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Introduction

You know the basics of PowerPoint 2007; now it’s time to create imaginative
graphics and animations that capture your audience’s attention. As long-
time users of PowerPoint, we’'ve designed this book to help you understand
and use graphics and animations as easily as possible so you, too, can create
professional, polished presentations with ease. In this book, you’ll discover
how to create and effectively apply SmartArt, WordArt, charts, tables,
shapes, and custom animations. You'll also learn how to work with photos,
clip art, movies, and sounds to give your presentations a distinctive and
professional look.

Along with information on designing general layouts using PowerPoint
2007’s built-in features, this book also explains each of PowerPoint’s ten
basic graphic and animation types. The final part of the book will discuss
how to use PowerPoint graphics with Excel and Word, as well as how to
rehearse your presentation to verify your graphics and animations are
working perfectly.

Throughout the book, you'll find

m  Step-by-step instructions and practical advice

m  One-of-a-kind tips for creating and applying PowerPoint 2007 graphics
and animations

m  Screen captures, photos, and art wherever it is needed so you can
visualize and understand the topic under discussion




As you read each chapter, keep an eye out for these helpful elements.

Briefings, which are short, nontechnical backgrounders on relevant
people, companies, and technologies or topics of interest

Memos, which are marginal notes, tips, and reminders that offer
useful advice or warn you about potential hazards

The Easy Way, handy tips that provide information about the best way
to use features so you can accomplish tasks more easily
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Creating
Slide Layouts
That Pop

PowerPoint 2007 is a terrific tool to help others
understand and remember condensed information
in a memorable way. Typically, PowerPoint
presentations consist of slides that rely on a
combination of words (text) and images (graphics
and/or animations) to drive home a point. The
way you combine these elements creates the design
(layout) of the slide. Layouts are crucial to making
a slide understandable and unforgettable.

By combining text and visual objects on a slide,
you can reach nearly every member of an audience
with your message. The trick to using PowerPoint
graphics and animations effectively, however, is to
place the objects on the slide in a pleasing manner.
Too many objects on a single slide, for example,
and the audience can lose the entire point you're
attempting to make. But a single object used
properly will successfully capture an audience’s
attention and drive home the information.

In this chapter, we'll take a look at some basic
design concepts to help you lay out your text,
graphics, and animations as effectively as possible.
Understanding typography, design principles, and
the basics of designing a layout set the foundation
for creating powerful presentations using
PowerPoint 2007.
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Understanding Typography

In its most basic form, typography is the art and technique of type design,
characters, and arrangement. When we say type, we mean the text on your
slide—type is how text on a page has been referred to for hundreds of years.
The text should be set on the page to produce a readable, articulate, and
visually satisfying whole object that makes it easy for readers to find what
they want to read on a page.

In the old days, setting typography was a very specialized occupation.
Creating the text, designing the pages, and setting them for printing took
special skill and knowledge. Text wasn't just thrown onto a page; it was
carefully set to emphasize certain stories or illustrations. That emphasis was
thoughtfully designed to bring readers quickly to main points on a page and
then to lead them to other information on the same page. The goal, of course,
was to provide a memorable story so the reader could retain
the information provided—just like you do with a PowerPoint

slide. Figure 1-1 shows an example of a 1949 newspaper front
page set by a typographer. The arrangement and appearance
of the printed matter was carefully constructed to make a
lasting impression upon the reader.

See how the text (headline) is arranged to capture the
reader’s attention with the most important stories (at least,
according to the editor) in the largest size and lesser stories
in smaller sizes? And the text is arranged in columns. The
layout isn't fancy, but it gets the point across that Dinwiddie’s
retirement and the unearthing of skeletons in a local river are
the most important items for the reader to note, with blood

bank and business profiles being less important. Your eye is

drawn to the Dinwiddie and skeletal remains stories first and

- to the other stories next.
Figure 1-1  The front page

from the 1949 Loveland All too often, people forget that graphics and animations should be used to
Round-up illustrate a point in a PowerPoint presentation. Often, that point is going to be
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Sample Slide with Text

*The brown cow ran from the wolf.

«Little Red Riding Hood stared at the tree.

Figure 1-2  Slide with text only

presented in a text format. So understanding how
to set up text on a slide so it is attractive and aids
readers in following your messages is important.
The graphics and animations you use should
support those messages—they should never
detract from them.

Figures 1-2 through 1-4 show examples of
what we mean.

In Figure 1-2, you can see the primary points
that the author needs to make. Even if nothing
else is retained, the audience should remember
these key points.

In Figure 1-3, graphics have been added. But
look closely—how easy is it to find the primary

points? It’s not easy, is it? That's because the graphics completely overwhelm

the text.

In Figure 1-4, however, the graphic(s) are more restrained. As a result,

the primary points are easy to spot. The graphics support the text instead

Sample Slide with text and lots of graphics

'! ‘,! & *The brown %ow ran from the wolf. .

*Little Red Riding Hood stared at the tree.

LY P

Figure 1-3  Slide with text and multiple graphics

of overwhelm it.

You can read entire books that explain the
concept of typography and how you can use it
in today’s digital world. If you're interested in
becoming an expert in graphic design, these
books might interest you. But for the purposes
of this book, just keep the concept of typography
in mind. Be sure the text clearly states your
main points and is simple for readers to follow

and understand. Then include graphics and
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Sample Slide with text with simple graphics

. *The brown cow ran from the wolf.

sLittle Red Riding Hood
stared at the tree.

Figure 1-4  Slide with text
and simple, supporting

animations. If you start out designing slides with
graphics first and text last, your slides will be a
jumble of information with the emphasis on a
graphic instead of on the message that you want
your audience to retain.

Applying Design
Principles

Think about the last magazine ad you read that
really caught your eye. What was it about that
ad that grabbed your attention? Maybe the text

colors really appealed to you, or perhaps the image supporting the text was so
stunning that you couldn'’t take your eyes off it. Or maybe it was the way that

graphics the entire ad was put together . . . the ad simply drew you in, and you couldn’t

not read it. Whatever it was, the underlying element was a terrific design that

captured your attention long enough to deliver the advertiser’s message.

As you're working with graphics and animations in PowerPoint 2007, youll

want to keep some basic design principles in mind. We've already addressed

the concept of ensuring that your graphics and animations don't overwhelm

any text on the slide; the following design principles can help solidify the

entire blueprint of the slide to help you truly deliver a powerful message to a

viewer’s brain.

Create a Use for Your Design

When you sit down to design a PowerPoint slide, think carefully about how

the design will be used. Do you want it to illustrate a point? Solve a problem

for the reader? Inspire action? Don't confuse the design work you're doing

with art—art is personal expression. Design,
however, is about getting people to use the
information you're providing.

Ask yourself: Does this work well? Does this
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design do what I want it to do? If the answer is, “Well, it sure looks good!”
then the design is probably not a good one for a PowerPoint presentation.
If the answer, on the other hand, is something like, “It inspires me to want
to take action” (or meets another goal you have in mind), then your design
works well.

Keep the Design Invisible

When a design works well, the work you put into it is pretty much invisible
to the viewer. Take the automobile, for example. It doesn't matter which auto
you think of; they are all extremely sophisticated and intricately designed. Yet
most people rarely consider the years of work involved in the detailed design.
They simply get in and drive, expecting the auto to work without any thought
on their part. The reality of the design is invisible; the final product is used
successfully to solve a problem (get people from point A to point B).

If your slides are too overwrought with design concepts—if you try to cram

too much onto a slide or illustrate too many points at once—your design
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will be awkward to follow, difficult to understand, and too complex for most
people to keep viewing.

Think in Simple Terms

Often, the simplest design is the one that works best. Think of the wheel, for
instance: a simple circle, improved upon with different types of materials for
different types of requirements, but at the core, always a simple circle.

You don't always need to break down your slide designs into the simplest
common denominator, but you should take a look at your design and ask,
“What can I remove without losing effectiveness?”

As you design your slides, thoughtfully consider what should be kept—and
what can be tossed. If you're always watching for those elements that distract
from the audience experience, your designs will always be simple and easy for

the audience to understand and retain.

Play with Visual Balance

If you carry a 20 pound backpack on your right shoulder for a mile, chances

are you will eventually want to shift that backpack
to the other shoulder. Maybe you'll want to shift
the backpack so both shoulders are carrying the
load instead of walking with one side of your body
off-balance.

When you design a slide, visual balance is
often used—elements on the slide are equally
arranged so that no single portion of the slide is
too heavy or too light. Sometimes, however, you

can drive home a point by purposely playing with
the concept of visual balance. If you place a variety
of elements in the lower-right corner of a slide,
for example, the viewer’s eye will be drawn to that
portion of the slide. Figures 1-5 through 1-7 show some examples of how you

Figure 1-5  An example of
horizontal balance
can play with balance on PowerPoint slides.
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The point here is to allow yourself some
leeway in your design. Try not to trap yourself
into using the same visual balance on every
slide—your audience will be intrigued even by
minor variations from slide to slide. Using the
same exact visual balance on every slide can cause
boredom and create wandering eyes.

Use White Space,
Don’t Ignore It

When you're designing layouts, any blank space

on the slide is called white space. Don't confuse

Figure 16 An example of vertical balance white space with any colors you might have on
the slide; white space is the term that refers only to

empty space ... not a particular color. I 7
Although white space makes some people

nervous, it’s actually a good thing because it

provides the reader’s eye with a bit of a break as

she views the slide. If you're the type of person

who thinks every square inch on a slide needs to

be filled, take a deep breath and remind yourself

that white space is okay. Resist the urge to fill

in every spot on the slide, and your readers will

thank you for it. In Figure 1-8, there is white space
between each line of text and plenty of white space
surrounding the graphics as well. White space,

by the way, isn't always colored white. It can be
any color; the term is used to denote blank space

Figure 1-7  An example of imbalance (also called asymmetry)
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*Squares are sharp.
+Circles are smooth.
*Asymmetry rocks.

*White space is good.

more than any particular color. Carefully colored
backgrounds coordinated with other elements can
evoke different moods and enhance the whole
slide from a visual perspective.

Exploring Layout

Concepts

Now that you know about typography and the
concept of keeping text easy-to-read, and you've

learned a few basic design principles, it’s time

Figure 1-8  Example of white
space on a slide

EMO

hen you change
youts, content will
tay on the page, but
might be moved

accommodate the
ew layout.

to take a look at actual layout concepts. When
you're designing a slide, layout refers to the way that you put all the elements
together. The idea, of course, is to put both text and graphic elements into a
layout that is visually pleasing and simple to read.

There are as many different ways to create layouts as there are people, so
don't feel as if there is a perfect way to create a slide layout. However, some
layouts are nice and simple to use whereas others require lots of time and
effort. To create a slide layout, you will be using placeholders for text, clip art,
photos, and other objects.

As you insert each placeholder, think carefully about its location on the
slide. Although you can change a placeholder’s location at any time by
clicking its border and dragging it to another location, if you take the time
up front to think about design principles, then you'll save yourself time
down the line.

Any PowerPoint slide layout can include any or all of the following
elements:

m  Title placeholder
= Subtitle placeholder

m Headers and footers
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®  Body placeholder, which can be a text box, chart, picture, or graph

m  Background objects

m  Background fill (color or picture)

m  Placeholder formatting, such as bullets

PowerPoint 2007 provides you with nine built-in layouts, as shown in

Figure 1-9, but you can also create new ones from scratch or modify the

Office Theme

Title Slide

Title and Content

Two Content

Blank

Content with
Caption

Picture with
Caption

Figure 1-9  Built-in PowerPoint layouts

built-in layouts to meet

your needs. Any time

you want to change a

format of a particular

slide, you can go to the

Home tab and click

Layout in the Slides

group. Choose a new

layout, and the slide

you're working on

will automatically be

changed.

As you work on your

layout, think about the

overall subject of your

presentation and any

fonts, backgrounds,

or PowerPoint themes

you might be using.

To really make a layout

pop for the reader, you'll want to be sure that these types of things aren't going

to compete with your placement and use of objects.

For example, in Figure 1-10, the layout is very simple and information is

easy to spot. That’s because the focus is on the information and supporting
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graphics. In Figure 1-11, however, the layout becomes much more

complicated. It's the same layout used in Figure 1-10, but the addition of a

PowerPoint theme makes it much harder to find the information.

So, while a layout might look terrific in one scenario, it might not work as

well in another. Just keep these kinds of things in mind as you create your

layouts and you'll soon find yourself catching problems before they occur.

Sample chart slide

Supporting text shown here
~Bullet points.
“Bullet points
“Bullet points

m Series 3
W Series 2
mSeries1

?“”

0

N 0 > s
\e"é\ e”& @*& @"é\
[~ < L

SAMPLE CHART
SLIDE

Figure 1-10  Simple layout with plain background

Figure 1-11  The same layout but with a PowerPoint theme and
dark, wavy background applied
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Slides tab
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The PowerPoint Workspace

When you design a PowerPoint layout, you are working within a PowerPoint
workspace, which has four key areas. As shown in Figure 1-12, the four areas
of the PowerPoint workspace are

m  Slide pane Here, you can directly access and work on individual
slides within a presentation. The Slide pane is used to design the
actual slide layout—you’ll add placeholders to it to create the design.

m Placeholders These are used to insert animations, text, charts,
pictures, and other objects.

m  Slides tab This tab is where you can see thumbnails of each slide.
You can add or delete slides in this area or click and drag thumbnails
to rearrange slides.

m  Notes pane You can use this section to enter notes about a particular
slide.

Slide pane

Presentationl.ppte - Microsoft PowerPaint - =2 x

A

:ﬂl'\
e &5

¥}

Placeholders

Notes pane

Figure 1-12  The PowerPoint workspace holds four working areas.
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Adding Slides to a Presentation
As you build your presentation, you'll need to add slides to it. To do that,
follow these steps:

1. Go to the Home tab.

2. Click the slide icon on the New Slide button in the Slides group.

=l Py (a2

B

:S ;' calibri @oay)  ~|12 - [A" A7[2))]

Ee | e i |7 = dllE: : E =
e B (B0 8 S A ) 5 | A gus g
\Clipboard )| Slides )| Font M)l Paagraph &) Drawing 5|
A Title And Content Slide with title and text sections will automatically
be placed into your presentation. If you simply want to duplicate a slide and
change a few items on it, follow these steps:
1. Select the slide you want to duplicate on the Slides tab.
2. Click the down arrow next to the New Slide command.
Office Theme 3. Click Duplicate Selected Slides, and the duplicate slide

will be added automatically for you.

ar
* If you want to add a completely different type of slide, follow
Title Slide Title and Content Section Header these steps:
TR i 1. Go to the Home tab.
-8 -8 _ S a 2. Click the down arrow next to the New Slide command.
Two Content CompaiEg LA 3. Choose a slide format from the Office Theme gallery.

"""" 4. Click your selection to add it to your presentation.
o )

Blank Content with Picture with
Caption Caption
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Working with Slide Masters and Placeholders

PowerPoint Slide Masters are the part of a slide template that stores
information through the use of placeholders. When you use a Slide Master,
you can make changes to a single slide (the master) and the changes will be
applied collectively throughout your presentation. So, for example, if you want
to include a company logo on every slide footer in your presentation, you can
add it to the Slide Master just once, and then the logo will be shown on each
slide throughout your presentation. As you add new slides, those will also
include the logo. Or, you can choose to add the logo only to certain types of
slides in a presentation.

Slide Masters can be easily customized. In a Slide Master, layouts are
used to position placeholders (such as the logo just mentioned) in any way
you want. It's a good idea to create all your Slide Masters before you start
creating a presentation; slides added into a presentation are always based on
the Slide Masters.

To create a Slide Master, follow these steps:

@ Ho-0d@ FrasentationLppts - Mk

Slute Maitar Home et Animstion) Ll

= i

crotof FaseiPoit - = x

1. Go to the View tab.

Miew  Adddni sk

Click to edit Master title style

2. Click Slide Master in the Presentation Views
group.

* Click to edit Master text styles

— Second level
* Third level
~— Fourth level
» Fifth bevel

3. Ablank Slide Master will appear in the
workspace, as shown in Figure 1-13. Notice
that the Slide and Outline tabs on the left
have been replaced with the Thumbnail pane,
which shows a master slide and multiple
layout slides (also known as the master layout).

4. Click the Microsoft Office button.

Figure 1-13  Slide Master view

5. Click Save As.

F
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6. Typein a filename for the master slide layout or accept the suggested
filename.

7. Click PowerPoint Template (*.potx) in the Save As Type list. Leave the
default location (Templates).

8. Click Save.

9.  Go to the Slide Master tab and click Close Master View in the Close
group.

[5z5] Somtent

2t Text

[ o
) smaane
-
' Clip Art

e e | 5 nCoiors' : — 3
s A=) W | (7] Title Aa A X
SN i = B
Insert Slide Insert Master Insert (/] Footers || Themes Background, Page Slide - Close
Master Llayout & || layout Placeholder~ - @Effects' - Setup Orientation ~ || Master View
Edit Master Master Layout Edit Theme Page Setup Close

Add New Placeholders

To add text, a graphic, or other type of placeholder to a Slide Master layout,
follow these steps from the Slide Master view (View tab | Presentation Views |
Slide Master):

1. In the Thumbnail pane, click the slide you want to add the
placeholder to.

2. Go to the Slide Master tab and click the arrow next to Insert
Placeholder in the Master Layout command group.

3. Click the placeholder type that you want to add to the slide: Content,
Text, Picture, Chart, Table, SmartArt, Media, or ClipArt.

4. Click the slide in the location you want to add the placeholder.
5. Drag your cursor to shape the placeholder.

6. Release the cursor to finalize placement.
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Add Custom Text to a Placeholder

You might want to add custom text to single or multiple slide layouts that use

text placeholders. If you do, follow these steps using the Slide Master view:

1.

