chapter 4).

A handout: A printed copy of a presentation (see Book VI, Chapter 2).

A CD: A packaged CD copy of a presentation that others can show on
their computers (and you can take on the road). People who don’t have
PowerPoint can view presentations after they are packed for a CD (see
Book VI, Chapter 5).

A Web page: A version of a presentation formatted for display on the
Internet or an intranet (see Book VI, Chapter 5).

A Checklist...

)Z(Creating the slides
)E(Designing your presentation

nserting tables, charts, diagrams, and shapes
)gr“Animating” your slides

X Showing your presentation A ‘f"

I hope you enjoyed this tour of PowerPoint. Before you disembark, please
check your surroundings to make sure you haven't left anything on the bus.
Enjoy your stay in PowerPoint Land.

Book |
Chapter 1

JuI0413Mog
Buianponu|
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Chapter 2: PowerPoint
Nuts and Bolts

In This Chapter

v~ Starting PowerPoint

v Creating a PowerPoint presentation from a template

1 Saving presentations

1 Saving presentations for earlier versions of PowerPoint
+* Opening and closing a presentation

v+~ Entering the document-property descriptions

+ Understanding what XML is

v Undoing and repeating actions

Fle purpose of this chapter is to launch you deep into PowerPoint Land.
This chapter describes tasks that you do almost every time you run the
program. It explains how to start PowerPoint and create, save, open, and

close presentations. You find out what document properties are and what

PowerPoint’s new XML format is all about. Throughout this chapter are tips,
tricks, and shortcuts for making basic PowerPoint tasks go more smoothly.
Finally, I offer some shortcut commands that you will find extremely useful.

Starting PowerPoint

Unless you start the PowerPoint program, you can’t construct PowerPoint
presentations. Many have tried to construct presentations from mud and
paper-maché without starting PowerPoint first, but all have failed. Here are
the various and sundry ways to start PowerPoint:

4+ The old-fashioned way: Click the Start button and choose All
Programsw>Microsoft Office>Microsoft Office PowerPoint 2007.

4 The Start menu: Click Microsoft Office PowerPoint 2007 on the Start
menu, as shown in Figure 2-1. The Start menu is the menu you see when
you click the Start button. By placing a program’s name on the Start
menu, you can open the program simply by clicking the Start button
and then clicking the program’s name. To place PowerPoint 2007 on the
Start menu:
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Figure 2-1:
Three of
several
ways to
start Power-
Point.
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1. Click the Start button and choose All Programs->Microsoft Office.

2. Move the pointer over Microsoft Office PowerPoint 2007 on the
submenu, but don’t click to select the program’s name.

3. Right-click Microsoft Office PowerPoint 2007 on the submenu and
choose Pin to Start Menu on the pop-up menu that appears when
you right-click.

To remove a program’s name from the Start menu, right-click the
name and choose Remove from This List.

Click the Start menu. Double-click a shortcuticon.

m EEIERVEVETHE

:-‘ Calculator =/ My Documents
©) My Pictures

“,IBJ Paint et
j My Music

=] i ft OFfi .
L j r;::::ninct' ZI[I(ET ‘:"g My Computer :
a CCleaner [% ‘3 My Network Places 'IEIB
PowerPoink

Microsoft Office Word Gﬂ‘ Control Panel 2007
2007

@ Sek Program Access and

] Microsoft Dffice Excel Defaults

L 2007

@ Help and Suppart
C& Internet Explorer ;
j‘) Search

7 Run...

All Programs D

_‘j Log OFf @ Turn OFF Computer
T R R I Qoo ovm

Click the Quick Launch toolbar.

4+ Desktop shortcut icon: Double-click the Microsoft Office PowerPoint 2007
shortcut icon, as shown in Figure 2-1. A shortcut icon is an icon you can
click to do something in a hurry. By creating a PowerPoint shortcut icon
on the Windows desktop, you can double-click the icon and start Power-
Point in a hurry. To place a PowerPoint shortcut icon on the desktop:
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1. Click the Start button and choose All Programs->Microsoft Office. Book I

Chapter 2
2. Move the pointer over Microsoft Office PowerPoint 2007 on the apret

submenu, but don’t click the program’s name.

3. Right-click Microsoft Office PowerPoint 2007 on the submenu and
choose Send To~>Desktop (Create Shortcut) on the pop-up menu
that appears.

4 Quick Launch toolbar: Click the PowerPoint 2007 shortcut icon on the
Quick Launch toolbar, as shown in Figure 2-1. The Quick Launch toolbar
appears on the Windows taskbar and is easy to find. Wherever your
work takes you, you can see the Quick Launch toolbar and click its
shortcut icons to start programs. Create a PowerPoint shortcut icon and
follow these steps to place a copy of it on the Quick Launch toolbar:

s)jog pue sy
Jul0giamod

1. Click the shortcut icon on the desktop to select it.
2. Hold down the Ctrl key.
3. Drag the shortcut icon onto the Quick Launch toolbar.

To change an icon’s position on the Quick Launch toolbar, drag it
to the left or the right. To remove an icon, right-click it and choose
Delete.

Yet another way to start PowerPoint is to make the program start automati-
cally whenever you turn on your computer. If you're the president of the
PowerPoint Fan Club and you have to run PowerPoint each time your com-
puter starts, create a PowerPoint shortcut icon and copy it into this folder if
your computer runs Windows XP:

C:\Documents and Settings\Username\Start Menu\Programs\
Startup

Copy the shortcut icon into this folder if your computer runs Windows Vista:

C:\Users\Username\AppData\Roaming\Microsoft\Windows\
Start Menu\Programs\Startup

Creating a New Presentation

When you start PowerPoint, the program creates a new, blank presentation
just for you. You can make this bare-bones presentation the starting point
for constructing your presentation, or you can get a more sophisticated,
fully realized layout and design by starting with a template.

A template is a starter file for creating a presentation. Each presentation is
founded on a template. Each presentation inherits its colors, designs, fonts,
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Figure 2-2:
Aslide
made from
the blank
presentation
(left) and a
template
(right).

and slide layouts from the template on which it was founded (the blank pres-
entation gets its design from a simple, bare-bones template). When you
decide between creating a presentation from the blank presentation or a
template, you're really deciding what your presentation will look like.

Figure 2-2 shows a slide created from the blank presentation (left) and a slide
created from a template (right). Notice that the blank-presentation slide isn’t
really “blank.” As Book II, Chapter 3 explains, you can redesign a blank pres-
entation very easily. You can choose a theme, a background color for the
slides, and fonts, and you can fashion your own slide layouts. When you
create a presentation with a template, all design decisions are made for you.
You get ready-made background colors, fonts, and slide layouts.

How many days in a year? How many:days in a year?

Most vears have 365 days

Every four years we havea Leap
Every four years we have a Leap Year to Year to adjust the calendar A
adjust the calendar. A leap year has one leap year has one additional

additional day, February 29th. day, February zgth.

Deciding between the blank presentation
and a template

Templates are a mixed blessing. They're designed by artists and they look
very good. Some templates come with boilerplate text — already written
material that you can recycle into your presentation. However, presentations
made from templates are harder to modify. Sometimes the design gets in the
way. A loud or intricate background may overwhelm the diagram or chart
you want to put on a slide. For example, the clip-art image on the blank-
presentation slide in Figure 2-2 would look out of place on the template

slide because the image and the template background are incompatible.

Starting from the blank presentation means doing the design work on your
own, although, as [ mentioned earlier, designing presentations isn’t as hard
as most people think because you can choose ready-made themes and back-
ground styles for a blank presentation. Sometimes simpler is better. By start-
ing from a blank presentation, you aren’t locked into someone else’s design
choices, and you have more creative opportunities.

The difference between a template and the blank presentation is similar to
the difference between a tract house and a house you build on your own.
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Figure 2-3:
The New
Presentation
dialog box is
the starting
point for
creating
anew
presentation.

Creating a New Presentation 79

Buying the tract house is less work. You can move right in. But if you build a
custom house, you can build it to your taste and specifications, and it’s unique.
No one has a house quite like yours. Your house looks different from the

neighbors’ houses.

Creating a blank presentation

PowerPoint shows you a blank presentation each time you open the pro-
gram. You can save this presentation and start to work or, if you're working
on another presentation already and you want to create a new, blank presen-
tation, you can follow these steps to create it:

1. Click the Office button.

2. Choose New on the drop-down list.

You see the New Presentation dialog box, shown in Figure 2-3.

3. Double-click Blank Presentation.

A new presentation appears. You can also create a new blank presenta-
tion by pressing Ctrl+N. Try visiting the Design tab and choosing a

theme or background style to get a taste of all the things you can do to
redesign a presentation.

Find a template.

N

Go forward or backward in your search.

L

New Pres: nt.ﬂi\n

al]

Templptes

Blan} and refent

Installed Tenpplates

Installed Themes

My templates...
Mew from existing...
Microsoft Office Online
Featured

Agendas

Award certificates
Calendars

Content slides

Design slides

Diagrams

Meore categories

Plans

Presentaticns

marketing|

Blank and recent

Recently Used Templates

]

Blank Presentation

i

Blank Presentation
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Creating a New Presentation

Creating a presentation from a template

The New Presentation dialog box (refer to Figure 2-3) offers many opportuni-
ties for finding a suitable template. To open this dialog box, click the Office
button and choose New on the drop-down list.

As you employ the following techniques to find a template, remember that
you can click the Back or Forward button in the dialog box to retreat and
advance during your search. Here are all the ways to search for a template
in the New Presentation dialog box:

4+ Use a template on your computer: Click Installed Templates (you’ll find
this button in the upper-left corner of the dialog box. Templates that you
loaded on your computer when you installed PowerPoint appear in the
dialog box. Double-click a template to create a presentation.

4+ Search online at Microsoft: Make sure your computer is connected to
the Internet, enter a search term in the Search box, and click the Start
Searching button. For example, enter “marketing” to search for tem-
plates suitable for presentations about marketing products. Templates
appear in the dialog box. Click a template to examine it. Double-click a
template to download and use it to create a presentation.

4+ Use a template you created (or downloaded earlier from Microsoft):
Double-click the My Templates button. The New Presentation dialog box
appears. Select a template and click OK. (Book VII, Chapter 2 explains
how to create your own templates.)

The middle of the New Presentation dialog box lists templates and presenta-
tions you recently worked on. Double-click a template name in the middle of
the dialog box if you want to use a template listed there to create your
newest masterpiece.

Starting from another presentation

If you can use another presentation as the starting point for creating a new
presentation, more power to you. With the New from Existing command, you
can nab slides from another presentation and make them the foundation for
a new one. Follow these steps to commandeer another presentation:
1. Click the Office button and choose New on the drop-down list.
You see the New Presentation dialog box (refer to Figure 2-3).
2. Click the New from Existing button.

The New from Existing Presentation dialog box appears.
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3. Locate and select the presentation whose slides and design you

covet.

4. Click the Create New button.

I hope you shoplifted that presentation from yourself, not from a con-

venience store.
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Swapping one template for another

Suppose you decide on the blank presentation
or a certain template when you create a pres-
entation, but you regret your decision. You want
a different template. As long as you already
created a presentation with the template you
want, you can impose its template design on
your presentation. If necessary, create a pres-
entation using the template you want, and then
follow these steps to swap another presenta-
tion’s template for your presentation’s template:

1. Select the last slide in your presentation.

2. On the Home tab, open the drop-down
menu on the New Slide button and choose
Reuse Slides.

The Reuse Slides task pane appears.

3. Click the Browse button and choose
Browse File on the drop-down list.

You see the Browse dialog box.

4. Locate and select the presentation with
the template you want; then click the Open
button.

Slides from the presentation appear in the
Reuse Slides task pane.

5. Click the Keep Source Formatting check box.

10.

You can find this check box at the bottom of
the Reuse Slides task pane.

. Right-click a slide in the task pane and

choose Insert All Slides on the shortcut
menu.

All slides from the other presentation arrive
in your presentation with their formatting
intact.

. Click the View tab.
. Click the Slide Master button.

You land in Slide Master view. Book II,
Chapter 2 explains what master slides are
and how you can use them to format slides.

. Scroll to the top of the Slides pane, right-

click the first slide (the Slide Master), and
choose Delete Master on the shortcut menu.

All the slides take on the formatting of the
new Slide Master.

Click the Close Master View button on the
Slide Master tab to leave Slide Master view.

You likely have to delete the slides that
arrived along with the new template, but
that's a small price to pay for being able to
commandeer an entirely new template.
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Saving Your Presentation Files
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Soon after you create a new presentation, be sure to save it. And save your
presentation from time to time as you work on it as well. Until you save your
work, it rests in the computer’s electronic memory (RAM), a precarious loca-
tion. If a power outage occurs or your computer stalls, you lose all the work
you did since the last time you saved your presentation. Make it a habit to
save files every ten minutes or so or when you complete an important task.

To save a presentation, do one of the following:

4 Click the Save button.
4 Press Ctrl+S.

4 Click the Office button and choose Save on the drop-down list.

[ wish that saving were just a matter of clicking the Save button, but saving
your work also entails telling PowerPoint where you prefer to save presenta-
tions. It also means saving presentations for use in earlier versions of Power-
Point as necessary, and saving AutoRecovery files. Better read on.

Telling PowerPoint where you
like to save presentations

When you attempt to save a presentation for the first time in the Save As

dialog box, PowerPoint shows you the contents of the My Documents folder
(in Windows XP) or the Document folder (in Windows Vista) on the assumption
that you keep most of your presentations in that folder. The My Documents folder
is the center of the universe as far as PowerPoint is concerned, but perhaps
you keep the majority of your presentations in a different folder. How would
you like to see your favorite folder first in the Save As and Open dialog boxes?

To direct PowerPoint to the folder you like best and make that folder’s name
appear first in the Save As and Open dialog boxes, follow these steps:

1. Click the Office button and choose PowerPoint Options on the drop-
down list.
You see the PowerPoint Options dialog box.

2. Select the Save category.
Figure 2-4 shows the topmost options in this category.

3. In the Default File Location text box, enter the address to the folder
where you prefer to keep your presentations.



Figure 2-4:
The Save
options in
the Power-
Point
Options
dialog box.
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For example, if you are fond of keeping presentations in the My Stuff
folder on the C drive of your computer, enter C:\My Stuff.

4. Click OK.

I =
H Customize how documents are saved.

Save presentations
Save files in this format: | PowerPoint Presentation w
Save AutoRecover information every |10 2= minutes

Default file location: C\Documents and Settings\Peter Weverka\My Documents',

Saving presentations for use in
earlier versions of PowerPoint

Not everyone is a proud owner of Microsoft Office PowerPoint 2007. Before
you pass along a document to a co-worker who has an earlier version of
PowerPoint, save your document so that your co-worker can open it. Presen-
tations are stored in the XML format in PowerPoint 2007 (later in this chap-
ter, “Understanding the New PowerPoint XML Format” explains XML). Unless
you save your document for earlier versions of PowerPoint, people who
don’t have the latest version can’t open them.

Saving a presentation for use in PowerPoint 97-2003
Follow these steps to save a presentation so that someone with PowerPoint

97, 2000, 2002, or 2003 can open it:
1. Click the Office button.
2. Choose Save As->PowerPoint 97-2003 Format.
You see the Save As dialog box.
3. Enter a new name for the presentation, if necessary.
4. Click the Save button.

Presentations saved in the PowerPoint 97-2003 format have the .ppt, not
the .pptx, file extension.

Book |
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Converting PowerPoint 97-2003
presentations to 2007

When you open a presentation made in an ear-
lier version of PowerPoint, the program switches
to compatibility mode. PowerPoint 2007 shuts
down features that weren't a part of earlier ver-
sions of PowerPoint to accommodate the pres-
entation. You can tell when PowerPoint is in
compatibility mode because the words “com-
patibility mode” appear in the title bar next to
the presentation’s name.

Follow these steps to convert a 97-2003 pres-
entation for use in PowerPoint 2007:

1. Open the presentation file.

2. Click the Office button and choose Convert
on the drop-down list.

A dialog box informs you what converting
means.

3. Click OK.

‘ Island

Tree.ppt [Compatibility Mo

de] - Microsoft PowerPaoint

Microsoft Office PowerPoint

[] Do not

| Tell e More... |

This action will convert the document to the newest format.

Converting allows you to use &l the new features of PowerPoint and reduces
the size of your flle. This document will be replaced by the converted version.

me again about converting documents

Co

Saving presentations for earlier versions of PowerPoint by default

If you're way ahead of the pack and you always have to save PowerPoint pre-
sentations in a different format so that co-workers can open them, make the dif-
ferent format the default format for saving all your presentations. That way, you
don’t have to choose a new format whenever you pass off a file to a co-worker.

Follow these steps to change the default format for saving presentations:

E?;; | down list.

-

1. Click the Office button and choose PowerPoint Options on the drop-

The PowerPoint Options dialog box appears.

2. Select the Save category (refer to Figure 2-4).

3. In the Save Files in This Format drop-down list, choose PowerPoint

Presentation 97-2003.
4. Click OK.

Remember that you made PowerPoint 97-2003 the default format for
saving presentation files. Someday soon, your co-workers will catch up
with you. They will acquire PowerPoint 2007. And when that happens,
return to the PowerPoint Options dialog box and choose PowerPoint
Presentation in the Save Files in This Format drop-down list.
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Saving “AutoRecovery information”

To insure against computer and power failures, PowerPoint saves presenta-

tions in the background every 10 minutes. These presentations are saved in

AutoRecovery files. After your computer fails, you can try to recover some of

the work you lost by getting it from the AutoRecovery file (see the sidebar

“When disaster strikes!”).

When disaster strikes!

After your computer fails and you restart
PowerPoint, you see the Document Recovery
task pane with a list of files that were open
when the failure occurred:

v AutoSaved files are files that PowerPoint
saved as part of its AutoRecovery procedure
(see “Saving ‘AutoRecovery information™).

v Original files are files that you saved by
clicking the Save button.

The Document Recovery task pane tells
you when each file was saved. By studying the
time listings, you can tell which version of a
presentation — the AutoRecovery file or the file
you saved — is most up-to-date.

Open the drop-down list for a presentation and
select one of these options:

v+~ Open: Opens the presentation so that you
can examine it. If you want to keep it, click
the Save button.

v~ Save As: Opens the Save As dialog box so
thatyou can save the presentation under a
different name. Choose this command to
keep a copy of the recovered file on hand
in case you need it.

v+~ Delete: Deletes the AutoRecovery file (this
command is available with AutoRecovery
files, not files that you saved on your own).

v~ Show Repairs: Shows repairs made to the
file as part of the AutoRecovery procedure.

Document Recovery

kesp,

Available files

PowetPoint has recovered the Following files, Save the ones you wish ta

EH] Marksting Plans Gone Awry.pptx [Autosaved] [t
Wersion created from the last Autosave
345 PM Friday, June 23, 2008

g] Marketing Plans Gone Awry,pptx [Original]
Wersion created last time the user saved the file
1:15 PM Friday, June 23, 2006

() wehich file do T want to save?

ﬂj TableTouch Inc, ppbx [Autos = Open
Wersion created From the last| =
3143 PM Friday, Tune 23, 200 el Save As...

| %

Delete
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PowerPoint saves AutoRecovery files every 10 minutes, but if you want the
program to save the files more or less frequently, you can change the Auto-
Recovery setting. “AutoRecovering” taxes a computer’s memory. If your
computer is sluggish, consider making AutoRecovery files at intervals longer
than 10 minutes; if your computer fails often and you’re worried about losing
data, make AutoRecovery files more frequently.

Follow these steps to tell PowerPoint how often to save data in an
AutoRecovery file:

0o 1. Click the Office button and choose PowerPoint Options on the drop-
3 down list.

The PowerPoint Options dialog box appears.
2. Click the Save category (refer to Figure 2-4).

3. Enter a Minutes setting in the Save AutoRecovery Information Every
xx Minutes box.

4. Click OK.

Opening and Closing Presentations

To get to work on a presentation, you have to open it first. And, of course,
you close a presentation when you’re finished working on it and want to
carry on normal activities. These pages explain all the intricate details of
opening and closing presentations. In these pages, you will find many tips
for finding and opening the presentation you want to work on.

Opening a presentation

PowerPoint and Windows offer many shortcuts for opening presentations.
To open a presentation, take the standard route — click the Office button
and choose Open — or take advantage of the numerous ways to open pre-
sentations quickly.

The slow, conventional way to open a presentation
If you can’t open a file by any other means, you have to resort to the Open

dialog box:
O 1. Click the Office button and choose Open on the drop-down list (or
i) press Ctrl+0).

You see the Open dialog box, as shown in Figure 2-5.

2. Locate and select the presentation you want to open.



Figure 2-5:
The Open
dialog box in
Thumbnails
view.

Very shortly, | show you some tricks for locating a presentation in the

Open dialog box.
3. Click the Open button.

Your presentation appears in PowerPoint. You can also double-click a

Opening and Closing Presentations

presentation name to open a presentation.

Double-click a folder

Tiles
Icons

List
Details
Properties
Preview

WebView

to see its contents. Navigate to other folders. Change views.
Open
Look in: | _j My Documents |ne 2
e —
My Recent ﬂ .
Dacuments P
I ,J ﬁ il | I T | |
Desktop
Addie Botany.ppt Chater TourZ.pptx Chater Tour,pptx
My Docurnents
| ==
. Ten
58 et
3 reswa
My Computer
‘:J Checker.pptx Content masker Design Specs.ppkx Diagrarm.ppkx
" /] tester . pptx
My Metwark.
Places el
File name:; )
Files of EyPe: | 4|l powerPoint Presentations (*. ppkc* ppt;®, pptm; . ppsx;* pps; . ppsm; |+
o) (et ]

The Open dialog box offers a bunch of different ways to locate a presenta-

tion you want to open:

4+ My Recent Documents button: View presentations you recently worked
on in the dialog box.

4 Look In drop-down list: Look for folders or presentations on a different
drive, network location, or disk (you can also click the My Computer
button). Earlier in this chapter, “Telling PowerPoint where you like to
save presentations” explains how to make a folder of your choice appear

first in the Look In drop-down list.

4+ Back button: Revisit folders you saw before in the course of your

search.

4+ Up One Level button: Move up the folder hierarchy to show the con-

tents of the folder one level above the one you're looking at.
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4+ Views drop-down list: Display folder contents differently (refer to Figure
2-5). In the Thumbnails view and Preview view, you can see the first slide
in a presentation. Details view can be helpful when you have trouble
finding a file. In Details view, you see how large files are and when they
were last edited.

4+ Folders: Double-click a folder to see its contents in the Open dialog box.

If you know the first letter in the name of a presentation you want to open,
type the letter in the File Name text box. Presentations whose names start
with the letter you typed appear on the File Name drop-down list. Select a
presentation and click the Open button.

Speed techniques for opening presentations

As shown in Figure 2-6, the fastest way to open a presentation is to click the
Office button and click the presentation’s name on the Recent Documents
list. This list shows the names of the last nine presentations you opened.
By moving the pointer over a name, you can see which folder it’s stored in.
Click the pin next to a name to make the name remain on the list even if it
isn’t one of the last nine presentations you opened (click a second time to
“unpin” a name).

To make more (or fewer) than nine presentation names appear on the
Recent Documents list, click the Office button and choose PowerPoint
Options. In the PowerPoint Options dialog box, click the Advanced category.
Then enter a number in the Show This Number of Recent Documents box.

Deleting and renaming presentations
in the Open dialog box

Deleting and renaming presentations are really button and choose Delete on the pop-up
the business of the Windows operating system, menu, or right-click and choose Delete).
but you can delete and rename documents one Then click Yes in the Confirm File Delete
at a time inside the Open dialog box. Within the message hox.

Open dialog box, select the presentation that
needs deleting or renaming and follow these
instructions to delete or rename it:

1 Renaming a presentation: Click the Tools
button and choose Rename on the pop-up
menu (or right-click and choose Rename).

v~ Deleting a presentation: Click the Delete Then type a new name.
button in the dialog box (or click the Tools
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Click to “pin” a name to the list. Book I
| Chapter 2

{ EFg H9-49 -+ Swan Society.pptx - Micrgsoft PowerPoint
view View =2
g: Recent Documents = = = = U
_ﬁlua liE=| i IF_; =y 7 ©
i 1 Swan Society.ppix L 4 | 4 ._} 1 = @ E
~ 2 ATrip to Paradise.pptx @ e : Shapes Arrange _Z_ lick - E_ %
sy Qoen 3 Company Project.ppt = ==l i - Y [« N-)
aph Drawing o5
4 Company Project - Big.pptm @ = =
H Save 5 Company Project.pptm {=1 &
6 Company Project2.pptm =
E‘_‘ti Save As B | 7 TableTouchInc.pptx N ]
] & Marketing Plan.pptx ‘ My Documents'\TableTouch Inc.pptx
Iigﬂ Print ] 2 Soilepte
’ Vellow Cab.pptx @
— Island Tree.ppt @
ﬂ) Prepare B )
— Chart Buster.pptx =
- y i OLE tester.ppte =
Flgure_z 6: ‘ﬁ Send » Our Game Plans.pptx =
Choosing a e -
presentatlon A/ Publish » Macrosil.pptm =
on the Macrosil.ppt =
Recent ] cese
Documents
IISt | 2] PowerPoint Options | |X Exit PowerPoint ‘ = =
R e L T a EEETT T e e
Here are other speed techniques for opening presentations:
4+ In Windows Explorer or My Computer: Locate the presentation in one
of these file-management programs and double-click its name. You can
click the Start button and choose My Documents to open Windows
Explorer to the My Documents folder.
=) 4+ Shortcut icon: Create a shortcut icon to a presentation and place the

icon on the Windows desktop. In Windows Explorer or the Open dialog
box, right-click the presentation’s name and choose Send To>Desktop
(Create Shortcut). To quickly open the presentation, double-click its
shortcut icon on the desktop.

Closing a presentation

Closing a presentation is certainly easier than opening one. To close a pres-
entation, save your file and use one of these techniques:

4 Click the Office button and choose Close on the drop-down list. The
PowerPoint program remains open although the presentation is closed.