2.

Click the slide that will hold the customized text.

In the text placeholder, type in the custom text. For example, you
might want your slide to say Add Employee Names Here so that
others using the template know where to type product information.
Figure 1-14 shows an example of custom text.

=
8

*
Sktemasr  Home e Animibons  Bedew Vi Adadn  Accent  Feemt o

@. Ho-04 ¢ Presentation . ppt - Microoft Posedoint e e

Click to edit Master title style

®

_________________________________ <

=0
Add Employee Names Here[

Figure 1-14  An example of how to place custom text into a
placeholder

3.

Go to the Slide Master tab. Click Close Master View in the
Close group.

Go to the Home tab.
Click Layout in the Slides group.

Click the slide layout with the custom text. PowerPoint will
automatically add it to your presentation.

k-
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THE EASY WAY

Want to remove an
unwanted slide from
a master layout? In
Slide Master view,
right-click the slide
on the Thumbnail

Rename a Slide Master or Slide Layout
If you need want to rename a Slide Master, just follow these steps:

1. Click the Slide Master to be renamed.

2. Go to the Slide Master tab.

pane and click 3. Click Rename in the Edit Master group.
Delete Layout on the
shortcut menu. 4. Inthe Rename Master dialog box, type in the new name in the Master
Name box.
Rename 5. Click Rename.
g e = - Colors ~ A
i nh— Sl 1] | Title Aa n @ - ‘EI ﬁ
=) &g Aefrat | I
Insert Slide Insert © | Master  Insert < Footers | Themes \Background | Page Slide Close
Master Layout -+ | Layout Placeholder~ -~ [O]effects - - | Setup Orientation ~ | Master View |
Edit Master | Master Layout ! 1 Edit Theme I | Page Setup Close |

If you have created a new slide layout within a Slide Master that you want
to name, follow these steps:

1. In the Thumbnail pane, click the slide layout you want to rename.
2. Go to the Slide Master tab.
3. Click Rename in the Edit Master group.

4. In the Rename Layout dialog box, type in the new name in the
Layout Name box.

5. Click Rename.

In this chapter, you've learned about typography, basic design principles,
layout concepts, and how to work with placeholders and Master Slides in
PowerPoint. In the next chapter, we'll take a look at how you can apply these
concepts to create custom layouts for your presentations.




Creating Custom
Layouts

The best PowerPoint presentations are the ones
that carefully consider both audience and content
and provide the best fit for both. Technical
audiences, for example, aren’t going to be confused
by a presentation filled with lots of charts and
minute details. More general business audiences,
however, might fall asleep the very first time they
see a chart. That doesn’t mean you shouldn’t use a
chart with a business or academic audience—just
that you'll need to think through a custom layout
geared to help your audience follow the chart easily
or keep their attention.

Every slide in your presentation tells a piece of
the overall story. You can move audiences from
point to point using several slides, or you can cover
multiple points in a single slide. You can use color
to draw attention to a specific item on the slide or
place bullets in a unique manner to surprise and
capture the audience’s attention.

In this chapter, we'll look at how custom layouts
can be used in PowerPoint presentations to grab
the audience’s attention from the first slide—and
keep the audience focused throughout the entire
presentation.
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Planning Your Presentation

When you create a presentation, you'll save a lot of time and aggravation if
you create an outline in PowerPoint first. It doesn't have to be exhaustive, but
it should be detailed enough so you aren’t constantly trying to figure out what
to put on your next slide.

In Chapter 1, we explained the PowerPoint workspace. In that workspace,
next to the Slides tab, is the Outline tab. Click that tab, and let’s add a few
slides so you can see how easily you can create an outline within PowerPoint.
To begin adding slides, go to Home | Slides Group | New Slide. Then follow
these steps to add a total of four slides to a blank presentation:

1. Add a Title Slide. On the title slide, type Opening statement in the text
box labeled Click To Add Title.




Creating Custom Layouts

1~ Opening statement
2+ Objectives
4 Current year
2 « What's been done
3 Upcoming fiscal year
4 « What will be done
E] =
4+ Ending statement

Sample outline
tab showing four slides

Add a Comparison slide. Type Objectives in the text box labeled Click
To Add Title. In the left comparison box, type Current year in the
subtitle box and What’s been done next to the bullet. In the right
comparison box, type Upcoming fiscal year in the subtitle box and
What will be done next to the bullet.

Add a blank slide. Select Insert | Text | Text Box to add a text box to
the slide. Place the text box wherever you prefer on the slide. Type
Supporting data in the text box.

Add a Title And Content Slide. Type Ending statement in the text box
labeled Click To Add Title.

Your outline tab should now look like the one shown in Figure 2-1.

You've just created a very simple outline in PowerPoint. Outlines can be
of any length, of course, and they are extremely helpful in clarifying your
thoughts and the direction of your presentation. You don't need an outline
to start adding slides, graphics, and content. Without one, however, you
can spend an awful lot of time trying to decide what information should go
where. With an outline, you can quickly see how the presentation will flow,
where you might need to add graphics and animations, and whether there
are any gaps in your content plan.

Now, you've probably noticed that in Figure 2-1 no text appears next to slide
3 in the outline. Yet in step 3, you entered text for that slide. This is because
you added slide 3 as a blank slide and placed a separate text box on it. When
you add slides and text in that manner, the text will not appear in the outline
even though the slide does. The outline only recognizes text from built-in
layouts, so you need to add one to your slide by selecting the Title Only layout
from the gallery.

19
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When you add a

Creating Layouts to Fit

blank slide to a
presentation, go Your Content
to Home | Slides | Layouts are everywhere these days. From MySpace pages to scrapbooking

Layout. Choose the
Title Only layout
from the gallery,
and your blank slide in layouts offered by PowerPoint 2007. Those layouts, however, are just

to PowerPoint slides, the very best layouts help you present information in a
clear and direct fashion. In Chapter 1, we showed you how to access the built-

will now have a the tip of the iceberg. In this section, we'll show you how to create custom
simple built-in layout

applied to it. Enter layouts to tell your story any way you want to.

text for your outline Remember, layouts simply help you drop in the components of your
into the headline slide’s content—don't let them intimidate you. You don't need a graphic
text box provided desi : -
esign background to create eye-catching, ; -
by the Title Only cesign backg eate Sy & (s Ovtin G
| informative custom-slide layouts. All you 1|+ Opening statement
ayout, and then take _ _ 2[4 Objectives
a look at the Qutline really need is a bit : Current year
tab. The previously of imagination and a willingness to try Z « What's been done
20 blank slide now has new ideas % Upcoming fiscal year

text associated with o ) “/+ What will be done
it in the outline PowerPoint gives you three different 3 2] Supporting data

o - 4/++| Ending statement
Your slide is still ways to create custom layouts.
essentially blank,
but you can now see ®  You can use a blank slide and insert Figure 2-2 When a built-in layout is
ﬁom. the. outline— placeholders as needed. applied to a blank slide, the outline
and in Figure 2-2 will show text from the layout’s text
what kind of infor- B You can use a built-in slide layout and  boxes.
mat|o.n it should move placeholders around as desired.
contain.

= You can add a layout to a slide master in Slide Master view and then
save the custom slide layout as explained in Chapter 1.

In this chapter, we’ll show you some ideas for custom layouts that will
help you build on the built-in layouts already provided. As we showed you in
Chapter 1, any PowerPoint slide layout can include a variety of elements.

Within body placeholders, there are eight
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MEMO

These first two
techniques are easy
and handy when you
simply want to make
quick changes to a
slide and don't plan
on using the layout
again in another pre-
sentation. Just create
the custom slides and
save the presenta-
tion as you would
normally.

different types of objects you can add to create custom layouts in

PowerPoint 2007:
m  Shapes m  Picture
m  Chart m Table
m  Clip Art ®  SmartArt

We'll explore the specifics of how to add and use each of these objects in
later chapters; in this chapter, we’ll simply show you a few ideas for custom
layouts that might spark some ideas as you create your next presentation.
You can customize a PowerPoint layout in literally thousands of ways, so
don't ever be afraid to try something you haven't seen before. Here, we’ll be
using the simple typography and design principles explained in Chapter 1;

PowerPoint Graphics and
Animations Made Easy

Create professionally designed
elements to make memorable
presentations

Figure 2-3 A basic Title Slide in PowerPoint 2007

opening slide using only those two text boxes.

To customize this very simple slide, you could add a corporate logo or the
presenter’s photo. You could also move the text placeholders to other areas
of the slide, apply WordArt or color, or add new placeholders to include more

m Text

®  Media Clips

you can always get
more sophisticated
and creative if you
like.

First, let’'s look at a
Title Slide. This built-
in layout has two text
boxes: a title text box
and a subtitle text box.
The text is black by
default, and the text
sizes and fonts
are predetermined.
Figure 2-3 shows an

21
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MEMO

By adding a
PowerPoint theme or
background color to
a slide, you can make
even more dramatic
changes. But don't
feel as if you must
use tons of color or
color contrasts in any
presentation. Some-
times, the more color
that’s used, the more
confusing the slide
becomes.

information about the

. : 11 tation.
PowerPoint Graphics and overall presentation

N ) Figure 2-4 shows
Animations Made Easy

how this very simple
Title Slide could be
customized to provide

Create professionally
designed elementsto make

more details about you,
memorable presentations

your company, and the
Presenter, Author presentation topic.

In the customized

example, we high-
The McGraw-Hill Companies

lighted the main title

of the presentation in

a text-colored text box,
added WordArt to highlight the subtitle without overwhelming the main title,
inserted the presenter’s picture along with a simple text box explaining the
presenter’s credentials, and added the book publisher’s logo to the lower-right

Figure 2-4 A customized Title Slide in PowerPoint 2007

corner of the slide.

Both slides are professional; but the addition of graphics, some WordArt,
different text placement, and a bit of color makes a big difference in what
the eye is drawn to on the slide. It's not fancy, but even this minor amount of
customization adds pizzazz to your presentation.

Next, let’s look at a Title And Content Slide, as shown in Figure 2-5. On
this slide, you can add a page title along with text or one of six objects. The
way the layout is built, you can't add both text and objects in the main portion
of the slide while still retaining the main title text box across the top. But what
if you want to show a picture and add supporting bullets alongside it?

You can quickly do that by resizing the text/object placeholder and then
inserting a bulleted text box beside it, as shown in Figure 2-6. We used
the Drawing Quick Styles gallery to add color to the bulleted text box. We
then rotated both objects slightly inward toward each other. The title text
placeholder remained in the same location, although we added glow to the
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THE EASY WAY

Use the built-in
Quick Style galleries
to customize your
slides easily. These
galleries are new
with PowerPoint
2007 and designed
to help you instantly
make big changes
to plain objects. You
can now add 3D,
bevel, color, glow,
frames, and more to
your graphics and
animations.

Click to add title

* Click to add text

Figure 2-5 A basic Title And Content Slide in PowerPoint 2007

text for effect. We gave
the picture an instant
frame using the Picture
Styles gallery. All these
effects and techniques
will be explained
throughout this book.
Here’s one more
idea for quick
customization. Who
says you have to
leave a title text box
at the top of a page?
Sure, maybe that’s
where most people

put titles, but remember, this is your slide and you can do whatever you

want with it. Sometimes impact comes from placing expected elements in

unexpected places. For example, in Figure 2-7, the built-in Two Content Slide

The Oryx Antelope

* Well ag,
apted 1o extrema conditj,
ons

Soy
Metimas callag “Bemshog-

Figure 2-6 A customized Title And Content Slide in
PowerPoint 2007

shows the slide title
in its traditional top
location with content
underneath.

Now, let’s take that
title text box and move
it to the bottom of the
page, pulling the two
content boxes upward.
Insert some clip art, for
example, to illustrate
a comparison of some
sort, and then type
in your tagline at the

I




24

PowerPoint 2007 Graphics and Animation Made Easy

Click to add title

* Click to add text * Click to add text

ikl il

Figure 2-7 A basic Two Content Slide in PowerPoint 2007

bottom in the title
text box. As you can
see in Figure 2-8, you
can still get the main
point across without
continuing a boring
title text box on every
single slide.

Over the next few
pages, youll see some
additional layout
concepts. Take a look
and see if they spark

any additional ideas for you. Remember, you can always add background

colors and PowerPoint themes to get even more impact. In these examples,

we wanted to show you how—even with plenty of white space—you can still

create simple customized slides that make an impact. Later in this book, you'll

see how adding animation to some of these simple customization ideas can

make an even bigger impact with your audience.

Where would you rather be?

Figure 2-8 A customized Two Content Slide in
PowerPoint 2007

Use your own
imagination when
you customize a slide
... for example, can
a single picture tell
a story? What about
a shot of a stairway
looking up, with the
simple headline,“We're
getting there” to pull
the idea into focus
for your audience?
What about a runner
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MEMO

very slide should

ell a story or lead

he reader to the next
lide that continues

he story. As you cus-

omize your slides to
eet your needs, ask

ourself: Does this

eally make my point?
r will someone

n the audience be
sking, “So what?”

at a starting line to

We used to be here indicate that something

is beginning? Or a
photo of a Japanese
Zen garden with the
caption, “It looks

We need to be here
simple, but it isn't.”?

mmm— Generate
We need to give customers what they want, - -
Inspiration
Listening to our customers lets us move faster than the competition from
Anywhere

Your layout should fit your content, not the other way around. Don't ever
settle for using a layout that doesn’t quite work for the information you have.
PowerPoint has some good basic layouts, but your information isn't always
going to work magically within those limited designs.

If you're feeling tapped out on creativity, look at a few magazines. Which
ads catch your eye? If you like one in particular, copy its basic elements to
your slide and then fill in with your graphics and content.

Which products

OUR EXECUTIVES ARE EXPERIENCED in the grocery store
WITH IMPLEMENTING CHANGE.

grab your attention?

@ ACCOUNTABILITY AT ALL LEVELS Something about the
Recontly announted compensation packages drive
accountabiify hmugh all levets of our comparny.

packaging is making

N P e cumouing oo See you reach for one
Fasher serice and suppor

product over another,

DUAL BUSINESS MODEL . .

@ e " Cosomirs so why not identify that
G key element and then
Conbnued segmentabion 50 we Can be ighler, leaner and .

MAONE E3PONTIVE 10 YOUr Needs try to use lt SOl’nehOW

in your own layouts?
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EMO

few more customiza-
n tips: Move text
Xxes into unexpected

aces. Layer objects
unexpected ways.

se color to impact

y details. Balance
jects. Don't balance
jects. Turn photos or
aphics in surprising

rections. Visualize

e information you

ed to share, and then

eate the visualization
the slide.

Strategy

What we want to become

rametormaton Bosdma Procea

Capabilities
The cbilties
we will need

Some of the best
graphic designers take
inspiration from all
kinds of things that
most of us wouldn't
look at twice. A tree,
for instance, might
spark a layout that
shows how pieces of
an organization fit
together. A boat sailing

on a choppy lake might be used to represent a rough time in history. Don't

be surprised if an ad for something as mundane as women’s deodorant or

men's clothing inspires you. Inspiration can come from anywhere. Find a way to

pleasantly surprise, but not startle, your audience, and you've found a custom

Our
Travels
to Date

layout worth keeping.

In this chapter,
you learned about
customized layouts
and reviewed some
customized layout
concepts. In the next
chapter, we'll look at
several ways you can
illustrate your slides
with pictures.




lllustrating
with Pictures

Using photographs is easy in PowerPoint 2007.
Once you discover the simplicity of inserting
pictures and creating unique looks for each of
them, you'll enjoy exploring your creativity. From
setting the mood to highlighting a funny moment,
PowerPoint 2007 makes the experience come alive
whether you're viewing pictures for the first time
or revisiting pictures that mean a lot to you. You'll
learn more about creating photo albums in Chapter 4.
For now, let’s focus on the pictures themselves.

In this chapter, you'll learn how to adjust
pictures and add special effects to create different
moods and presentations. You’ll also discover
how to use picture styles and shapes to tell an
interesting story, as well as how cropping, sizing,
and framing your picture can highlight specific
details of your story.

One of the fastest ways to become proficient
in PowerPoint 2007 is to experiment with the many
styles, special effects, and animations available.

As you read through this book, remember that
PowerPoint doesn't always have to be used in a
business setting. Take a few minutes with each
section to discover how to make PowerPoint 2007
presentations that are fun to create and will
impress friends and family members.
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The Picture Tools Format Tab

First, you'll need to familiarize yourself with the Picture Tools Format tab.

1. From the Home tab, click New Slide.

2. Click Blank.

3. Go to the Insert tab.

4. In the Hlustrations group (see below), select Picture.

5. Select a photograph from your My Pictures folder or elsewhere on

your computer.

E9-0ad) -
Home ||nmt[ Design

Presentation2 - Microsoft PowerPoint

Slide Show Review View

lele Picture Clip Ph
Art

|
._f!!l_-i..! (=

IIEEQ@III Q@ L}

(_Iﬁd.-fl@

‘Mm:iounc

apes SmartArt Chart | Hyperlink Action | Text Header WordArt Date Slide Symbol Object
|| Box &Footer & Time Number
B T | Text Il Media Clips

MO

me illustrations
gures through-
his book, you

t notice a tab
d Add-Ins. This
tandard tab will
appear when

dd specialized
res and custom
mands to Power-
t. You can enable
sable add-ins

PowerPoint

ons.

Adjusting and Adding Effects
to Pictures

You'll be amazed at how easy it is to create effects just like the professionals.
You can adjust intensity and color or add a soft glow, reflection, or beveled
border to make statements that will wow your audience. And you can use
these eftects for PowerPoint 2007 presentations in your work life and your
home life.

Dor't be afraid to try new and different ways of expressing yourself. By
combining adjustments and effects, you might discover the exact way you
want to say something. This section addresses ways to use adjustments and
effects, but remember you are limited only by your own imagination.
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You can create
different folders
within the My
Pictures folder to
help you organize
your photos. As long
as you categorize in
a way that works for
you, you'll be able
to find your pictures
quickly and easily.

Using the Adjust Command

Using the Adjust command group, you can change a picture to create the
mood or special effects you like. The commands include:

B Brightness to make your photo blend or stand out more on a slide
m  Contrast to increase or lessen the photograph’s intensity
B Recolor to create interesting color effects that work with the slide layout

m  Compress Picture for printing, screen viewing, or minimizing for
sharing by email

E9-00d Sample Presentation 1 - Microsoft PowerPoint Picture Tools =
——— ———
~ Home Inset  Design  Animations  Slide Show View  Developer  Add-ns ]"’ﬁm"‘t (7]
. ~- || B
i Brightness ){Cﬂmpms Pictures n" L{?ﬁnurc Shape J Ering to Front - ]_—_-' [ | ‘Ed 75 =
(D Contrast - K Change Picture = [ Picture Border = || 2% Send to Back - g~
- Crop 110" =
Oy Recolor Picture = QD Picture Effects - || S Selection Pane Sk~ S0 -
Adjust Picture Styles ] Armrange Size ]
T e ———

k-

Let’s walk through ways to use a few of these commands to create a mood for
your pictures. Insert your picture as shown in Figure 3-1.

@-‘0 CRT R

moms | man  Desgn Ammstwe  ladTeew  Seeew  Vew  Dewmpn  badim L4
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Bl R aiA B RER |

F a
D gy

R L]

iy e 2

it TR ] eI Prnetpoen

—1 After inserting your picture, follow these steps:

u-wa-_..

1. Select the Brightness command and change
the brightness to +20%.

2. Select the Contrast command and change the
contrast to +40%.

3. Select the Recolor command and select a color.
The color in Figure 3-2 is Accent Color 6 Dark
variation.

Figure 3-1

Insert your original picture.
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o

contrast, and color

THE EASY WAY

If you're ever
unhappy with

your changes and
want to start over
again, click Reset
Picture in the Adjust
command group.
This resets your
picture to its original
size, brightness,
color, and contrast
settings. Want to
change out the
photo and use a
different one? Click
Change Picture to go
directly to the Insert
Picture dialog box.

Figure 3-2 The same picture with changes to brightness, Figure 3-3  The same picture with a light variation

Your picture should show substantial changes, just as the one in Figure 3-2
differs from Figure 3-3.

Pictures will increase the size of your PowerPoint 2007 file, so consider
using the Compress Pictures command in the Adjust group. This will save
room on your hard drive and reduce download times, while maintaining
picture quality. You can compress selected pictures or all of the pictures
in the presentation. The compression default for PowerPoint 2007 is set
to compress pictures automatically when you save the presentation and to
remove the cropped area of pictures automatically. To make changes to this
default setting, select Compress Pictures in the Adjust group, select Options,
and click the ones you want to change.

Adding Picture Effects

You can select from six different effect categories when adding effects to your
pictures. PowerPoint defaults are to never apply effects to your pictures, so

if you want to do something cool to a photo, you'll have to select the option.
Hover your cursor over various options in each category and watch the
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picture on your slide. PowerPoint 2007’s Live
Using the Adjust command Preview will show you exactly how the photo will

el LR look if you decide to select a particular option.

= Brighineis, ta make yaur phota blend or stasd sut
MR witnin pide

- ot s o Here are the effect categories and what they do:

craste isaresting colce sftects

T it wark with the side ySut

B o

viwing or munamining lor sharing by .

o 3 m  Shadow Lets you add an inner, outer, or

perspective shadow to your pictures.

= Reflection Produces different mirror
images of your photo. You can choose from
nine variations.

m  Glow Makes your pictures look extremely
hip. PowerPoint has a gallery of preselected
colors, but you can also click More Glow
Colors at the bottom of the gallery to create
your own personalized glow.

= Soft Edges Allows you to soften the edges
of your photos. As you soften, the photo will
reduce by up to 50 percent, depending on
the point size option you choose.

Using the Adjust command = Bevel Applies different edging options to
2 fethe Ao youean e thalcie your photos. Some are soft, some have dual
T&Eﬁn“'"’”“""’““ edging, some add angles, and so on. You
%‘:‘;.T.‘II,ZT.Z",ZL can even create and add 3D options to bevel
effects.
Using the Adiust comme m  3-D Rotation Lets you instantly add preset
e oo ot specs et you s o 3D options to your picture.

can adjust:

= Brightsens, 1o maka your photo blend s stand out
more withe side
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@-ﬁ‘i-uqu_:=

Home Insert

Any of these effects can bring your pictures alive at first glance. Interested
in showing off a beautiful picture of the lake? Use the Reflection effect. Want

to soften a picture? Add an ethereal glow to the edges. To add an effect to a
picture, select the picture and then follow these steps:

1. In the Picture Styles group, select Picture Effects.

Sample Presentation 1 - Microsoft PowerPoint

Design
i Brightness ~ }.{Compress Pictures
(D Contrast ~ B3y Change Picture

| g Recolor ~

g Reset Picture
Adjust

Picture Tools
Animations Slide Show

View Developer Add-Ins j_-Fm_l

j : - .| [ Picture Shape = || T EBring to Front = &~ || [

b e
el;r gllj7s”
o ?
= [ Picture Border ~ || B Send to Back ~ -

Crop = 10"
) Picture Effects ~ Selection Pane Sk~ P S0
Picture Styles [ Arrange Size

Ak i
<l

2. Select from the options to create your effect

Figures 3-4 and 3-5 are two examples of what you can do with
Picture Effects.

Figure 3-4  Bevel effect

Figure 3-5 Reflection effect
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Preset gives you

change your picture
with default settings.
From the Picture

Picture Effects |
Preset. From the

11 as an example),
and your picture

change to reflect that
setting. This is the

Using Picture Styles and Shapes

a way to instantly Have you ever seen a picture that stopped you in your tracks? Maybe it took
your breath away or touched you deeply. Or maybe it simply made you stop
for a moment and chuckle.

Tools Format tab, go Although a picture itself can tell a story, the way a picture is presented

to Picture Styles | can produce a dramatic effect. This section helps you better understand the
difference a picture style or shape can make in telling your story through

drop-down menu, pictures. Getting your message across visually can touch your audience in a
you can click a way that words, spoken or written, cannot. PowerPoint 2007 gives you all the
preset (try Preset tools you need to stylize designs that turn everyday pictures into works of art.

will automatically Using the Picture Styles Gallery

With the Picture Styles gallery, you can instantly frame your pictures using
quickest way to apply one of 23 different options, from soft or beveled edges to a thick, black frame.
picture effects. Let’s look at a few options:

1. From the Picture Tools toolbar, click the scroll bar to the right of the
Picture Styles command.

2. Hover your mouse over the different styles to see what each looks like.

3. Click to select the style you want to use.

In Figure 3-6, for example, we selected Moderate Frame, White to outline

MEMO the photo and bring attention to it. In Figure 3-7, however, the choice of

ly use the Picture Effects command, you'll

to experiment with varying border thicknesses.
e of the effects need thicker borders to be easily
le, whereas others look more attractive with a
er border. From the Picture Styles group, select
re Borders. Click Weight and hover your mouse
the different line weights. Live Preview shows
he border weight. Then select the line weight
refer.

Compound Frame, Black outlines the photo but
gives it a more classic, stately effect. In Figure 3-8,
selecting Soft Edge Oval toned down the picture
while still giving it a beautiful effect.

I33
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Figure 3-6 A simple white frame highlights this picture. Figure 3-7 A black border offers a different perspective.

Figure 3-8 An oval border with soft edges tones down
the picture.
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Home Insert Design
% Brightness ~ }.{Compress Pictures
() Contrast = I Change Picture

Sy Recolor = g Reset Picture
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Sample Presentation 1 - Microsoft PowerPoint Picture Tools =
Animations Slide Show View Developer Add i Format '[ @
~ || ¥, Bring 1¢ - 15| B -
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MEMO

an’t find the Picture
olbar? Simply select
e picture and click
e Picture Tools tab
red (shown above)
the top of your

ain toolbar.

Creating Picture Shapes

Picture Shapes offer you an easy way to make a statement with your pictures.
For example, if you want to send a message to stop or halt, you can use an
octagon, or stop sign, shape. Or, if you want to show progress, shape your
picture as an arrow or use a shape from the Flowchart. Picture Shapes let
your pictures tell the story in an interesting way, which is a subtle but fun way
to grab an audience’s attention.

1. From the Picture Tools Format toolbar, select the Picture Shape in the
Picture Styles command group.

(™ Z9-080d -+

Home Insert Design
i Brightness ~ :{ Compress Pictures
(p Contrast ~  Hig Change Picture

g Recolor = ¥g Reset Picture
Adjust

Sample Presentation 1 - Microsoft PowerPoint Picture Tools = e

agddns | Format | @

Animations Slide Show Review View D

=

! - ¥ T - & || BT
e ,,_ }nmue Shape 4 Bring to Front [;. i%i s -
‘ | . = o Eocd "14 Send to Back = :_[i.'
d L — Crop =1 10" -
= D Picture Effects = || Tty Selection Pane Sk~ s Y.
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2. Select the shape you want to use.

The shapes shown in Figures 3-9 and 3-10 help set the mood of their
respective picture. Any effects you've added to your picture will remain when
you change the picture shape.
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Figure 3-9  This wave shape from the Stars and Banner section Figure 3-10  This cloud from the Basic Shapes section in
in Picture Shapes flows easily across the page. Picture Shapes calls attention to a beautiful smile.
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Cropping, Sizing, and Framing
Pictures for Maximum Effect

Resizing and framing pictures in PowerPoint 2007 means you can focus
on what matters most—whether it’s your child’s bright smile, a business
executive, or a group of friends laughing at dinner. When you edit pictures,
you can add pictures styles, shapes, and borders in a variety of combinations.
The beauty of cropping, sizing, and framing pictures means you can take
a so-so picture and make it stand out on the slide. Don't depend on these
commands too much though. As you just learned, you're better off starting
with a great picture and using these commands to enhance the photograph,
rather than vice versa.

Cropping and Sizing

The basic difference between cropping and sizing is changing the content
of the picture versus changing the size of the picture. Cropping means you
remove portions of the picture such as excess space that isn't relevant. Sizing
is simply making the picture bigger or smaller than its original size.

You can crop pictures in two ways from the Picture Tools Format toolbar:
by dragging the markers or by setting the height and width in inches or
percentages.

To crop by dragging the markers, follow these steps:

1. Click Crop in the Size command group.

@ Z9-60d)
e Home Insert Design

i Brightness ~ )_{ Compress Pictures
(p Contrast ~  Hlg Change Picture

Oy Recolor ~ g Reset Picture
Adjust

’ S ARt —
Sample Presentation 1 - Microsoft PowerPoint Picture Tools

Addins | Format |

. - \..:p Picture Shape ~
T <) Picture Effects =

Picture Styles ]

Animations Slide Show Review View Developer
¥

4 Bring to Front -

2y, Send to Back -

% Selection Pane
Arrange

[ Picture Border =
= Crop =107
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2. Move your cursor to one of the markers.
3. Drag the markers to resize the picture.

4. Use the 4-way arrow to move the picture on the slide.

Figure 3-11  Drag crop markers to size the picture. Figure 3-12 An example of a cropped picture that focuses on

MEMO

t the bottom of the
ize tab in the Size
nd Position dialog
ox, you'll be able

see the original
ize of your photo.
lick Reset and you

n instantly reset

ur photo to that
riginal size.

the subject

In Figure 3-11, the crop markers can be dragged easily to the appropriate
size. Figure 3-12 displays the result of a tighter, more focused picture.

To crop to size in inches, you can adjust your photo using the Size
command group or the Size and Position dialog box. The Size command
group is fast and easy, whereas the Size and Position dialog box gives you
many more options to select from as you crop the photo. For example, you
can crop the photo but also lock its aspect ratio, tell PowerPoint to select
the best scale for a slide show, position the photo differently on the slide,
and even add alternative text for the picture if it will be used on a website
presentation.

To use the Size command group, just use the up and down arrows to make
changes in the Height and Width boxes on the toolbar.
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Size and Position

Size IMMIMT&G

1l and rotate
< Hecht  [142° (9] width:  [525 18

Scale
Heght: (94% (3| with:  [94% 5]
[#] Lock aspect ratio

[#] Relative to original picture size

[] Best scale for side show

-

Cropfrom -~ =
Left:

D

To crop a photo using the Size And Position dialog box, follow
these steps:

1. Click the diagonal arrow at the bottom-right corner of the
Size command to display the Size And Position dialog box.

2. Adjust the height and width in the Size And Rotate
section.

3. Click Close.
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MEMO

When sizing by
percentage, consider
checking the Lock
Aspect Ratio and
Relative To Original command group.
Picture Size boxes.
This will ensure that

To size by percentage using the Size And Position dialog box, follow
these steps:

1. Click on the diagonal arrow at the bottom-right corner of the Size

2. In the Size And Position dialog box, select the picture size by

your picture main- adjusting the percentages in the Scale section.

tains the ratio of

height to width as you 3. Click Close.

increase or decrease

its size. The Size And Position dialog box also lets you rotate the picture, crop from

the left, right, top, or bottom, and reset the picture to its original size. You can
also position the picture on the slide from the Position tab.

1. Select the Position tab.

Size and Position

N 1 Position I . .o . .

= L 1| 2. Adjust the position of picture on
Position on shde
Horizontal: [2.67°

the slide by changing the inches

Top Left Comer | »

- [Top Left Comer v from the Top-Left Corner or Center
Of The Slide.

£ |4
{n ]
§

verscal:  [1.58°
3. Click Close.

Framing Pictures

Picture borders can speak volumes
when you present your pictures.

A heavy border can intensify a
photograph’s effect, whereas a light
border gives a picture an airy feel.

PowerPoint 2007 gives you many options to choose from.

Below the Picture Shape command in the Picture Styles command group
is Picture Border, which allows you to create a number of outlines for your
pictures. You can create frames of different colors, thicknesses, and solid or
patterned lines. Framing your picture in colors that complement it lets you
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[T highlight specific details within the picture’s composition. Let’s add a border

:: — to a previous picture.
-~ I e .
o 1. Select Picture Border.
==
et 2. Click Weight and select the thickness of the border.
3. Click Picture Border again.
4. Select a color for your border.
Figure 3-13 shows you how a photo looks with a 6-point, solid black
THE EASY WAY border. Figure 3-14 shows the difference a light, dashed border can
You can access a few make at 2 % points.

commands quickly
by right-clicking on
the picture. This
reveals a few options complement a picture.
that allow you to
cut, copy, paste, and
format the picture.
The Format Picture
dialog box lets

you choose from a
number of ways to
change your picture Figure 3-13  An example with
easily. You can also a solid, black border

find the Format
Picture dialog box by
clicking the diagonal
arrow in the bottom-
right corner of the
Picture Styles group.

Figure 3-15 shows
how a border color can

Figure 3-14  An example with
a light, dashed border




PowerPoint 2007 Graphics and Animation Made Easy

2

THE EASY WAY

Want to instantly add
color and framing

to a photo? You can
access numerous
preset options from
the Home tab. Go

to Drawing | Quick
Styles and select a
shape or line.

Figure 3-15 A solid border
that complements the colors
e in the picture

Creating Powerful Pictures

Now that you're familiar with the power of the Picture Tools Format tab
in PowerPoint 2007, let’s walk through a few ways you can use your new

knowledge.

PowerPoint 2007 presentations offer you a number of preset options
that help you create your presentations faster. Use these options, along with
Themes, located on the Design tab, and you'll quickly progress in designing
attention-getting presentations.

Here’s a quick tutorial to help you practice some of the things you just
learned. Figure 3-16 uses preset options to create a vibrant scene.

1. Open a PowerPoint 2007 presentation.

2. On the Home tab, click New Slide in the Slides command group.
3. Select the Blank layout.

4. Go to the Insert tab.

5. In the Illustrations group, select Picture to add your picture.

6. In the Picture Styles group, select a style from the Picture Styles
gallery.
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Want to add some
spice to your back-
grounds with one
click? To get to the
Format Background
dialog box quickly,
right-click on the
background and
make your adjust-
ments. This dialog
box lets you make
background changes
on only one slide
and offers options to
Apply To All slides or
to Reset Background
to its original color,
texture, and grade.
For an easy way to
achieve consistency
from start-to-finish,
use the Themes
command on the
Design tab.

10.

11.
12
13.
14.
15.

Select Picture Effects.

Select Reflection and then a reflection variation.
Go to the Design tab.

Select Background Styles.

Choose the Format Background command.
From the Fill screen, click Gradient Fill.

Select a color from Preset Colors.

Save the presentation.

Figure 3-16  An example of
using a preset color in the
background

In the same group, click Picture Border and select a color for your

While preset options are excellent for designing presentations quickly,

sometimes you'll want to express your individuality with specific colors and
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Figure 3-17  Soften a slide to
reflect a poignant moment.

10.

11.

12.
13.

14.

A first glance,
a wonwent to revenber

designs. Let’s look at how you can customize
your picture for your needs with another simple
tutorial. The results are shown in Figure 3-17.

1. Open a PowerPoint 2007 presentation.

2. On the Home tab, select New Slide and then
select Title And Content layout.

3. Go to the Insert tab. Select Picture and add
your picture.

4. In the Picture Styles command group, select
Picture Shape. Select Oval from the Basic
Shapes section.

Select Picture Effects and then select Accent Color 4, 18 pt Glow from
the Glow Variations section.