4 Click the Close button, the X in the upper-right corner of the PowerPoint
window (or press Alt+F4). Clicking the Close button closes PowerPoint
as well as your presentation.
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Entering the Document Properties

If you try to close a presentation without first saving it, a message box asks
whether ditching your presentation is in your best interests, and you get a
chance to click Yes in a message box and save your presentation. Sometimes
closing a presentation without saving the changes you made to it is worth-
while. If you made a bunch of editorial mistakes and want to start over, you
can close the file without saving the changes you made. Next time you open
the presentation, you see the version that you had before you made all those

mistakes.

Entering the Document Properties

Document properties are a means of describing a presentation. If you manage
two dozen or more presentations, you owe it to yourself to record document
properties. You can use them later on to identify presentations.

To record document-property descriptions, click the Office button and choose

Cia ) : o
,ir.- Preparem>Properties. You see the Properties panel shown in Figure 2-7. Enter
- information about your presentation in the text boxes. To record even more
descriptions, click the Document Properties button and choose Advanced
Properties on the drop-down list. (Click the Close button — the X — to close
the panel.)
gi:, H92-0 )s A Trip to Paradise ppte - 1 A Trip to Paradise.pptx Properties 8=
'1?/ Horme Tnsert Design Animations Slide Show General | Summary | Statistics | Contents || Custom
g { & - Title: A Trip ko Paradise
B, B = ‘
3 =] B U 3he 8§ Subject: Paradise
Paste New
- Side~ ey duthor | Peter weverka
Clipboard = Slides Font Pa Manager: | Jensen
@ Document Properties ™ Lecation: C:\Documents Companty:
——— | Eathar Title: Suh_]e:t:
- . Peter Weverka A Trip bo Paradise |Paradiss Category: | Projections
Flgure 2 7 Category: Status; Keywords:  |Hawai, Tahiti
Enter Projections Half Done
document Cor‘nments' Comments: | This one is due on 1211,
rt_ This one is due on 12/1,
properties T
so that you Base:
can |dent|fy Template:  Paper
p resen- Save preview picture
tations.
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You can read a presentation’s document properties without opening a
presentation:

4+ In Windows Explorer, My Computer, or the Open dialog box, right-click
a presentation’s name and choose Properties. You see the Properties
dialog box, as shown on the right side of Figure 2-7.

4+ In the Open dialog box, switch to Properties view (refer to Figure 2-5).
You can do this in Windows XP, but not Windows Vista.

PowerPoint offers a command for erasing document properties. Click the
Office button and choose Prepare=>Inspect Document. In the Document
Inspector dialog box, click the Inspect button and then click the Remove All
button if you want to remove document properties (see Book VI, Chapter 5
for details).

Understanding the New PowerPoint XML Format

TEC,y,z,

MBER
\g&
&

Not that you particularly need to know it if you don’t share presentations
with others, but PowerPoint 2007 presentations are formatted using XML
(Extensible Markup Language), not the binary file format of previous Power-
Point versions. A markup language is a computer language, or set of codes,
that determines how text, graphics, colors, and all else is displayed on a
computer screen. You may have heard of HTML (Hypertext Markup Language).
HTML is the markup language that Web browsers read to display Web pages
on computer screens.

Microsoft adopted XML for PowerPoint 2007 and its other Office programs
(except Publisher) to make sharing information between the programs easier.
Because files made in the Office 2007 programs are formatted in XML —
because they’re written in the same language — data from one Office pro-
gram can be copied to another without the data’s having to be translated
from one binary file format to another. What’s more, files in the XML format
are half the size of files written in the old binary formats. And because XML
is an open format — programmers know the codes with which the XML is
written — people outside Microsoft can write programs that produce XML
data for use in Office programs. XML makes it easier for different programs
to exchange information.

The new XML format matters to PowerPoint 2007 users who intend to give
their presentations to people who don’t have PowerPoint 2007. It matters as
well to users who will show their presentations on computers on which an
earlier version of PowerPoint is installed. Because PowerPoint 2007 presen-
tations are formatted in XML, not the binary file format with which Power-
Point 97, 2000, 2002, and 2003 presentations are formatted, earlier versions
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of PowerPoint can’t open presentations made in PowerPoint 2007. Before
you give a presentation you created to someone who uses PowerPoint
97-2003, save it as a PowerPoint 97-2003 file (see “Saving presentations
for use in earlier versions of PowerPoint,” earlier in this chapter).

You can tell whether a PowerPoint, Excel, or Word file is formatted for a 2007
program or an earlier version of the program by glancing at its file extension.
PowerPoint, Excel, and Word files have four-letter, not three-letter file exten-

sions, with x (for XML) being the last letter. Table 2-1 lists Office program file
extensions.

Table 2-1 Office Program File Extensions
Program Office 2007 Office 97-2003
Access mdb. or.accdb .mdb

Excel Xlsx Xls

PowerPoint .pptx .ppt

Publisher .pub .pub

Word .docx .doc

You can convert PowerPoint 97-2003 files for use in PowerPoint 2007 (see
the sidebar “Converting PowerPoint 97-2003 presentations to 2007,” earlier
in this chapter).

Shortcut Commands Worth Knowing

The rest of this chapter takes you on a whirlwind tour of shortcut com-
mands that can save time as you construct PowerPoint presentations.
These commands belong in the Hall of Fame. They are Undo, Repeat, and
AutoCorrect.

Undoing a mistake

Fortunately for you, all is not lost if you make a big blunder, because Power-
Point has a marvelous little tool called the Undo command. This command
“remembers” the previous 20 editorial and formatting changes you made. As
long as you catch your error in time, you can “undo” your mistake.

Click the Undo button on the Quick Access toolbar to undo your most recent
change. If you made your error and went on to do something else before you
caught it, open the drop-down list on the Undo button. It shows your previ-
ous 20 actions. Click the one you want to undo or, if it isn’t on the list, scroll
until you find the error and then click it, as shown in Figure 2-8. However, if



Figure 2-8:
Fixing a
mistake on
the Undo
drop-down
list.
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you do this, you also undo all the (more recent) actions on the Undo menu
above the one you’re undoing. For example, if you undo the 19th action on
the list, you also undo the 18 before it.
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Unde 7 Actions

PowerPoint gives you the option of being able to undo more than 20 actions.
Click the Office button and choose PowerPoint Options. In the PowerPoint
Options dialog box, select the Advanced category. Then enter a number in
the Maximum Number of Undos box. Being able to undo numerous actions is
nice, of course, but it also taxes your computer’s memory and can make
your computer grumpy and sluggish.

Repeating an action — and quicker this time

The Quick Access toolbar menu offers a button called Repeat that you can
click to repeat your last action. This button can be a mighty, mighty time
saver. For example, if you just changed fonts in one heading and you want to
change another heading in the same way, select the heading and click the
Repeat button (or press F4 or Ctrl+Y). Move the pointer over the button to
see what clicking the button will do. You can find many creative uses for the
Repeat command if you use your imagination.

Entering text quickly with the AutoCorrect command

Book II, Chapter 4 explains how you can use the AutoCorrect command to
help correct typing errors, but with a little cunning you can also use it to
quickly enter hard-to-type jargon, scientific names, and the like. To open the
AutoCorrect dialog box, click the Office button, choose PowerPoint Options,
select the Proofing category in the PowerPoint Options dialog box, and then
click the AutoCorrect Options button. Select the AutoCorrect tab in the
AutoCorrect dialog box, as shown in Figure 2-9.
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Figure 2-9:
With a little
cunning,
you can use
AutoCorrect
to enter
hard-to-type
text.
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In the Replace column on the AutoCorrect tab are hundreds of common
typing errors and codes that PowerPoint corrects automatically. The pro-
gram corrects the errors by entering text in the With column whenever you
mistakenly type the letters in the Replace column. However, you can also use
this dialog box for a secondary purpose to quickly enter text.

To make AutoCorrect work as a means of entering text, you tell PowerPoint to
enter the text whenever you type three or four specific characters. In Figure
2-9, for example, PowerPoint is being instructed to insert the words “Cordyceps
sinensis” (a mushroom genus) whenever I enter the characters /cs (and press
the spacebar). Follow these steps to use AutoCorrect to enter text:

1. Open the AutoCorrect tab of the AutoCorrect dialog box (refer to
Figure 2-9).

2. In the Replace text box, enter the three or four characters that will
trigger the AutoCorrect mechanism and make it enter your text.

Don’t enter a word, or characters that you might really type someday, in
the Replace box. If you do, the AutoCorrect mechanism might kick in
when you least expect it. Enter three or four characters that never appear
together. And start all AutoCorrect entries with a slash (/). You might
forget which characters trigger the AutoText entry or decide to delete
your AutoCorrect entry someday. By starting it with a slash, you can find
it easily in the AutoCorrect dialog box at the top of the Replace list.
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3. In the With text box, enter the hard-to-type name or word(s) that will
appear when you enter the Replace text on a slide.

4. Click the Add button.
5. Click OK.

Test your AutoCorrect entry by typing the Replace text you entered in
step 2 (which, of course, includes the slash [ recommended) and press-
ing the spacebar (AutoCorrect doesn’t do its work until you press the
spacebar).

To delete an AutoCorrect entry, open the AutoCorrect dialog box, select the
entry, and click the Delete button.
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Chapter 3: Finding Your Way
around the PowerPoint Screen

In This Chapter

+ Looking at the different parts of the screen

+ Understanding the new PowerPoint interface

v Zooming in and out on slides

v Changing your view to get a better look at your work
+ Removing and resuscitating parts of the screen

v Seeing and hiding the rulers

Fnding your way around a new computer program is like the first day of
junior high school — it’s intimidating. Your palms sweat. You feel agi-
tated. To keep you from being intimidated, these pages give you the lay of
the land. They explain what the different parts of the screen are and how to
find your way around the new PowerPoint interface. You also discover how
to zoom in and out and get a better view of your work by choosing one of
the View options. Finally, this chapter shows how to hide different parts of
the screen to get more room to work in.

A Brief Geography Lesson

Here is a brief geography lesson about the different parts of the PowerPoint
screen. I'd hate for you to get lost in PowerPoint Land. Figure 3-1 shows the
different parts of the screen. Fold down the corner of this page so that you
can return here if screen terminology confuses you:
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Figure 3-1:
The
different
parts of the
PowerPoint
screen.
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the PowerPoint window.
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View buttons

Zoom controls

Title bar: The stripe along the top of the screen. It lists your presenta-

Window buttons: These buttons are for shrinking, enlarging, and closing

Office button: The round button you can click to open a menu with com-
mands for creating, opening and saving PowerPoint presentations, as
well as doing other file-management tasks.

Quick Access toolbar: A toolbar with three buttons — Save, Undo, and
Repeat. You see this toolbar wherever you go in PowerPoint. See “The
Quick Access toolbar” later in this chapter for details.
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4+ Ribbon: The place where the tabs are located. Click a tab — Home, Insert, Book |
Design, Animations, Slide Show, Review, or View — to start a task. See Chapter 3
“The Ribbon and its tabs,” later in this chapter, for details.
o
4+ Slides pane: In Normal view, the place on the left side of the screen where g =
you can see the slides or the text on the slides in your presentation. Scroll %-3 5
in the Slides pane to move backward and forward in a presentation. S, 3 é
=c
4+ Slide window: Where a slide (in Normal view) or slides (in Slide Sorter view) ¥ 2 §
are displayed. Scroll to move backward or forward in your presentation. ﬁ :=|;" =
=

4+ Notes pane: Where you type notes (in Normal view) that you can refer
to when giving your presentation. The audience can’t see these notes —
they are for you and you alone. See Book VI, Chapter 2 for details.

4+ Status bar: Tells you information about your presentation. Book VII,
Chapter 1 explains how to customize the Status bar.

4+ View buttons: Buttons you can click to switch to (from left to right)
Normal, Slide Sorter, and Slide Show view. See “Getting a Better View
of Your Work,” later in this chapter.

4+ Zoom controls: Enlarge or shrink the slide (in Normal view) or slides (in
Slide Sorter view). See “Zooming In, Zooming Out” later in this chapter.

You can change the size of the Slides plane and Notes pane (in Normal view).
Move the pointer over the division between the pane and the rest of the
screen, and when the pointer changes to a two-headed arrow, click and start
dragging.

\\3

Knowing Your Way around the
New PowerPoint Interface

If you're friendly with previous editions of PowerPoint and the other Office
programs, you probably got a shock when you opened this new edition of
PowerPoint for the first time. The new PowerPoint looks different. Gone are
the main menu across the top of the screen and the many toolbars. The
entire program has been given a facelift.

Why the change? The mighty muck-a-mucks of Microsoft decided that the
number of features in PowerPoint had outgrown the old menu-and-toolbar
structure. Users of PowerPoint had to take too many steps — they had to open
too many menus and fiddle with too many toolbars — to find features and com-
mands. Microsoft thought that features and commands were going unused
because they were buried too deeply in the menu-and-toolbar structure.
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Figure 3-2:
The Office
button and
Quick
Access
toolbar are
always
available.

To bring all the features and commands into the open, Microsoft designed a
new interface for PowerPoint. Interface, also called the user interface, is a
computer term that describes how a software program presents itself to the
people who use it (and you probably thought “interface” meant two people
kissing). PowerPoint’s new interface is daunting at first, because it’s hard to
tell where to find commands. It’s hard to know where to begin. However, I'm
happy to report, having spent a lot of time with PowerPoint in the course of
writing this book, that I like the new interface. I like it very much. Maybe I'm
suffering from Stockholm Syndrome, a condition that makes kidnap victims
fall in love with their kidnappers, but I like this new interface.

These pages give you a quick tour of the new PowerPoint interface and
explain what the various parts of the interface are. Click along with me as |
describe the interface, and you’ll know what’s what by the time you finish
reading these pages.

The Office button

In the upper-left corner of the PowerPoint window is the Office button, as
shown in Figure 3-2. Clicking this button opens a menu similar to the File
menu in most computer programs. The Office menu offers commands for
creating, opening, and saving presentations, as well as doing other file-
management tasks.
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button  Quick Access toolbar
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The Quick Access toolbar

No matter where you travel in PowerPoint, you see the Quick Access toolbar
in the upper-left corner of the screen next to the Office button (refer to
Figure 3-2). This toolbar offers three necessary buttons: the all-important
Save button, the trusty Undo button, and the convenient Repeat button.
You can place more buttons on the Quick Access toolbar as well as move
the toolbar lower in the window. I explain how to change around the Quick
Access toolbar in Book VII, Chapter 1, the chapter about customizing
PowerPoint.
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By the way, Microsoft says you can call the Quick Access toolbar the QAT,
or “kwat,” but I don’t think you should do that. Others will think you have
indigestion.

The Ribbon and its tabs

Across the top of the screen is the Ribbon, an assortment of different fabs;
click a tab to undertake a task. For example, click the Home tab to add a
slide to a presentation and format the text on slides; click the Insert tab to
insert a table or picture, among other things, on a slide. Figure 3-3 shows
what you see when you click the Home, Insert, and Design tab on the Ribbon.
Each tab offers a different set of buttons and galleries.
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Practically speaking, your first step when you start a new task is to click a
tab on the Ribbon. Knowing which tab to click takes a while, but the names
of tabs — Home, Insert, Design, Animations, Slide Show, Review, and View —
hint as to which commands you’ll find when you visit a tab.
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How many buttons appear on some of the tabs depends on the size of your
monitor screen. On narrow 800 x 600 screens, PowerPoint sometimes can’t
find enough room to display all the buttons on a tab, so it presents you with a
primary button to click in order to get to the other buttons. Throughout this
book, [ endeavor to tell which button you need to click if your monitor has a
narrow as well as a wide screen, but if [ tell you to click a button and you
don’t see it, you have to click a primary button first. Look around for the pri-
mary button and click it to get to the secondary button named in this book.

Context-sensitive tabs

To make the Ribbon disappear and get more room to view slides, right-click
the Ribbon and choose Minimize the Ribbon on the shortcut menu. To see
the Ribbon again, right-click a tab name or the Quick Access toolbar and de-
select Minimize the Ribbon on the shortcut menu. While the Ribbon is mini-
mized, you can click a tab name to display a tab.

Sorry for dropping the word context-sensitive on you. I usually steer clear of
these horrid computer terms, but I can’t help it this time because Microsoft
calls some tabs “context-sensitive,” and by golly, [ have to call them that, too.

To keep the Ribbon from getting too crowded with tabs, some tabs appear
only in context — they appear on the Ribbon after you insert or click some-
thing on a PowerPoint slide. In Figure 3-4, for example, I inserted a table, and
two additional tabs, the Design and Layout tab, appear on the Ribbon under
the heading “Table Tools.” These context-sensitive tabs offer commands for
designing and laying out tables. When I click the (Table Tools) Design tab, as
Figure 3-4 shows, | see commands for putting colors and borders on tables.
The idea behind context-sensitive tabs is to direct you to the commands you
need and exclude all other commands.

If you're looking for a tab on the Ribbon but can’t find it, you probably can’t
find it because the tab is context-sensitive. You have to insert or select an
item on a PowerPoint slide to make some tabs appear on the Ribbon. Context-
sensitive tabs appear on the right side of the Ribbon under a heading with
the word Tools in its name. In Figure 3-4, for example, the Design and Layout
context-sensitive tabs pertain to handling tables, so they appear under the
“Table Tools” heading.

Context-sensitive tab names can be confusing because sometimes they
repeat the names of other tabs. Notice on the Ribbon in Figure 3-4, for exam-
ple, that the name “Design” appears twice, once on its own and once under-
neath “Table Tools.” When I refer to a context-sensitive tab name in this
book, I sometimes include its “Tools” heading in parentheses if there is any
confusion about which tab I'm referring to. For example, the Design tab that
always appears on the Ribbon is called “the Design tab,” but the context-
sensitive Design tab is called “the (Table Tools) Design tab.”
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Select orinsert an item. ..
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The anatomy of a tab

All tabs are different in terms of the commands they offer, but all are the same
insofar as how they present commands. On every tab, you will find groups
and buttons. Some tabs also offer galleries. Groups, buttons, galleries —
what’s up with that?

Groups

Commands on each tab are organized into groups. For example, the Home
tab is organized into five groups: Clipboard, Slides, Font, Paragraph, and
Drawing, as shown in Figure 3-5. Group names appear below the buttons
and galleries on tabs.

Groups serve two purposes:
4 Groups tell you what the buttons and galleries above their names are for.

On the Home tab, for example, the buttons on the Font group are for for-
matting text. Read group names to help find the command you need.
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4+ Most groups have group buttons that you can click to open a dialog box
E or task pane (officially, Microsoft calls these little buttons dialog box
launchers, but let’s act like grownups, shall we?). Group buttons are
found to the right of group names. As Figure 3-5 shows, moving the
pointer over a group button opens a pop-up help box with a description
and picture of the dialog box or task pane that appears when the button
is clicked.

Group names
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Group buttons

As with tabs on the Ribbon, group buttons are context-sensitive (there’s that
word again!). Whether you can click a group button to open a dialog box or
task pane depends on the context in which you’re working. Sometimes the
buttons are grayed out because they don’t pertain to the task you're cur-
rently doing.

Buttons

Go to any tab and you will find buttons of all shapes and sizes. Square but-
tons and rectangular buttons. Big and small buttons. Buttons with labels and
buttons without labels. Is there any rhyme or reason to these button shapes
and sizes? No, there isn’t.

What matters is not a button’s shape or size, but whether a downward-pointing
arrow appears on its face:
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j 4+ A button with an arrow: Click a button with an arrow and you get a

drop-down list. Sometimes the drop-down list presents still more but-
tons. Yet again, on these drop-down lists, clicking a button with an arrow
gets you another drop-down list, but clicking a button without an arrow
opens a dialog box or task pane.

4+ A button without an arrow: Click a button without an arrow and you
complete an action or open a dialog box or task pane.

4 A hybrid button with an arrow: Some buttons serve a dual purpose as
a button and drop-down list. By clicking the symbol on the top half of
the button, you complete an action; by clicking the arrow on the bottom
half of the button, you open a drop-down list. On the Home tab, for
example, clicking the top half of the New Slide button inserts another
slide right away, but clicking the bottom half of the New Slide button
opens a drop-down list.

You can find out what clicking a button does by moving the pointer over it.
You see a pop-up description of what the button is for.

Galleries

Built into some tabs are galleries like the one shown in Figure 3-6. The
gallery in the figure pertains to charts: the Chart Styles gallery is for format-
ting charts. A gallery presents you with visual options for changing an item
on a slide. Rather than visit numerous dialog boxes and task panes, you can
select a gallery choice and give many commands at one time. The item on
your slide — the table, chart, or diagram, for example — changes appear-
ance as you move the pointer over different gallery choices.

To view and make choices on a gallery:

4+ Click a Scroll button to see more gallery choices at a time on the tab.

4 Click the More button (refer to Figure 3-6) to open the gallery choices in
a drop-down list and see many choices at one time.

Galleries are unique because they present, in the form of visual choices, the
results of commands, not command names. All you have to do is glance at a
gallery option to see what selecting the option will do to your chart, table,
shape, or whatever. By selecting gallery options, you can get very sophisti-
cated layouts and formats without having to be an expert in PowerPoint or
know your way to all the layout and formatting commands. You can experi-
ment with formats and layouts in a matter of seconds merely by hovering
the pointer over gallery choices (see “Live previewing,” the next section in
this chapter).
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Click the More button to open the gallery in a drop-down list.
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Live previewing

This new edition of PowerPoint comes with live previewing, a welcome and
inspired innovation. Thanks to live previewing, you can see the results of a
menu or gallery choice before actually making the choice.

Here’s how live previewing works: Move the pointer over an option in a
gallery or drop-down list and glance at the screen. You can see the results of
selecting the option. For example, you see a different font or shape color.
You can judge whether choosing the option is worthwhile without choosing
the option first. Live previewing liberates you from repeatedly choosing
commands, backtracking, and trying again until you get it right.

Follow these steps to experiment with live previewing:

1. Enter some text on a PowerPoint slide.
2. Drag over the text to select it.

“Drag” means to hold down the mouse button as you slide the pointer
over the text.

3. Click the Home tab.
4. Open the Font drop-down list.



Figure 3-7:
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5. Slowly move your pointer over the options on the Font drop-down list.

As the pointer comes to different font names, the text on your slide
changes fonts.

If live previewing is turned off and you want to turn it on, click the Office
button and choose PowerPoint Options. In the Popular category of the
PowerPoint Options dialog box, click the Enable Live Preview check box
and click OK.

Mini toolbars

A Mini toolbar is a ghost-like menu that appears on-screen to help you do a
task, as shown in Figure 3-7. Move the pointer onto a Mini toolbar, and it
ceases being ghost-like, as Figure 3-7 demonstrates. Now you can choose an
option from a drop-down list or click a button on the Mini toolbar to com-
plete a task.
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The Mini toolbar shown in Figure 3-7 appears when you select text and move
the pointer over selected text. Don’t be frightened of these ghost-like Mini
toolbars. Keep your eyes open for them. Mini toolbars are very convenient,
and they save you the trouble of going to a different tab to complete a task.

PowerPoint 2007 for keyboard lovers

People who like to give commands by pressing keyboard shortcuts may well
ask, “Where are the keyboard shortcuts in the new edition of PowerPoint?”
The answer is: They're still there. All keyboard shortcuts — press Ctrl+B for
boldface text and Ctrl+ U for underline text, for example — work the same
way as they did in earlier editions of PowerPoint.

To find out the Alt+key shortcuts for opening and choosing menu commands,
press the Alt key. Letters appear on tab names. Microsoft calls these letters
KeyTips. After you press the Alt key, follow these instructions to make use of
KeyTips:
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4+ Go to a tab: Press a KeyTip on a tab to visit a tab. As shown in Figure
3-8, letters, numbers, and combinations of letters and numbers appear
on the commands.

4+ Make KeyTips appear on menu items: Press a KeyTip on a button or
gallery to make KeyTips appear on menu items.
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Right-clicking to open a shortcut menu

Similar to Mini toolbars are the shortcut menus
you get when you right-click. Right-click means
to click the right, not the left, mouse button.
Right-click anywhere in PowerPoint and you get
a shortcut menu of some kind. The shortcut
menus differ, depending on what you right-click.

Right-clicking sometimes gets you to the
command you need without having to select a

different tab. | know I've been right-clicking
more than usual in this new edition of Power-
Point to keep from having to switch from tab to
tab on the Ribbon.

When you right-click text, the Minitoolbar appears
at the top of the shortcut menu. To see what |
mean, compare this illustration to Figure 3-7.
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Zooming In, Zooming Out ookl
Eyes weren’t meant to stare at computer screens all day, which makes the =
Zoom controls all the more valuable. Use the Zoom controls freely and often s
to enlarge or shrink slides and preserve your eyes for important things, such e 2 =
as gazing at the horizon for protein-rich prey. As shown in Figure 3-9, the B_u g s
Zoom controls are located in the lower-right corner of the screen and on the 25 ‘_';
View tab. The Zoom box tells you at what percentage you’re currently view- g Se
ing slides. § 3
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Meet the Zoom controls:

' 4 Zoom dialog box: Click the Zoom box (the % listing) to display the
Q Zoom dialog box, and then select an option button or enter a Percent
measurement (refer to Figure 3-9). You can also open the Zoom dialog
box by starting on the View tab and clicking the Zoom button.
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4 Zoom slider: Drag the Zoom slider left to shrink or right to enlarge
slides. Click the Zoom In or Zoom Out button to zoom in or out by 10-
percent increments.

4+ Fit Slide to Current Window button: Click this button (in Normal view)
to make the slide just large enough to fit in the window. You can also find
the Fit to Window button on the View tab.

If your mouse has a wheel, you can hold down the Ctrl key and spin the

wheel to quickly zoom in or out.