Select Picture Border. Click Weight and select 4 % pt line.

Go to the Design tab.

Select Background Styles.

Choose the Format Background command.
From the Fill screen, select Gradient Fill.

In the Fill section, select Gradient Fill and then select a color from
the options.

Click Close.
In the Title box, type your message.

Save your presentation.

Here’s another example of a quick, easy way to customize a slide. The

slide layouts are an excellent starting point, but your ingenuity can make
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slides jump off the page to delight, inspire, and

Wish you were here!

Having a smashing, splashing time at the beach with Mommy
and Daddy. I've discovered something new called Sand. It's cool,
except whenit gets in my diaper!

Figure 3-18 A texture
background can add to the
picture’s story.

1.

2.

humor. Figure 3-18 uses PowerPoint 2007 textures
to bring a little fun to this beach scene.

Open a PowerPoint 2007 presentation.

Select Add Slide and then select the Picture
With Caption layout.

From the Insert tab, select Picture and add
your picture.

Go to Picture Styles and select the style you
like.

5. Select Picture Border and change the color of the border.

6. Go to the Design tab.

7. Select Background Styles.

8. Choose the Format Background command.

9. From the Fill screen, select Picture Or Texture Fill.

10. Choose the texture you like.

11. Click Close.

12. Type your message in the Title box and Text box.

In this chapter, you learned how to adjust the brightness, contrast, and

color of any picture to create a specific mood, and how to add a style or

shape to tell your story more effectively. You also learned the importance

of cropping, sizing, and framing pictures to make them pop off the

page. Combining all these elements means you'll be able to create strong

presentations.

In the next chapter, you'll learn how photo albums help tell your story in

the best way possible.
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Creating a
Photo Album

Now that you know how to use pictures to their full
potential in PowerPoint 2007, you need a way to
capture the spirit of your photos in an organized
way. The Photo Album lets you have a little fun with
presenting photos to family and friends. In this
chapter, you'll learn about photo albums and album
layouts and discover how to create, edit, and add
captions to your photos. You can use PowerPoint
2007's themes for consistency throughout your
album, and you'll also learn how simple it is to
create a black and white photo album for dramatic
effect. You'll even learn how to customize your
layout by resizing photos and adding text boxes
manually.

Creating and editing a photo album in
PowerPoint 2007 is easy. You have a number of
options and layouts to choose from. You may want
to say it with a caption or a title, or perhaps your
photograph will tell a story without any words at all.
The wonderful thing about the Photo Album feature
is that you get to display your photos the way you
want to.
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Understanding Album Layouts

The Photo Album in PowerPoint 2007 has ready-made layouts to display your
photos one at a time, two at a time, or four at a time. You can include a page
title or a caption for each photo. From your computer, you can choose how to
display pictures in the way that highlights each photo the best.

Determining which layout to use for your photo album depends on what
you're communicating. Are you showing pictures from your beach vacation
that have a funny story to tell? Insert a text box so you can tell your story
quickly and easily. Have a magnificent photo of a beautiful sunrise that tells
the story on its own? Then show off the details with no caption at all. You can
frame your photo or let it take up the entire slide. It's your choice.

Layouts are essential in displaying your photos with flair. Let’s create and
lay out your photo album now.

Creating a New Photo Album

PowerPoint 2007 lets you create a new photo album with just a couple of
mouse clicks. Follow these steps to create your album:

1. Select the Insert tab.

2. From the [lustrations group, select Photo Album.

\E2-060d) -+ Sample Presentation 4 - Microsoft PowerPoint
L= E

Home | Inset | Design  Animations  SlideShow  Review  View  Developer  Add-Ins

= = = = = o ”
OdimNDu € LA 43«9 89
Table || Picturd Clip Photo Shapes/SmartArt Chart | Hyperlink Action | Text Header WordArt Date  Slide Symbol Object | Movie Sound
= Album~ = Box & Footer s & Time Number w w

Links | Text Media Clips

|
| Tables ||

3. Click New Photo Album.

Now you'll see a dialog box displaying your Photo Album options. Since
you'll be using the Photo Album dialog box (shown next) to design your
album, keep the dialog box open until you've made all your selections. Simply
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THE EASY WAY

Want to add more
than one picture

at a time? When
selecting photos
from your folder,
press cTRL while you
click the photos you
want to include. This
way you can insert a
number of photos at
one time.

follow along as you read through this chapter, selecting the options you like.
After inserting captions in “Adding Captions and Text,” later in this chapter,
you'll create and edit your album, and then you'll create a few albums to see

how the options can work together.

Photo Album
Pictures in album: Preview:
No preview is avadable for thes
selection
11 A2 Sk | (DT @] |
Album Layout
R | ET.
[Rectendl | -‘

The Album Content Section

The Album Content section in the Photo Album dialog box offers you a
number of commands. You'll use this section of the dialog box to determine
how your photos will appear. Let’s look at the different ways you can insert
and adjust photographs:

1. Go to the Album Content section.

2. Under Insert Picture From, click File/Disk, as shown on the
next page.
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Photo Album

Insert text:
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Album Layout
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3. When the Insert New Pictures dialog box appears, select the picture
you want to include.

Once you have your pictures in your album, they’ll appear in the Pictures
In Album field in the Photo Album dialog box. When you highlight one of the
photos, it will appear in the Preview field.

Album Content
Inesert picture from:
Insert text:

New Text Box

Picture Options:

DAL pictures back and whio
|___Contrast

Up & Down — _ il
Remove 101 [ memoye | [42][5a] 1[3|-| [at][1]
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You can reorder pictures by clicking the up or down arrow. You can also

delete a photo by highlighting the photo and clicking Remove.

Beneath the Preview field, you'll see three sets of commands. These

commands let you

Rotate the picture.
Adjust the contrast of the photo.

Adjust the brightness of the photo.

For dramatic effect or simply to display your photos with a new

perspective, check the All Pictures Black And White checkbox under Picture

Options in the Album Content section and voila! Now your photo album has a

striking new look. To change it back, simply uncheck the box.

Using Album Layouts

The Album Layout section in the Photo Album dialog box (shown on the next

page) gives you different page layouts, frame shapes, and themes to choose

from. Go to the Album Layout section to select the way you want to display

your pictures. Here are your options in the Picture Layout field:

Fit To Slide Your photo will cover the entire slide.
1 picture Your photo will be centered on the slide.
2 pictures  Your photos will appear side-by-side on the slide.
4 pictures  Your photos will appear four to a page.

1, 2, or 4 Pictures With Title This layout adds a title to your photos,
which are displayed one, two, or four pictures to a page.
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When you choose a Picture Layout other than Fit To Slide, you'll notice the
Frame Shape field becomes available. From here, you can select the frame you
like. You can choose from among seven frame options:

m  Rectangle m  Compound Frame, Black
m  Rounded Rectangle m  Center Shadow Rectangle
m  Simple Frame, White m  Soft Edge Rectangle

m  Simple Frame, Black

When you select either a picture layout or a frame, you'll see a preview
to the right. Figure 4-1 shows an example of a Rounded Rectangle frame,
whereas Figure 4-2 shows a Compound Frame, Black, and Figure 4-3 displays
a Soft Edge Rectangle.
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Figure 41 A Rounded Rectangle frame Figure 4.2 A Compound Frame, Black

Using Themes in a
Photo Album

Now that you've inserted your photographs,
ordered them correctly, and selected a layout, you'll
want to present your pictures consistently. The
Themes gallery in PowerPoint 2007 is the perfect
tool to create the background to tell your story. The
gallery offers vibrant colors for a lighthearted feel
or more subdued colors to give your slides a more
professional air. Either way, the design of each
theme will enhance your photos and display them
in the best way possible.

Remember, since you are setting a mood and
telling a story with photographs, you can use the layout, frame shape, and
theme that express your thoughts most effectively.

Figure 4-3 A Soft Edge Rectangle

1. Inthe Album Layout section of the Photo Album dialog box,

click Browse.
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THE EASY WAY

Want to add captions
to all the photos in
your album? Once
you've selected
your layout, you can
add captions to all
your slides. In the
Photo Album dialog
box, under Picture
Options, select
Captions Below All
Pictures.

2. Review the Themes and select the one you like.

3. Click Select.

Adding Captions and Text

Adding text to your photo album is simple. Just highlight the photo you
want to add text to in the Album Content section and then under Insert Text,
click New Text Box and then Update. You should now have a new slide with
your photo and an empty text box where you can type your caption. To create
your own text box on the slide, select the Insert tab and from the Text group,
choose Text Box. Then draw your text box on the slide.

Now that you've set

Photo Album

up your photo album,

let’s see what you've
created. In the Photo
Album dialog box, click

text:

News Tet Box

Create.

Caaptions below ALL pictures

[C]ALL pictures black and white

1] (o) [@2) DID) )

Album Layeut
et LT ) .
e e eadl

Editing a Photo Album

You can make changes to your photo album using the Edit Photo Album
command.

1. Open your PowerPoint 2007 presentation.

2. Go to the Insert tab.
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3. Select Photo Album from the Illustrations group.

4. Click Edit Photo Album.

You'll see that the Edit Photo Album dialog box has the same options as
the Photo Album dialog box. The only difference is that, instead of the Create
command, you'll see the Update command. From here, you can make any
adjustments to your photo album.

If you want to make changes to a picture, select your picture, and then go
to the Picture Tools Format tab to see the groups and commands you learned
about in the previous chapter. You can now edit the photograph as needed.
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—THE EASY WAY

Format Picture

Displaying Photos in Photo Albums

Now that you've created your photo album, let’s look at a few ways to use
these options.

1. Go to the Insert tab.

2. From the Illustrations group, select Photo Album.

Need to change a picture quickly? To change a

| m
Lire Color
Lt Style
Shadow
30 Format
3 Rotation |
S

Text Bax.

| Contrast: '_'3_

=

Picture

| Rescokor:

| prghiness:  —}—

photo in your album, right-click on the photo
and select Format Picture. You'll see the Format
Picture dialog box that you learned about in
Chapter 3. From here, you can adjust the fill, line
color, line style, and shadow, along with other
options.

I55




PowerPoint 2007 Graphics and Animation Made Easy

56|

S | Posson | AtText

Sm o retate
Heght: 1
Regasen: 00
Scale

Heght 4% = woe  uw $
[ Lot goectrato

(] rlater to orignal petire sw

[ st e for s s

L

Erop Bom
o & T s
Bght: |0 = totom 7 =
Grgnal sae

Heght: 8" Wdh: 10.67

THE EASY WAY

Here's how to
change the size
and position of
the selected photo
quickly. Right-click
on the photo and
select Size And
Position. From this
dialog box, you can
change the size of
your photo and the
position of the photo
on the slide.

3. Click New Photo Album.

4. Inthe Album Content section, under Insert Picture From, click File/

Disk.

5. From the Insert New Pictures dialog box, select two pictures you want
to include in your album.

6. Check the Captions Below All Pictures checkbox.

7. Inthe Album Layout section, select 2 Pictures With Title.

8. In the Frame Shape field, select Simple Frame, White.

9. Click Browse in the Theme field to select a theme.

10. Click Create.

In Figure 4-4, we
selected the Trek
theme because of its
colors and lines. Now,
type in your own title
and, if you like, select
the captions below the
photos and change
them as needed.

But these are simply
captions. If you want
to add more text, you'll
need to add a text box.

OUR 2008 VACATION

Autumn Leaves Forest Flowers

Figure 4-4 A2 Picture With Title layout, captions, and Simple
Frame, White

Let’s change this layout to include text boxes.

1. Go back to your Photo Album.

2. From the Insert tab in the Illustrations group, click the Photo Album

command.
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3. Select Edit Photo Album.

4. In the Album Content section of the dialog box, highlight the first
photo listed in the Pictures In Album field.

5. Click New Text Box under the Insert Text option.

6. Highlight your second photo in the Pictures In Album field.

7. Click New Text Box under the Insert Text option a second time.
8. Uncheck the Captions Below All Pictures checkbox.

9. Click Update.

In Figure 4-5, you'll see that we now have one

LEAVES FROM OUR 2008 VACATION _ picture per slide. Click in the text box to the right
of the photo and type your message in the box. The
I took this photo as point size of the text will adjust to fit the text box as

resnuEe o | o

glistening with dew, The sizes of the photos forced them each onto
and | was surrounded its own slide. Perhaps you want two photos stacked
by silence. | wanted to on top of each other with text boxes to the right.
captureaquiet You can manually move your photos and text boxes
g;%ﬂf;;g?:;ids* on the slide. Let’s add two new photos, and then

move the photos and text where we need them.

From the Insert tab, select the Illustrations
group, click Photo Album and then Edit Photo
Album. In the Edit Photo Album dialog box, click File/Disk under Insert
Picture From. Add two photos to your album and then click Create.

Figure 4-5  Using the Text Box command for photo albums
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VIBRANT FLOWERS, ARID DESERT IN 2008

Figure 4-6 A 2 Picture With Title layout without captions

VIBRANT FLOWERS, ARID DESERT IN 2008

Figure 4-7  Photos displayed at 34% height and width

You should now have two photos side by side

on the slide, just as Figure 4-6 does.

Let’s resize these pictures so we can add

captions.

1. Right-click on the first picture.

2. Select Size And Position.

3. Inthe Size And Position dialog box, make
sure the Lock Aspect Ratio and the Relative
To The Original Picture Size checkboxes
are selected.

4. On the Size tab in the Scale section, change
the Height field to 34%.

5. On the Size tab in the Scale section, change
the Width field to 34%.

6. Click Close.

Now, you'll change the second picture the same

way by following these steps a second time.

Your slide should look like the one shown in

Figure 4-7.

Click on one of the pictures and you'll see the

Picture Tools Format tab appear. Select this tab to

see your picture options. In the top-right corner

of the Arrange group (shown next), youll see the

Align command. Select Align | View Gridlines.
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You'll now see some dotted lines on your slide. These are gridlines to

help you align objects on your slide. You'll learn more about gridlines in

Chapter 10, but for now, you'll simply use them for alignment and remove

them when you're done.

1. Drag your first picture to the left, and align it with the vertical

gridlines under your title.

2. Drag your second picture to the left, place it under your first picture,

and align it with the gridlines under your first picture.

VIBRANT FLOWERS, ARID DESERT IN 2008

Figure 4-8  Stacking photos using the gridlines for alignment

Your slide will look like the one in Figure 4-8.
Now you'll insert the text boxes:

Go to the Insert tab.
In the Text group, click the Text Box command.

Place your cursor in the space to the right of
the first photo and drag the width to one of the
vertical gridlines.

Type in your message.

In the Text group, click the Text Box command
a second time.

Place your cursor in the space to the right of
the second photo, and drag the width to one of
the vertical gridlines.

Type in your message.
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VIBRANT FLOWERS, ARID DESERT IN 2008

| Line up your text boxwith one of the
horizontal gridlines and widen it to

meet one of the vertical gridines.

Then start typing your message.

ONGE yOU Nave your Text typed, you.
can align the text box with the
gridiines and the photos to create a
more aesthetic look.

Figure 4-9  Photos and text boxes moved manually and aligned
with gridlines using the Align command

Now, align your text boxes using the photos and
the gridlines as your guides. Generally, you should
center the text box vertically with the photo. When
you have the text box where you want it, click one
of your photos, select the Picture Tools Format tab;
in the Arrange group, select Align and then click
View Gridlines. This will remove the gridlines
from your presentation. Your slide should look
like the one in Figure 4-9.

In this chapter, you learned about what you
can do with photo albums. You discovered
various album layouts and how to insert photos
and captions. You also learned how themes can
add some pizzazz to your background and how
customizing a layout may be just the right way to

display your photos. In the next chapter, you'll discover how clip art can add
some spark to your presentations in PowerPoint 2007.

EMO

sure to drag the
ht side of your text
X to a vertical grid-
e. Ifyou don't do
is, your text box will
ntinue resizing to
e right as you type,
d your text will fall

the slide. You can
just the size of the
t box when you're

ished typing.




When you think of adding graphics to a presentation,
do you automatically think of using the clip art
provided in PowerPoint? That's not unusual.

In fact, many people rely solely on clip art for
presentations. It's easy to find clip art to suit your
needs, and it can illustrate a point in a fun way.
That’s why people use clip art in a presentation,

by the way, to liven up a slide in some way and
complement text.

Most clip art comes in the form of illustrations,
line drawings, or cartoons, but the term also
includes photos, movies, sounds, or website icons.
Before clip art became available through the Internet,
artwork was actually cut out or “clipped” from
books—hence the term clip art. The graphic would
then be used to accompany the text in magazines,
books, or other printed media. Today, of course,
clip art can be used digitally on websites, in online
newsletters or magazines, and in PowerPoint
presentations.

There's more to clip art, however, than just
dropping in a cute cartoon from the PowerPoint
Clip Art Collection. You can manipulate the colors
in the art, twist the art around, find art from
Office Online or on the Internet, and use shared
collections of clip art from corporate networks. In
this chapter, we'll explore all those options and
give you a few more tips, too.
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Clip Art %
Search for:

Istars [ ]
Search in:

Al collections a
Resuts should bet

[selected media fle types ]

[ﬂ Organize clips, .,
% Clip art on Office Online
{®) Tips for finding clps

Figure 5-1 The Clip Art pane

Where to Find Clip Art

You can find clip art in several different places. Most people go immediately
to the Clip Art Collection, but if you stop there, you just might be missing
out on some truly terrific art that can make the difference between a cheesy
presentation and an imaginative one. Here are the places to go when you
want to find just the right graphic for your presentation.

Clip Art Collections

When you want to add clip art to a slide, the steps are very simple. Go to
Insert | Illustrations | Clip Art and simply select the art you want from the
pane that opens on the right side of your screen, as shown in Figure 5-1.

This pane is called the Clip Art pane. From it, you can access four different
types of clip art collections:

m My Collections, which holds clips that you create or find and add to
your own collection.

m  Office Collections, which holds clips offered with Microsoft Office
2007.

m  Shared Collections, which includes clips typically available on shared
file servers or common workstations. A network administrator must
create and export the collection for use.

m  Web Collections, which are clips available through the Microsoft Office
Online collection.

When you use the Clip Art pane, you can enter search terms, tell
PowerPoint where to search, and specify the file types you want to look for.

Clip Art on Office Online

To access clip art from Office Online, you need to be connected to the
Internet. If a search in the Clip Art pane doesn't yield what you're looking for,
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THE EASY WAY

Under Search In,
most people leave
Everywhere selected
as the default.

To speed up the
search process,

you can remove the
checkmark from that
box and choose a
specific collection
instead. Choosing

a specific media

file type is also a
good idea so you
don’t wind up with a
movie, for example,
when you just want
a simple piece of
clip art.

MEMO

'owerPoint will file
ownloaded clip art
to one or more
Iders based upon
e tags provided
y Microsoft Office
nline. The next time
ou perform a Clip
rt pane search using
ne of these tags, the
lip art will appear.

click Clip Art On Office Online at the bottom

Organize clips...

Clip art on Office ORling

I@I Tips for finding clips

of the Clip Art pane.

This takes you directly to the Clip Art
section of Microsoft Office Online, as shown
in Figure 5-2. Here, you can download free clip

Notice in the left pane the section called Clip Art Resources. This is a terrific
resource, especially the Clip Art Tips & Help section. It's worth checking
out when you have a little time to play around. At the top of the web page is
a search function that lets you search all of Office Online for clip art. This

art, photos, animations, and sounds.

search option is far
more expansive than
the one provided within
PowerPoint, so this is

a great place to look

for additional clip art if
you dor't find what you
need during your initial
search. You can also
use the Browse Clip Art

And Media Categories

Figure 5-2 Microsoft Office Online devotes an entire section

to clip art.

Selection Basket
Selected items: 1
Download size: 533 KB
(1 min @ 56 kKbps)

= Review basket

» Download 1 iem

section of the page to
narrow your search into
preselected categories,
such as Animals, Maps, Travel, and so on.

To download items from this site, you'll need
to install ActiveX Control for Office Online. It's
very fast, and instructions are provided on the site.
Once that’s done, and you've selected one or more
pieces of clip art, a Selection Basket will appear in
the left pane as shown here.

o
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THE EASY WAY

If you're searching
for clip art and
decide that you want
to download all

the clip art from a
single Office Online
page, don't bother
selecting photos one
by one. Instead, click
Select Page in the
bottom-left corner of
the search results.
All items on the
page will be selected
and placed in your
Selection Basket for
download. The Select
Page option will
change to Deselect
Page; click it to
deselect those items
SO you can move on
in your search.

Follow these steps to download the clip art:

1. Click Download (1) Item(s). (The actual text will vary depending on

how many items you've chosen.)

2. From the Download screen, click Download Now.

3. Click Open.

Be patient—the

download might take a
while. When complete,

the downloaded
item(s) will appear
on your hard drive

under My Collections

in the Downloaded

Clips folder of the Clip
Organizer, as shown in
Figure 5-3. Read “How
PowerPoint Organizes

Your Clips” to learn
more about the Clip
Organizer.

Online Searches

al Buildings - Microsoft Clip Organizer
: File Edit View Tools Help
: 1) Search.. “HjCollectionList.. | 3 @ X 2y ¥ FE G Clips Online &

: Collection List -

&5 My Collections
@ Favontes
&y Unclassified Clips
&1 &% Downloaded Clips
&5 Buildings
5 People
25 Personal Appearance
&8
& Office Collections
&5 Web Collections

EEE

Type a question for help -

ZEg [T | »

1ltern

Figure 5-3  Downloaded clips are filed in the My
Collections folder.

While Microsoft Office Online might well provide you with the clip art you're

seeking, the site doesn't always have what you need. In those situations,

perform an online search to try and find what you need. Just use your browser

and search engine (such as Google or Yahoo!) and enter the search terms for

the type of item you're seeking. One word of caution: Be sure that anything

you download from a site other than Microsoft Office Online doesn't have

any copyright restrictions. Many sites offer free clip art, but some have

specific rules for how you use that clip art. For example, some sites might
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allow you to download clip art for personal use but not for corporate use.
Dorn't ever assume that you won't get caught using unauthorized clip art! You
never know when the creator of that clip art might be sitting in an audience
watching your presentation.

Creating Your Own Clip Art

You can create your own clip art, so if you're not finding what you want in
any of your searches, then maybe it’s time to put on the creativity hat and
just make what you want. You can create clip art in two primary ways: You

can draw what you want and scan it into your computer, or you can create
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Want a transparent
background in your
clip art? Save the
graphic as a new
image, and then

use the transparent
feature in your
graphics program to
turn the background
transparent. Resave
the new graphic

to your hard drive.
You can add drop
shadows the same
way; simply resave
your graphic with
different names and
apply the various
features you want.

art using a graphics program such as Microsoft Paint, which is included
with Windows Vista, or Adobe Photoshop, which is an example of a separate
program you can purchase.

Before you begin, be sure you know how to perform basic tasks in your
graphics program such as choosing colors, filling shapes, and selecting tools
to draw with. Using a graphics program isn't the easiest thing in the world if
you don't practice, so give yourself a break if things aren’t turning out exactly
the way you want them the first time around. The more you play and create,
the easier it will become to create exactly the clip art you want.

The tools you will typically use when creating clip art are

The paint bucket

Line drawing tool

Pencil or freehand drawing tool
Airbrush

Shapes, such as oval, circle, square

Color chart

Once you're ready, the sky is the limit. Create a simple housing scene, for
instance, by using the rectangle shape for house frames, the line drawing
tool for roofs, oval and circle shapes for trees or flowers, and coloring tools as
desired. Once your drawing is complete, save it to your hard drive as a graphic
file (GIF, TIF, JPG, for example).

Then, to add the new clip art to your Clip Organizer, Windows Vista users
can follow these steps:

Open the Clip Organizer. (To open the Clip Organizer, type Clip in
the Windows Vista Start Search box, and then click Microsoft Clip
Organizer to open it.)

Select File | Add Clips To Organizer.
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p art graphics
r art, which

it's probably
it is not

rt and cannot
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ded clip art
been saved

less the site
that you can.

3. Select On My Own.
4. Locate the clip art and then click Add.

Manipulating Clip Art
Once you have the type of clip art you need, you might still find it requires
some tweaking. For example, maybe you found the perfect illustration of a
cat but the cat is a weird green color and you would prefer a black cat. In this
section, we’ll show you how to manipulate clip art in different ways to help
you get the exact graphic you want.

Most of the time before you can manipulate
a piece of clip art, you will need to separate it
into layers. That's because most clip art contains
multiple colors and images that are grouped into
a single scene to create the final piece of clip art.
For example, in Figure 5-4, the sky behind the

£

volleyball players is a light blue. If you wanted

to change the sky color to dark blue, you must Figure 54 Volleyball scene

with a light blue sky in back-

ungroup the entire graphic in order to select only )
groun

the piece of the graphic containing the sky color.
Note that if you do not see Edit Picture in the shortcut menu, your object
can't be converted to a Microsoft Office drawing object.
To ungroup a graphic, follow these steps:

1. Right-click the graphic.

2. Click Edit Picture from the shortcut menu. If you see a warning that
the graphic is an imported picture instead of a group, click Yes to
convert it to a Microsoft Office drawing object.

3. Right-click the
graphic again.
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4. Select Group | Ungroup. The graphic should display similarly to the
one shown here.

5. Click outside the graphic to reduce all the grouping clutter in your
graphic.

6. Now, select the piece of the graphic that you want to alter and make
changes as desired.

In our example, we will be changing the sky color so we've selected the

sky portion of the graphic. Steps for changing clip art colors are in the next
section.

Change Color in Portions of a Graphic

To

| &2 shape Fill = _

change colors in certain portions of a graphic, follow these steps:

1. Select the portion of the graphic where the color should be changed.
2. Go to the Drawing Tools Format tab. Click Shape Fill.

3. Select a new color from the color palette

Theme Colors

Standard Colors

Mo Fill

28 Maore Fill Colors,,,

l&] | Picture..,

[ Gradient »
E Texture 4

e EEEEN
Recent Colors

provided (Theme, Standard, or Recent Colors).

A A

WorddArt Styles

4l | A

=R

The graphic will now reflect the new color
you've chosen. Figure 5-5 shows a much
darker sky now than the sky shown in Figure 5-4;
that’s because we applied a new dark blue color
to the sky.

Change the Look and Feel
of the Entire Graphic

If you prefer to change the entire look of the
graphic, and don't want or need to manipulate

pieces of it, it’s very simple to do. You can change
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Figure 5-5  Volleyball scene
with dark blue sky in back-
ground

MEMO

When you're finished
making changes,
click Close in the
Format Picture dialog
box for the changes
to be applied to

your graphic.

the overall color, add 3D rotation, background fill, and more to your graphics
before you ungroup them. While this method doesn't allow you to apply
changes to portions of the graphic, it does give you an option for making a
unique graphic for your presentation.

To change the overall look of a graphic, follow these steps:

1. Right-click the graphic.

2. From the shortcut menu, select Format Picture.

The Format Picture dialog box will appear with Picture already selected in
the left pane, as shown in Figure 5-6.

In the left pane, you'll find many other options, however. As you select
different options, the right pane will change in relation to the chosen item.
We'll briefly review each option so you understand what can be accomplished,;
we recommend playing with each option so you can see how even minor
adjustments to a graphic can make a big difference.

. Format Picture #=]
Picture - , ;
. . . Picture
With the Picture option selected, you thecobr | | pocor: (G v
can recolor the graphic, change its o | e —G— o
brightness or contrast, or reset the sorne I —V— B W
gL ness orcon rorens ||
graphic to its original look. ——
Text Box:
m  Click the Recolor button
to select from preset color
variations.
m  Slide the handle or use the up
and down arrows to change
brightness and contrast. =

Figure 5-6  The Format Picture dialog
box allows you to make multiple changes
to your graphic.
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Fill

This option allows you to add or change background colors in your graphic.

Select No Fill to remove backgrounds.

Select Solid Fill | Color to see a list of color options. You can also
change the background transparency by sliding the handle or using the
up and down arrows next to Transparency.

Select Gradient Fill to select from a variety of gradient color options,
types, and directions.

Select Picture Or Texture Fill to add a picture or preset texture to

your graphic. You can use pictures from your own collection or the
PowerPoint Clip Art Collection. Select Include Content From Office
Online to broaden your options. To make texture options appear larger
in the graphic, deselect Tile Picture As Texture.

Select Slide Background Fill to make your graphic blend seamlessly
with your slide.

Line Color
You can line your graphics with a solid or gradient line using this option, as

well as change line colors and transparency.

Line Style

When you add lines to a graphic, you can manage the width, type, and style of
the line using this option. Play with the Cap and Join types to modify the look
of the edge or corners of the line. You won't be able to add arrows to a graphic
that you've outlined using this option, but if you're just working with a single
line shape, this is where you would go to add arrows to a straight line.
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Shadow

Want your graphic to cast a shadow? Select this option, and choose from
either Preset options or set the shadow yourself using the Transparency, Size,
Blur, Angle, and Distance features. One way to make a shadow stand out:
Change its color using the Color button.

3-D Format

When you apply a 3D format to a graphic, it can make your graphic pop off
the page. This option is really that terrific when working with cartoons, but
try it anyway if you're looking for a way to make a graphic stand out. Some-
times this option can make a simple graphic look like a very cool button. With
3-D Format selected, you can choose from Bevel, Depth, Contour, and

Surface options.

Figure 5-7




72

PowerPoint 2007 Graphics and Animation Made Easy

3-D Rotation

This is a fun option and very useful in PowerPoint. Turn a graphic sideways,
or make it lie down on the slide; you can choose from 25 different preset
options. Plus, you can manually change the rotation using the X, Y, and Z
Rotation buttons. If you want text to remain flat, be sure to select Keep Text
Flat. To move a graphic up or down minutely, use the up and down arrows in
the Object Position, Distance From Ground box.

degrees as shown here.

AW -
. =
Word Art Graphles
Text Box
When you use Word Art (or other kinds of W 6
text, too) in your presentation, you can select o r § g
this option to change the text’s alignment, '%_ a,
. . r a =
direction, auto fit, and margin aspects. = 2
) . d P @ -
The feature you'll probably use the most is £ @
Text Direction. You can make your text lie h &« @
horizontally, stack it, or rotate it 90 or 270 Al % @ﬁr
re = 8
E

Edit Points in a Graphic

Sometimes, you might want to change the sizing or shapes in part of your
graphic. In Figure 5-8, for example, the left graphic shows sky, ocean, and
sand in original proportions. The right graphic, however, shows the sand at
an angle to the ocean above it. The sand portion was decreased by editing its

points within the graphic.
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Figure 5-8  Various aspects
. . of a graphic can be resized by
editing the points within it.

To edit points within your graphic, first ungroup the graphic as explained
earlier in “Manipulating Clip Art.” Then follow these steps:

1. Right-click the section of the graphic that you want to edit.

2. From the shortcut menu, click Edit Points. The section will now be
outlined in red, with black handles of differing sizes.

3. Using your mouse, grab a black handle and pull it to its new location.

You can repeat the process multiple times until the section is modified to
your liking.

"Wash out” a Graphic

When you use graphics in PowerPoint, you don't want them to overwhelm the
audience and distract from your message. However, sometimes the perfect
graphic is just too bright to be used effectively in a presentation. In cases like
this, try “washing out” the graphic. This process makes a bright graphic more
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subtle, and it might

- be just what you need.
‘ Figure 5-9 shows the

difference between an

original graphic and
a copy of it washed

out using the light

'- variation Background
Color 2 Light.

Figure 5-9  Graphics can be

muted by applying a simple To wash out a graphic, follow these steps:
wash to them.

1. Right-click the graphic.

2. Select Format Picture. Select Picture.

0 3. Do one of the following:

u're working
e pieces of
ge! m}:ght m Change brightness or contrast using the corresponding sliding
save the
picture in
apply wash
niques. If

m Click Recolor and select one of the Color Modes or Variations.

handles or up and down arrows.

taccessthe  Arranging Clip Art Objects

ools in the

srepedidos o Your Slide

is most likely

lem. Right- Once your clip art objects look the way you want them to, you can drop them
graphi'c and into your slides. Remember to follow the design principles explored in
esg\slePéﬁteu i Chapter 1, and then follow these tips for arranging clip art as needed.

in the file
ou prefer.
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Use Alignment Options

There are some quick ways to position clip art and other graphics on your
slide. One feature you need to understand is alignment. With a few mouse
clicks, you can align graphics up, down, horizontally, and in other ways. To
find the alignment options, first select multiple graphics and then go to the
Home tab. Select Drawing | Arrange | Align and choose from ten different
alignment options.

Use Order Options

When you have graphics placed on top of one another that need to be moved,

you have two different

4
x

Selection and Visibility

methods for rearranging Shapes on this Slde:
them. The first is Fresfom220 [ -
through the Selection Frefom21s  [8]
Pane, as shown in Figure Aoshape 217 21
5-10, which is accessed L Bl
through the Arrange G ! E
Frecform266 |2
group on either the fecom26s  [B
Drawing Tools Format Fresfom 264 [3]
tab or the Picture Tools A
Format tab. Fresfom262 [ 3]
With the selection Fresform261 [
pane, you can see a list Frecfomzs0 |2
of every single object Frecfom2sa [ '
on your slide, including Fresformesa [
text. Just click the item Freefomzs? [
in the list that you want Fresform2s6  [#]
to move, and use the up Fresform2ss  [2]
and down arrows at the Fresfom 254 [2
Freeform 253 [=i ~
Figure 5-10  The Selection MBME

Pane
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THE EASY WAY

Go to Home |
Drawing | Arrange
and select an order
option: Bring To
Front, Send To Back,
Bring Forward, or
Send Backward.
Bring To Front and
Send To Back move
items all the way to
the front or back,
respectively, whereas
Bring Forward or
Send Backward
moves items one
step at a time.

bottom of the pane to reorder the object you've selected. However, the second
way is our favorite method, so see The Easy Way.

In this chapter, you discovered many different ways to work with clip art.
Don't be timid about playing with clip art. You'll find that the more familiar
you become with the features covered in this chapter, the easier it will be to
create the perfect graphics for your presentations. In the next chapter, we’ll
explain how to work with tables in PowerPoint 2007.




Working
with Tables

Maybe you don’t think of a table as a graphic
presentation tool, but we sure do. Purists might
say tables are simply used to lay out information
graphically, but they aren’t considering the fact
that information within tables can be animated in
PowerPoint (more on that in Chapter 12) or can
be changed into pictures and, therefore, become
graphics in and of themselves.

The bottom line is that tables are a wonderful
tool for displaying information; you can compile
information from a variety of sources and lump it
all together into a single table that clearly outlines
every detail. Easy to understand and use, tables
can be added to a presentation through either an
automatic process or a custom design.