Getting a Better Uiew of Vour Work

Depending on the task at hand, some views are better than others. Figure
3-10 demonstrates different ways of viewing a presentation. These pages
explain how to change views and when to choose one view over another.
You discover Normal, Slide Sorter, Slide Show, Slide Master, Notes Page,
Handout Master, Notes Masters, and the Color/Grayscale views.

Figure 3-10:
The
different
views:
Normal/
Outline (A);
Normal/
Slides (B);
Slide Sorter
(C); Notes
Page (D);
Slide
Master (E);
and Slide
Show (F).
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Changing views
PowerPoint offers two places to change the view:

4 View buttons on the Status bar: Click a View button — Normal, Slide
Sorter, or Slide Show — on the Status bar to change views, as shown in

Figure 3-11.

4 View tab: Click the View tab and then click a button on the Presentation
Views group to change views, as shown in Figure 3-11.

Click a View button on the View tab or Status bar.
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Normal/Outline view: Fiddling with the text

Switch to Normal view and select the Outline tab in the Slides pane (refer to
Figure 3-10) when you're entering or reading text. You can find the Outline
tab at the top of the Slides pane. The words appear in outline form. Normal/
Outline view is ideal for focusing on the words in a presentation. To get to
Normal view, click the Normal button in the Status bar along the bottom of
the screen or click the Normal button on the View tab.
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Normal/Slides view: Moving from slide to slide

m _ Switch to Normal view and select the Slides tab in the Slides pane when you
* want to examine a slide. In this view, thumbnail slides appear in the Slides

pane, and you can see your slide in all its glory in the middle of the screen.
(refer to Figure 3-10). Scroll to and select a slide to make it appear on-screen.
You can use the scrollbar in the Slides pane to find a particular slide. You
can also press the Home key to select the first slide or the End key to select
the last one, or click the Previous Slide or Next Slide button below the scroll-
bar on the right side of the screen to go from slide to slide.

P You can close the Slides pane in Normal view if it gets in your way. To close
it, click its Close button (the X to the right of the Outline tab). To see the
Slides pane again, visit the View tab and click the Normal button, or move
the pointer to the extreme left side of the screen, click, and drag to the right
when the pointer turns into a double arrow.

Slide Sorter view: Moving and deleting slides

oo | In Slide Sorter view (refer to Figure 3-10), you see thumbnails of all the slides
00 | in the presentation. From here, moving slides around is easy, and seeing
many slides simultaneously gives you a sense of whether the different slides
are consistent with one another and how the whole presentation is holding
up. The slides are numbered so that you can see where they appear in a
presentation.

Slide Show view: Giving a presentation

In Slide Show view (refer to Figure 3-10), you see a single slide. Not only that,
but the slide fills the entire screen. This is what your presentation will look
like when you show it to an audience. You can see what a slide really looks
like at this size. To advance from slide to slide, click the screen. To quit Slide
Show view, press the Esc key or right-click and choose End Show on the
shortcut menu. Book VI, Chapter 1 focuses on giving PowerPoint presenta-
tions in Slide Show view.

Ll

P When you click the Slide Show button on the Status bar, the slide that is cur-
rently selected appears at full-screen size. To make a presentation start from
the beginning, either press F5 or go to the Slide Show tab and click the From
Beginning button.

Notes Page view: Reading your speaker notes

In Notes Page view (refer to Figure 3-10), you see notes you have written to
aid in your presentation, if you’'ve written any. You can write notes in this
view as well as on the Notes pane in the Normal view. PowerPoint gives you
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one page per slide (although you can change that). To get from page to page,
drag the scrollbar. Notes Page view is available by going to the View tab and
clicking the Notes Page button.

Pure Black and White and Grayscale view's

Sometimes color on slides, not to mention animations and graphics, is a dis-
traction. To strip down slides to their bare essence, change to Grayscale or
Pure Black and White view. These views don’t actually change the color on
slides — they change the slides’ appearance only on your computer monitor.
Pure Black and White is especially useful for focusing on text.

To switch to Pure Black and White or Grayscale view, click the View tab and
then click the Grayscale or Pure Black and White button (you may have to
click the Color/Grayscale button first, depending on the size of your screen).
Don’t forget to click the Color button on the View tab to get your colorful
slides back.

The Master views

Also on the View tab are the Master views — Slide Master, Handout Master,
and Notes Master. To switch to these views, visit the View tab and click the
appropriate button.

These sophisticated views are for handling master styles, the formatting
commands that pertain to all the slides in a presentation (Slide Master
view), the printed handouts you can give to audience members (Handout
Master view), and the notes you write to yourself about giving a presenta-
tion (Notes Master view). Slide Master view is the subject of Book I,
Chapter 2. You can read about Handout Master view and Notes Master
view in Book VI, Chapter 2.

Hiding and Displaying the Slides
Pane and Notes Pane

In Normal view, the Slides pane with its slide thumbnails appears on the left
side of the screen, and the Notes pane appears on the bottom of the screen
so that you can scribble notes about slides. Sometimes these panes just take
up space. They clutter the screen and occupy real estate that could be
better used for formatting slides.

Book |
Chapter 3
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Viewing a presentation through
more than one window

You can be two places simultaneously, at least
where PowerPoint is concerned. You can open
a slide in one window and open a second slide
in another, which saves you the trouble of find-
ing the second slide when you need it. To open
a second (or third of fourth) window on a
PowerPoint presentation, go to the View tab
and click the New Window button. An extra
button appears on the Windows taskbar with
your presentation’s name on it.

To go back and forth between open windows:

+* On the Windows taskbar: Click a Power-
Point button on the taskbar.

1 Onthe View tab: Click the Switch Windows
button and select a window on the drop-
down list.

To view open windows at the same time, go to
the View tab and click one of these buttons:

v+~ Arrange All: Arranges the windows side-
by-side on-screen.

1~ Cascade: Arranges the windows fanlike on
the screen.

To work with PowerPoint windows after you've
opened more than one, look to the windows’
Minimize, Maximize, and Close buttons. You
can find these buttons in the upper-right corner
of the windows.

v~ Enlarging a window you “arranged” or
“cascaded”: Click the window's Maximize
button.

v~ Closing an open PowerPoint window:
Click the Close button. Clicking the Close
button this way doesn't close PowerPoint.

Changes you make in either window also
appear in the other window. The important
thing to remember here is that you’re working
on a single presentation, not two presentations.

As shown in Figure 3-12, you can temporarily remove the Slides pane and
Notes pane by following these instructions:

4+ Removing the Notes pane: Move the pointer over the border between

the Notes pane and the rest of the screen, and when the pointer changes
to a two-headed arrow, drag the border to the bottom of the screen.

4+ Removing the Slides pane (and the Notes pane): Click the Close button
on the Slides pane. This button is located to the right of the Outline tab.
Clicking it removes the Notes pane as well as the Slides pane.

, 4 Restoring the Slides and Notes pane: On the View tab, click the Normal
3 button. You can also move the pointer to the left side or bottom of the
screen, and when you see the double-headed arrow, click and start
dragging.

You can change the size of either pane by moving the pointer over its border,
clicking, and dragging.
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Displaying, Hiding, and Reading the Ruler

PowerPoint offers a vertical and horizontal ruler to help you align text
boxes, clip art, and all and sundry on slides, as shown in Figure 3-13. Follow
either of these instructions to display or hide the ruler:

4 Right-click a slide (but not an object or placeholder frame) and choose
Ruler on the shortcut menu.

4 Go to the View tab and click the Ruler check box.

Figure 3-13:
PowerPoint
offers a
vertical and
horizontal
ruler.
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Notice that 0 is the measurement at the center of both rulers and that these
rulers contain negative and positive measurements. As you’ll discover later,
this measurement system is useful for positioning items on slides.

Book IV, Chapter 2 explains two other valuable tools for aligning items on
slides, the grid and the drawing guides. Book IV, Chapter 2 also explains how
you can display centimeters on the ruler instead of inches.



Chapter 4: Planning Ahead
for a Solid Presentation

In This Chapter

v Constructing a presentation from the ground up
v+ Choosing a look for your presentation

+ Showing your presentation

A s nice as PowerPoint is, it has its detractors. If the software isn’t used
properly, it can come between the speaker and the audience. In an
article in the May 28, 2001, New Yorker titled “Absolute PowerPoint: Can a
Software Package Edit Our Thoughts?” lan Parker argued that PowerPoint
may actually be more of a hindrance than a help in communicating. Power-
Point, Parker wrote, is “a social instrument, turning middle managers into
bullet-point dandies.” The software, he added, “has a private, interior influ-
ence. It edits ideas. . . . It helps you make a case, but also makes its own case
about how to organize information, how to look at the world.”

I think complaints about PowerPoint should be directed not at the software,
but at the people who use it. Many presenters fail to take advantage of
PowerPoint’s creative opportunities. They treat PowerPoint as a speaker’s
aid or crutch that they can lean on to take away some of the burdens of
public speaking. They don’t understand that PowerPoint is a medium, a
method of communicating with people using visuals, animation, and even
sound.

This chapter explores how you can take advantage of PowerPoint’s creative
opportunities. It explains how to build a persuasive presentation and what
to consider when you design a presentation’s look. You will also find tips for
connecting with your audience.

Want to see a great example of a bad PowerPoint presentation? Try visiting
the Gettysburg PowerPoint Presentation, a rendering of Lincoln’s Gettysburg
Address in PowerPoint. Yikes! You'll find it here:

www .norvig.com/Gettysburg
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Formulating Vour Presentation
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Before you create any slides, think about what you want to communicate to
your audience. Your goal is not to dazzle the audience with your PowerPoint
skills, but communicate something — a company policy, the merits of a
product, the virtues of a strategic plan. Your goal is to bring the audience
around to your side.

To that end, the following pages offer practical advice for taking your presen-
tation from the drawing-board stage to the next stage, the one in which you
actually start creating slides.

Start by writing the text

Here’s one of the best pieces of advice you’ll ever get about creating a
PowerPoint presentation: Write the text of the presentation before going
anywhere near PowerPoint. Focus on the words to begin with. This way,
you focus on what you want to communicate, not slide layouts or graphic
designs or fonts.

[ suspect that people actually enjoy doodling with PowerPoint slides because
it distracts them from focusing on what really matters in a presentation —
that is, what’s meant to be communicated. Building an argument is hard
work. People who can afford it pay lawyers and ghostwriters to do the job
for them. Building an argument requires thinking long and hard about your
topic, putting yourself in the place of an audience member who doesn’t
know the topic as well as you, and convincing the audience member that
you’re right. You can do this hard work better in Word, where the carnival
atmosphere of PowerPoint isn’t there to distract you.

Matke clear what the presentation is about

In the early going, state very clearly what your presentation is about and
what you intend to prove with your presentation. In other words, state the
conclusion at the beginning as well as the end. This way, your audience will
know exactly what you are driving at and be able to judge your presentation
according to how well you build your case.

Start from the conclusion

Try writing the end of the presentation first. A presentation is supposed to
build to a rousing conclusion. By writing the end first, you have a target to
shoot for. You can make the entire presentation service its conclusion, the
point at which your audience says, “Ah-ha! She’s right.”
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Personalize the presentation Book

Make the presentation a personal one. Tell the audience what your personal Chapter 4
reason for being there is or why you work for the company you work for.
Knowing that you have a personal stake in the presentation, the audience
is more likely to trust you. The audience will understand that you're not a
spokesperson, but a speaker — someone who has come before them to
make a case for something that you believe in.

uonejuasald
pijos e o}
peayy buiuueld

Tell a story

Include anecdotes in the presentation. Everybody loves a pertinent and well-
delivered story. This piece of advice is akin to the previous one about per-
sonalizing your presentation. Typically, a story illustrates a problem for
people and how people solve the problem. Even if your presentation con-
cerns technology or an abstract subject, make it about people. “The people
in Shaker Heights needed faster Internet access,” not “the data switches in
Shaker Heights just weren’t performing fast enough.”

Assemble the content

Finally, for a bit of practical advice, assemble the content before you begin
creating your presentation. Gather together everything you need to make
your case — photographs, facts, data, quotations. By so doing, you can have
at your fingertips everything you need to get going. You don’t have to inter-
rupt your work to get more material, and having all the material on hand will
help you formulate your case better.

Designing Your Presentation

Entire books have been written about how to design a PowerPoint presenta-
tion. I've read three or four. However, designing a high-quality presentation
comes down to observing a few simple rules. These pages explain what
those rules are.

Keep it simple

PowerPoint is loaded down with all kinds of features that fall in the “bells
and whistles” category. You can “animate” slides and make slide items fly
onto the screen. You can play sounds as slides leave the screen. You can
make slide elements spin and flash. Sometimes, however, these fancy fea-
tures are a distraction. They draw the attention of the audience to Power-
Point itself, not to the information or ideas you want to impart.
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Studying others’ presentations
by starting at Google

How would you like to look at others’ presenta-
tions to get ideas for your presentation?
Starting at Google.com, you can search for
PowerPoint presentations, find one that inter-
ests you, download it to your computer, open it,
and have a look. Follow these steps to search
online for PowerPoint presentations and land
one on your computer:

1.
2.

Open your Web browser.

Go to Google at this address: www.
google.com.

. Click the Advanced Search link.
You land on the Advanced Search page.

. Open the File Format drop-down list and
choose Microsoft PowerPoint (.ppt).

. In the With all of the Words text box, enter
a descriptive term that describes the kind
of PowerPoint presentations you're inter-
ested in.

For example, enter marketing if you have
been charged with creating a PowerPoint
presentation about marketing a product.

. Click the Google Search button.

In the search results, you see a list of
PowerPoint presentations.

. Find and click the name of a presentation
that looks interesting.

You see the File Download dialog box.

. Click the Save button, and in the Save As
dialog box, select a folder for storing the
presentation and click the Save button.

In a moment, the presentation you selected
is copied to your computer. Run a virus
check on the presentation to make sure it's
safe to open, and then open it if it doesn’t
contain a virus. Do you like what you see?
Scroll through the slides to find out how
someone else designed a presentation.
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To make sure that PowerPoint doesn’t upstage you, keep it simple. Make use
of the PowerPoint features, but do so judiciously. An animation in the right
place at the right time can serve a valuable purpose. It can highlight an
important part of a presentation or jolt the audience awake. But stuffing a
presentation with too many gizmos turns a presentation into a carnival
sideshow and distracts from your message.

On the subject of keeping it simple, slides are easier on the eyes if they
aren’t crowded. A cramped slide with too many words and pictures can
cause claustrophobia. Leave some empty space on a slide so that the audi-
ence can see and read the slide better.

Be consistent from slide to slide

The surest sign of a professional, well-thought-out presentation is consis-
tency from slide to slide. The titles are formatted the same way on all slides.
The fonts and font sizes are consistent. Bulleted lists are formatted the same
way. If slides have company logos, the logo is found on the same position in
each slide. The capitalization scheme in titles is the same from slide to slide.
If the title of one slide has a capitalized first word with the remaining words
uncapitalized, titles on all the other slides appear the same way.

PowerPoint offers master styles and master slides to make sure slides are
consistent with one another. Master styles and slides are explained in Book II,
Chapter 3.

Choose colors that help communicate your message

The color choices you make for your presentation say as much about what
you want to communicate as the words and graphics do. Colors set the tone.
They tell the audience right away what your presentation is. A loud presen-
tation with a black background and red text conveys excitement; a light-blue
background conveys peace and quiet. Use your intuition to think of color
combinations that say what you want your presentation to say.

If you're making your presentation on behalf of a company, you can solve the
color choice dilemma by using your company’s colors. For that matter, you
can use the same fonts your company uses in its advertisements, brochures,
and Web pages, and you can stick your company’s logo in the corner of the
slides. Book VII, Chapter 2 explains how to weave a company’s colors and
logo into a presentation.

When fashioning a design, consider the audience

Consider who will view your presentation, and tailor the presentation design
to your audience’s expectations. The slide design sets the tone and tells the

Book |
Chapter 4
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audience in the form of colors and fonts what your presentation is all about.
A presentation to the American Casketmakers Association calls for a mute,
quiet design; a presentation to the Cheerleaders of Tomorrow calls for
something bright and splashy; a presentation about a daycare center
requires light blues and pinks, the traditional little-boys and little-girls
colors. Choosing colors for your presentation is that much easier if you
consider the audience.

Beware the bullet point

Terse bullet points have their place in a presentation, but if you put them
there strictly to remind yourself what to say next, you are doing your audi-
ence a disfavor. An overabundance of bullet points can cause drowsiness.
They can be a distraction. The audience skims the bullets when it should be
attending to your voice and the case you’'re making.

Many PowerPoint slide layouts are made for bulleted lists, and many people are
tempted to make these lists, but before you consider making one, ask yourself
whether the information you want to present in the list could be better pre-
sented in a table, chart, or diagram. Figure 4-1 demonstrates how a bulleted list
can be made into a table, chart, or diagram. Consider tables, charts, and dia-
grams before you reach into your ammunition bag for another bullet:

4+ Table: In a list that presents raw data, consider using a table. In a table,
your audience can see numbers as well as names. The numbers can help
to make your case.

4+ Chart: In a list that compares data, consider using a chart. The audience
can see by the bars, columns, or pie slices how the numbers compare.

4+ Diagram: In a list that presents the relationship between people or
things, use a diagram to illustrate precisely what the relationship is.

Observe the one-slide-per-minute rule

At the very minimum, a slide should stay on-screen for at least one minute. If
you have been given 15 minutes to speak, you are allotted no more than 15
slides for your presentation, according to the rule.

Rules, of course, are made to be broken, and you may break the rule if your
presentation consists of vacation slides that can be shown in a hurry. The
purpose of the one-slide-per-minute rule is to keep you from reading from
your notes while displaying PowerPoint slides. Remember: The object of a
PowerPoint presentation is to communicate with the audience. By observing
the one-slide-per-minute rule, you make sure that the focus is on you and
what you’re communicating, not on PowerPoint slides.



Figure 4-1:
List
information
presented in
a table (top),
chart
(middle),
and diagram
(bottom).
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Make like a newspaper

As you write slide titles, take your cue from the editors who write newspaper

headlines. A newspaper headline is supposed to serve two purposes. It tells
readers what the story is about but it also tries to attract readers’ attention
or pique their interest. The title “Faster response times” is descriptive, but

not captivating. An alternative slide title could be “Are we there yet?” or
“Hurry up and wait.” These titles aren’t as descriptive as the first, but they

are more captivating, and they hint at the slide’s subject. Your talk while the
slide is on-screen will suffice to flesh out the topic in detail.

Book |
Chapter 4
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Put a newspaper-style headline at the top of each slide, and while you're at
it, think of each slide as a short newspaper article. Each slide should address
a specific aspect of your subject, and it should do so in a compelling way.
How long does it take to read a newspaper article? It depends on how long
the article is, of course, but a PowerPoint slide should stay on-screen for
roughly the time it takes to explore a single topic the way a newspaper arti-
cle does.

Use visuals, not only words, to make your point

Sorry for harping on this point, but you really owe it to your audience to
take advantage of the table, chart, diagram, and picture capabilities of
PowerPoint. People understand more from words and pictures than they do
from words alone. It’s up to you as the speaker, not the slides, to describe
topics in detail with words.

Figure 4-2 shows an example of how a few words and a picture can convey a
lot. This slide comes from the beginning of a presentation. It tells the audi-
ence which topics will be covered. Instead of being covered through long
descriptions, each topic is encapsulated in a word or two, and the graphic in
the middle shows plainly what the presentation is about. The slide in Figure
4-2 was constructed from text boxes and a graphic.

4 N

The Market R&D

Testing roduct
roduc

Cycle

Figure 4-2: . Distribution
Combining Production

words and
a picture

in a slide. \_ ,/




Delivering Your Presentation 65

Delivering Vour Presentation
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As one who is terrified of speaking in public, [ know that most advice about
public speaking is gratuitous advice. It’s easy to say, “Don’t be nervous in
front of the audience,” or “Direct your nervous energy into the presenta-
tion,” because not being nervous is easier said than done. Following are
some tips — I hope they aren’t too gratuitous — to help you deliver your
presentation and overcome nervousness.

Rehearse, and rehearse some move

The better you know your material, the less nervous you will be. To keep
from getting nervous, rehearse your presentation until you know it backward
and forward. Rehearse it out loud. Rehearse it while imagining yourself in
the presence of an audience. PowerPoint offers a Rehearse Timings com-
mand for timing a presentation, seeing how long each slide remains on-
screen, and seeing how long a presentation runs (see Book V, Chapter 1).
Take advantage of this command as you rehearse to find out whether your
presentation fits the time frame you have been allotted for giving your
presentation.

Remember that the audience wants you to succeed. The audience is rooting
for you. Audiences want to see good presentations.

Connect with the audience

Address your audience and not the PowerPoint screen. Look at the audience,
not the slides. Pause to look at your notes, but don’t read notes word for
word. You should know your presentation well enough in advance that you
don’t have to consult the notes often.

I have heard two different theories about making eye contact with an audi-
ence. One says to look over the heads of the audience and address your
speech to an imaginary tall person in the back row. Another says to pick out
three or four people in different parts of the room and address your words
to them at various times as you speak. The main thing to remember is to
keep your head up and look into the audience as you present your slides.

Anticipate questions from the audience

If you intend to field questions during a presentation, make a list of what
those questions might be, and formulate your answers beforehand. You can
“hide slides” in anticipation of questions you will be asked. As Book II,
Chapter 1 explains, you can create hidden slides and show them if need be
during a presentation. Book VI, Chapter 1 explains how to create a customized

Book |
Chapter 4
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presentation — a secondary presentation consisting of a handful of slides —
and show it during a presentation if the occasion arises. Figure 4-3 shows
how to select a hidden slide during a presentation.

Responsibility Chart
Mext
Previous
L
Go to Slide % 4 1 Locking Ahead
k (2) A Fork in the Road
Screen 2 3 Upsides and Downsides
Pointer Options b 4 Link Second Time
Help v | 5 Respensibility Chart
Figure 4-3: | (6 Cycle Disgram
Showing an i - 7 Relationship Diagram
optional & Setting Priorities
hidden slide 9 To Full Capacity
in the 10 Down the Lazy River
middle of a
presentation.
Know your equipment
These days, conferences where PowerPoint presentations are shown accom-
modate PowerPoint presenters. If you have a laptop, all you have to do is
plug your computer into the presentation system. Chances are, someone
will be there to help you set up your presentation.
v?‘“\NG! For users of PowerPoint 2007, the fact that PowerPoint 2007 presentations

can’t be shown on earlier versions of PowerPoint is a major concern (see
Book I, Chapter 2). If you will deliver your presentation on someone else’s
computer, call ahead to find out which version of PowerPoint is installed on
the computer. If version 2007 isn’t installed, make a copy of your presenta-
tion and convert it to the PowerPoint 97-2003 format (again, see Book I,
Chapter 2). I also suggest finding a computer with the earlier version of
PowerPoint and making sure that your converted presentation runs on it.
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Take control from the start

Spend the first minute introducing yourself to the audience without running
PowerPoint (or, if you do run PowerPoint, put a simple slide with your com-
pany name or logo on-screen). Make eye contact with the audience. This
way, you establish your credibility. You give the audience a chance to get to
know you.

Play tricks with the PowerPoint screen

In the course of a presentation, you can draw on the slides. You can highlight
parts of slides. You can also make the screen go blank when you come to the
crux of your presentation and you want the audience’s undivided attention.
In all my years of watching PowerPoint presentations, [ have seen few people
take advantage of these little screen tricks, but I think they make for much
livelier presentations. Book VI, Chapter 1 explains how to draw on slides and
blank the screen.

Book |
Chapter 4
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Chapter 1: Inserting and
Handling Slides

In This Chapter

1+ Looking at how slides are constructed

v Creating new slides

1 Choosing a layout for a slide
v Evaluating ways to view slides
v~ Selecting slides

+* Moving and deleting slides

v+~ Hiding slides in case you need them

' his chapter delves into the nitty-gritty of PowerPoint. It explains how to
create slides for a presentation. A presentation isn’t complete without
slides, is it?

In this chapter, you look into how slides are constructed and discover what
layouts are. You find out how to choose a layout for a slide, borrow slides
from another presentation, and create slide text from a Word document.
This chapter explains how to change the size and orientation of slides, and
to display slides in different ways in PowerPoint so that you can take some
of the drudgery out of working with slides. You find out how to select, move,
and delete slides, as well as how to hide slides from the audience but keep
them on hand in case you need them.

The techniques explained in this chapter will serve you throughout your
adventures in PowerPoint. Master the techniques I describe here and you
will be well on your way to becoming one of those wise guys or wise gals
who people call on the telephone when they have a PowerPoint question or
problem.
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Understanding How Slides Are Constructed

Figure 1-1:
Aslide
layout (left),
the bare-
bones slide
(middle),
and the
finished
slide (right).

Before you insert a slide, PowerPoint asks you a very important question,
“What kind of slide do you want?” You can choose among several different
slide layouts, the preformatted slide designs that help you enter text, graph-
ics, and other things. Some layouts have text placeholder frames for entering
titles and text. Some layouts come with icons that you can click to insert a
table, diagram, clip-art image, picture, Excel worksheet, or video.

Slide layouts

To make a wise choice about inserting slides, it helps to know how slide lay-
outs are constructed. Figure 1-1 shows one of the simplest layouts, Title and
Content, in three incarnations:

4+ The Title and Content layout as it appears on the New Slide drop-down
list (left). As you will find out shortly, you create a slide by choosing a
layout from the New Slide drop-down list.

4+ The slide as it looked right after I selected it, before | entered any text
(middle).

4+ The finished product, after I entered a bulleted list (right).