If you've got a presentation that seems heavy on
bullets, consider using a table. Tables are a great
way to break up the monotony of bulleted page
after bulleted page, and the effects and options
available in PowerPoint 2007 can make your tables
look sharp and professional. Although you might
not have considered using tables as a graphic
presentation tool, you can design tables in new
ways that will have you thinking twice about the
entire idea.
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THE EASY WAY

To add a table to
your presentation,
click the slide, and
then go to Insert |
Table and select the
number of table
rows and columns
by dragging the
cursor across until
you've selected the
desired number (as
shown above). Click
in the final cell and
the table will appear
on your slide.

In this chapter, we'll explore how tables are created and edited. We'll also
show you how to use color effectively, as well as how to use the two different
tabs that will appear when you create a table: the Table Tools Design tab and
the Table Tools Layout tab.

Creating Tables

You can add a table to your presentation in one of two ways: by drawing it
or by using a simple dialog box to specify the number of rows and columns.
Both methods are accessed via the Insert tab in the Tables group. Either
method is fine.

To add text to the table, click within a cell and then start typing. To change
the font, font color, or font size of the text, highlight the text and use the Font
group on the Home tab to make the desired changes. You can also change
text from cell to cell by using the Paragraph group tools on the Home tab.

In individual cells or throughout the table (highlight specific areas to apply
changes universally), you can

m  Align text differently.
®  Add bullets.

m  Add numbers.

m  Change list levels.

m  Change line spacing.

Add Rows or Columns

After you've created the table on your slide, if you discover that you need an
additional row, you can add one by highlighting a row and right-clicking.
From the shortcut menu, select Insert | Insert Rows Above or Insert Rows
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THE EASY WAY
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lumns using the

ws & Columns
oup on the Table Insert Columns To The Left, as shown above.

column and then right-click. Select Insert | Insert Columns To The Right or

ols Layout tab.
Delete Rows or Columns

I 79
When you need to delete a column or row within a table, just right-click in a

cell in the desired row or column. Then click Delete Rows or Delete Columns
from the shortcut menu depending upon your goal.

Merge Cells

Sometimes you might need to combine the cells in parts of a table to present
the information more clearly. While you can use the Table Tools Layout tab to
merge cells, you can also merge adjoining cells in

rows or columns by following these steps:

* Brown fox

1 i Cow 1. Highlight the cells you want to merge.

2. Right-click the highlighted area.

3. Click Merge Cells.

Figure 61 A merged cell can help you present information Figure 6-1 shows an example ofa merged cell
more effectively.
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with unmerged cells above and below it. If you need to split a cell, follow the
steps just described but click Split Cells in Step 3 instead. In the Split Cells
dialog box, specify the number of rows or columns and then click OK.

@ = Presentationl - Microsoft PowerPoint Table Tools l T B30
' Home 1 : Design  Animati SideShow  Review  View  AddIns  Acobat l neslg | Layout 17
Insert Below | L0 s Height: |1.95” =
N l . S | oo |} [ | D28
A insert Let Sl | 53 wadth: 5,337 :
Select Delete | Insert Merge Split | = ﬁ Text Cell Arrang
- leridiines - | Above ElbInsertRight || ceis  Cells =l s == - Margins = || [ Lock Aspect Ratio ™=
| Table | Rows & Calumns L Merge || Cell Size | Alignment 1 Table Size |

Figure 6-2  The Table Tools

Layout tab The Table Tools Layout Tab

Earlier in this chapter, we mentioned the Table Tools Layout tab as a method
for inserting rows and columns or merging cells. You can also do a few
more things on this tab that are worth noting from a graphics perspective.
Figure 6-2 shows the Table Tools Layout tab.
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Figure 6-3  Customizing
margins can make your text
display more effectively within
a table.

Cell Size

While you can certainly grab the edges of cells or the entire
table to drag to resize the given item, you can also change
the size of these items incrementally by using the Cell Size
command group. (You can also use the Table Size group.)
These options are particularly helpful when you have a table
that needs to fit in a very specific location on your slide.
This command group also offers you the options of equally
distributing the height and width of rows or columns.

Just click Distribute Rows or Distribute Columns and
PowerPoint does the rest to be sure your columns and
rows are perfectly sized.

Alignment

You can customize the text margins of the cells in your table using the Cell
Margins commands in the Alignment group. If the text is bumping against
the edges of a cell, for instance, these commands can help you make the text
more appealing to readers. You can select from preset options or click
Custom Margins to determine your own margins. In the Cell Text Layout
dialog box, just specify the internal margins that you want. Figure 6-3
shows the difference between original text (left cell) and text placed within
customized margins (right cell).

You can also change the direction of text within the table cells by using the
Text Direction commands in the Alignment group. Highlight multiple cells
to change text direction in more than one cell.

Table Size

If you need to keep your table at a certain aspect ratio to make it work
correctly on your slide, the Table Size command group is the place to get
that done. Just place a check mark in the box next to Lock Aspect Ratio.
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Figure 6-4  The Table Tools
Design tab
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The Table Tools Design Tab

When you insert a table in PowerPoint 2007, the colors default to a combination
of colors based on the theme you have chosen for the presentation. The
header row will usually be a darker shade, whereas the rows below will
alternate in lighter shades. Columns are typically delineated by simple white
lines.

This color scheme and format, however, might not be exactly what you
need for your presentation. It might match your theme, but maybe you want
to add more punch to your presentation. That's when you'll want to use the
Table Tools Design tab, as shown in Figure 6-4. From this tab, you can change
a variety of styles and colors associated with your table.

Use Color to Make Your Point

Color is a major factor in giving your table the impact it needs to capture
audience attention. You can keep the basic style of your table so it matches
your overall presentation theme, yet easily changes the colors within it. As you
play with color in a table, consider which pieces of information need to stand
out for your audience and which pieces can be used more in the background.
For example, perhaps you want the header row and any subsection rows
of your table to pop out in bright yellow so the audience can easily see where
new information rests within a table. Or maybe you want alternate color in
columns or rows so the audience can identify different pieces of information
in the table simply. Some presentations, on the other hand, might work better
with a table that is completely uniform in color.




Chapter 6 Working with Tables

MEMO

e Table Styles

llery works in

njunction with the

ble Style Options
up, which is
lained later in this

apter.

To change the entire look of a table into one that uses uniform color, follow
these steps:

1. Click the edge of the table.
2. In the Table Styles group, click Shading.

3. Click a color from the Theme, Standard, or More Fill Colors groups.

The entire table will change to the color you've selected. To change a color
in a single row or column, simply highlight the row or column and then
follow Steps 2 and 3.

Working with Table Styles

The Table Styles group offers you other options beyond merely coloring your
table. For example, you can add or remove borders for cells or your entire
table by using Border commands. You can also apply effects to your table

from this group and instantly change the table
style by using the Table Styles Gallery.

-

The Table Styles Gallery

Within the Table Styles group is the Table Styles
Gallery. This is a group of preset tables that you
can choose from to apply an overall look and feel
instantly to your table. Click the More button (it
looks like a down arrow with a line above it) to
see the entire selection of styles available for your
table.

When the Gallery opens, you'll see several
different style categories. The first, Best Match For

Document, is PowerPoint’s recommendation for
table styles that will work well within the theme

B crearTable

that you've chosen. The remaining categories,

P
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Light, Medium, and Dark, are all variations of the Best Match category. At any
time, you can clear the options to return to a simple table with no color by
clicking Clear Table in the Gallery.

All About Borders

To apply borders to your entire table, click the outside edge of the table and
choose the Borders command and then choose All Borders. If you need to
change the border of a particular cell or group of cells, highlight the cells, and
then select or deselect the border command desired (Inside, Outside, Top,
Left, and so on). Figure 6-5 shows a table with some borders selected and
others deselected.

If you want to

change the border look

from the solid line
default, select Draw
Borders | Pen Color

Figure 6-5 A table with All Borders initially selected, and then and click the option

a center column highlighted, and Left Border deselected you prefer. Then, using
the mouse (which now
appears as a pen on your screen) draw over the borders you want to change.
The borders will instantly appear in the new border style you have selected.
You can apply multiple border styles within a table by using this command, as
shown in Figure 6-6. If you want to change the width of the border lines, you
can do that using the Pen Weight command. Just select a new weight from
the options provided.

Need to change the color of the border? Slmply choose a different Pen

Color in the Draw

Borders group, and
then draw over the
borders that you want

to change. By the way,

Figure 6-6 A table with multiple border style options you can erase borders
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in a table by using the Eraser command in the Draw Borders group. Just click
it, and then use your mouse to erase any borders you don't like.

Adding Effects

Some of the real fun with table graphics comes with adding effects to your
table. These are all located on the Table Tools Design tab. You can typically
apply effects to a single cell to help it pop out for viewers, or you can apply
them to the entire table. Although applying effects to an entire table generally
isn't recommended because it can make the table more difficult to read, it can
sometimes work. Some effects, however, will apply in a particular way to your
table regardless of whether you're trying to apply the effect to a single cell or
the entire table, so you're going to have to play around a little bit to see how
each effect impacts your table.

You can apply three main effects to a table: Cell Bevel, Shadow, and
Reflection.

With Cell Bevel, you can apply a bevel effect to individual cells in a table.
This effect has the most impact when you need to spotlight a particular area
of a table.

I
select the cells you
| want to spotlight;

then go to the Table
Styles command

group, select Effects | Cell Bevel, and then choose a bevel option.
Shadow, on the other hand, applies to the entire table. You can choose from
inner and outer shadow options.

R Y| | | ——
R N

P
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Reflection, too, applies to the entire table.

You can use both Shadow and Reflection effects in conjunction with
Cell Bevel effects.

Understanding Table Style Options

The Table Style Options group is used in conjunction with the Table Styles

Gallery. Select or deselect a Table Style Option, and the instant styles shown in

the Table Styles Gallery will change accordingly. The options are

Header Row Specially formats the top row of a table.

Total Row Applies

to the bottom row of the table. This option tallies

the column totals and displays them.

Banded Rows Formats even and odd rows differently so they are easy

to read.

First Column Specifically formats the first column in a table.

Last Column Specially formats the last column in a table.

Banded Columns
them easier to read.

Formats even and odd columns differently to make
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Figure 6-7  Table Style
Options chosen: Header
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Figure 6-8 Table Style
Options chosen: Total Row,
First Column, and Banded
Columns

e

—_————a ——=-O

e — I — |

—_———-—a —-——-—--=3
Table Styles

Figures 6-7 and 6-8 show how different Table Style Options impact Gallery

choices.

This chapter covered a lot of ground concerning the use of tables in Power-

Point. You learned how to add color, use Table Style Options and Effects, work

with Table Styles, and use a variety of tools to make your tables stand out and

deliver information in a clear, concise manner. In the next chapter, we'll show

you how to use WordArt to make your point.

=SO00

Table Styles
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Using WordArt
to Make Your

WordArt in PowerPoint 2007 gets your message to
your audience in an exciting way. Sure, they're just
words, but when you need to get your point across
quickly and effectively in literally seconds, you can
depend on WordArt to create a lasting impression.

Remember, your PowerPoint 2007 presentations
are telling a story and conveying a message. You
want to use every opportunity to make sure those
viewing the presentation are captivated enough
to remember what you said. If they don't find at
least one “memorable moment,” you'll feel like
you wasted your time. So whether you're presenting
to family or friends, a group of coworkers or
potential clients, you can use numerous features
in PowerPoint 2007 to keep your presentation at
the front of your audience’s minds.

In this chapter, you'll discover a variety of
ways that WordArt can enhance your presentation,
including applying fill, outlines, shapes, and effects.
You'll also learn how to align, rotate, and flip the
art for maximum effect and how to use a dialog
box that lets you make changes from one location.
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Getting Started with WordArt

To get to WordArt, follow these steps:

1. Click the Insert tab.

2. Go to the Text group and select the WordArt command.

Sample Presentation 2 - Microsoft P i s |

3. Click Fill — Text 2, Outline — Background 2.

Your WordArt will appear like what's shown in Figure 7-1. From here, you
can type in your message and customize your text with

m  TextFill Lets you fill the text with a solid color, gradient, texture, or
picture.

m  Text Outline Lets you define the text with the color, width, and style
of line for the outline.
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m  Text Effects Offers options such as 3D rotation, glow, reflection, or
shadow.

WordArt Captivates!

Figure 7-1 Here is one example of a simple WordArt style.

Let’s see how applying these options with a few simple clicks can create an
eye-catching message.

Adding Fill to WordArt

Once you have added WordArt to a slide, you might decide that the color isn't
exactly what you want. It’s easy to change it by following these steps:

1. Type your message in the text box, and then highlight the text.
2. Go to the WordArt Styles group.
3. Select the Text Fill command.

4. Hover your cursor over a few colors for a Live Preview of what the text
will look like.

5. Choose Red, Accent 2, Lighter 40%.

Figure 7-2 adds some color to the WordArt. Some of your WordArt
selections already have some extra effects such as Figure 7-3, which includes
a glow effect using Fill - None, Outline — Accent 6, Glow — Accent 6; or
Figure 7-4, which applies an inner shadow using Fill — Accent 1, Inner
Shadow — Accent 1.

I
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WordArt Captivates!

Figure 7-2 Adding color to a basic WordArt style

u}

WoerdArt Captivates!

Figure 7-3 A WordArt style with glow effect

raArt Captivates!

Figure 7-4 A WordArt style with inner shadow

Adding an Outline to WordArt

Outlines can enhance WordArt and make it standout from the background,
whether you have a light outline on a dark background or vice versa.
Experiment with line weights, colors, and solid or dashed lines, and you'll be
able to create powerful presentations. Let’s take a look at the difference an
outline can make:

1. Select your WordArt.
2. Go to the WordArt Styles group.
3. Select the Text Outline command.

4. Hover your cursor over the colors for a Live Preview.
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5. Select Red Accent 2, Darker 50%.
6. Select the Text Outline command.

7. Select Weight. Click the 2% point weight to see the effect shown in
Figure 7-5.

WordArt Captivates!

Figure 7-5  WordArt with a 2 J4-point outline

Look at how a few changes in Figure 7-5 can bring new meaning to your
slide. You can also add dashes to WordArt to change the meaning even more.

1. Select the WordArt.
2. Click Text Outline.

3. Select Dashes and then select Round Dot.

WordArt Captivatesi

Figure 7-6 A dashed line of round dots makes this WordArt airy
and light.

Figure 7-6 uses the same 27%-point line weight, but by adding the dashes,

you end up with a much lighter effect and give your message a new meaning.

I
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The Quick Styles
command gives
you a simple way

to make changes to
WordArt. When you
select the WordArt
on your slide, you'll
see the Quick Styles
command in the
Drawing group on
the Home tab. This
gallery is the same
one you'll find in the
Shape Styles box.

Contrasting
a dark background with
light text

Although backgrounds are generally considered uneventful in many
situations, your background choices can help your WordArt stand out in

the midst of a presentation. You'll want to make careful choices in order to
use backgrounds effectively. Use the Shape Styles Gallery to quickly insert a
background that makes WordArt stand out from the rest of the presentation.
We'll briefly explore Shape Styles in this chapter, but you'll learn more about
shapes in Chapter 8, “Creating Effective Shapes.”

Select your WordArt.
Select the Drawing Tools Format tab.

Go to the Shape Styles group and roll your cursor over the boxed “Abc”
letters for a Live Preview of how your WordArt will look.

Animations Slide Sh Review View Developer

- S shape Fill ~ ‘&/ A~
L shgpe Outline ~ &~

E Quick
¥ ape Effects ~ Styles~ [\~

Shape Styl M« | 'WordArt Styles =

Click the down arrow for more options.

Select Light 1 — Outline, Colored Fill — Dark 1.

Is Figure 7-7 intense? Yes, it definitely gets attention.

WordArt Captivates!

But you can add one more step to make the WordArt pop even more. Since
the original outline was dark, it now blends into the background. Let’s change
the outline to a lighter color:
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To replicate Figure 7-2
easily, go to Text
group on the Insert
tab and then select
WordArt and Fill

— Text 2, Outline —
Background 2. For
the fill, select Red,
Accent 2, Lighter
40% using the Text
Fill command in
the WordArt Styles

group.

Highlight the WordArt.
Go to Drawing Tools Format tab.
From the WordArt Styles group, select the Text Outline command.
Select White, Background 1.
Select the Text Outline command again.
Click Weight.
Select 1% point.
See how the outline in Figure 7-8 draws out the WordArt more? This

contrast of dark and light gives the WordArt layers, making it a bit more
complex and interesting.

WordArt Captivates!

A contrasting outline on WordArt

Text Effects offer several options for making WordArt come alive. Let’s look
at how the Transform option in WordArt can add movement and excitement.
We'll be using Figure 7-2 for these effects.

Go to the Drawing Tools Format tab.
In the Word Art Styles group, select Text Effects.
Select Transform.

Under the Wave section, click Double Wave 1.

The wave effect in Figure 7-9 makes the WordArt livelier. Transforming
WordArt into something catchy or intense or fun is one of the great things

95
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about this command. However, the goal of your presentation is to tell a story,
and if the text isn't legible, your message will get lost. So in the midst of your
creativity, keep this goal in mind. Here are a few examples for your review.

WordArt Captivates!

Figure 7-9  Double Wave 1 creates movement in WordArt.

Figure 7-10 shows the transform effect called Triangle Up, whereas
Figure 7-11 displays the Deflate Inflate effect. Notice how both of these
effects can be easily read. The Circle effect and Fade Down effect shown in
Figures 7-12 and 7-13, respectively, are more difficult to read. However, when
you change the text to a darker color with no outline, as in Figure 7-14, the
slide is more legible. This color is Gradient Fill, Accent 6, Inner Shadow
Style. Give yourself permission to explore options in WordArt to ensure your
message can still be read.

wordArt Ca Ptivates:

Figure 7-10  Triangle Up effect

WeordArt Captivates

Figure 7-11  Deflate Inflate effect
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Figure 7-12  Circle effect

Figure 7-13  Fade Down effect

N\

Figure 7-14  Color makes the Fade Down effect more legible.