Click to add title Focusing on the End Game
I i

fa Click to add taxt * Keeping your eye on the bal
i i + Beinga team player

Title and Content » Looking towerd the future

= Beinga strategic thinker

Text frames and content frames

The Title and Content slide layout comprises two placeholder frames, one for
entering a title and one for entering either a bulleted list or “content” of some
kind — a table, chart, diagram, picture, clip-art image, or video. Most slide lay-
outs come with text placeholder frames to make the task of entering text on a
slide easier. As Figure 1-2 shows, all you have to do to enter text in a text frame
is “Click to add [the] title” or “Click to add [the] text.” When you click in a text
placeholder frame, these instructions disappear, and when you start typing,
the text you enter appears in the frame where the instruction used to be.
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Focusing on the End Game

O ——t———— {]=mmmmm oo O
* Click to add text * Click to add text

Figure 1-2:
Entering text
in a text
frame.
Book Il
Chapter 1
Many slide layouts come with content placeholder frames as well as text
placeholder frames. Content placeholder frames are designed to help you
create charts and tables, place clip-art images and pictures in slides, include ;g': =
a diagram in a slide, or insert a movie. Figure 1-3 shows the Picture with =3
Caption slide layout in three incarnations: g E‘
mc:
-
4+ The Picture with Caption layout as it appears on the New Slide drop- 23
down list (left). @
4+ The slide as it looked right after I selected it, before I entered the picture
and the text (middle).
4+ The finished product, after I entered the picture, title, and caption
(right).
Figure 1-3: Click icon to add picture
The Picture
with Caption | ==
layout (left), Pr———r— |
the bare-
bones slide
(middle),
and the . .
finished - e
slide (right).

Content placeholder frames come with icons that you can click to enter a
table, chart, smart-art diagram, picture, clip-art image, or movie. As the
instruction in Figure 1-3 says, “Click icon to add picture.” You click the icon
that represents the item you want to create.
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Creating New Slides for Your Presentation

Selecting the vight layout

When you create a slide, select the layout that best approximates the slide
you have in mind for your presentation. As you get better with PowerPoint,
you'll discover that slide layouts are actually kind of limiting. You’ll find your-
self tweaking the layouts to remove some of the frames and change the size
of frames. You may even create your own templates with slide layouts that
you design yourself, a subject taken up in Book VII, Chapter 2.

For now, remember that slides are constructed from frames and that frames
are designed to help you lay out text and graphics. Remember that frames
help you enter text and other content. And never forget this golden rule of
slide creation: Your first task when you create a slide is to find the most suit-
able layout on the New Slide drop-down list.

Creating New Slides for Your Presentation

After you create a presentation, your next step on the path to glory is to
start inserting the slides. PowerPoint has done its best to make this little
task as easy as possible. You can insert slides one at a time, duplicate a slide
you already made, steal slides from another presentation, or nab content
from a Microsoft Word document.

By the way, if you have many photographs to load in a PowerPoint presenta-
tion, consider creating a photo album. This way, you can insert many slides
simultaneously and place all your photos in a presentation without having to
do a lot of work. Book IV, Chapter 3 explains photo albums.

Inserting a new slide

To insert a new slide, choose one from the New Slide drop-down list. Follow
these steps to insert a new slide in your presentation:

1. Select the slide that you want the new slide to go after.

In Normal view, select the slide on the Slides pane. In Slide Sorter view,
select the slide in the main window.

2. Click the Home tab.
3. Click the bottom half of the New Slide button.

You see a drop-down list of slide layouts (if you click the top half of the
Add Slide button, you insert a slide with the same layout as the one you
selected in Step 1). Figure 1-4 shows what the slide layouts look like
(left), what a slide looks like right after you insert it (middle), and fin-
ished slides. The previous section in this chapter, “Understanding How
Slides Are Constructed,” explains what slide layouts are.
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Figure 1-4:
(continued)

—an
S

Content with Caption h

+ Click to add text

o 1o sm e

Picture with Caption

Click icon to add picture

Title and Vertical Text t

Click to add title

T PRE 03 =

Thinking Outside the Box

Vertical Title and Text

P RPRE O HD .

a[1 PPE 01 3pID




SMBER
&

\\3

il
. Y

L

Creating New Slides for Your Presentation 7’7

The first slide layout, Title Slide, is designed to be the first slide in pre-
sentations; the Section Header slide layout is for changing the course of
a presentation; and the other slide layouts are meant for presenting
information in various ways.

Which slide layouts you see and how many slide layouts you see on the
New Slide drop-down list depend on which theme you are working with.
Some themes offer more slide layouts than others. Figure 14 shows slide
layouts in the Office theme, the default theme you get if you choose Blank
Presentation when you start a new presentation. Book II, Chapter 3 explains
themes.

. Select the slide layout that best approximates the slide you want to

create.

Don’t worry too much about selecting the right layout. You can change
slide layouts later on, as “Selecting a Different Layout for a Slide”
explains later in this chapter.

Here are a couple of shortcuts for creating a new slide:

4+ Select a slide with a layout you want for your new slide and then press

Ctrl+M. You get the same layout as the slide you selected, unless you
selected a Title Slide, in which case you get a Title and Content Slide.

4+ Right-click the space between two slides and choose New Slide on the

shortcut menu. Your new slide adopts the layout of the slide before your
new slide in the presentation, unless that slide is a Title Slide.

By the way, you can create your own slide layouts and make them appear on
the Add Slide drop-down list. See Book VII, Chapter 2 for details.

Creating a duplicate slide

Creating a duplicate slide can save you the trouble of doing layout work. All
you have to do is re-create a slide and then go into the duplicate and change
its title, text, or other particulars. PowerPoint offers no fewer than three dif-
ferent ways to clone slides. Select the slide or slides you want to duplicate
and use one of these techniques:

4 On the Home tab, open the pull-down list on the New Slide button and

choose Duplicate Selected Slides.

4 On the Home tab, open the pull-down list on the Paste button and

choose Duplicate.

4+ Right-click a slide in the Slides pane and choose Duplicate Slide on the

shortcut menu.

Book Il
Chapter 1
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A word about content master slides

As the next chapter in this book explains in irk-
some detail, PowerPoint provides one content
master slide for each slide layout. Content
master slides are like slide templates in that
changes you make to a content master slide
appear immediately on slides you created from
the slide layout of the same name. For example,
suppose you wantto change the font, text align-
ment, and layout of all slides in your presenta-
tion that you created with the Title and Content
slide layout. To make these changes, you dis-
play the Title and Content layout master slide
and make changes there. The changes appear
throughout your presentation on all slides cre-
ated with the Title and Content slide layout.

Focusing on the End Game

R &:g:lirgmreyemﬂ'nball
2 team player
* Looking toward the future
= Being a strategicthinker

Content master slides save you the trouble
of changing formats on many different slides.
You can make the changes in one place
without having to travel hither and yon in your
presentation.

For now, the main thing for you to know about
content master slides is this: When you choose
a slide layout on the Add Slide pull-down list,
you are also choosing a content master slide.
To wit, you are choosing the content master
slide that you can use to change the formatting
of all slides you create with a slide layout. See
the next chapter for more details.

Click to edit Master title style

lig ._ it edit Master text styles

The duplicate slide appears in your presentation after the slide from which
you made the duplicate. If you selected more than one slide, you get more

than one duplicate.

Copying and pasting slides
Copying, as with duplicating, is another means of getting a head start. Copy
the slide that most resembles the slide you want to create. After you make
the copy, you can change the slide’s particulars.

Follow these steps to copy a slide or slides:

1. Starting on the Home tab, select the slide or slides you want to

duplicate.

To select a slide, click it in Slide Sorter view or in the Slides pane.
Ctrl+click slides to select more than one.
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2. Copy the slide or slides to the Windows Clipboard.

PowerPoint is very generous with its Copy commands. Any of these
methods will do the job:

¢ (Click the Copy button on the Home tab.
e Press Ctrl+C.

¢ Right-click the slide and choose Copy on the shortcut menu.

=3

3. Click to select the slide that you want the copied slide or slides to
appear after.

4. Paste the slide or slides into your presentation. Book Il

PowerPoint is also very generous with the Paste commands. Again, you Chapter 1

have three choices:
pig ¢ (lick the Paste button on the Home tab.
=] ® Press Ctrl+V.

¢ Right-click and choose Paste on the shortcut menu. You can right-
click between slides and be very certain where the pasted slide
will land.

sapl|s buijpuey
pue Buiuasu|

When you paste a slide from a different presentation, the Paste Options

IE button appears. The options on this button’s drop-down list come in handy
when you want the slides to keep their original formatting. Click the Paste
Options button and choose Keep Source Formatting if you want the copied
slides to retain their formats and not adopt the formats of the presentation
you are working in.

Stealing slides from other presentations

Stealing is wrong, of course, except when stealing slides from other Power-
Point presentations. One way to steal slides is to open the other presenta-
tion, copy slides to the Clipboard, and paste the slides into your presentation
(see the previous section in this chapter). You can also take advantage of
PowerPoint commands designed especially for recycling slides.

If slides that you or a co-worker developed for another presentation will do
the trick, don’t hesitate to recycle them:

1. Select the slide that you want the recycled slides to follow in your
presentation.

2. Click Home tab.
3. Open the drop-down list on the New Slide button.

=]

4. Choose Reuse Slides on the drop-down list.



80 Creating New Slides for Your Presentation

Figure 1-5:
Examine
and select
slides in
the Reuse
Slides task
pane.

The Reuse Slides task pane opens. Use this task pane to preview slides
and select the ones you want for your presentation.

You've come to a crossroads. What happens next depends on where the
slides you want to steal are located — on your computer or computer net-
work, or in a slide library. Choose a fork in the road and keep reading.

Getting the slides from your computer or computer network

Follow these steps to reuse slides if the slides you want to reuse are in a
PowerPoint file stored on your computer or computer network:

1. Click the Open a PowerPoint File hyperlink; or open the drop-down
list on the Browse button and choose Browse File.
The Browse dialog box appears.

2. Locate and double-click the PowerPoint file with the slides you want.

As shown in Figure 1-5, the Reuse Slides task pane now shows thumbnail
versions of slides in the file you selected. Move the pointer over a slide
to enlarge it and examine it more closely.

Click to add a slide to your presentation.

Reuse Slides * x
Insert slide from:
| C\Documents and Settings\Peter Wevbrka\y Do/ s | [

L

Shidedof 7 | "Deluxe” | English (US) |

3. One at a time, click slides to select them for your presentation.
Each time you click a slide, PowerPoint adds it to your presentation.

Right-click any slide in the task pane and choose Insert All Slides to grab
all the slides in the presentation.
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Slides that you reuse adopt the slide design or color background of the
slides in the presentation you’re working on, but if for some strange
reason you want the reused slides to keep their original designs, select
the Keep Source Formatting check box at the bottom of the task pane.

4. Click the Close button in the Reuse Slides task pane when you're fin-
ished stealing slides.

If your theft was incomplete and you need to return to the scene of the
crime to get more slides, choose the Reuse Slides command again.

Getting the slides from a slide library

As Book VII, Chapter 3 explains, you can share slides with others by way of

a slide library, a folder where copies of slides are kept so that they can be
shared by co-workers. To reuse slides from a slide library, either click the
Open a Slide Library link in the Reuse Slides task pane or click the Browse
button and select Browse Slide Library. You see the Select a Slide Library
dialog box. Select the folder where your slide library is kept and select slides
from it. See Book VII, Chapter 3 for details.

Conjuring slides from Word document headings

Headings in a Microsoft Word document are similar to titles in a Microsoft
PowerPoint slide. As do titles, headings introduce a new topic. They tell you
what is to follow. A heading announces the subject of the text to follow in the
same way that a slide title announces what the subject of a slide is.

If you have the wherewithal to do it, you can create slides from the headings
in a Word document. First-level headings — that is, headings assigned the
“Heading 1” style in Word — become slide titles in your presentation. Second-
level headings become top-level bullet points on slides; third-level headings
become second-level bullet points on slides; and so on. Well, you probably
get the idea, but in case you don'’t, Figure 1-6 shows what the headings from a
Word document look like after they land in a PowerPoint presentation.

PowerPoint creates one new slide for each first-level heading in your Word
document. The new slides are given the Title and Content slide layout. Each
first-level heading from the Word document appears in a slide title.

The following pages explain how to conjure slides from the headings in a Word
document. For people who don’t know their way around Word, I also offer a
brief tutorial in how to assign heading styles to text in a Word document.

Book Il
Chapter 1
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Each level-1 heading in the Word document becomes a slide title in PowerPoint.

/>
A

slides { Qutline
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2@ Looking Ahead Steps to Be Taken
+ The tri-city area
+ Pt.Reyes L
« The Carltons * “Rounding up the usual suspects”
*® Laying the Groundwprk » Choosing our targets
— « Strategic planning
i « Amarket review » Using our leverage
Flgure 1-6: + Crunching the number
Headings 4= Steps to Be Taken
+» “Rounding up the usual suspects”
from a Word + Choosing our targets
document + Using our leverage
imported
into a
PowerPoint
resentation. i _ L =
P Slide "Office Theme" | English (U.S) EEET . e (E)t]
Importing the Word headings into PowerPoint
Follow these steps to use headings in a Word document to create slides for a
PowerPoint presentation:
Outline ™ 1. In Normal view, click the Outline tab in the Slides pane.
,

The Outline tab displays slide text (refer to Figure 1-6). You'll get a better
sense of how headings from the Word document land in your presenta-
tion by viewing your presentation from the Outline tab.

2. Select the slide that the new slides from the Word document will
follow.

3. Click the Home tab.

4. Open the drop-down list on the New Slide button and choose Slides
from QOutline.

You see the Insert Outline dialog box.

5. Select the Word document with the headings you want for your pres-
entation; then click the Insert button.

Depending on how many first-level headings are in the Word document,
you get a certain number of new slides. Probably these slides need work.
The capitalization scheme — the way in which headings are capitalized —
in the Word document and your PowerPoint presentation may be differ-
ent. The Word text may need tweaking to make it suitable for your
PowerPoint presentation.



Figure 1-7:
Assigning a
style to text
in Microsoft
Word.
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Assigning heading styles to text in Word

Book I, Chapter 4 explains why starting in Microsoft Word, not PowerPoint,
is an excellent way to formulate a presentation. In Word, you can concen-
trate on developing a presentation without PowerPoint’s many distractions.
You can truly focus on the text.

If you followed my advice in Book [, Chapter 4, bully for you! Your next task is
to assign heading styles to your Word document to make the headings trans-
fer properly into your PowerPoint presentation. A Word style is a collection of
commands and formats bundled under one name. Assign the Heading 1 style
to Word headings you want to use for slide titles and new slides; assign the
Heading 2 style to text that you want to appear in bulleted lists on slides.

In your Word document, click the Home tab and click anywhere in the text
that needs a style assignment. Then use one of these techniques to assign
your text the Heading 1 or Heading 2 style:

4 In the Styles gallery, select the Heading 1 or Heading 2 style, as shown
in Figure 1-7.

4+ Click the Styles group button to open the Styles pane, as shown in
Figure 1-7, and select Heading 1 or Heading 2.

Select the Heading 1 or Heading 2 style.

L"~= Hw9-0 s Our Strategic Plan.doox - Microsoft Word =
), =
= Home Insert Page Layout References Mailings Review View 1.2}
= Cambria (Headings -~ 14 + “[’_‘l Hﬂ‘ i3 = % &
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=l P vy | =1 AaBbCel ||
e e || (B TNormal  TNofpacing | Headingl |_ Change || Editing
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Clipboard & Font ] Paragraph [F] Styles ﬁl%
5.tyles * x 3:,]
. Clear Al ]
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You can assign a style to several paragraphs simultaneously by selecting all

or part of the paragraphs. Drag the cursor on the screen to select more than
one paragraph. Your style choice will be assigned to all paragraphs that are

highlighted in whole or in part in your document.

Selecting a Different Layout for a Slide

=] Layout -

\\3

If you mistakenly chose the wrong layout for a slide, all is not lost. You can
start all over. You can graft a new layout onto your slide with one of these
techniques:

4+ On the Home tab, click the Layout button and select a layout on the
submenu.

4+ Right-click the slide (being careful not to right-click a frame or object),
choose Layout on the shortcut menu, and select a layout on the
submenu.

Changing slide layouts can be problematic. For example, if you entered a
graphic or bulleted list on the slide and now you choose a layout that doesn’t
have frames for graphics or bulleted lists, you may have some cleanup work
to do.

PowerPoint also offers the Reset command for giving a slide its previous
layout after you've fiddled with the layout. If you’ve pushed a slide all out of
shape and you regret doing so, select your slide and use one of these tech-
niques to give your slide its original layout:

4 On the Home tab, click the Reset button.

4+ Right-click your slide (but not a frame or object) and choose Reset Slide
on the shortcut menu.

Sometimes choosing the Reset command makes a mess of a slide, and when
that happens, you can always choose the trusty Undo command (or press
Ctrl+Z) to reverse the reset. You'll find the Undo command ready and waiting
in the form of the Undo button on the Quick Access toolbar.

Changing the Size and Orientation of Slides

The first thing to know about changing the size of the slides in a presenta-
tion is don’t do it! Unless you have a very good reason, and I can’t think of a
good one, changing the size of slides is unnecessary. The Size commands are
a throwback to the time when slide shows were occasionally presented as
35mm slides on overhead projectors. However, in case you need to do it,
these pages look into changing the size and orientation of slides.
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Changing the size of slides
PowerPoint presentations are designed to fill a computer monitor screen.
If your slides aren’t doing that, you may have inherited an old PowerPoint
presentation with slides that need resizing. In that case, follow these steps
to choose a new size for the slides in your presentation:

1. Click the Design tab.

2. Click the Page Setup button.

The Page Setup dialog box opens, as shown in Figure 1-8.

Book Il
Chapter 1
Page Setup [>] -
Slides sized For: Orientation _OK - 5
On-screen Show bl Slides g_ g
) width: (%) Portrait E -
Figure 1-8: 75 (2] inches . O Landscape <« é
The Page HE Notes, handouts & outine = L%
) 0 i i g = 2 3
(O] E
Setup dialog TR SPE’F.@JE = @ =
Landscape - (]
box (left) 1 = o
anda =
portrait- 2
style slide —y
. '®
(right). O
g g

3. Click the down-arrow on the Slides Sized For drop-down list and
choose an On-Screen Show setting.

You can choose 4:3, 16:9, or 16:10. These settings determine the width-
to-height ratio of slides when they are displayed at full-screen size
during a presentation. The commands in the Page Setup dialog box
apply to all the slides in a presentation.

4. Click OK.

Most of the options on the Slides Sized For drop-down list pertain to
printing slides on paper, a subject taken up in Book VI, Chapter 2.

Changing the orientation of slides

Orientation refers to whether a slide is wider than it is tall (landscape style) or
taller than it is wide (portrait style). See Figure 1-8 for an example of a slide in
portrait style. As noted previously, PowerPoint slides are designed to fill the
monitor screen, but a portrait slide can’t do that because monitor screens are
themselves in landscape style, so when you show a slide in portrait style,
PowerPoint puts black space on either side of the slide to fill the screen.
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Portrait-style slides look a little odd to people who are accustomed to seeing
the standard landscape style, but portrait slides also open the door to cre-
ative opportunities. Portrait style is good for presenting graphics that are
taller than they are wide. Showing a presentation in portrait style sets it
apart from run-of-the-mill presentations.

Click the Design tab and use one of these techniques to change the orienta-
tion of the slides in your presentation:

1, 4 Click the Slide Orientation button and choose Portrait or Landscape on
hj the drop-down menu.

4 Click the Page Setup button and, in the Page Setup dialog box (refer to
Figure 1-8), select the Portrait or Landscape option button under Slides.

Orientation commands apply to all the slides in a presentation. Sorry, you
can’t mix and match portrait- and landscape-style slides.

Displaying Slides So That You Can Manipulate Them

As you manipulate slides — as you select, move, and delete them — it pays
to know which view is best for which task. The next section in this chapter
explains how to manipulate slides. You can be more manipulative if you
know how the different views display slides on-screen.

Book I, Chapter 3 explains in detail how to change views, but to reiterate and
spare you from having to turn to that chapter, here are the three ways to
change views:

4+ Click the View tab and choose a view in the Presentation Views group.

| = | 4 Click a View button — Normal, Slide Sorter, or Slide Show — along the
o bottom of the window.

4+ When you are in Normal view, click the Slides tab in the Slides pane to
switch to Normal/Slides view; click the Outline tab to switch to Normal/
Outline view.

The two Normal views and Slide Sorter view are where it’s at when you’re
manipulating slides:

(oo * Slide Sorter: Places the slides on-screen like solitaire cards so that you
oo can see many slides at one time, as shown in Figure 1-9. Switch to Slide
- Sorter view to move slides backward and forward in a long presentation

or to select several different slides.
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it easily, as well as several slides in the Slides pane. Switch to this view

@ 4+ Normal/Slides view: Displays one slide large enough so that you can see
when you need to examine a slide before moving or deleting it.

Figure 1-9:
Slide Sorter
view is
great for
rearranging
slidesina
presentation.
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Selecting, Moving, and Deleting Slides

As a presentation takes shape, you have to move slides forward and back-
ward in the presentation. And sometimes you have to delete a slide. To turn
your sow’s ear into a silk purse, you have to wrestle with the slides. You
have to make them do your bidding. These pages explain how to move and
delete slides and how to select them. You can’t move or delete slides until
you select them first.

Selecting slides

The best place to select slides is Slide Sorter view if you want to select sev-
eral at a time. Use one of these techniques to select slides:

4 Select one slide: Click the slide.

4+ Select several different slides: Holding down the Ctrl key, click each
slide in the Slides pane or in Slide Sorter view. Clicking slides this way is
called Ctrl+clicking.

4+ Select several slides in succession: Holding down the Shift key, click the
first slide and then the last one. This technique works for selecting
slides that appear one after the other. For example, to select slides 2
through 5 in a presentation, Shift+click slide 2 in the Slides pane or Slide
Sorter window and then Shift+click slide 5 (or Shift+click slide 5 and
then slide 2).

4+ Select a block of slides: Drag across the slides you want to select, being
careful to click on the screen, not on a slide, when you start dragging.
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Moving slides

To move or rearrange slides, you are advised to go to Slide Sorter view. By
comparison to the Slide Sorter window, the Slides pane in Normal view is too
narrow and cramped for moving slides. Select the slide or slides you want to
move and use one of these techniques to move slides:

4+ Dragging and dropping: Click the slides you selected and drag them to
a new location. You see the drag pointer, and in Slide Sorter view, a verti-
cal line shows you where the slide or slides will land when you release
the mouse button. On the Slides pane, a horizontal line appears between
slides to show you where the slide or slides will land when you release
the mouse button.

4 Cutting and pasting: On the Home tab, cut the slide or slides to the
Windows Clipboard. To do that, use one of these methods: click the Cut
button; press Ctrl+X; or right-click and choose Cut. Next, select the slide
that you want the slide or slides to appear after and then choose the
Paste command. To do that, click the Paste button, press Ctrl+V, or
right-click and choose Paste on the shortcut menu. You can right-click
between slides and paste with precision.

Yet another way to move a slide is to switch to Normal/Outline view, select
a slide, and press Alt+Shift+T to move it forward or Alt+Shift+| to move it
backward.

Deleting slides

Before you delete a slide, think twice about deleting. Short of using the Undo
command, you can’t resuscitate a deleted slide. Select the slide or slides you
want to delete and use one of these techniques for deleting slides:

4+ Press the Delete key.

4+ Right-click and choose Delete Slide on the shortcut menu.

4 On the Home tab, click the Delete button.

Hidden Slides for All Contingencies

Hide a slide when you want to keep it on hand “just in case” during a presen-
tation. Hidden slides don’t appear in slide shows unless you shout Ollie ollie
oxen free! and bring them out of hiding. Although you, the presenter, can see
hidden slides in Normal view and Slide Sorter view, where their slide num-

bers are crossed through, the audience doesn’t see them in the course of a

presentation. You can call on a hidden slide in a slide show if need be. Create
hidden slides if you anticipate having to turn your presentation in a different
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direction — to answer a question from the audience, prove your point more
thoroughly, or revisit a topic in more depth. Merely by right-clicking and
choosing a couple of commands, you can display a hidden slide in the
course of a slide show.

Hiding a slide

The best place to put hidden slides is the end of a presentation where you
know you can find them. Follow these steps to hide slides:

1. Select the slide or slides.

@ . 2. On the Slide Show tab, click the Hide Slide button. Book Il

“&N\BER You can also right-click and choose Hide Slide. Chapter 1

&

Hidden slides’ numbers are boxed in the Slides pane and Slide Sorter
window.

To “unhide” a slide, select the slide and click the Hide Slide button again or
right-click it in the Slides pane or Slide Sorter window and choose Hide Slide
on the shortcut menu.

sapl|s buijpuey
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Showing a hidden slide during a presentation

Hidden slides don’t appear during the course of a presentation, but suppose
that the need arises to show one. Before showing a hidden slide, take careful
note of which slide you’re viewing now. You’ll have to return to this slide
after viewing the hidden slide.

Follow these steps to view a hidden slide during a presentation:

1. Right-click the screen and choose Go to Slide.

You see a submenu with the titles of slides in your presentation. As
shown in Figure 1-10, you can tell which slides are hidden because their
numbers are enclosed in parentheses.

2. Select a hidden slide so that the audience can view it.

How do you resume your presentation after viewing the hidden slide? If you
look at only one hidden slide, you can right-click and choose Last Viewed on
the shortcut menu to return to the slide you saw before the hidden slide. If
you've viewed several hidden slides, right-click the screen, choose Go to
Slide, and select a slide to pick up where you left off.
< Try putting a Last Viewed action button on the hidden slide (see Book VI,
Chapter 3 for information about action buttons). This way, you can return to
your presentation without having to right-click and choose Go to Slide.



90 Hidden Slides for All Contingencies

Figure 1-10:
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Chapter 2: Handling Master
Slides and Master Styles

In This Chapter

v Introducing master slides and master styles

v+ Understanding how to use master slides

1 Changing the formats and layouts of master slides

1 Creating a second Slide Master

1+ Reversing your design changes to slides and master slides

+* Removing a graphic from the background of one slide

Fle purpose of this chapter is to make your slide presentations stand
out in a crowd. In this chapter, you learn how master slides and master
styles can help you redesign a presentation. You discover how these tools
make it possible to reformat many different slides immediately.

Master slides can save you hours and hours of formatting time, but to use
them wisely, you have to know how master slides work, so this chapter
starts with a rather lengthy explanation of master slides and master styles.
Then you find out how to use the different master slides, how to reformat
the slides, and how to change their layouts. This chapter also looks at how
to ditch your design if you make a hash of it and want to go back to using a
standard PowerPoint design for your presentation.

Using Master Slides and Master
Styles for a Consistent Design

Consistency is everything in a PowerPoint design. Consistency of design is a
sign of professionalism and care. In a consistent design, the fonts and font
sizes on slides are consistent from one slide to the next, the placeholder
text frames are in the same positions, the text is aligned the same way
across different slides, and the bulleted lists are formatted the same and
show the same bullet character. If the corner of each slide shows a company
logo, the logo appears in the same position on each slide. If slide numbers
appear, each number appears in the same corner of every slide.
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It would be torture to have to examine every slide to make sure it’s consis-
tent with the others. Going from slide to slide giving the same formatting
commands would be valiant, but also a nightmare. In the interest of saving
you trouble with slide designs, PowerPoint offers master styles and master
slides. The term master style refers to formatting commands that apply to
many slides. A master slide is a model slide from which the slides in a presen-
tation inherit their formats. Starting from a master slide, you can change a
master style and in so doing change formats on many slides.

Switching to Slide Master view

To work with master slides, switch to Slide Master view, as shown in Figure
2-1. From this view, you can start working with master slides:

1. Click the View tab.
2. Click the Slide Master button.

= |
Select the Slide Master. . .
...or alayout. Change a master style.
f@ d v )~ Presentationl - Microsoft PowerPoint TS
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Figure 2-1: 1 —__Click to edit Master title style
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In Slide Master view, you can select a master slide in the Slides pane, format
styles on a master slide, and in this way reformat many different slides. Click
the Close button (you’ll find it on the Slide Master tab), the Normal view button,
or Slide Sorter view button when you want to leave Slide Master view.

Understanding master slides (the
Slide Master and layouts)

Master slides are special, high-powered slides. Use master slides to deliver
the same formatting commands to many different slides in a presentation.

Think of master slides as a means of formatting here, there, and everywhere.
Whether the commands affect all the slides in your presentation or merely a
handful of slides depends on whether you format the Slide Master (the top-
most slide in Slide Master view) or a layout (one of the other slides).

The Slide Master

The Slide Master is the first slide in the Slides pane in Slide Master view
(refer to Figure 2-1). It’s a little bigger than the master slides, as befits its
status as Emperor of All Slides. Formatting changes you make to the Slide
Master affect all the slides in your presentation (with a few exceptions, as
“Relationships between the Slide Master, layouts, and slides” explains later
in this chapter).

Figure 2-2 demonstrates how the Slide Master works. Notice in the figure that
the same graphic — a sun — appears on all the slides in the presentation. It
appears on all slides because I put it on the Slide Master. If you want a com-
pany logo, graphic, slide number, footer, or other element to appear on all
slides, put it on the Slide Master. Font, alignment, and other formatting
changes you make to styles on the Slide Master are carried forward to lay-
outs and thence to all the slides in the presentation (with exceptions, as I
mentioned earlier). Use the Slide Master to control the overall look of your
presentation.

When you select a theme for your presentation, what you're really doing

is assigning a theme to the Slide Master (the next chapter discusses themes
in detail). Because formatting commands given to the Slide Master apply
throughout a presentation, the theme’s design and colors are applied to all
slides. PowerPoint names the Slide Master after the theme you selected for
your presentation. For example, if you select the Modern theme, the Slide
Master is named “Modern Slide Master.” To read a master slide’s name in
Slide Master view, move the pointer over a master slide in the Slides pane.
You'll see the Slide Master’s name or the name of a layout in a pop-up box.

Book Il
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Layouts

Each presentation has several layouts. You can see them in Slide Master view
(refer to Figure 2-1). Layouts, as with the Slide Master, enable you to refor-
mat many slides without having to visit each one. In contrast to the Slide
Master, formatting changes made to a layout don’t apply throughout a pres-
entation; they apply only to slides created with the same slide layout.

As you know, you choose a slide layout — Title and Content, for example —
on the New Slide drop-down list to create a new slide. PowerPoint provides
one layout for each type of slide layout in your presentation. For example,
if your presentation includes slides made with the Title and Content slide
layout, PowerPoint provides the Title and Content Layout. By changing Book Il
fonts, alignments, and other formats on the Title and Content Layout, you Chapter 2
can change the formats on all slides that you created using the Title and
Content slide layout on the New Slide drop-down list.

Figure 2-2 (shown earlier in this chapter) demonstrates how layouts work.
Each layout is named for a slide layout. Slides created with the Title Only
slide layout are governed by the Title Only Layout. If you make formatting
changes to this layout, all the slides in your presentation that you created
with the Title Only slide layout will change accordingly.
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Each layout controls its own little fiefdom in a PowerPoint presentation —

a fiefdom comprised of slides created with the same slide layout. Go to Slide
Master view and use the layouts to maintain design consistency among
slides created with the same slide layout. (See “Relationships between the
Slide Master, layouts, and slides” later in this chapter to find out what hap-
pens when the Slide Master and a layout are at odds with one another.)

Understanding how master styles work

As shown in Figure 2-3, each master slide — the Slide Master and each
layout — offers you the opportunity to “Click to edit master styles.” You can
find several master styles on each master slide. “Master style” refers to how
text is formatted on slides. By switching to Slide Master view and changing a
master style on a master slide, you can change the look of slides throughout
a presentation. In Figure 2-3, [ changed the Master Title Style font on the
Slide Master from Arial Black to Garamond, and I centered and italicized the
text. Consequently, all titles on the slides in my presentation changed from
Arial Black to Garamond, were centered, and were italicized.

You will find these master styles on the Slide Master and most layouts.
Change these styles to reformat the slides in your presentation:
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Master Title Style: Controls the title heading that appears across the top
of most slides. Change the font, font size, color, and alignment of text.

Master Text Style (first, second, third, fourth, and fifth level): Controls
paragraph text in slides. Change the font, font size, and color text; select
a bullet character; and indent the text in different ways.

Date: Controls the display of today’s date.

Footer: Controls the look of the company name or other text that
appears along the bottom of slides.

Slide number: Controls the display of slide numbers.

Of course, you can also place a graphic or clip-art image on the Slide Master
or a layout to make the graphic or image appear on all or many slides.

Relationships between the Slide
Master, layouts, and slides

PowerPoint’s Slide Master-layouts—slides system is designed on the “trickle
down” theory. When you format a style on the Slide Master, formats trickle
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down to layouts and then to slides. When you format a style on a layout, the
formats trickle down to slides you created using the same slide layout.

This chain-of-command relationship is designed to work from the top down,
with the Master Slide and layouts barking orders to the slides below. In the
interest of design consistency, slides take orders from layouts, and layouts
take orders from the Slide Master.

But what if you decide to break the chain of command? Suppose, in defiance
of the Slide Master, you want to italicize slide titles on slides you created
with the Title Only layout? Or, in defiance of the Picture with Caption Layout,
you want a jazzier font in the title of one of your slides?

You can make style changes to a layout or individual slide without any diffi-
culty, but remember that these changes alter the relationships between

the Slide Master, layouts, and slides. When you change a master style on a
layout, PowerPoint assumes that you no longer want the style to be updated
from, or linked to, the same style on the Slide Master. Likewise, if you alter
the formats on a slide that are governed by a style on a layout, PowerPoint
breaks the link between the master style on the layout and the part of your
slide that is governed by the master style.

Figure 2-4 illustrates how this design concept works. It shows what happens
when you edit a style on a layout, and what happens when you edit a slide
such that your formats are different from those on the slide’s layout. The
figure portrays three Slide Master-layout-slide relationships. To show you
how these relationships work, the figure demonstrates what happens when
formatting changes are made to the Master Title Style, the style that governs
titles along the top of slides:

4+ The first relationship (A) is the standard one. The Master Title Style on
the Slide Master governs the style by the same name on the layout, and
this style, in turn, determines the font, font size, and text alignment in
the title of the slide. Notice how the formatting of all three slide titles is
the same.

4+ The second relationship (B) shows what happens when you change a
master style on a layout. Changing a layout style severs its link to the
master style of the same name on the Slide Master. In Figure 2-4, notice
how the Master Title Style formatting is different on the Slide Master and
the layout. As far as the Master Title Style is concerned, the link between
the Slide Master and the layout is broken, and the title style from the
Slide Master can’t be updated. However, the other styles — the styles
apart from the Master Title Style — on the layout are still linked to the
Slide Master. You can change Master Text Styles or placeholder posi-
tions on the Slide Master and see these formatting changes appear on
the layout as well.

Book Il
Chapter 2
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Ground Rules for Handling Master Slides

Slide Master Layouts Slides

Click to edit Master title style Click to edit Master title style

Upsides and Downsides

Slide Master Title and 2-Column Text Layout

Click to edit Master title style Click ro edir Masrer dtle snde

Title Only Layout

Slide Master

Figure 2-4:
The three
types of
S“de Click to edit Master title style B T i e Tt ot Bean Counters
Master— o
layout-slide (. Jua
I’e|ati0n- Slide Master MI
ships.
4 The third relationship (C) shows what happens when you format part of
a slide contrary to its style on a layout. The part of the slide in question
becomes independent from the layout. In Figure 2-4, the slide title appears
in a different font from the layout and Slide Master. This slide’s title is on
its own, although the other styles on the slide are still linked to the layout.
(You can right-click a slide and choose Reset Slide to restore its link to
the layout.)
\‘gN\BEﬂ In a nutshell, here is what to remember about the relationship between the
& Slide Master, layouts, and slides: When you change a style on a layout, you

sever the style’s link to its counterpart style on the Slide Master. Similarly,
when you change part of a slide so that it is contrary to the formatting on
a layout, you sever the relationship between that part of the slide and the
layout.

Ground Rules for Handling Master Slides

PowerPoint presentations are designed by pros who really know what
they’re doing. Not to impugn your ability to redesign a presentation or to
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discourage you from trying, but think twice before overhauling the master
slides and changing the look of your presentation. Microsoft designers

put these presentations together very carefully. Changing the fonts around
and scrambling all the layouts can turn a perfectly good presentation into

guacamole.

When you handle master slides, use the light touch. Here are ground rules
for handling master slides:

4+ Put items you want to appear on every slide on the Slide Master, but
make sure that you put them in an out-of-the-way place. The Slide
Master includes placeholder frames for the date, a footer, and a slide
number; these frames are located along the bottom of the slide where
they won'’t get in the way. Put logos and graphics in out-of-the way
places as well.

4+ Think strategically about changing text styles. The Master Title Style,
which controls the titles on slides, and the Master Text Styles, which
control paragraph text, affect almost every slide. Think ahead if you
want to change these styles, and choose fonts and font sizes that will
fit and look attractive on every slide.

4+ When you change a style on a layout, remember that doing so breaks the
style’s link to the Slide Master. At least where one area of your slides are
concerned — slide titles, for example — you can no longer update slides
from the Slide Master. Carefully consider before you change styles on
layouts.

4+ Rather than change a layout, consider creating a new one. This way, you
can retain the original layout in case you need it for formatting slides.
Book VII, Chapter 2 explains how to create a new layout.

Altering a Master Slide

Now that you know the sometimes confusing relationship between the Slide
Master, layouts, and slides, you're ready to start editing master slides. These
pages explain the nuts and bolts of changing styles on a master slide, remov-
ing elements from slides, and restoring elements in case you regret removing
them. You also find out how to reconnect a presentation slide to its layout
and undo all your editing.

Editing a master style

Keeping in mind how master styles work, follow these steps to edit a master
style and in so doing reformat several or all the slides in your presentation:

Book Il
Chapter 2
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1.

= .

Switch to Slide Master view.
To do that, click the View tab and then click the Slide Master button.
In the Slides pane, select a master slide.

Select the Slide Master to reformat all slides in your presentation;
select a layout to reformat slides that share the same slide layout. See
“Understanding master slides (the Slide Master and layouts),” earlier in
this chapter, if you're vague about the difference between the two kinds
of master slides.

As shown in Figure 2-5, the master slide whose thumbnail you selected
appears on-screen.

Click a master style to start editing.
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Figure 2-5: » Click to edit Master text styles
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have to » Third level
select text ~ Fourth level
on a master "
slide to give
a text-
formatting
command;
just click in
the text. . : :
Slide Master = "Deluxe” | English {U.5) |
P You can move the pointer over a layout thumbnail in the Slides pane to

see a pop-up box that tells you the layout’s name and which slides in
your presentation “use” the layout. For example, a pop-up box that
reads “Title and Content Layout: used by slide(s) 2-4, 7-9” tells you that
slides 2 through 4 and 7 through 9 in your presentation are governed by
the Title and Content Layout (refer to Figure 2-5).
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3. Edit a style on the master slide.

See “Understanding how master styles work,” earlier in this chapter, if
you aren’t sure what editing a master style is all about. If you're editing
the Slide Master, you can glance at the thumbnails in the Slides pane to
see what effect your edits have on the layouts.

To format text, click the Home tab, where you can find commands for chang-
ing fonts, formatting paragraphs, and aligning text. To insert a graphic, click
the Insert tab.

To format text on a master slide, you don’t have to select it first, as you nor-
mally do. Just click in the “Click to edit” sample text and give a formatting
command. For example, to change the font color of slide titles, click in the
“Click to edit Master title style” text, go to the Edit Master tab, open the
drop-down list on the Font Color button, and select a color.

You can drag layouts up and down in the Slides pane in Slide Master view.
Sometimes, moving a layout forward or backward in the pane makes com-
paring layouts easier. Changes you make to master slides in the Slides pane
appear in the miniature on the representative slides in the Slides pane.

Changing the layout of master slides

Changing the layout of a master slide entails changing the position and size
of text frames and content frames, as well as removing these frames. Content
frames hold “content” — graphics, clip-art images, tables, and charts — in
place. Text frames hold slide titles and bulleted or numbered lists.

Changing the size and position of text and content frames

Switch to Slide Master view and follow these instructions to change the size
and position of text and content frames:

4+ Changing size of frames: Click inside the frame to select it. Then move
the pointer over a frame handle on the corner, side, top or bottom of
the frame, and drag when you see the double-headed arrow. Book IV,
Chapter 2 explains resizing frames in excruciating detail.

4+ Moving frames: Click inside the frame to select it. Then move the
pointer over the perimeter of a frame, click when you see the four-
headed arrow, and drag. Book IV, Chapter 2 also explains moving frames.

Removing (and adding) text frames to the Slide Master and layouts
As shown in Figure 2-6, master slides have all or some of these frames:
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Figure 2-6:
The five text
frames on
the Slide
Master.

4+ The Title frame for slide titles
4 The Text frame for bulleted or numbered lists
4+ The Date frame for displaying today’s date on slides (part of the footer)

4+ The Footer frame for including text such as a company name at the
bottom of slides (part of the footer)

4 The Slide Number frame for displaying slide numbers (part of the footer)

Title Text

Click to edit Master title [style
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How you remove or add these frames depends on whether you are working
with the Slide Master or a layout. Read on.

Removing frames from (and adding frames to) the Slide Master

Follow these instructions to add frames to or remove frames from the Slide
Master (not a layout):

4+ Removing a frame: Click the perimeter of the frame to select it and then
press Delete.

4+ Adding a frame: On the Slide Master tab, click the Master Layout button.
You see the Master Layout dialog box (refer to Figure 2-6). Select the
check box beside the name of each frame you want to add and click OK.

Removing frames from (and adding frames to) a layout

Follow these instructions on the Slide Master tab to add frames to or remove
frames from a layout (not the Slide Master):
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Removing the Title frame: Deselect the Title check box.

4 Removing the Text frame: Click inside the frame. Then click the perim-
eter of the frame to select it and press the Delete key.

4+ Removing all three parts of the footer: Deselect the Footers check box.
Doing so removes the Date frame, Footer frame, and Slide Number frame.

4 Removing the Date frame, Footer frame, or Slide Number frame: Click
inside the frame. Then click the perimeter of the frame to select it and
press the Delete key:.

4+ Adding a content frame or text frame: Open the drop-down list on the
Insert Placeholder button and choose a Content or Text option. Then
drag to place the frame or text box on the master slide.

4 Adding a Picture, Chart, Table, Diagram, Media, or Clip Art icon:
Open the drop-down list on the Insert Placeholder button and choose
an option. Then drag to place the icon on your slide. By clicking one of
these icons, you can make a place for inserting a picture, chart, table,
diagram, video, or clip-art image in a slide.

Creating Another Slide Master

il

As I explain at the start of this chapter, the Slide Master is the mother of all
slides. The Slide Master sets the tone for the entire presentation. Formatting
styles on the Slide Master trickle down to layouts and from there to the
slides themselves.

Sometimes a presentation can do with more than one Slide Master. In a long
presentation divided into parts, you can give each part a different look by
assigning it a different Slide Master. To take another example, suppose that a
sales presentation imparts “upside” and “downside” information. To help the
audience distinguish between optimistic upside slides and their pessimistic
downside counterparts, you can create two Slide Masters, a rose-colored
one called “Upside” and murky green one called “Downside.” This way, the
audience will know immediately which side’s views you’re presenting when
you display a new slide.

Follow these steps to create another Slide Master for your presentation so
that you can double your slide design options:
1. Switch to Slide Master view.

In case you’ve forgotten, click the View tab and then click the Slide
Master button.

2. On the Slide Master tab, click the Insert Slide Master button.
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PowerPoint creates a new Slide Master and puts it below the other slides
in the Slides pane. As well as a new Slide Master, you get another set of
layouts to go with it. PowerPoint creates the layouts automatically.

Your new Slide Master is given the generic name “Custom Design Slide

Master” and a number to indicate which Slide Master it is in the presen-

tation. I suggest giving your new Slide Master a more descriptive name

so that you remember why you created it and what it’s for.

T Y— 3. Click the Rename button.
' You see the Rename Master dialog box. Another way to display this

dialog box is by right-clicking a Master Slide and choosing Rename
Master.

4. Enter a descriptive name in the dialog box and click Rename.

Congratulations! You've created a new Slide Master and a new set of
layouts to go with it.

Your next task is to choose a background for your new Slide Master (the next
chapter in this book describes how to do that). You can assign a background
by clicking the Background Styles button on the Slide Master tab.

\‘gN\BER PowerPoint puts a second set of slide layouts on the New Slide drop-down
& list when you create a second Slide Master. To create a slide that looks like
the new Slide Master you created, scroll downward in the New Slide drop-
down list to “Custom Design” (or whatever you called your new Slide
Master) and select a slide layout there.

If you delete a Slide Master you created, slides you created with your Slide
Master are assigned the original Slide Master in the presentation. These
slides are not deleted along with their master. To delete a Slide Master,
switch to Slide Master view, select the Slide Master, and click the Delete Slide
button.

Restoring a Redesigned Presentation
to Its Original State

Suppose you go to all the trouble to redesign a presentation and then you
regret it. You wish you had your original design. You've made a hash of your
presentation and now you want to turn back the clock. Simply by clicking
the Reset button, you can make a slide you reformatted take back its original
layout formats. Bringing an entire presentation back from the dead, however,
is a little more complicated. You can re-impose all the original formatting,
but you have to jump through hoops to do it.
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Preserving Slide Masters for posterity

As far as Slide Masters are concerned,
PowerPoint has a “use it or lose it” philosophy.
If you create a new Slide Master but don’t
create any slides with it, the new Slide Master
may be lost to you when you close your
PowerPoint file. Next time you open your
PowerPoint file, you won't find a second set of
slide layouts on the Add Slide drop-down list.

To make sure that a second, third, or fourth
Slide Master stays in your presentation,

preserve it. To do so, switch to Slide Master
view, right-click your Slide Master in the Slides
pane, and choose Preserve Master on the
shortcut menu. The pushpin icon appears on
Slide Masters that have been preserved. These
Slide Masters remain with your presentation
whether you actually use them to create new
slides.

Click to edit Master title style

Reconnecting a presentation
slide to its original layout

As “Relationships between the Slide Master, layouts, and slides” explains
earlier in this chapter, you sever the relationship between the style on a

layout and the corresponding style on a presentation slide when you refor-

mat a presentation slide. However, you can re-impose the original layout
design on an errant slide by following these steps:

1. In Normal view, select the slide that needs reconnecting to its original

layout.
2. Click the Home tab.
3. Click the Reset button.

ﬁ;] Feset

the shortcut menu.

You can also right-click a slide you selected and choose Reset Slide on

Re-imposing the original design
on an entire presentation

It happens. Sometimes you make a complete mess when you redesign a pres-

entation, and you yearn to have the original design. Follow these steps to
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Removing a Background Graphic from a Single Slide

forsake all your redesigns in a presentation and return to the design you
started with:

1.

Create a new presentation using the design template you started with
in the old presentation.

In other words, select the same design you selected last time around
when you created your new presentation. You will import slides from
your old presentation in the new presentation and impose the original
designs on your new slides.

. On the Insert tab, click the New Slide button and choose Reuse Slides

on the drop-down list.

The Reuse Slides task pane opens.

. Click the Open a PowerPoint File link.

You can also click the Browse button and choose Browse File on the
drop-down list. The Browse dialog box opens.

. Select the presentation file that you made a hash of.

That is, select the file that you want to impose the original design on.

. Click the Open button.

The slides from the other presentation appear in the Reuse Slides task
pane.

. Make sure that the Keep Source Formatting check box in the task

pane is not selected.

. Insert the slides.

To insert the slides, double-click the ones you want.

. Go to each slide you imported, select it, and click the Reset button on

the Home tab.

The pristine, original slide design appears on the slides you “reused.”

Removing a Background Graphic from a Single Slide

Putting a graphic on the Slide Master places the graphic in the same position
on every slide in the presentation. This is well and good — most of the time.
Sometimes on a crowded slide the background graphic gets in the way. Some-
times you need the slide space that a background graphic occupies for a
chart or photograph. Sometimes a background graphic is too distracting,
and you need to chuck it.
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Removing all the background graphics from a single slide is easy. Follow
these steps:

1. In Normal or Slide Sorter view, select the slide with a background
graphic that needs removing.

You can remove the background graphic from more than one slide by
Ctrl+clicking to select several slides.

2. Click the Design tab.
3. Click the Hide Background Graphics check box, as shown in Figure 2-7.

It goes without saying, but you can deselect the Hide Background
Graphics check box to make background graphics appear once again
on your slide.

(O Hw9w-0 = Removing a Background Graphic.pptx - Microsoft PowerPoint Sl
) : —
P Home Insert | Design | Animations Slide Show Review View (7}
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Hide Background Graphics
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Don't show the background graphic
included in the theme you have
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slides.
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Chapter 3: Handling
Slide Backgrounds

In This Chapter

v Looking at themes and background styles
1 Weighing your theme, background, and color choices
1~ Selecting and customizing themes

v~ Placing a solid color, gradient, clip-art image, texture, or picture in the
background

1 Selecting a theme or background for some but not all of the slides

Fom the audience’s point of view, this chapter is the most important in
this book. What your presentation looks like — which theme and back-
ground style you select for the slides in your presentation — sets the tone.
The audience judges your presentation right away by the first slide it sees.
Seeing that first slide, audience members make a snap judgment as to what
your presentation is about and whether your presentation is worth watch-
ing closely. As you fashion a look for your presentation, what you're really
doing is declaring what you want to communicate to your audience.

This chapter explains how to fashion the appearance of slide backgrounds.
It examines what you need to consider when you choose colors and designs
for backgrounds. You also discover how to select and customize a theme,
and how to create your own slide backgrounds with a solid (or transparent)
color, a two-color gradient blend, a clip-art image, or a picture. Finally, this
chapter looks into how to change the background of some but not all of the
slides in a presentation.

Looking at Themes and Background Styles

What a presentation looks like is mostly a matter of slide backgrounds.
When you create slide backgrounds, you start by choosing a theme. A theme
is a “canned” slide design. Themes are designed by graphic artists. Most
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Figure 3-1:
Examples of
themes.

themes include sophisticated background patterns and colors. For each
theme, PowerPoint offers several alternative theme colors, fonts, and back-
ground styles. As well, you can create a background of your own from a
single color, a gradient mixture of two colors, or a picture.

To help you decide what kind of slide background you want, the following
pages briefly look at themes and background styles.

A look at themes

Figure 3-1 shows examples of themes. Themes range from the fairly simple to
the quite complex. You would have a hard time designing themes as sophisti-
cated as the ones in Figure 3-1 on your own (although Book VII, Chapter 2
explains how to create themes). When you installed PowerPoint on your
computer, you also installed a dozen or more themes, and you can acquire
more themes online from Microsoft and other places, as [ explain later in this
chapter.

Researches in
Ethnobotany

Researches in Ethnobotany . ;\Sg\agtqan Company
roduction

Researches in
Ethnobotany

n Ethnobotany

Researches in Ethnobotany

B L + A Shaman Company Production

L
p l\(n ,‘iﬁ\snﬁman Company
Production

A look at background styles

After you select a theme for your presentation, you can tweak it a little bit.
You can do that by choosing a Background Style or by creating an entirely
new background of your own. Figure 3-2 shows examples of backgrounds
you can create yourself. If you're the kind who believes that simple is better,
your presentation is a candidate for a self-made background style. Self-made
backgrounds are not as intrusive as themes. The risk of the background
overwhelming the lists, tables, charts, and other items in the forefront of
slides is less when you fashion a background style yourself.



Figure 3-2:
Examples of
background
styles
(clockwise
from upper-
left): plain
style,
gradient,
solid color,
customized
radial
gradient,
clip art, and
picture.
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The background styles you can create yourself fall into these categories:

4+ Solid color: A single, uniform color. You can adjust a color’s trans-

parency and in effect “bleach out” the color to push it further into the

background.

4 Gradient: A mixture of two colors with the colors blending into one

another.