Working from the Format Text Effects

Dialog Box

Want a fast, easy way to refine your
WordArt from one location? No
problem. Click the arrow in the
bottom-right corner of the WordArt
group from the Drawing Tools Format
tab. This will bring up a Format Text
Effects dialog box that lets you make
changes from one handy location.

You can change the text fill, outline,
line style, 3D format and rotation,
along with text box layout, auto fit, and
internal margins.

Format Text

Effects
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The 3-D Format Command
Let’s take a moment to look at some of the options in the Format Text Effects
dialog box, specifically the 3-D Format and 3-D Rotation commands.

3-D Format lets you adjust

m  The Bevel effect to make your WordArt look like raised or indented
lettering.

m  The Depth effect to intensify your WordArt.
m  The Contour effect to change the outline of your WordArt.

m  The Surface effect so you can select the type of material (i.e., plastic,
metal) and lighting effect you want to create.

To see what you can do with the 3-D Format command, let’s work with the
original slide you created in Figure 7-2. Select Fill — Text 2, Outline — Back-
ground 2 from the WordArt group and Red, Accent 2, Lighter 40% from the
Text Fill options to re-create Figure 7-2.

1. Click the WordArt to display the Drawing Tools Format tab.

2. Select your WordArt.

3. Click the arrow in the bottom-right corner of the Word Art Styles
group.

design Animations Slide Show Review View Developer Add-Ins Format

- & shapeFill ¥ & A~ | TyBringtoFront ~ |2+
Sl A

" | ﬂ Abc ~ z Shape Outline ~ -1_5 Send to Back ~ Eﬁ'

& shape Effects ~ Styles = [0 ° ¥y Selection Pane Sk~
Shape Styles [ \WordArt Styles ™ Arrange
~—  —

4. In the Format Text Effects dialog box, select 3-D Format.
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Figure 7-15  The 3-D Format
command can give WordArt a
new look and feel.
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5. In the Bevel section, select the Circle effect.
6. Change Depth to 20 point.

7. Change Contour to 1 point.

8. In the Surface section, select Material.

9. Select Metal in the Standard section.

10. In the Surface section, select Lighting.

11. Select Glow in the Special section.

12. Click Close.

What do you think of Figure 7-15? Can you see how easy it is to create a
completely new effect by working with the 3-D Format command options in
the Format Text Effects dialog box? There are thousands of ways you can use
these options to create the special effect that’s exactly right for the message
you're communicating.

WordArt Captivates!

I99
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The 3-D Rotation Command

Occasionally, you'll want to rotate WordArt. You can do this easily from the
Format Text Effects dialog box or by selecting WordArt Styles | Text Effects
| 3-D Rotation. Let’s see how we can make changes from the Format Text

Effects dialog box.

1. Select your WordArt.

2. In the Format Text Effects dialog box, select 3-D Rotation.

3. In the Rotation section, click once on the Left button in the X: option.
This will change the rotation to 355 degrees.

4. Inthe Y: option, click the Down option one time. This will change the
rotation to 355 degrees.

5. In the Z: option, click Counter-Clockwise three times for a 15
percent rotation.

6. Click Close.

Figure 7-16 shows an example of rotated WordArt. You can rotate
your WordArt in a variety of ways; experiment to see what you can do
with 3D rotation.

Figure 7-16  Rotated WordArt
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THE EASY WAY

Want an even

faster way to rotate
WordArt? When the
WordArt text box is
selected, use the
green dot at the top
of the text box to
rotate the text

to the angle you

like. As you see in
Figure 7-17, simply
put your cursor over
the dot. Turn to the
right or left until you
have the desired
angle and then
release the cursor.

q»—~-~-~——~~——~-"—-—~—-—- -------------------------

WordArt Captlvates'
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Q
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Figure 7-17  WordArt rotation using the text box

The Presets command in the Format Text Effects box also has a variety of
rotations to choose from. In the Text section, select Keep Text Flat to flatten
out your text, removing the 3D formatting. The Object Position | Distance
From Ground command moves rotated WordArt to the left or right.

The Text Box Command

You can make a number of changes to your text box using the Text Box
command options in the Format Text Effect dialog box. In the Text Layout
section, you can adjust where the WordArt falls inside the text box or rotate
the WordArt so it appears sideways or stacked, depending on your needs.

In the Autofit section, you can choose whether you want to resize the
shape or the text, or whether you need to apply Autofit to your text at all. The
Internal Margin section lets you decide the distance between the WordArt and
the edges of the text box. It also lets you decide if you want to wrap text or put
it into columns. Let’s take a moment to look at this section from within the
Format Text Effects dialog box:

1. Select your WordArt.

2. Click the arrow in the bottom-right corner of the WordArt Styles group
on the Drawing Tools Format tab.

3. In the Format Text Effects dialog box, select the Text Box option.
4. In the Text Layout section, select Middle for Vertical Alignment.

5. In the Text Direction field, select Rotate All Text 90 Degrees.
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Figure 7-18  WordArt rotated
at 90 degrees resembles the
spine of a book.

Now the WordArt in Figure 7-18 is placed on its side and reads like most
book titles on a book spine. It may fall off the PowerPoint 2007 slide too,
depending on the size of the WordArt. If this is the case, simply drag the
overflow portion of the box back onto the slide.

The next section, Autofit, will also help you resize the WordArt to fit the
text box. For easier reading, we'll use WordArt that runs horizontally rather
than vertically. The Autofit default for WordArt is Resize Shape To Fit Text,
which means that the text box adjusts itself to accommodate the WordArt as
you type. The text box can be adjusted in two other ways as well. Let’s look at
both options.

Autofit adjusts either your shape or your text to make it fit for you auto-
matically. Without this, text runs beyond the box. Right-click your WordArt,
and then select Format Text Effects. From the Format Text Effects dialog box,
select Text Box and then Do Not Autofit and Close. Begin typing within your
WordArt text box. Notice how the text falls outside the text box borders and
onto the rest of the page, as in Figure 7-19. You may sometimes need to select
this option to accomplish a specific task in PowerPoint 2007, but its use is
generally rare.

WordArt Captivates!

__ WordArtGrabs

Attention!

Figure 719 WordArt without Autofit falls out of the text box borders.

The other option is to Shrink Text On Overflow. This means that as you
type, the text will shrink to fit the box. From the Format Text Effects dialog
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WordArt Captivates! WordArt
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Figure 720 Using the Shrink box, select Shrink Text On Overflow. Begin typing within your WordArt text
Text On Overflow option box. Figure 7-20 shows the result of the Shrink Text On Overflow option.

This WordArt option works well as long as you don’t have too many words.
Remember earlier we discussed using fewer words in WordArt? The fewer
words you use in WordArt, the more powerful your message will be.

The Text Box option in the Format Text Effects dialog box also lets you
change the internal margins to give you a bigger background space. Let’s say
you want to “frame” your WordArt with color. First, let's change WordArt back
to its default Autofit option, Resize Shape To Fit Text. Now, let’s work with the I.K,3
Internal Margin section of Text Box options.

1. Inthe Left field, change the margin to 1.5 inches.

2. In the Right field, change the margin to 1.5

:? T inches.

I |

I ! 3. In the Top field, change the margin to 1 inch.
i wordArt ! 4. In the Bottom field, change the margin to 1

| i inch.

5 Captivates! i inc

b wordArt 4 5. Click Close.

| Grabs | Figure 7-21 shows an example of how you can
| : use the text box to create a frame for WordArt.

i Attentior“ i Did you notice how the text box reshaped itself
| |

O - =3 & Figure 7-21  Changing internal margins creates a “frame” for

WordArt.
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as you were changing the internal margin? Now
you have a larger background for color. You can

scroll down the gallery of Shape Styles to select
WOFdAI’t the color that fits your mood. The example in
captwate“ Figure 7-22 uses Subtle Effect, Accent 5 for a
WordArt lighter background. From here, you can adjust the
outline to help you frame your WordArt even more.
Grabs 1 help you fi y dA
Attention!

Using the
Arrange Group

Let’s look at two Arrange group commands in this chapter: Align and Rotate.

Figure 7-22 Choose a light
color for the background to

highlight WordArt. Working with the Align Command

The Align command does a lot of the work for you when it comes to

10,
: arranging and positioning WordArt on a slide. Use this command fully,

and your proficiency will increase as the time you spend moving WordArt

decreases.
When you select the Align Drawing Tools
command, you'll see your com- Addins | Fomat |

mand options in the dialog box. The 2, Bring to Fro @ 1 o

default for this command is Align

-.—!._'I Send to Back ~ g~

To Slide, but you can align to the %, Selection Pane  SA o (G2
left, right, top, or bottom of the slide e Size 7
as needed. Take a few moments to

explore these options. You can also move WordArt manually on the slide, but

these commands give you plenty of options to choose from.

The View Gridlines and Grid Settings Commands
Two of the most important commands you'll need when positioning WordArt
on your slide are View Gridlines and Grid Settings. Both of these help you
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arrange WordArt manually while ensuring your spacing is consistent. If
you've ever worked with PowerPoint in any capacity, you'll know the value
of having a grid to place WordArt on in order to achieve an aesthetic, well-
arranged slide.

1. On the Drawing Tools Format tab, select the Align command.

2. Select View Gridlines.

Now you'll see dotted vertical and horizontal lines. These lines are for your
use only—youll need to unselect the View Gridlines command before making
your presentation.

The second command, Grid Settings, lets you adjust the settings to your
preferences. Here’s what you'll see when you select this command.

In the Snap To section, you

Grid and Guides WdlEd]  have the option to snap, or
Snap to align, WordArt with the grid-
[#]Snap objects to grid lines or to other objects. The
[#] snap objects to other objects default is Snap To Grid, how-
Grid settings ever, you can choose Snap To
Spacing: [0.083 @ ? Toctae Other Objects as well or snap to
] Dispiay rid ces ermen both. In this way,
Guide settings PowerPoint 2007 will do a lot
[ Display drawing guides on screen of the work for you.
If you don't like the default
[setaspefaut | [ ok | [ cancel | . .
grid settings, you can change

them by adjusting the Spacing
numbers in the Grid Settings section of the Grid And Guides dialog box. This
will make the grid squares larger or smaller, depending on your needs.
To show drawing guides on the screen using the Align command, select
Grid Settings, and in the Grid And Guides dialog box, go to the Guide
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Although the Snap To
section is designed
to help you, you can
turn the commands
off if you need to align
WordArt or other
objects manually.
Simply uncheck one
or both boxes in the
Snap To section, and
you'll be able to set
your items anywhere
on the slide.

Settings section and select Display Drawing Guides On Screen. While the
vertical and horizontal lines (shown below) are set at zero, you can move them
anywhere on the slide to help you align your WordArt with other objects,
including drawings, clip art, and so on.

. WordArt Captivates! -

Rotating and Flipping WordArt

By now, you've learned a lot about rotating WordArt; however, in addition to
setting WordArt on its side, the Rotate command lets you flip WordArt upside
down. Select Rotate | Flip Vertical. Like the effect? No worries. If you don't
like it, simply select Rotate | Flip Horizontal to return your WordArt to your
original position.

You can access the Size And Position dialog box you learned about in
Chapter 3 by clicking More Rotation Options.

So, what's the most effective way to use WordArt? Sparingly. A little Word-
Art goes a long way, so use it only when you need to make a powerful point
that you want your audience to remember.

In this chapter, you learned how to add fills, outlines, and effects to Word-
Art. You were also introduced to the Format Text Effects dialog box, where
you can perform a number of actions to refine and customize your WordArt.
And using the Align, Rotate, and Flip commands gives you more control over
WordArt. You also were introduced to Shape Styles, which you'll learn more
about in Chapter 8.




Creating
Effective
Shapes

Shapes in PowerPoint 2007 lend themselves to a
number of uses for work and play. Whether you
need shapes for a flow chart or you simply want
to show off the “star” of your family, shapes are a
great way to highlight important points, people,
and objects in your presentation.

PowerPoint 2007’s ready-made shapes are the
perfect start for using shapes, but you can also
customize a shape to suit your needs. In this
chapter, you'll learn when to use shapes, how to
add fill, outlines, and effects to shapes, and how
to add text to a shape to give your message more
punch. You'll also learn how to edit a shape or
create your own for those special messages that
need a little more zing.
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When to Use Shapes

In Chapter 1, you learned that “less is more.” This is an important design
concept that will serve you well as you create your PowerPoint 2007 slides.
The main thing to remember is that one stunning element can make an
extraordinary statement in the midst of messages on top of messages that are
vying for attention. Using shapes as well as other options sparingly are your
best bet for creating dramatic, memorable slides.

Take a moment to determine your message. What are you trying to
communicate? Are you trying to make your audience laugh, or are you
conveying a poignant moment? Are you closing the deal with your most
important selling points, or are you providing a high-level overview of the
product’s benefits? Determining what you want to communicate will be the
first step in selecting the shape you'll use.

108I Selecting and Inserting a Shape

You'll find the Shapes command on the Insert tab:

1. Go to the Insert tab.

2. From the Illustrations group, select Shapes.

E9-00Hd)s Sample Presentation 3 - Microsoft PowerPoint o m x
A= T T
R Home | Insert tions Slide Show Review  View Developer Add-Ins @
El " X EL ’ ‘= 0w
| bl & e 40w &

Chart || Hyperlink Action Text Header WordArt Date  Slide Symbol Object | Movie Sound
Box & Footer X & Time Number v, v

Uniks Texk Media Clips

Table | Picture Clip
X Art

Tables |
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Recently Used Shapes a
nENNOeoALLD S
e R TA R

S oo i B P e e e
Rectangles
EHoRaEBREEGE

Basic Shapes
HoAMIACOQOO®
©LOOOrL/70B0
OO0 ORI
GG

Block Armows
SIS EPRIT
& dwnoD & RRON
A

Equation Shapes

hoRa=gE
Oo=0000F=0aJ
CDONRB R 6 ATVEDR
QB@O

Stars and Banners
DRPHGLOOOERE
28 T PRI

Callouts

H PP L0400 A A dE &5
A2 A0 D

Action Buttons

EERRECrEEEaEE

3. From the Shapes options, shown to the left, select the shape you
prefer.

4. Size and position the shape on the slide.

The Drawing Tools Format Tab

The Drawing Tools Format tab is where you'll find most of the commands
you need to take advantage of all that Shapes has to offer. Highlight the shape
and then click the Drawing Tools Format tab to see the complete toolbar. This
toolbar has the same groups and commands as WordArt, which is described
in Chapter 7.

n&-m

|pExsoo.- 'gmmm e 1
OALLD g . .' ! | 2 shape Dutling - & = || Bsendtogack - - iz _l
it -\#\'{ tis @ = 3 snapeetreas - !m ﬂ !hsolemenrm o = e |

J Shape Styles 5] Ward Styie ] _— | —

Adding Fill to a Shape

Once you're on the Drawing Tools Format tab, you have two ways to add fill
to a shape from the Shape Styles group. You can use the Shape Fill command
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See a color you like
in the Custom tab
and just want to get
to it quickly? Look
for the white cursor,
as shown above in
the Custom color
palette. Simply
drag the cursor to
the color you want
and then release
the mouse button.
Click OK. This will
help you enhance
the shapes in your
presentation with
varying shades of
color more quickly.

or choose an option from the Shape Styles Gallery. Let’s take a look at both

Roll your cursor over the colors for a Live Preview.

methods.
1. Go to the Shape Styles group.
2. Click Shape Fill.
3.
4. Select the color you prefer.

If you don't like the colors in the Theme Colors section, you can find

additional colors or create your own custom color. Click More Fill Colors

and then select the Standard tab and choose a color. To the right of the color

palette, you'll see the color you selected at the top of the square under New,

while the Current color is shown below it. You can adjust the Transparency

setting for the color at the bottom of the dialog box by entering a percentage

number or by dragging the scroll bar to the right.

Transparency:
&

3% &

Current

Not sure what color
you want, but want to
experiment a bit? Click
More Fill Colors and then
select the Custom tab.
Here, you'll see RGB (Red,
Green, Blue) colors that
you can adjust by dragging
the arrow to the right of the
vertical bar or by adjusting
the amount of each color in
the Red, Green, Blue fields
below the palette.

If you'd prefer a different
color palette, in the Color
Model drop-down list, select
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hen you use the
stom tab in the
lors dialog box,
ite down the
mbers in the
B or HSL fields
d keep them in a
nvenient place.
is will save time
en you want to use
e color again but
n’t want to search
ritin a previously
ated shape. You
n also find it listed
a Recent Color
the drop-down
x from either the
ape Fill, Shape

tline, or Font Color

mmands.

Colors:

Red: 79 |2

v

Green:

Transparency:

Py

i

Cancel

MNew

Current

1. Click the Shape Fill command.

2. Select Texture.

3. Select a texture you like.

HSL (Hue, Saturation,
Luminosity). Adjust the
colors by dragging the arrow
to the right of the vertical bar
or by adjusting the amounts
in the fields below the
palette.

PowerPoint 2007 has a
number of attractive textures
that make for a great-looking
fill for your shape. From
material to marble to wood
to swimming fish, the
Texture command gives you
plenty of options to make
your shape come alive on
your slide.

Figure 8-1 uses the Woven Mat texture, whereas Figure 8-2 uses the White
Marble texture and Figure 8-3 uses the Oak texture. Take time to explore the
textures in PowerPoint 2007 to see how they can work in your presentation,

or add a texture from a file or clip art.
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Figure 8-1  The Woven Mat
texture

Figure 82 The White Figure 8-3  The Oak texture
Marble texture

Adding an Outline to a Shape

As you learned in the previous chapter on WordArt, adding an outline to

an object can make a big difference in engaging your audience quickly. The
steps to adding an outline to a shape are similar to that of WordArt. From
the Drawing Tools Format tab, click Shape Outline and then select a color
for your outline. From here, you can adjust the weight of the line and choose
whether you want to use a solid or dashed line for your outline.