+

4+ Picture: A photograph

Considerations

Clip art: A clip-art image from the Microsoft Clip Organizer.

or graphic.

These pages offer you advice about choosing background colors for your
presentation. Your color choices for your slides say a lot about your presen-

tation. Better keep reading.

Setting the tone by your color choices

More than any other design decision, what sets the tone for a presentation
are the colors you select for slide backgrounds. If the purpose of your pres-

entation is to show photographs you took on a vacation to Arizona’s Painted
Desert, select light-tone, hot colors for the slide backgrounds. If your presen-

tation is an aggressive sales pitch, consider a black background.
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Every color has different associations. To my mind, blue represents calm,
equanimity, and vastness, the characteristics of the ocean. Purple is the
color of wealth and opulence (the kings of Europe always wore purple).
Within the same color, a change in luminosity or fluorescence can mean dif-
ferent things. For example, a light, luminous red is associated with warmth,
but a flat, dark red indicates danger. Light green reminds me of a stroll in the
country and makes me feel at peace, but dark green — perhaps because [
associate the color with banks and money — represents authority.

There is no universal color theory for selecting the right colors in a design
because everyone is different. You can’t consult a color formula chart as you
choose design colors because everyone has a different idea of what a color
means or suggests. The only way to choose colors is to rely on your intu-
ition. Make a cup of tea, put yourself in a relaxed state of mind, stare at the
computer screen, and ask yourself, “What does this color say to me?” Book I,
Chapter 4 goes into more details about selecting colors, and souls far braver
or more foolish than I have attempted to formulate color theories matching
different colors to different emotional states, but the question of choosing
colors always falls to the individual. Follow your intuition. It will lead you to
the right background color choices.

Carefully selecting the background colors

First, some good news and some bad news. The good news is: Changing a
slide’s theme takes only a matter of seconds. Choosing a background style is
easy. And experimenting with different colors on your own isn’t very hard,
either. With a few simple commands, you can change the background of your
slides and observe the effect. You can test many different backgrounds until
you find the best one.

Now for the bad news: You have to choose a background for your presenta-
tion almost as soon as you start constructing it. Changing the slides’ back-
ground when you're a few hours into constructing a presentation is an
invitation to disaster. Because everything in your presentation — the text,
graphics, shapes, tables, and charts — sits in the foreground of slides,
changing the slides’ background after you’ve entered the text, graphics,
and so on can mean having to start all over.

To see what [ mean, suppose you select a light background color for your
slides, as shown by the slide on the left in Figure 3-3. Later, being fickle, you
change your mind and decide that the slides in your presentation could do
with a dark background. With the change in backgrounds, dark text gets lost
in the dark background, and the graphic on the slide sinks into the back-
ground as well, as shown by the slide on the right in Figure 3-3. You have to
go back into your presentation, change the tables and graphics, and create
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Changing
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have dire
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Figure 3-4:
Don'tlet
the theme
overwhelm
the presen-
tation itself.
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or select new ones. You have to start all over. Gnashing your teeth and
pulling your hair, you work late into the night, and the next day you behave
like a grouch on account of sleep deprivation.

As mentioned previously, PowerPoint themes are designed by graphic
artists. Themes are elegant and sophisticated looking. But a theme with
many colors and lines can overwhelm the graphics, charts, and tables on
the slides, rendering them hard to see and understand. Figure 3-4 shows the
same slide with two different themes. In the slide on the right, the theme
overwhelms the chart, making it hard to read, and the title of the chart is
completely drowned by the slide background.

The Forecast

Choose a theme carefully if you decide to go with a theme for your presenta-
tion. Many are tempted by a theme’s rich colors and razzle-dazzle, only to
discover later that the theme has devoured the presentation such that the
presentation is about the theme, not about the presentation’s subject.
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Starting with a sample presentation

Here's a suggestion for solving the slide back-
ground dilemma: Create a short sample pres-
entation with five or six representative slides
and test it against different themes and back-
ground styles. To begin, make a list of the ele-
ments that will appear on the slides in your
presentation. For example, if your presentation
will include charts, write “charts” on the list.
Put all the elements — graphics, tables, bul-
leted lists, diagrams, and so on — that will
appear in your presentation on the list.

Then make a sample slide for each element on
the list. Don't go to great lengths to format the
slides — they have to be representative, not
perfect. The object is to see what different ele-
ments look like against different themes and
background styles.

Finally, apply background styles and themes to
your sample presentation and see what hap-
pens. Click the Slide Show button to see what
full-blown slides look like. Switch to Slide
Sorter view to get a look at all the slides at
once. Push your chair away from your desk and
imagine that you're watching the presentation
from the back row of a conference hall.

Testing themes and background styles this way,
you can find the theme or background style that
stages your presentation in the best light. You
can getthe background decision out of the way
early. You can confidently start constructing
your presentation knowing that the back-
ground-design decision is done, and the for-
matting you do to lists, tables, graphics and so
on will work with the background you selected.

Making a Theme for Your Presentation

[ call it “making a theme” because after you initially select a theme, you can
do one or two things to customize it. These pages explain how to find and
select a theme for your presentation and diddle with a theme after you've
selected it. By the way, you can find the name of the theme that is currently
in use on the left side of the Status bar, in case you're curious about a theme
you want to replace.

Selecting a theme

As shown in Figure 3-5, go to the Design tab and open the Themes gallery to
select a theme. This gallery offers custom themes that you've created your-
self and built-in themes that come with PowerPoint, as well as commands for
browsing for themes on your computer or network and saving a theme you
created so that you can use it later on. The Themes gallery is the starting
point for choosing and customizing themes.



Figure 3-5:
Select or
customize
atheme
starting
from the
Themes

gallery.

Making a Theme for Your Presentation 115

Move the pointer over a theme to “live-preview” it.

I/D'l H2-0 )5 Presentationd - Microsoft|PowerPaint e
i)
Home Insert Design Animations Slide Show Review Wiew L2}
— All Themes * B
El This P tath 5 e @ Background Styles =
is Presentation . Fonts=
Page Slide - Hide Background Graphics
Setup Orientation ~ Aa Effects ~ & £
Page Setup [r— Background (F]

Looking, to'the FEuture

ying your best
ssing the test
zing at the horizon

Maore Themes on Microsoft Office Online...

=] | Browse for Themes...

E_ﬁ Save Current Theme...

Selecting a theme in the Themes gallery
Follow these steps to select a theme for your presentation:

1. Click the Design tab.

2. In Normal view, shrink the Slides pane and enlarge the slide to 50% or
more.

By shrinking the Slides pane and enlarging the slide, you’ll be able to
“live-preview” the choices on the Themes gallery. As you move the
pointer over themes in the gallery, you’ll be able to see what each theme
looks like on your slide.

3. Click the More button on the Themes gallery.

You see the gallery menu (refer to Figure 3-5). Under “This
Presentation,” the menu tells you which theme is currently in use.
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If the Themes menu is too crowded, you can narrow the choices on the
menu by opening the All Themes menu and choosing All Themes, This
Presentation, Custom, or Built-In. The All Themes menu is located at the

top of the Themes gallery menu.

4. Move the pointer over the theme choices, reading their names and
noting how the themes look on the slide behind the gallery menu.

If you followed my advice in Step 2, you can see themes on the slide
(refer to Figure 3-5). You may have to scroll to see all the theme choices.

5. Click a theme to select it.

If you can’t find a theme in the Themes gallery that meets your high
standards, you have to search for a theme online or locate a theme on
your computer that isn’t in the Themes gallery. Keep reading.

If you're in a hurry, you know exactly which theme you want, and your
theme is displayed in the Themes gallery, you can apply it right away by
clicking it without opening the Themes gallery.

Templates and themes

Your first task when you create a new presen-
tation is to choose a template. As Book I,
Chapter 2 explains, a template is a starter file
for creating a presentation. You can think of a
template as a mannequin for hanging clothes
on. Each template is formatted and laid out a
certain way. You choose the template that best
exemplifies the presentation you want to
create. Besides the blank presentation tem-
plate, PowerPoint offers templates designed for
project overviews, training sessions, photo
albums, and many more purposes.

Built into each template are a dozen or more
themes. You can see the built-in themes in the
Themes gallery on the Design tab (refer to Figure
3-5). Think of themes as the clothes you dress
the template in. You can dress the template you
chose for your presentation in one of its built-in
themes, a customized theme you created, or a

theme you borrow from another PowerPoint
presentation. Which theme you choose for your
presentation determines which colors, fonts,
and effects are available to you (as “Customizing
a theme on the Design tab” demonstrates later
in this chapter).

Themes are stored in files with the .thmx
extension. You can find theme files in the
C:\Program Files\Microsoft Office\
Document Themes folder. Themes you create
yourself are stored inthe C: \Documents and
Settings\Your Name (or All Users
or Default User) \Application Data\
Microsoft\Templates\Document
Themes folder (in Windows XP) and in
the C:\Users\Your Name\AppData\
Roaming\Microsoft\Templates\
Document Themes folder (in Windows Vista).
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Borrowing a theme from another presentation

If the theme you want isn’t in the Themes gallery, see whether you can
borrow a theme from another PowerPoint presentation. Follow these steps

to recycle a theme from another presentation:

1. On the Design tab, open the Themes gallery.

The Themes drop-down list opens (refer to Figure 3-5).

2. Click Browse for Themes.

You see the Choose Theme or Themed Document dialog box, shown in
Figure 3-6.
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3. Locate and select a PowerPoint presentation with a theme you can
appropriate for your presentation.

Visit the folders on your computer or network where PowerPoint pre-

sentations and themes are kept.

To get a good look at the theme used in a presentation, click the Views
button in the upper-right corner of the dialog box and choose Preview
(refer to Figure 3-6).
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2] Background Styles =

4. Click the Apply button.

The theme used in the presentation you selected now inhabits your
presentation.

Customizing a theme

Perfectionists and control freaks like to customize themes, as do people with
a lot of time on their hands. The Design tab offers a few ways to customize a
theme. When you'’re done customizing your theme, you can save it under a
name and be able to use it later. These topics are covered in the very excit-
ing pages that follow.

Be prepared to click the Undo button early and often as you experiment with
customizing themes. These kinds of experiments usually involve making a
change, backtracking, and trying again.

Customizing a theme on the Design tab
Starting on the Design tab, you can customize a theme with these techniques:

4+ Choosing a new set of colors: The easiest and best way to experiment
with customizing a theme is to choose a different color set, as shown in
Figure 3-7. Click the Colors button, slide the pointer over the different
color sets on the drop-down list, and see what effect they have on your
slide. (Book VII, Chapter 2 explains how to create your own color set for
a theme.)

4+ Change the fonts: Click the Fonts button and choose a combination of
fonts on the drop-down list for the slide titles and slide text on your
slides. You can also choose Create New Theme Fonts on the list and
select theme fonts of your own, as Book VII, Chapter 2 explains.

4+ Change theme effects: A theme effect is a slight refinement to a theme.
Click the Effects button and choose a theme effect on the drop-down list.

4+ Choosing a Background Style theme variation: Most themes offer back-
ground style variations. Click the Background Styles button to open the
Background Styles gallery and select a style. Later in this chapter,
“Creating Slide Backgrounds on Your Own” explains how you can create
backgrounds similar to these, as well as how to create single-color, gra-
dient, clip-art, and picture backgrounds.
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remove the background graphic, if the theme includes one, from all the
slides in your presentation by selecting the Hide Background Graphics
check box on the Design tab. The previous chapter explains how to
remove a background graphic from one or two, not all, of the slides
(select slides before selecting the check box).
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Choosing a default theme
for all new presentations

When you open PowerPoint to begin con- your favorite theme the one that stares you in
structing a presentation, you start with the the face when you start PowerPoint by follow-
Default theme, a plain-looking theme. A drab- ing these steps:

looking theme. A tabula rosa with not much

going for it 1. On the Design tab, open the Themes

gallery.
In case the company you vyork for has a theme 2. Select your favorite theme.
for PowerPoint presentations or you want to
start working from a theme you're especially 3. Right-click itin the gallery and choose Set
fond of whenever you open PowerPoint, you As Default Theme.

can make that theme the default. You can make

Custom
|
Eéppl_v to All Slides
Apply to Selected Slides
Built-|
Aa|

Set as Default Theme %

Add Gallery to Quick Access Toolbar

\\3

Suppose you regret customizing a theme. To get the original theme back,
select it again. Make like you were selecting a theme for the first time and
select it in the Themes gallery.

You can also customize all the slides in a presentation by making changes to
the Slide Master. For example, to place a company logo in the corner of all
slides, place the logo on the Slide Master. The previous chapter explains
how the Slide Master works.

Saving your customized theme

After you've customized a theme, you can save it under a new name and be
able to select it for other presentations. Customized themes you make your-
self appear under the “Custom” heading in the Themes gallery. Here are
ways to save, rename, and delete themes that you tweaked or customized:

4+ Saving a theme: On the Design tab, open the Themes gallery and choose
Save Current Theme. You see the Save Current Theme dialog box. Enter
a descriptive name for your theme and click the Save button.
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4 Renaming a theme: In Windows Explorer or My Computer, go to the
folder where theme files (. thmx) are kept; in Windows XP, go to the
C:\Documents and Settings\Your Name (or All Users or
Default User)\Application Data\Microsoft\Templates\
Document Themes folder; in Windows Vista, go to the C: \Users\
Your Name\AppData\Roaming\Microsoft\Templates\Document
Themes folder. Then rename the theme file (right-click it, choose
Rename, and enter a new name).

4 Deleting a theme: In Windows Explorer or My Computer, go to the
folder where theme files (. thmx) are kept. In Windows XP, go to the
C:\Documents and Settings\Your Name (or All Users or
Default User)\Application Data\Microsoft\Templates\
Document Themes folder; in Windows Vista, go to the C: \Users\ Your
Name\AppData\Roaming\Microsoft\Templates\Document Themes
folder. Then delete the theme file (select it and press the Del key).

Creating Slide Backgrounds on Your Own

(| Background Styles =

Besides a theme or Background Style, your other option for creating slide
backgrounds is to do it on your own. For a background, you can have a solid
color, a transparent color, a gradient blend of two colors, a picture, or a clip-
art image. How to create these kinds of slide backgrounds on your own is the
subject of the next several pages.

To create a background style of your own, start on the Design tab and click
the Background Styles button. Then, on the drop-down list, select Format
Background. You see the Format Background dialog box. From there, you
can get to work on creating a customized background all your own.

Using a solid (or transparent)
color for the slide background

Using a solid or transparent color as the background of slides gives your
presentation a straightforward, honest look. Because all the slides are the
same color or transparent color, the audience can focus better on the pres-
entation itself rather than the razzle-dazzle. Follow these steps to use a solid
or transparent color as the background:

1. On the Design tab, click the Background Styles button to open the
drop-down list.
2. Choose the Format Background command at the bottom of the list.

You see the Format Background dialog box. You can also open this
dialog box by right-clicking a slide and choosing Format Background.
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3. Select the Solid Fill option button.
4. Click the Color Picker button and choose a color on the drop-down list.

The muted theme colors are recommended because they look better in
the background, but you can select a standard color or click the More
Colors button and select a color in the Colors dialog box.

5. Drag the Transparency slider if you want a “bleached out” color
rather than a slide color.

At 0% transparency, you get a solid color; at 100%, you get no color at all.
6. Click the Apply to All button.
7. Click the Close button.

I sincerely hope you like your choice of colors, but if you don't, try, try,
try again.

On the Design tab, open the Themes gallery and choose Office Theme
(under “Built-In”) to remove all the doo-dads from your presentation back-
ground except the solid or transparent color you chose.

Selecting a gradient blend of two
colors for the slide background

Gradient refers to how and where two colors grade, or blend, into one
another on a slide. As well as the standard linear gradient direction, you can
opt for a radial, rectangular, or path gradient direction, as shown in Figure
3-9. Gradient backgrounds look terribly elegant. Using a gradient is an excel-
lent way to create an original background that looks different from all the
other presenters’ slide backgrounds.

To create a gradient background for slides, start on the Design tab, click the
Background Styles button, and choose Format Background on the drop-
down list. Then, in the Format Background dialog box, click the Gradient Fill
option button. You get a different set of options in the Format Background
dialog box:

4+ The Type drop-down list tells PowerPoint what type of gradient you
want — Linear, Radial, Rectangular, or Path (refer to Figure 3-9). If you
select the Linear option, you can select the angle at which the colors
blend.

4+ Stops indicate where on the slide colors blend. You choose one gradient
stop for each color you want.
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Before you experiment with gradients, try opening the Preset Colors drop-
down list to see whether one of the preset options does the job for you.

Drag the Format Background dialog box to the left side of the screen so that
you can see your slide better, and follow these steps to create the gradient
blend of the different colors:

1. Select Stop 1 on the Gradient Stops drop-down list; then click the
Color button and select a color; then click the Add button.

2. Select Stop 2 on the Gradient Stops drop-down list, select a color for it
as well, and click the Add button.

Now you’ve selected the two gradient colors. You can select more colors if
you wish. Your next task is to tell PowerPoint where to blend the colors.

3. Select Stop 1 on the Gradient Stops drop-down list and then drag the
Stop Position slider.

Watch how the slide on your screen changes as you drag.

4. Select Stop 2 on the Gradient Stops drop-down list and drag the Stop
Position slider.
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Notice how the two colors blend on your slide. For Figure 3-9, [ dragged
the slider to 50% for each Stop color.

I'll wager you have to repeat Steps 3 and 4 several times until you find
the right blend.

5. Open the Type drop-down list and choose a gradient direction option:
Linear, Radial, Rectangular, Path, or Shade from Title.

Refer back to Figure 3-9 to see how these options look. If you choose
Linear, you can enter a degree measurement in the Angle box to change
the angle at which the colors blend. At 90 degrees, for example, they
blend horizontally across the slide; at 180 degrees, they blend vertically
across the slide.

6. Drag the Transparency slider to make the colors more or less
transparent.

At 0% transparency, you get solid colors (except where they blend); at
100%, you get much lighter colors.

7. Click the Apply to All button and then click Close.

Very likely, you have to experiment with stop colors and stop positions
until you blend the colors to your satisfaction. Good luck.

Placing a clip-art image in the slide background

As long as they are on the pale side or you've made them transparent, clip-
art images do fine for slide backgrounds. They look especially good on title
slides. Figure 3-10 shows examples of clip-art images as backgrounds. As
Book IV, Chapter 4 explains, PowerPoint comes with numerous clip-art
images. You are invited to place one in the background of your slides by
following these steps:

1. On the Design tab, click the Background Styles button to open the
drop-down list.

2. Choose the Format Background command at the bottom of the menu.
The Format Background dialog box appears.

3. Click the Picture or Texture Fill option button.

4. Click the Clip Art button.

You see the Select Picture dialog box. The images in this dialog box are
from the Office clip-art collections that came with PowerPoint when you
installed it. I strongly recommend visiting Book IV, Chapter 4 when you
have a spare moment. It explains how clip art works in PowerPoint.
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5. Find a clip-art image you can use in the background of your slides.

How you search for a clip-art image is up to you:

e Scroll through the clip-art images until you find a good one.

e Enter a search term in the Search Text box and click the Go button.
Clip-art images that fit your search-term description appear in the

dialog box.

e Click the Include Content from Office Online check box and connect
your computer to the Internet before you enter a search term and
click the Go button. You can get hundreds of clip-art images this way.

6. Select the clip-art image you want and click OK.

7. In the Format Background dialog box, enter a Transparency

measurement.

Drag the Transparency slider or enter a measurement in the box. The
higher the measurement, the more transparent the image is. Figure 3-10
gives you a sense of what the Transparency measurements are. In the
figure, clip-art images are displayed at 0-, 40-, 65-, and 85-percent trans-
parency. Some clip-art images need to be more transparent than others.
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Figure 3-11:
Examples of
graphics
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8. Click the Apply to All button and then click Close.

There you have it. The clip-art image you selected lands in the slides’
background.

Using a graphic for a slide background

Figure 3-11 shows examples of graphics being used as the background of
slides. Select your graphic carefully. A graphic with too many colors — and
that includes the majority of color photographs — obscures the text and
makes it difficult to read. You can get around this problem by “recoloring”

a graphic to give it a uniform color tint, selecting a grayscale photograph,
selecting a photo with colors of a similar hue, or making the graphic semi-
transparent, but all in all, the best way to solve the problem of a graphic
that is obscuring the text is to start with a quiet, subdued graphic. (Book IV,
Chapter 3 explains all the ins and outs of using graphics in slides.)

- Plant Cell Cycle Regulation
My Mountain Journgy

Aspects of plant development
and plant-microbe interactions

One more thing: Select a landscape-style graphic that is wider than it is tall.
PowerPoint expands graphics to make them fill the entire slide background.
If you select a skinny, portrait-style graphic, PowerPoint has to do a lot of
expanding to make the graphic fit on the slide, and you end up with a
stretched-out image from a fun-house mirror.
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Follow these steps to use a graphic as a slide background:

1. On the Design tab, click the Background Styles button to open the
drop-down list.

2. Choose the Format Background command at the bottom of the menu.
You see the Format Background dialog box.

3. Click the Picture or Texture Fill option button.

4. Click the File button.
The Insert Picture dialog box appears.

5. Locate the graphic you want, select it, and click the Insert button.
The graphic lands on your slide.

6. Enter a Transparency measurement to make the graphic fade a bit
into the background.

Drag the slider or enter a measurement in the Transparency box. The
higher percentage measurement you enter, the more “bleached out” the
graphic is.

7. Using the Stretch Offsets text boxes, enter measurements to make
your graphic fit on the slides.

8. Click the Apply to All button and then click Close.

How do you like your slide background? You may have to open the
Format Background dialog box again and play with the Transparency
setting. Only the very lucky and the permanently blessed get it right the
first time.

Using a texture for a slide background

Yet another option for slide backgrounds is to use a texture. As shown in
Figure 3-12, a texture gives the impression that the slide is displayed on a
material such as cloth or stone. A texture can make for a very elegant slide
background. Follow these steps to use a texture as a slide background:

1. On the Design tab, click the Background Styles button to open the
drop-down list.

2. Choose Format Background.
The Format Background dialog box appears.

3. Click the Picture or Texture Fill option button.

4. Click the Texture button and choose a texture on the drop-down list.
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5. Enter a Transparency measurement to make the texture less imposing.
Drag the slider or enter a measurement in the Transparency box.
6. Click the Apply to All button and then click Close.

Changing the Background of
a Single or Handful of Slides

\\J

To make a single slide (or a handful of slides) stand out in a presentation,
change their background style or theme. A different background tells your
audience that the slide being presented is a little different from the one
before it. Maybe it imparts important information. Maybe it introduces
another segment of the presentation. Use a different style or theme to mark
a transition, indicate that your presentation has shifted gears, or mark a
milestone in your presentation.

When you select a different background style or theme, don’t choose one
that is radically different from the background style or theme on the other
slides. Stay within the same design parameters. The new background should
mark a change, not jolt the audience. If you put too many backgrounds in a
presentation, your audience will think it’s channel-surfing a television set.
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Selecting a different theme for some of the slides

Selecting a different theme for some of the slides in a presentation is just a
matter of selecting the slides that need a new theme and selecting a new
theme in the Themes gallery:

1. In Slide Sorter view, select the slides that need another theme.
You can select more than one slide by Ctrl+clicking slides.
2. On the Design tab, open the Themes gallery and select a theme.

Earlier in this chapter, “Making a Theme for Your Presentation” explains
how to select and customize a theme. Refer to that part of the chapter if
need be.

When you assign a different theme to some of the slides in a presentation,
PowerPoint creates another Slide Master. The previous chapter explains
what Slide Masters are. Having another Slide Master in your presentation is
no big deal if you don’t fool with master slides, but if you do fool with them, I
strongly recommend visiting the previous chapter to discover the ramifica-
tions of having a second, third, or fourth Slide Master in a presentation. You
may be surprised to discover, when you insert a new slide in your presenta-
tion, a second, third, or fourth set of slide layouts on the New Slide drop-
down list. These extra layouts appear because your presentation has more
than one Slide Master.

Creating a different background
for some of the slides

To create a different background style for some of the slides, make like you
were creating a background style for all of them, but select slides before you
begin.

Select the slides that need a new background. Then, on the Design tab, click
the Background Styles button and create a new background for the slides
you selected. Earlier in this chapter, “Creating Slide Backgrounds on Your
Own” explains how to choose a color, blend of gradient colors, clip-art
image, or picture background for slides.

If you choose the Format Background command and go into the Format
Background dialog box (as you must if you want a solid-color, gradient, clip-
art image, or picture background), be sure to click the Close button in the
dialog box, not the Apply to All button, when you finish creating the back-
ground style. Clicking the Apply to All button assigns the background style
you created to all the slides in your presentation.
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Selecting a different theme or background
style for slide layouts

Another approach to changing the background of some of the slides is to
change slides made with the same slide layout. As you know, you select a
slide layout — Title Slide, Title and Content, and others — on the New Slide
drop-down list when you insert a new slide in a presentation. As the previ-
ous chapter explains in onerous detail, PowerPoint gives you one layout
master slide for each slide layout in your presentation. By changing the
theme or background of a layout master slide, you can change the theme or
background of all slides made with the same slide layout. For example, you
can change the background of all slides created with the Title Slide layout or
the Title and Content layout.

Follow these steps to change the theme or background on all slides you cre-
ated with the same slide layout:
1. Click the View tab.
2. Click the Slide Master button.
'—l You switch to Slide Master view, as shown in Figure 3-13.

Select a layout. Change the theme or background.
'L'-é:: H9-l8 s Presentationd Adicrosoft PowsrPaint =
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3. In the Slides pane, select the layout that needs a new background.

To find out which layout is which, move the pointer over master slides.
A pop-up box tells you the layouts’ names and which slides in your pres-
entation were created with each one.

. Change the theme or background.

On the Slide Master tab, you can find a Themes and Background Styles
button for changing themes and backgrounds.

¢ A new theme: Click the Themes button. You see the Themes gallery.
Earlier in this chapter, “Making a Theme for Your Presentation”
explains how to use the gallery to select a theme.

¢ A new background: Click the Background Styles button (depending
on the size of your screen, you may have to click the Background
button first). You see the Background Styles drop-down list. Earlier in
this chapter, “Creating Slide Backgrounds on Your Own” explains
how, starting from this list, you can choose a color, blend of gradient
colors, clip-art image, or picture background for slides.

5. Click the Close Master View button on the Slide Master tab to leave

Slide Master view.

[ take it you know your way around Slide Master view and how master
slides and master styles work if you've come this far, but if you feel you
are in dark and dangerous waters, see the previous chapter. It explains
master slides.

[ suggest looking around your presentation to find out what effect your
change to the layout had. You may have to click the Undo button and start
all over.
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Chapter 4: Entering the Text

In This Chapter

v Viewing, selecting, entering, and deleting text

1~ Choosing fonts, font sizes, and font colors for text

v Entering symbols and special characters

v Using speed techniques for fixing typos and handling capitalization
v+~ Finding and replacing text

v Translating and proofing foreign-language text

v Using the thesaurus and dictionaries

+ Handling smart tags

' his chapter is the first of two that look into entering, laying out, and for-
matting text in a PowerPoint presentation. In this chapter, you focus on
getting the text onto the slides.

You'll find advice, tips, and shortcuts for entering text, proofing it for correct
spelling, and changing its appearance. You also delve into some PowerPoint
features that can help make your presentation more thorough — the Research
task pane, the thesaurus, and the various features that have to do with editing
foreign-language text. You'll discover how to find and replace text and correct
typos as soon as you make them. Unfortunately, writing mistakes stand out in
a PowerPoint presentation because the text is written so large on-screen. This
chapter is devoted in part to helping you keep your text mistakes to a bare
minimum.

Entering Text: The Basics

No presentation is complete without a word or two at least, which is why
the first thing you see when you add a new slide to a presentation are the
words “Click to add text.” As soon as you “click here,” those words of
instruction disappear, and you are free to enter a title or text of your own.
Most slides include a text placeholder frame at the top for entering a slide
title. Many slides also have another, larger text placeholder frame for enter-
ing a bulleted list.
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The people who construct PowerPoint presentation themes and templates
designed the text frames to format text in a certain way. They chose a font
and font size for the text. They aligned the text in a certain way. You find out
soon enough what these formats are when you start typing, and if you don’t
care for the text formats on a slide, you can change them. For example, you
can choose a different font or align the text a different way. You can change
the size of the text placeholder frames.

How much text formatting you want to do to slides as you enter the text is
up to you. Here is a rundown of all the PowerPoint tasks that pertain to
entering and formatting text (references are to topics covered in this chapter
unless otherwise noted):

4+ Entering text: Besides wiggling your fingers over the keyboard, Power-
Point offers some shortcuts for entering text. See “Correcting Typos
Automatically with the AutoCorrect Command.” And if you've lost stray
text or need to replace text, see “Finding and Replacing Text.” Spell
checking is covered under “Correcting Your Spelling Errors.”

4+ Writing your presentation: PowerPoint offers a handful of gizmos to
help you with the writing, including the Research task pane and the the-
saurus. See “Researching a Topic inside PowerPoint” and “Finding the
Right Word with the Thesaurus.” You may also benefit from “Working
with Text Written in a Foreign Language” and “Translating Foreign-
Language Text.”

4+ Selecting, copying, moving, and deleting text: These irksome tasks are
covered in “Manipulating the Text.”

4+ Changing the font, font size, and color of text: Fashioning an appear-
ance for text is covered in “Changing the Look of Text.”

4+ Handling the odd letter or symbol: Sometimes it’s necessary to enter
symbols and foreign characters. See “Entering Symbols, Foreign
Characters, Quote Marks, and Dashes.”

Rather than format text one slide at a time, you can format all the text on the
slides in your presentation by taking advantage of master slides. Giving for-
matting commands to many slides simultaneously makes your presentation
more consistent from slide to slide. Slide titles have the same font and are
formatted the same way. Text is indented the same distance in lists. See
Book II, Chapter 2 to find out how master slides can help you handle text for-
matting in a presentation.

Normal/Outline View for Reading and Editing Text

Depending on the task you want to do, some PowerPoint views are better
than others, and for reading and editing text, nothing beats Normal/Outline
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view. As Figure 4-1 shows, slide text appears in the Slides pane in
Normal/Outline view. You can enlarge the pane and get a very good look at
the text on your slides. You can see whether text is capitalized the same way
from slide to slide. You can catch spelling and grammatical errors. You can
scroll through your presentation and see whether it reads well. You can even
enter text in the Slides pane in Normal/Outline view.

Select the Outline tah. Drag to enlarge the Slides pane.
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To switch to Normal/Outline view, click the Normal button and then click the
Outline tab in the Slides pane (refer to Figure 4-1). You can perform these
tasks while the Outline tab is displayed:

4+ Entering and editing text: Click in the Slides plane and enter or edit
text. For example, double-click a word to select it, or drag across words
to select them before pressing the Delete key. You can press Enter to
enter another item in a bulleted or numbered list.

4+ Moving from slide to slide: Click a slide icon in the Slides pane to dis-
play a slide. You can find slide icons next to slide numbers.

If you don’t see the Slides pane, click the View tab and then click the Normal
button. You can also move the pointer to the leftmost boundary of the
screen, click when you see the double arrow, and drag to the right.

By right-clicking the Outline tab, you can choose shortcut commands for col-
lapsing and expanding the text on slides, promoting and demoting text, and
moving slides. Choose the Show Text Formatting command to see the fonts
used in slide titles and text.
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This short but important part of Chapter 4 describes the many techniques for
selecting, deleting, copying, and moving text on slides. I'm afraid you’ll find
an inordinate number of “tips” on these pages because there are so many
shortcuts for selecting, deleting, copying, and moving text. Master the many
shortcuts and you’ll cut down considerably the time you spend editing text.

Selecting text on a slide

PowerPoint is a little different from other Office programs in that it isn’t
always necessary to select a word before giving a command. To change fonts
in a single word, you click in the word and choose a new font. To italicize or
boldface a single word, click it and then click the Bold or Italic button.

Still, you can’t get around selecting text if you want to change the formatting
of more than one word at a time or delete, cut, move or copy text. Here are
techniques and shortcuts for selecting text:

To Select Do This

A word Double-click the word.

A few words Drag over the words.

A paragraph Triple-click inside the paragraph.

A block of text Click at the start of the text you want to select, hold
down the Shift key, and click at the end of the text.

All text in a text Press Ctrl+A.

placeholder frame

or text box

Moving, copying, and pasting text

PowerPoint offers a number of different ways to move and copy text from
one place to another. And after you move or copy the text, PowerPoint gives
you the opportunity to choose commands to format the text. You can move
text from one part of a slide to another part, from one slide to another slide,
and from one program to another program. Yes, you can even move and
copy data between Windows-based programs.

Copying and moving text short distances
using the drag-and-drop method

The fastest way to move or copy text is to use the drag-and-drop method. Use
this method to move or copy text from one part of a slide to another:
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. Select the text you want to copy or move.
. Move the mouse over the text you selected.

. Copy or move the text.

Dragging means to hold down the left mouse button as you move the
mouse pointer on-screen.

¢ To move: Drag the text to a new location. As you drag, a small square
appears below the mouse pointer to show that you are moving text.

e To copy: Hold down the Ctrl key while you drag the text elsewhere. A
square with a cross in it appears below the pointer.

. At the place where you want to move or copy the text, let up on the

mouse button.

A variation on the drag-and-drop method is to drag the text you selected
while holding down the right mouse button. When you release the right
mouse button, a shortcut menu appears with Move Here and Copy Here
options. Select an option to move or copy the text.

Cutting and copying text with the Windows Clipboard

The conventional way to move or copy text is to use the Windows Clipboard.
Use this technique to move or copy text on a slide or to another slide:

1.
2.
3.

™

Select the Home tab.

Select the text to move or copy.

Cut or copy the text to the Windows Clipboard.
PowerPoint offers a bunch of techniques for doing this task:

¢ To cut: Click the Cut button, press Ctrl+X, or right-click and choose
Cut on the shortcut menu.

e To copy: Click the Copy button, press Ctrl+C, or right-click and
choose Copy on the shortcut menu.

. Place the cursor where you want to move or copy the text.

. Click the Paste button, press Ctrl+V, or right-click and choose Paste.

You can paste the text a second time. Text that you cut using these tech-
niques remains on the Windows Clipboard in case you want to paste it
again.

Book VII, Chapter 4 explains the Paste Special command and how you can
use it to create a link between text in different slides such that changes to
the text made in one slide are made automatically in the other.
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Figure 4-2:
The
Clipboard
task pane in
action.

The Paste options

Text adopts the formatting of neighboring text when you move or copy it to
a new location. Suppose, however, that you want the text you moved or
copied to keep its original formatting? In that case, click the Paste Options
button. This button appears after you paste text. Click it to open a drop-
down list with these options:

4+ Keep Source Formatting: The text keeps its original formatting.

4+ Use Destination Theme: The text adopts the formatting of surrounding
text (the default option).

4+ Keep Text Only: The text is stripped of all formatting.

Some people think that the Paste Options button is a bother. If you are one
of those people, click the Office button and choose PowerPoint Options on
the drop-down list. You see the PowerPoint Options dialog box. Select the
Advanced category and unselect the Show Paste Options buttons check box.

Taking advantage of the Clipboard task pane

The Windows Clipboard is a piece of work. When you copy or cut text with
the Cut or Copy command in PowerPoint or another program, the text is
placed in an electronic holding tank called the Clipboard. The Clipboard
holds the last 24 items that you cut or copied. You can open the Clipboard
task pane in PowerPoint and view the last 24 items you cut or copied to the
Clipboard, as shown in Figure 4-2.

| 5 of 24 - Clipboard >

If_l' Paste &l ] I,_'S'g Clear Al ]

Click an item to paste:

gﬂ'j The Forecast i
= v

@j Left or right?

i"n Paste [% |
_>( Delete ‘

jj ‘Which Path to Follow

ﬂ’j Mare of the same? A little bit of now Caming
harne ta roost What's goad For the goose...
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Saving what is on the Clipboard in a file

You can save the contents of the Clipboard in a
file. To do so, click the Start button and choose
All Programs=>Accessories~> System Tools>
Clipboard Viewer. A window appears, and you
see what is on the Clipboard.

To save the contents of the Clipboard Viewer in
a file, choose File=>Save As, choose a folder
and enter a name for the file, and click OK in the
Save As dialog box.

T ClipBook Viewer - [Cliphoard]

BE]

| ] Elmle=

—1 Eile Edit Security View Window Help _ & x

43 2.5 3-4 10-0
12-3 5-10 + 10 15-0
141 11-3 10-5 8-7
10-2 3-9 0-12 12-0
T .
st o
T SR - =

Clipboard

To open the Clipboard task pane, go to the Home tab and click the Clipboard
group button. Icons next to the items tell you where they came from. Open
an item’s drop-down list and choose Paste to copy it onto a slide. The Clip-
board is available to all Office programs; it’s especially useful for copying
text and graphics from one Office program to another.

The Options pop-up menu at the bottom of the Clipboard task pane offers

these options:

4+ Show Office Clipboard Automatically: Choose this option if you want
the Clipboard task pane to open automatically when you cut or copy
two items consecutively or you copy the same item twice.

4+ Show Office Clipboard When Ctrl+C Pressed Twice: Choose this
option if you want to open the Clipboard task pane by pressing Ctrl+C,

Ctrl+C.

4+ Collect Without Showing Office Clipboard: Choose this option to be
notified when an item has been cut or copied to the Clipboard by an
icon in the system tray and/or a pop-up notice. To be notified, you must
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have selected either or both of the last two options on the Options
menu.

4+ Show Office Clipboard Icon on Taskbar: Choose this option to be noti-
fied when an item has been cut or copied to the Clipboard by an icon in
the system tray, the part of the Windows taskbar by the clock (the icon
appears after you cut or copy the first item to the Clipboard). You can
double-click the icon to open the Clipboard task pane. When an item is
cut or copied to the Clipboard, a tiny page glides across the icon.

4+ Show Status Near Taskbar When Copying: Choose this item to be noti-
fied when an item has been cut or copied to the Clipboard by a pop-up
notice in the lower-right corner of the screen. It tells you how many
items have been “collected” on the Clipboard.

Deleting text

To delete a bunch of text at one time, select the text you want to delete and
press the Delete key. By the way, you can kill two birds with one stone by
selecting text and then starting to type. The letters you type immediately
take the place of and delete the text you selected.

Remember: You can always click Undo if you regret deleting text. You can
find this button on the Quick Access toolbar, which is in the upper-left
corner of the PowerPoint window.

Changing the Look of Text

What text looks like is determined by its font, the size of the letters, the
color of the letters, and whether text effects or font styles such as italics or
boldface have been applied to the text.

A font is a collection of letters, numbers, and symbols in a particular type-
face, including all italicized and boldfaced variations of the letters, numbers,
and symbols. Fonts have beautiful names and some of them are many cen-
turies old. Most computers come with these fonts: Arial, Comic Sans,
Tahoma, Times New Roman, and Verdana, as well as dozens of others.

Font styles include boldface, italics, and underline. By convention, headings
are boldfaced. Italics are used for emphasis and to mark foreign words in

text. PowerPoint offers a dozen text effects. Text effects, also known as fext
attributes, include strikethrough and superscript. Use text effects sparingly.

The following pages look at the various and sundry ways to change the font,
font size, and color of text, as well as how to assign font styles and text
effects to text.
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When you're in a hurry to change the look of You can find this button in the Clip-
text and reformat paragraphs, consider using j

the Format Painter. This nifty tool works some- a paintbrush. Unless you double-click
thing like a paintbrush. You drag it over text to the Format Painter button, you can’t
copy formats from one place to another. Follow copy format to more than one place.

these instructions to use the Format Painter:

1. Click a place on a slide whose text and to which you want to copy the formats.
paragraph formats you want to copy else-

2. On the Home tab, double-click the Format Clear All Formatting button on the
Painter button. Home tab. Select text and then click

The Format Painter: A fast way
to change the look of text

board group. The pointer changes into

3. Drag the pointer across the part of a slide

2al At the opposite end of the spectrum
|—_,..H | from the Format Painter button is the

this button to strip part of a slide of all
its formats, whatever they may be.

A\

Choosing fonts for text

If you aren’t happy with the fonts in your presentation, you have three ways
to remedy the problem:

4+ Select new theme fonts for your presentation. Theme fonts are combi-

nations of fonts that the designers of PowerPoint themes deem appropri-
ate for the theme you are working in. Typically, a theme font comprises
one font for slide titles and one for slide text. You can create your own
theme fonts, as [ explain shortly.

Dig in and choose new fonts on a slide-by-slide basis. Select a slide, go
to the Home tab, and choose a font from the Font drop-down list or the
Font dialog box. You can also choose fonts on the Mini toolbar.

Choose a new font on a master slide to change fonts throughout your
presentation. Book II, Chapter 2 explains master slides and how you can
use them to change formats on many slides simultaneously. In Slide Master
view, select a master slide and change its fonts on the Edit Master tab.

Avoid using too many different fonts in a presentation, because a presenta-
tion with too many fonts looks like alphabet soup. The object is to choose a
font that helps set the tone for your presentation. An aggressive sales pitch
calls for a strong, bold font; a technical presentation calls for a font that is
clean and unobtrusive. Make sure that the fonts you select for your presen-
tation help to communicate your message.
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Selecting theme fonts for your slides

If you want to experiment with new fonts, start on the Design tab and select a
theme font (the previous chapter explains themes). You can choose among
many combinations of fonts and even create theme fonts of your own. Experi-
menting is easy because all you have to do is choose theme fonts from a drop-
down list. Theme fonts apply to the entire presentation, not a handful of slides.

Choosing a theme font
Follow these steps to choose a theme font for your presentation:

1. Switch to Normal view.

2. Select the Design tab.

3. Click the Theme Fonts button.
[A]~

You see a drop-down list of theme font combinations, as shown in Figure
4-3. Move the pointer down the menu and watch how fonts on the slide
change.

4. Select a theme font combination.

If you aren’t pleased with the choices, consider creating a theme font
combination of your own.

— =l = - n Colors
En . @ Background Styles ~
(& ‘ Aa ‘ re | OEEE T
Page Slide [ mmomm CUrTrT a2 = b x
Setup  Crientation ~ = | Built-In
Page Setup Themes Office
| Cambria =
Aa Calibri
What's in Store? Office 2
A Calibri
. + More of the same? - CTHiEE)
Flgure.4-3. + A little bit of now Office Classic
Selecting a + Coming home fo roost A Avial
new theme * What's good for the goose. .. i Times New Roman
font is the Office Classic 2
fastest Nz ﬁrlal
rial
and most
i Apex
ComPre A Lucida Sans
hensive way 2 | Book Antiqua |
to Change LCreate New Theme Fonts...

fonts.
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Creating a theme font

A theme font you create becomes part of the theme you’re working in. It
becomes available to all presentations created with the theme. Follow these
steps to create a theme font combination:

1. On the Design tab, click the Theme Fonts button.

2. Choose Create New Theme Fonts on the drop-down list.

As shown in Figure 4-4, the Create New Theme Fonts dialog box appears.

Create New Theme Fonts (2] %]
Latin text
. Heading font (Latin}: Sample
Flgure 4'4: Poor Richard Heﬁc]i]:lg
You can Body font {Latin): Box ezt body e Bedy
also create Syt lis
theme fOntS Mame: |Company 1
of yourown. | o) [cone )
3. On the drop-down lists, select a Heading Font (for slide titles) and a
Body Font (for the body text in slides).
4. Enter a descriptive name for your theme font in the Name text box.
The name you enter will appear at the top of the Theme Fonts drop-
down list under “Custom.”
5. Click the Save button.
P To change around, rename, or delete a theme font you created, open the

Theme Fonts drop-down list, right-click the theme font, and choose Edit. The
Edit Theme Fonts dialog box appears so that you can choose new fonts,
rename a theme font, or delete a theme font (by clicking the Delete button).

Choosing fonts on a Font menu

PowerPoint offers no fewer than four ways to change fonts. Select the text
that needs a new font and change fonts with one of these techniques:

4+ Mini toolbar: Move the pointer over the selected text. You see the Mini
toolbar, as shown in Figure 4-5. Move the pointer onto this toolbar and
select a font in the Font drop-down list.

4+ Shortcut menu: Right-click the selected text and choose a new font on
the Font menu at the top of the shortcut menu.
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4 Font menu: On the Home tab, open the Font drop-down list and select a
font. You can “live-preview” font choices on this menu.

4+ Font dialog box: On the Home tab, click the Font group button. You see
the Font dialog box. Select a Font and click OK.

Figure 4-5:

Y S R R e R |
Changing B s BE= A==
fonts with Wh .ti : St v = '
the Mini a S In Ore /
toolbar.
Finding and replacing fonts
throughout a presentation
Suppose that a co-worker who hasn’t read this book and heard the author’s
constant nagging about using fonts conservatively gives you a PowerPoint
presentation with myriad different fonts. The presentation resembles con-
fetti. Different fonts, some of them very exotic, are found throughout. The
presentation is a big old mess. How can you fix this problem? One way is to
find and replace fonts in the presentation. Replace the exotic fonts with
other, more sedate fonts in keeping with the “simple is best” approach.
Before you undertake a find-and-replace operation, take note of which fonts
need replacing and which fonts you will replace them with. Then follow these
steps to replace a font used throughout a presentation with a different font:
1. Click the Home tab.
2. Open the drop-down list on the Replace button and choose Replace
Fonts (you may have to click the Editing button first, depending on
the size of your screen).
You see the Replace Font dialog box, shown in Figure 4-6.
| Replace Font [ %]
Replace:
Bookman Old Style |
— | itk Close
Figure 4-6: Garamond)| ’z‘
Replacing (1T TeEscE o
one font :.ﬂ‘_' Frutiger Linatype
with — ¥
another. T Georgia
T Gigi |
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Installing and removing fonts on your computer

4 If Windows is installed on your com-

(4’,,( puter, so are many different fonts. The

names of these fonts appear on the

Font drop-down list and in the Font dialog box.

Do you have enough fonts on your computer?

Do you want to remove fonts to keep the Font
menu from being overcrowded?

Fontfiles are keptinthe C : \Windows\Fonts
folder on your computer. Windows Explorer and
My Computer offer the Filec>Install New Font
command for loading font files into this folder,
but here are easier ways to handle fonts:

v~ Installing new fonts: Place the font file in
the C: \Windows\Fonts folder.

+* Removing a font: Move its font file out of
the C: \Windows\Fonts folder. Store
font files you don’t want in another folder
where you can resuscitate them if need be.

Besides opening the Fonts folder in Windows
Explorer or My Computer, you can open it by
double-clicking the Fonts icon in the Control
Panel. The Fonts folder provides these ameni-
ties for handling fonts:

v~ Examining fonts: Double-click a font file to
examine a font more closely. A window
opens, and you see precisely what the font
looks like. Do you know why “the quick
brown fox jumped over the lazy dog” in this
window? Because that sentence includes
every letter in the alphabet.

v~ Finding similar fonts: To list fonts that look
similar to a certain font, click the Similarity
button and choose the font’s name on the
List Fonts by Similarity To drop-down list.
The list of fonts is arranged so that very
similar fonts come first, fairly similar fonts
come next, and dissimilar fonts come last
in the list. Use this command to familiarize
yourself with fonts or decide which fonts to
remove when you have many that look
nearly the same.

v~ Shortening the font list: To shrink the list of
fonts and make font hunting a little easier,
choose Viewr>Hide Variations. Doing so
removes boldface and italicized versions of
fonts from the list.

g] Century {OpenType) ==

Century (OpenType)

Typeface name: Century
File size: 162 KB
ergion: Version 1,20

DpenType Font, Digitally Signed, TrueType Cutlines

Digitized data copyright {C) 1992-1997 The Monotype Corparation. all rights reserved. Century™ is 3
trademark of The Monotype Corporation which may be registered in certain jurisdictions.

abedefghijklmnopqrstuvwxyz

123456789.:,(:*!177)

ABCDEFGHIJELMNOPQRSTUVWXYZ

12 The quick brown fox jumps over the lazy dog. 12345667550
1z The quick brown fox jumps over the lazy dog. 12-

= The quick brown fox jumps over the 1_
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3. On the Replace drop-down list, select the font that needs replacing.
Only fonts used in your presentation appear on the menu.

4. On the With drop-down list, select a different font.

5. Click the Replace button.

Repeat these steps for other fonts that need replacing.

Another way to handle the “too many fonts in a presentation” problem is to
change fonts on the master slides. Book II, Chapter 2 explains master slides.

Changing the font size of text

Font size is measured in points; a point is !/72 of an inch. The larger the point
size, the larger the letters. For someone in the back row of an audience to be
able to read text in a PowerPoint presentation, the text should be no smaller
than 28 points. Try this simple test to see whether text in your presentation
is large enough to read: Stand five or so feet from your computer and see
whether you can read the text. If you can’t read it, make it larger.

Go to the Home tab and click in or select the text whose size you want to
change. Then use one of these techniques to change font sizes:

4+ Font Size drop-down list: Open this list and choose a point size. To
choose a point size that isn’t on the list, click in the Font Size box, enter
a point size, and press Enter.

4+ Font Dialog Box: Click the Font group button to open the Font dialog
box. Then enter a point size in the Size box and click OK.

4+ Increase Font Size and Decrease Font Size buttons: Click these buttons
(or press Ctrl+] or Ctrl+[) to increase or decrease the point size by the
next interval on the Font Size menu on the Home tab. Watch the Font
Size list or your text and note how the text changes size. This is an excel-
lent technique when you want to “eyeball it” and you don’t care to fool
with the Font Size list or Font dialog box.

Click the Increase Font Size and Decrease Font Size buttons when you are
dealing with fonts of different sizes and you want to change the size of all the
letters. Drag over the text to select it before clicking one of the buttons.

Applying font styles to text
There are four — count ’em— font styles: regular, bold, italic, and underline:

4+ Regular: This style is just PowerPoint’s way of denoting an absence of
any font style.
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Figure 4-7:
Some text
effects and
underline
options.
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4 Italic: ltalics are used for emphasis, when introducing a new term, and
to mark foreign words such as viola, gung hay fat choy, and Que mag-
nifico! You can also italicize slide titles to make titles a little more
elegant.

4+ Bold: Boldface text calls attention to itself.
4+ Underline: Underline text to call attention to it, but use underlining
sparingly.

Select text and use one of these techniques to apply a font style to it:

4 Home tab: Click the Bold, Italic, or Underline button.

4+ Keyboard: Press Ctrl+B to boldface text; Ctrl+I to italicize it; or Ctrl+U to
underline it.

4 Mini toolbar: The Mini toolbar offers the Bold and Italic button.

4+ Font dialog box: Choose a Font Style option in the Font dialog box. To
open this dialog box, visit the Home tab and click the Font group button.

To remove a font style, select the text and click the Bold, Italic, or Underline
button a second time. You can also select text and click the Clear All
Formatting button on the Home tab.

Applying text effects to text

At the bottom of the Font dialog box are the Effects options, as shown in
Figure 4-7. Text effects have various uses, some utilitarian and some strictly
for yucks. Be careful with text effects. Use them sparingly and to good pur-
pose. The following pages explain text effects and when to use them.

Font B[ %]
Font | Character Spacing
Latin text font: Font style: Size:
Bauhaus 93 v| |Reguiar o [+ =
Asian text font:
+Heading Asian A
All text
Font color Underlne styie|—Singleline |37] Underine color
Effects
[ strikethrough [ small Caps
[[1 Double Strikethrough [[] Al Caps
[ Superscript offset: (0% [ [ Egualize Character Height
D Subscript
This is a TrueType font. This font will be used on both printer and screen,
e
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Effect options

Go to the Home tab and click the Font group button to open the Font dialog
box and choose an Effect option (refer to Figure 4-7). Following is a laundry
list of text effects for you to choose from.

Strikethrough and double strikethrough

By convention, strikethrough is used to show where passages have been
struck from a contract or other important document. Double strikethrough,
for all I know, is used to show where passages have been struck out force-
fully. Use these text effects to demonstrate ideas that you've rejected.

You can “strike through” text by clicking the Strikethrough button on the
Home tab.

Superscript

A superscripted letter or number is one that has been raised in the text.
Superscript is used in mathematical and scientific formulas, in ordinal num-
bers (1%, 2", 3", and to mark footnotes. In the theory of relativity, the 2 is
superscripted: E = mc® Select the number or letter you want to superscript
and, in the Font dialog box, enter an Offset percentage to tell PowerPoint
how high to raise the number or letter.

PowerPoint enters ordinal numbers in superscript automatically. If you
prefer to write ordinal numbers that are not superscripted, click the Office
button and choose PowerPoint Options. In the PowerPoint Options dialog
box, select the Proofing category and then click the AutoCorrect Options
button. You land in the AutoCorrect dialog box. On the AutoFormat As You
Type tab, unselect the Ordinals (1st) with Superscript check box.

Subscript

A subscripted letter has been lowered in the text. In this chemistry equation, the
2 has been lowered to show that two atoms of hydrogen are needed along with
one atom of oxygen to form a molecule of water: H,O. (Book III, Chapter 3
describes the Equation Editor, a special tool for entering equations — including
superscripted and subscripted characters and numbers — on slides. To con-
struct a complicated equation, seek the help of the Equation Editor.)

Small Caps

A small cap is a small capital letter. To give you an idea of how small caps are
used, Table 4-1 describes how the Chicago Manual of Style, the copy editor’s
bible, instructs editors and typesetters to use small caps. In newspapers,
small capital letters are often used in the dateline at the start of the article
(“KEY WEST, FLA. NOV 8 (UPI)”). You can find many creative uses for small caps in
slide titles. An all-small-cap title looks elegant.
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Table 4-1 Chicago Manual of Style Uses for Small Capital Letters
Small Cap Meaning Explanation Example
AM. ante meridian Before noon 4:00 A.m.
P.M. post meridian Afternoon 5:30 P.m.
A.D. anno Domini In the year of the Lord A.D. 1066*
AH. anno Hebraico, In the Hebrew year; in the year of A.H.1378*
also anno (Mohammed's) Hegira (i.e., his
Hegirae flight from Mecca in A.D. 622)
A.U.C. ab urbe condita  From the founding of the city 2753 A.U.C.
(i.e., Rome, in 753 B.C.)
B.C. “before Christ” Before the birth of Jesus Christ 540 B.C.
B.C.E. “before the Religiously neutral equivalent 540 B.C.E.
common era” to B.C.
B.P. “before the Before the present year 1B.P.
present”
C.E. “of the common  Religiously neutral equivalent 1066 C.E.
era” to A.D.

*The small cap abbreviations a.d. and a.h. precede the year.

Be sure to type lowercase letters in order to create small caps. Type an
uppercase letter, and PowerPoint refuses to turn it into a small cap. Not all
fonts can produce small capital letters.

All Caps

The All Caps text effect merely capitalizes all letters. Use it in master styles
to make sure that you enter slide titles in all capital letters. Later in this
chapter, “Quick Ways to Handle Case, or Capitalization” explains ways to
handle text case — uppercase, lowercase, and other text capitalization
schemes.

Equalize Character Height

This text effect option makes all characters the same height and has the
effect of stretching out the characters in text. You can use it to interesting
effect in text box announcements, but use it sparingly. Seeing too many
stretched-out letters on-screen gives your audience the impression it is
sitting through an eye examination.

Underline styles

Underlining text is a good way to call attention to it. PowerPoint offers 15
ways to underline text, with styles ranging from “Words only” to “Wavy line,’
and you can select a color for the underline. If you decide to underline slide

9
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Figure 4-8:
The Shadow
text effect.

titles, do it consistently. Underline the titles in all or most of the slides in
your presentation.

PowerPoint offers two methods of underlining text. Select the text you want
to underline, go to the Home tab, and pick your poison:

4 On the Home tab, click the Underline button. A single line runs under all
the words you selected.

4 Click the Font group button to open the Font dialog box (refer to Figure 4-7),
and select an underline style from the drop-down list. You can also select an
underline color from the Underline Color drop-down list. The color you
select applies to the underline, not to the words being underlined.

To remove an underline from text, select the text and click the Underline
button on the Home tab twice.

The Shadow text effect

As shown in Figure 4-8, the Shadow text effect makes titles cast a faint shadow.
Select the text and click the Text Shadow button on the Home tab to make
letters cast a shadow. To make the Shadow effect work, choose a heavy font
so that the characters are wide enough to cast shadows. (You can also make
shapes and text boxes cast shadows on a slide, as Book IV, Chapter 2 explains.)

The Shadow Knows

Changing the color of text

Before you change the color of text, peer into your computer screen and
examine the background theme or color you selected for your slides. Unless
the color of the text is different from the theme or color, the audience can’t
read the text. Besides choosing a color that contributes to the overall tone
of the presentation, select a color that is easy to read.

Select the text that needs touching up, and use one of these techniques to
change the color of text:

4 On the Mini toolbar, open the drop-down list on the Font Color button
and choose a color.

4+ Right-click, open the drop-down list on the Font Color button, and
choose a color.
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Embedding TrueType fonts in a presentation

To display text in a certain font, your computer
calls upon a font file in the C: \Windows\
Fonts folder. For example, to display text in
Times New Roman, PowerPoint gets the help of
the TIME.TTF file, and all is well.

Problems with fonts can arise when you trade
PowerPoint presentations with co-workers and
friends whose computers aren’t equipped with
the same font files as your computer. If you give

Fonts folder for a font file, PowerPoint relies
on the presentation file itself. When you embed
fonts, you can be certain that your presentation
will look the same no matter what computer itis
shown on. However, embedding fonts also
increases a presentation’s file size. Because the
presentation file is larger, it takes longer to load.

Follow these steps to embed fonts in a
presentation:

Book I
Chapter 4

a PowerPoint presentation to a co-worker and
his or her computer doesn't have the TIME.TTF
file, PowerPoint substitutes a different font
for Times New Roman, and the presentation
doesn't look the same.

1. Click the Office button and choose Power-
Point Options on the menu.

You see the PowerPoint Options dialog box.
2. Click the Save category.

3. Click the Embed Fonts in the File
check box.

1xa] ay)
Buuajug

If you've used exotic fonts in a PowerPoint pres-
entation and you intend to hand off the presen-
tation to someone else, consider embedding
fonts in the presentation. Embedding fonts 4. Click the Embed Only the Characters Used
means to store font files along with the presen- in the Presentation option button.

tation. Instead of going to the C : \Windows\ 5. Click OK

4 On the Home tab, open the drop-down list on the Font Color button and
— choose a color.

4+ On the Home tab, click the Font group button open the Font dialog box,
click the Font Color button in the dialog box, and choose a color on the
drop-down list.

The Font Color drop-down list offers theme colors and standard colors. You
are well advised to choose a theme color. These colors were deemed theme
colors because they jibe with the theme you chose for your presentation.

Ouick Ways to Handle Case, or Capitalization

Case refers to how letters are capitalized in words and sentences. Table 4-2
explains the different cases, and Figure 4-9 demonstrates why paying attention
to case matters in a PowerPoint presentation. In the figure, the slide titles are
presented using different cases, and the titles are inconsistent with one
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another. In one slide, only the first letter in the title is capitalized (sentence
case); in another slide, the first letter in each word is capitalized (title case); in
another, none of the letters is capitalized (lowercase); and in another, all the
letters are capitalized (uppercase). Decide on a capitalization scheme for the
slide titles in your presentation and stick with it for consistency’s sake.

Table 4-2 Cases for Slide Titles
Case Description Example Title
Sentence case The first letter in the first word is Man bites dog in January

capitalized; all other words are
lowercase unless they are proper

names.
Lowercase All letters are lowercase unless they man bites dog in January
are proper names.
Uppercase All letters are uppercase no matter MAN BITES DOG IN
what. JANUARY
Title case* The first letter in each word is Man Bites Dog in January

capitalized, unless the word is an
article (the, a, an), coordinate
conjunction (and, or, for, nor), or
preposition, or it's the first or last word
in the title.

*The PowerPoint Title Case command capitalizes the first letter in each word even if it is
an article or conjunction; the command doesn't truly render titles in title case.

Use title case or sentence case for slide titles. Because case is so important
in presentations, PowerPoint offers the Change Case button on the Home
tab. To change case, all you have to do is select the text, click the Change
Case button, and chose an option on the drop-down list:

4+ Sentence case: Renders the letters in sentence case.
Lowercase: Makes all the letters lowercase.

+
4+ UPPERCASE: Renders all the letters as capital letters.
*

Capitalize Each Word: Capitalizes the first letter in each word. If you
choose this option, go into the title and lowercase the first letter of arti-
cles, coordinate conjunctions, and prepositions, unless they are the first
or last word in the title.

4+ tOGGLE cASE: Choose this option if you accidentally enter letters with
the Caps Lock key pressed down.
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Figure 4-9:
Capital-
ization
schemes
(clockwise
from upper
left):
sentence
case, title
case,
uppercase,
lowercase.

Looking to gain ground Our Plan For Tomorrow

£

by hook or by crook RAISING THE BAR

©

On the subject of case, PowerPoint can be somewhat presumptuous about
how it handles capitalization in sentences. PowerPoint automatically capital-
izes the first word you enter after entering a period (.) and the first word in
slide titles. If you try to enter two capital letters at the start of a word, it
lowercases the second letter. If these behind-the-scenes corrections annoy
you, you can tell PowerPoint to cease making them by changing your
AutoCorrect settings. See “Correcting Typos Automatically with the
AutoCorrect Command,” later in this chapter.

Entering Symbols, Foreign Characters,
Quote Marks, and Dashes

Don’t panic if you need to enter an umlaut, grave accent, or cedilla on a
slide, because you can do it by way of the Symbol dialog box shown in Figure
4-10. You can enter just about any symbol and foreign character by way of
this dialog box. You can also enter foreign characters by pressing Alt-key
combinations.

These pages explain symbols and foreign characters, as well as quotation
marks and dashes. Better read on.

Book Il
Chapter 4
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Figure 4-10:
To enter a
symbol or
foreign
character,
selectitand
click the
Insert
button.
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Entering symbols and characters
with the Symbol dialog box

If you need a copyright symbol or an eight ball, you can find it in the Symbol
dialog box. Click in your slide where you want to enter a symbol or foreign
character and follow these steps to enter it:

1.

Click the Insert tab.

2. Click the Symbol button.

You see the Symbol dialog box (refer to Figure 4-10).

. If you’re looking to insert a symbol, not a foreign character, choose

Webdings or Wingdings 1, 2, or 3 on the Font drop-down list.

Webdings and the Wingdings fonts offer all kinds of weird and whacky
symbols.

. Select a foreign character or symbol.

You may have to scroll to find the one you want.

. Click the Insert button to enter the symbol and click Close to close the

dialog box.

The Symbol dialog box lists the last several symbols or foreign charac-
ters you entered under “Recently Used Symbols.” See whether the symbol
you need is listed there. It will spare you the trouble of rummaging in the
Symbol dialog box.

On the subject of symbols, PowerPoint creates the smiley face symbol (©)
when you enter these characters: :). And you get an arrow () when you
enter these characters: ==>. If you prefer that the invisible hand of Power-
Point not make these changes for you, go to the AutoFormat As You Type tab
of the AutoCorrect dialog box and unselect the Smiley Faces :-) and Arrows
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Figure 4-11:
Punctuation
esoterica

in the
AutoCorrect
dialog box.

(==>) with Special Symbols check box. To open the AutoCorrect dialog box,
click the Office button, choose PowerPoint Options, select the Proofing cate-
gory, and then click the AutoCorrect Options button.

Handling dashes and quotation marks

You may have noticed that PowerPoint handles dashes and quotation marks
behind the scenes. When you enter two hyphens in a row (=), PowerPoint
joins them into a dash (—). To be exact, PowerPoint joins them into an em
dash, a dash as wide as the letter M. Meanwhile, PowerPoint enters smart
quotes (*, ‘, *,”), not straight quotes (', "), when you press a quotation mark
on your keyboard. Smart quotes curl around the word, phrase, or sentence to

which they’re attached, whereas straight quotes stand upright.

If you prefer straight quotes to smart quotes, or you want two hyphens to
appear on your slides where PowerPoint enters an em dash, follow these
steps to tell PowerPoint to quit its meddling:
1. Click the Office button and choose PowerPoint Options.
You see the PowerPoint Options dialog box.
2. Click the Proofing category.
3. Click the AutoCorrect Options button.
The AutoCorrect dialog box opens.

4. Select the AutoFormat As You Type tab, as shown in Figure 4-11.

AutoCorrect (2]%]

AutoCorrect | AutoFormat As You Type | Smart Tags

Repiace as you bype
[] "Straight quotes" with *smart quates”
Fractions {1/2) with Fraction character (4
Ordinals {1t} with superscript
[[] Hvphens (--) with dash (—)
Smiley Faces :-) and arrows (==} with special symbols
Internet and network paths with hypetlinks
Apply as you type
Automatic bullsted and numbered lists
AukaFit titke text to placeholder
AutoFit body bext to placeholder
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5. Unselect the "Straight Quotes" with “Smart Quotes” check box if you
prefer straight quotes to smart quotes.

6. Unselect the Hyphens (<) with Dash (—) check box if for some odd
reason you prefer two hyphens to an em dash.

7. Click OK.

Correcting Typos Automatically
with the AutoCorrect Command

The unseen hand of PowerPoint corrects some typos and misspellings auto-
matically. For example, try typing “accomodate” with one m — PowerPoint
corrects the misspelling and inserts the second m for you. Try typing “per-
minent” with an 7 instead of an a — the invisible hand of PowerPoint cor-
rects the misspelling, and you get “permanent.” While you're at it, type a
colon and a close parenthesis :) and you get a smiley face.

As good as the AutoCorrect feature is, you can make it even better. You can
also add the typos and misspellings you often make to the list of words that
are corrected automatically.

Opening the AutoCorrect dialog box

PowerPoint corrects common spelling errors and turns punctuation mark
combinations into symbols as part of its AutoCorrect feature. To see which
typos are corrected and which punctuation marks are turned into symbols,
open the AutoCorrect dialog box by following these steps:
1. Click the Office button and choose PowerPoint Options.
You see the PowerPoint Options dialog box.
2. Click the Proofing category.
3. Click the AutoCorrect Options button.
The AutoCorrect dialog box opens.
4. Click the AutoCorrect tab.

As shown in Figure 4-12, the AutoCorrect tab lists words that are auto-
matically corrected. Scroll down the Replace list and have a look around.
Go ahead. Make yourself at home.
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Enter a typo and its replacement.

AutoCorrect: English (U.S.) (2] %]
AukoCorrect | autoFarmat As You Type | Smart Tags

Show AutoCarrect Options buttons|

Correct TWo IMitial CApitals E
F' 4_1 2 Capitalize First letter of sentences EXEEREONS

igure 4-12:

Capitalize First letter of kable cells
AS yo u type: Capitalize names of days
Words in the Correct accidental use of cAPS LOJK key
R | Replace text as you bype

ep ace | Replace: With:
column are wezerka Weverka
re |aced B E we've A
P wehin when Book Il
auto- wern't weren’ Chapter 4
1 Werre WEere

matlca“y what;s wihat’s hal
with wor
with words
in the With
column. o]
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Telling PowerPoint which typos
and misspellings to correct

No doubt you make the same typing errors and spelling errors time and time
again. To keep from making these errors, you can tell PowerPoint to correct
them for you automatically. You do that by entering the misspelling and its
corrected spelling in the AutoCorrect dialog box (refer to Figure 4-12):

4+ Enter the misspelling in the Replace text box and its correct spelling in
the With text box.

4 Click the AutoCorrect button in the Spelling and Grammar dialog box.
This action automatically places the misspelling and its correction in the
AutoCorrect dialog box so that the correction is made in the future.
< You can also remove misspellings and typos from the list of words that are
corrected automatically. To remove a word from the list of corrected words,
select it in the AutoCorrect dialog box and click the Delete button.

Preventing capitalization ervors with AutoCorrect

Near the top of the AutoCorrect dialog box (refer to Figure 4-12) are five
check boxes whose job is to prevent capitalization errors. These options do
their jobs very well, sometimes to a fault:

4+ Correct TWo INitial Capitals: Prevents two capital letters from appear-
ing in a row at the start of a word with more than two letters. Only the
first letter is capitalized. This option is for people who can’t lift their
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little fingers from the Shift key fast enough after typing the first capital
letter at the start of a word.

4+ Capitalize first letter of sentences: Makes sure that the first letter in a
sentence is capitalized.

4+ Capitalize first letter of table cells: Makes sure that the first letter you
enter in a table cell is a capital letter. A table cell holds one data item,;
it’s the place in a table where a column and row intersect.

4+ Capitalize names of days: Makes sure that the names of the days of the
week are capitalized.

4 Correct accidental usage of cAPS LOCK key: Changes capital letters to
lowercase letters if you press the Shift key to start a sentence while Caps
Lock is on. The idea here is that if you press down the Shift key while
Caps Lock is on, you don’t know that Caps Lock is on, because you don’t
need to hold down the Shift key to enter capital letters. PowerPoint
turns the first letter into a capital letter and the following letters into
lowercase letters and turns Caps Lock off.

Finding and Replacing Text

Use the Find command to locate a name or text passage in a presentation.
Use its twin, the powerful Replace command, to find and replace a name or
text passage throughout a presentation. To give you an idea how useful the
Replace command is, imagine that the company you work for just changed
its name and the old company name is on numerous slides. You could pick
through the slides, correcting the name one slide at a time and ruining your
eyesight, or you could use the Replace command to replace the old com-
pany name with the new name on all slides in a matter of seconds.

Finding stray words and text

To locate stray words, names, or text passages with the Find command,
follow these steps:

1. Click the Home tab.

2. Switch to Slide Sorter view or Normal view.

Which view you start in matters for displaying the results of the search.
Start in Slide Sorter view if you want to see all the slides in the presenta-
tion with the text you're searching for; start in Normal view to examine
text one instance at a time.

3. Press Ctrl+F or click the Find button (you may have to click the
Editing button first, depending on the size of your screen).

You see the Find dialog box, as shown in Figure 4-13.
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Making exceptions to the AutoCorrect
capitalization controls

The AutoCorrect capitalization settings work
fine except in certain rare circumstances.
When you use abbreviations in sentences, or
you have to type the rare name that starts with
two uppercase letters, or you want to enter an
acronym that happens to be listed in the
AutoCorrect dialog box, the AutoCorrect mech-
anism may fix typos incorrectly. To take
account of those rare instances when Auto-
Correct doesn’t work right, click the Exceptions
button in the AutoCorrect dialog box (refer to
Figure 4-12).

You see the AutoCorrect Exceptions dialog box.
By making entries in the First Letter and INitial
CAps tabs, you can eat your cake and have it,
too. You can continue to use AutoCorrect to
correct typos and misspellings except under
certain circumstances:

v~ First Letter tab: When PowerPoint encoun-
ters an abbreviation that is listed on the
First Letter tab, it allows the word following
the abbreviation to start with a lowercase
letter. However, if the abbreviation is not
listed, PowerPoint assumes that the period
at the end of the abbreviation marks the
end of a sentence, so the program begins
the next word incorrectly with a capital
letter. If PowerPoint persists in capitalizing
a word after an abbreviation you use, solve
the problem by entering the abbreviation on
the First Letter tab so that PowerPoint can
recognize it as an abbreviation.

v+~ INitial CAps tab: Newfangled company
names sometimes start with two capital let-
ters: QUest Data Inc., Dlgital DIngbats, Inc.
Enter such names on the INitial CAps tab to
keep PowerPoint from lowercasing the
second capital letter.

AutoCorrect Exceptions

AutoCorrect Exceptions

First Letter | Ipitial Caps

Don't capitalize after:

skat,

First Letter | IMitial CAps

Don't correct:
Qlest

- - s
e [ ]
k.
ternp, i
0K Cancel Ok Cancel
—
Figure 4-13; [Find 2=
Searching b
catsup v
for a word s [ cos |
or phrase 0N | [¥IFind whale words onky Replace. ..
slides.
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Figure 4-14:
Use the
powerful
Replace
command to
find and
replace text.

4. Enter the word or phrase you’re looking for in the Find What text box.

If you've made this search before, you can open the Find What drop-
down list and select a word or phrase to search again.

. If you so desire, choose options to narrow your search.

Taking advantage of these options can make a search go that much
faster:

e Match Case: Finds words with upper- and lowercase letters that
exactly match those of the word or phrase in the Find What box.
For example, a search for Bow finds Bow but not bow or BOW.

¢ Find Whole Words Only: Finds the word in the Find What box, but
ignores the word if it is part of another word. For example, a search
for bow finds bow but not bows, elbow, bowler, or rainbow. Unless
you are looking for a proper name or other one-of-a-kind word, be
sure to choose this option. Your search will go faster and be more
accurate.

. Click the Find Next button (in Normal view) or the Find All button (in

Slide Sorter view).

In Normal view, PowerPoint scrolls to and highlights the first instance of
the word or phrase you're looking for if the search is successful. You can
leave the Find dialog box open while you edit the text, and then click the

Find Next button again to find the next occurrence of the text.

In Slide Sorter view, PowerPoint selects all slides with the word or
phrase, if the search succeeds. You can double-click a slide to see it in
Normal view and edit text.

Conducting a Find-and-Replace operation

Conducting a find-and-replace operation is the spitting image of conducting
a find operation. Figure 4-14 shows the Replace dialog box, the place where
you tell PowerPoint what to find and what to replace. Do the options and
buttons look familiar? They do if you read the previous couple of pages
about searching, because the settings on the Replace tab are the same as
those in the Find dialog box.

Replace @
Find Mext
R
Close
Replace with:
Match case
o = Replace Al

Find whole words only

Find what:
catsup
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Be sure to examine your presentation after you conduct a find-and-replace
operation. You never know what the powerful Replace command will do. If
the command makes a hash of your slides, click the Undo button.

The key to a successful find-and-replace operation is making sure you find
exactly what you want to find and replace. One way to make sure that you
find the right text is to start by running a Find operation in Normal view first.
If PowerPoint scrolls to precisely the text you wanted to find, you're in busi-
ness. Click the Replace button in the Find dialog box to open the Replace
dialog box. All you have to do is enter the Replace With text.

To locate stray words, names, or text passages with the Find command,
follow these steps:

1. Select the Home tab.
2. Switch to Normal view or Slide Sorter view.

In Normal view, you can examine each instance of the text and decide
one instance at a time whether to replace text. In Slide Sorter view, you
see which slides have the text you’re looking for.

3. Press Ctrl+H or click the Replace button (you may have to click the
Editing button first, depending on the size of your screen).

The Replace dialog box appears (refer to Figure 4-14).

4. Enter the word or phrase that needs replacing in the Find What
text box.

You can select a word or phrase on the Find What drop-down list if
you’ve looked for it since the last time you opened PowerPoint.

5. Enter the replacement text in the Replace With text box.
Again, you can select replacement text from the drop-down list.

6. Select the Match Case option if you want to search for words with
upper- and lowercase letters that exactly match those of the word
or phrase in the Find What box.

7. Select the Find Whole Words Only check box.

The Find Whole Words Only check box tells Word to look for whole
words, not character strings. Forgetting to select the check box can have
disastrous consequences in a find-and-replace operation. To see why,
suppose you want to change all instances of man to humankind. If you
forget to select the Find Whole Words Only check box, your search will
find the letters man wherever they are found and replace them with the
letters humankind. A sentence like “Man, the manifest measure of all
things, the talisman of nature, wears the mantle of God,” turns into
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“Humankind, the humankindifest measure of all things, the talishuman-
kind of nature, wears the humankindtle of God.”

8. Click the Find Next button (in Normal view) or the Find All button
(in Slide Sorter view).

In Normal view, PowerPoint takes you to the first instance of the word or
phrase you seek. In Slide Sorter view, PowerPoint selects all slides with
the Find-What text.

9. Choose to replace all instances of the Find-What text with the Replace-
With text (click the Replace All button) or examine each occurrence of
the text before leaving it be or replacing it (click the Find Next button
or the Replace button).

In Normal view, you can examine text before replacing it or replace all
instances of the Find-What text without examining them first. Click the
Replace button to replace the text, the Find Next button to bypass the
text and search for its next instance, or the Replace All button to replace
the text throughout your presentation.

In Slide Sorter view, you are faced with an all-or-nothing proposition.
Click the Replace All button if you are confident that the search-and-
replace operation is a sound one; click the Close button and start all
over if you get cold feet.

Click the Replace All button only if you are very, very confident that the
thing PowerPoint has found is the thing you want to replace throughout the
presentation. If you click Replace All but regret doing so, click the Undo
button to undo all the replacements.

Correcting VYour Spelling Errors

\NG/
vg&\

PowerPoint keeps a dictionary in its hip pocket, which is a good thing for
you. Spelling errors really stand out in PowerPoint presentation because the
text is so big. PowerPoint consults the dictionary as you enter text and
draws lines in red underneath words that are misspelled and words that
were entered twice in a row. To correct misspellings, you can either address
them one at a time or start the spell checker and proof many slides or an
entire presentation simultaneously. You can even create a dictionary of your
own with the jargon and slang peculiar to your way of life and have Power-
Point check the spelling of jargon and slang.

Don’t trust the smell checker to be accurate all the time. It doesn’t really
locate misspelled words — it locates words that are not in its dictionary. For
example, if you write, “Nero diddled while Rome burned,” the spell checker
will not catch the error. Nero fiddled while Rome burned, but because “diddle”
is a legitimate word in the spelling dictionary, the spell checker overlooks
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