Adding Shape Effects

Using Shape Effects can bring a little excitement to your presentation. You
can use these effects to create an ethereal feeling with a subtle glow or add
some depth with the Bevel effect. Adding a reflection and softening the edges
are other options to help you create the mood for your slide. Let’s look at
quickly changing a shape by adding some color and depth:

1. Click the Shapes command and then select the round diagonal corner
rectangle from the Rectangles section.

2. Click the Shape Fill command, and then select
Orange, Accent 6, Lighter 80%.
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3. Click the Shape Outline command, and then

select Red, Accent 2.

4. Select the Shape Outline command again, and
then select Weight and click 6 point.

5. Click the Shape Effects command and then
J Bevel.

Figure 8-4  The Bevel effect

6. Choose Riblet.

Using the Bevel effect in Figure 8-4 adds dimension to your shape.

Adding Text to a Shape

Using shapes with text can really target what you're saying with a captivating

visual mix of words and shapes. Let’s use a number of commands to create a

shape with text:

1.

Select the Shapes command, and select the right arrow in the
Block Arrows section.

Click the Shape Fill command, and select Green from the
Standard Colors tab.

Click the Shape Outline command, and select Yellow from the
Standard Colors tab.

Click the Shape Outline command again, and select Weight and
click 6 point.

Click the Shape Outline command, and select Dashes and then
Square Dot.

Click the Shape Effects command, and then select Shadow and
Perspective Diagonal Upper Left from the Perspective section.

I 13
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You can add text to a shape in two ways. One way is from the Insert Shapes
group. Select Text Box to add text to your shape.
You can also add WordArt to your

E9-090d) Sample Presentation 3 - Microso
@ G shape. From the WordArt Styles group,
Home Insert Design Animations Slide Show Vie 1 . k S 1 d 1 ¢ th W d
QEN N0 - gz Qsmpe = select Quic .ty es and select the Word-
CARL T {} l Abc ‘ [ shape Outiine ~ Art style you like.
|G | = b shape Effects ~ Let’s add some WordArt to the shape
l Insert Shapes Shape Styles you ]'ust created.
1. Using the Quick Styles command in the WordArt Styles group, select
Fill-White, Drop Shadow.
2. Highlight and increase the text point size to 96.
3. Inthe popup that appears when the WordArt is highlighted, select
Italicize.
114I 4. Go to the Text Outline command and change the color to Yellow.

5.  Go to Text Effects and select Glow.
6. Click More Glow Colors.

7. Select Dark Blue, Text 2.

Figure 8-5 shows many layers and effects for
the shape as well as the WordArt.

Editing and Sizing Shapes

Occasionally, you'll need a particular shape for

a certain situation. PowerPoint 2007 gives you
options for editing and changing the ready-made
shapes as needed. You can also create your own

shapes from scratch. We'll explore both options so
you'll have more versatility in PowerPoint 2007.

Figure 8-5  Adding WordArt to a shape
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Figure 8-6  Editing a shape with the left yellow marker Figure 8-7  Editing a shape with the right yellow marker

THE EASY WAY

Looking for a quick
way to format text
and other items in
your shape? Right-
click on the shape
and select Format
Shape. When you
see the Format
Shape dialog box,
you can adjust the
fill, line color, line
style, and shadow.
From this dialog
box, you can also
make adjustments
to the 3D format, 3D
rotation, picture, and
text box.

Editing Ready-Made Shapes with Markers

Go to the Insert tab. Select Shapes | Equation Shapes and select the equal
sign. When the shape is highlighted, you'll see two yellow diamonds on each
vertical line of the Shape box.

Put your cursor on the yellow diamond marker on the left and drag it
down a bit. Notice in Figure 8-6 how this makes the lines thinner.

Now drag the yellow marker on the right vertical line up a bit. In Figure 8-7,
notice how the lines are farther apart.

Anytime your shape has the yellow markers, you can adjust the shape in
any way you like. Let’s look at another shape we can adjust. On a new slide,
go to the Insert tab. Then select Shapes | Block Arrows. Choose the left-right
arrow. Drag the yellow
marker on the right
down. Drag the left
yellow marker to the
left. Figure 8-8 displays
a ready-made arrow

adjusted for specific
shape needs.

Figure 8-8 A ready-made shape edited with yellow markers

I115
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Editing a Shape from the Edit Shape Command

The Edit Shape command lets you change a shape or turn it into a freeform
shape. A freeform shape has curved and straight segments you can adjust.
You'll find the command in the Insert Shapes group.

' e E9- 60 d)* sample presy |- From the Insert Shapes group, click the

iy i i
: T T e Explosion 2 shape, the second shape in the

Stars And Banners section.

ﬂ || '\ © 2. Select the Edit Shape command and then

Convert To Freeform.

QENNOE
OALLO
|Gl bis

| Insert Shapes Shape Styles
3. Select the Edit Shape command again.

4. Click Edit Points.

In Figure 8-9, you see a number of points on the shape. From here, you
116 I can adjust the shape by dragging the points where you like. Figure 8-10 shows
how a freeform shape can be reshaped and resized by dragging a few of the

points.

To change a shape from the Edit Shape command, simply click the shape
and select Edit Shape | Change Shape and select the new shape.

Use the Reroute Connectors command when you have a flow chart or
diagram where two or
more connector lines

EMO

hen dragging
oints in a freeform
hape like those in
igure 8-9, be careful

pull in a straight
ne or your shape
ould have twisted
oints that make the
hape uneven and
nbalanced. before clicking Reroute

Figure -9  Editing points in a freeform shape Connectors.

connect the same two
objects. This command
moves all the lines so
they connect at the
same points in the
most direct way. If you
want to reroute only

one line, select the line
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Figure 810 An edited freeform shape

Figure 811  Edit points in the freeform shape

Figure 8-12  The white point markers let you create new parts
of the shape while keeping the edit points in their original
locations.

Let’s experiment with another ready-made
shape by converting it to a freeform shape. From
the Insert Shapes group, select Shapes and then
Flowchart: Punched Tape from the Flowchart
section. Go to the Drawing Tools Format tab. Click
Edit Shape | Convert To Freeform | Edit Points. In
Figure 8-11, you'll see the point pattern to use to
create a new form.

Let’s drag some of these points to see what we
can create. When you click a point, you'll see two
white markers next to the point. These markers
help you create or move part of the shape while
keeping the original shape points in place, as you
see in Figure 8-12.

Creating a Shape from the Freeform

or Scribble Commands

In PowerPoint 2007, you can also create your own
shapes from the Home tab. As we mentioned
earlier, a freeform shape has curved and straight
segments, whereas the Scribble command lets
you create smooth curves or gives your shapes the
look of being drawn by hand with a pen. We're
sure you'll find plenty of uses for both of these
commands once you start using shapes in your
presentations.

1. Go to the Home tab.
2. Click Shapes.

3. From the Lines section, select Freeform.

>

Create your shape anywhere on your slide.
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Figure 8-13 A freeform shape

Recentty Used Shapes —
RENNOeDAL L &
@ %ot}

Liinees

G R BT e e (e
Rectangles

i | o | o V) o o o o

Basic Shapes
HoALOACOQOO®
®LoOOrL/ooaa
O0@ L@@ (O
Q8014 >

Block Asrows
a3 LPR ST
EdwneD LN
G

Equation Shapes

==

Flowchart

QoA ceayd
00ONRB K 6 AVED
agad

Stars and Banners

RNRL RGOS
RBEIERM [T

Callouts

D@29 524,00 A2 A= g= 4 7
7 A Aa 0

Action Buttons

EIE = E @@ =0 = E O -

Figure 8-15  Selecting free-
form and scribble lines

Figure 8-14  The Scribble command

5. Double-click to finish the shape, or to close the shape, click near your
starting point.

Figure 8-13 is an example of a freeform shape. In Figure 8-14, you'll see
an example of what you can do with the Scribble command. You can use
this command to sign your name or create a shape with curves. You'll find
this command next to Freeform in the Lines section of Shapes, as shown in
Figure 8-15.

Click Scribble. And then begin writing or drawing anywhere on the page.
When you're finished, double-click.

Working with the Freeform and Scribble commands will take some
practice, but once you become more confident, you'll be a pro at designing
shapes, signatures, and just about anything you can think of. A couple of
helpful hints for both of these features:

m  To see the details better, set Zoom to 200 or 400 percent. This way,
you'll be sure to see every nuance of your shape. You'll find Zoom on
the View tab.
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ce, especially if
using it for a

time to get

to the sensitivity
r mouse and
uch pressure
ovement
s to create

r as you become
proficient using
ommand.

m  From the Control Panel, reset your point to the slowest speed available.
This helps significantly with control as you learn how to create shapes
from scratch.

In this chapter, you learned about a number of ways to use shapes in a
dynamic presentation. In addition to using shape fill, outline, effects, and text,
you also learned how to edit a ready-made shape and how to create your own
shape.
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Comparing and
lllustrating
Content with
SmartArt

If you haven't really used SmartArt yet, you're
going to be quite impressed by what it can do.
If you have used it, then you know that it can
make life substantially easier when designing a
presentation. The beauty of SmartArt—a visual
method for displaying your content—is that it turns
simple text into dynamic graphics that are easy to
read and understand. In particular, SmartArt lets
you show concepts, processes, hierarchies, and
other relationships in a visual way by providing
preset graphics that you can simply drop your
information into. You can customize both the look
and layout of SmartArt and animate it as well.

We'll also show you how to work with charts,
which are wonderful graphic elements that you
can add to presentations in which you need to
display numerical data. Charts aren’t quite as
flexible as SmartArt, but you can still make them
look professional using color and the Quick Styles
Gallery.

In this chapter, we'll explain what SmartArt and
charts entail and how they both work. You'll learn
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how to edit SmartArt, instantly change basic text into SmartArt, and perform
a range of other tasks to make your SmartArt the coolest in town. Plus, you'll
discover how to change chart elements easily and apply a variety of elements
to your charts to make them stand out from a graphic perspective.

SmartArt Overview

SmartArt offers more than 80 different graphic layouts and can be used in
PowerPoint 2007, Word 2007, and Excel 2007. These 80 layouts are separated
into seven groups:

m List Use to display grouped, related, or even nonsequential
information.

a=
pop B ==

m  Process Use for showing sequential steps or subgroups.
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m  Cycle Use toshow a continuing sequence of stages or relationships

to a central idea.

—
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m  Hierarchy Use to display groups of information and reporting

relationships.
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m  Relationship Use to display information that overlaps or is somehow
interrelated. This option is particularly good for showing comparisons.

=8 Y %ﬂ»
i e @

= Matrix Use to show relationships of components to a whole.

m Pyramid Use to display proportional, interconnected, or hierarchical
relationships.

AY £ A
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al

[Text]

Figure 9-1  SmartArt list
graphic—Vertical Picture
Accent List

The SmartArt Tabs

To get started, you'll need to insert a SmartArt
shape into a presentation. For example purposes,
go to Insert | [llustrations | SmartArt and select
Vertical Picture Accent List. Click OK. Your
graphic should look like the one shown in
Figure 9-1.

Now, with the SmartArt selected, you will see
two new tabs in the Ribbon: SmartArt Tools De-
sign and SmartArt Tools Format. If it’s not already
selected, choose the SmartArt Tools Design tab.

SmartArt Tools Design Tab

This tab, shown in Figure 9-2, is where you'll do most of your graphic work on
a piece of SmartArt. With it, you can make a variety of instant layout changes,
work with text, add shapes, and change colors.

Presentationl - Microsoft PowerPoint

@H D-V &) SmartArt Tools - 8 X
~ Home  Insert  Design  Animations  SlideShow  Review  View  Addlns  Acrobat | Design = Format @
¥ ) Add Bullet W Promote = o le] 2
L 2 Rightto ek | B Demote __ | _- | . || “e® )| | )| L (3A . - =
Add —| || Change \ = Reset
8% ot | Dreerene | | N | | @5 (] cono: | OF | ONEl | G OEE O (o e
i Create Graphic Layouts Smartirt Styles Reset J

Figure 9-2 The SmartArt
Tools Design tab

Viewing from left to right, you'll see that the tab has four command
groups: Create Graphic, Layouts, SmartArt Styles, and Reset. We'll explain
the functions in each of these so you see how easily you can manipulate your
SmartArt layout.

Add Shapes to the Layout

In the SmartArt example on your slide, you'll see six primary shapes: three
circles on the left side and three horizontal boxes on the right side. This
combination gives you three basic SmartArt shapes. But let’s assume you need
a total of five basic shapes. To add an additional shape below the first three,
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THE EASY WAY

Right-click the
bottom shape and
add another shape
using the shortcut
menu. Click Add
Shape | Add Shape
After (or Add Shape
Before, if you prefer).

EMO

you want to add a
ape before another
e, click the shape
question and select
eate Graphic | Add
ape | Add Shape
fore. The menu
so offers options
r adding shapes
ove and Below.
u’ll be able to select
enu items based on
e type of SmartArt
aphic you are
rking with; some
ight not be available
pending on the
aphic involved.

select the bottom shape and select Create Graphic | Add Shape | Add Shape
After. Add the fifth shape using The Easy Way.

Change the Direction of the Layout

In the previous example the circles are on the left, but if you prefer that they
be located on the right, you can quickly swap the shapes, as shown below. In
the SmartArt Tools Design tab, select Create Graphic | Right To Left and the
SmartArt will instantly be reversed.

[Tex o
[Text] =)

[Text] o

Add Text to the Layout
Click on the top shape where it says [Text], and type The cow jumped over the
moon. You'll notice how the text wraps automatically to fit the shape; if you
want to change how the text looks within the shape, simply right-click and
select Format Shape | Text Box. To learn more about using the specific Text
Box functions available in the Format Shape dialog box, see Chapter 8.

You can also add text to the layout by selecting Text Pane in the Create
Graphic command group. Some people prefer using the Text pane because
it allows them to work with text and bullets more easily; others simply prefer
to type within the graphic itself. Whether you use the Text pane (shown in
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EMO

can open the Text
e by clicking the
ble-arrow handle
the side of your
artArt, too. To
se it, click Close
he Text pane or
k Text Pane again
he Create Graphic
mand group.

Figure 9-3) or type in the graphic itself, Y RE poie et here =

as soon as you add a second bullet :
® The cow jumped over the moon.

or a second shape and begin to type, T moer Earood e s con

o [Text]

the Promote and/or Demote com-
mands will become active in the Create
Graphic command group.

With these commands, you can
instantly move text to another shape.
For example, if you type The moon
jumped over the cow next to the
second bullet, the Demote command
becomes active. Click it and The

moon jumped over the cow instantly [Vertical Picture Accent List

becomes a subbullet under The cow

yumped over the moon. You can mox./e Flgure 93 The Text pane
it back to the second shape by selecting

Promote, which is now active.

[ Type your text here % 11

The cow jumped over the

* The cow jumped over the moon.

* The moon jumped over the
cow.

» [Text]

Yertical Picture Accent List...

I1z7
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Figure 9-4  Selecting a new
layout is easy, and all your text
will transfer as well.

Change the Layout Midstream

If you get into your design and realize that the
SmartArt graphic you've chosen simply isn't
working, don't fret. Go to the Layouts command
group, and click the More arrow to see all the
layouts from the group type you originally
selected. Hover your mouse over the layouts in the
Gallery to see whether any other shapes work; if
not, select More Layouts to return to the original Choose A SmartArt Graphic
dialog box.

You won't be able to see a Live Preview of the choices, but you'll have the
entire list of layouts at your disposal. Click one to change your SmartArt in-
stantly. In Figure 9-4, we changed the layout from the original horizontal box
and circle to an arrow using this process.

For purposes of this continuing example, we’ll change back to the original
SmartArt graphic, however.

Change Colors Throughout the Layout

SmartArt layout colors

Frimary Theme Colors 2
p p — L are based on the theme
¢ ¢ = h lied
— you have applied to
Colortul your presentation, but
: — I —R— - — R | you can easily change
The cow jumped overtl = — = | -
moon. —HAE _WE BN a8 them. Click Change
Accent 1
e [omm ] ams || o || i Colors in the SmartArt
h : d Ak —EE— Styl d
Themoonjumpedover| &— | = | = o e tyles command group.
cow. Accent 2 i1 A menu of colors will
- B —— T —— R —— R appear; simply select
5 T— — — — .
[Text] S ] = | (Emm | smmm | ommm a new color grouping
Accent 3
) omm  omm o — from that menu. In
G ommm ommm ] the menu, the current
B 1 o] = -

(

color option will be
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highlighted for you. Later in this chapter, we’ll show you how to change

individual shape colors within your SmartArt graphic.

Figure 9-5 Apply a SmartArt Style from the Gallery to change
the look of your SmartArt graphic immediately.

Apply SmartArt Styles

Just like in other areas of PowerPoint, you can
apply preset styles to SmartArt. Click the More
arrow next to the Gallery in the SmartArt Styles
command group to see the options for the piece of
SmartArt you've chosen. In Figure 9-5, we selected
Metallic Scene from the Gallery.

Add a Picture to Your SmartArt

In the example we’ve been using

throughout this chapter, you've probably ﬁ
noticed the picture icon (shown here)

in the center of the circle shape. This icon
means that you can easily place a photograph

in the shape. Simply click the icon, and the
Insert Picture dialog box will appear. Select the
picture you want to use from your hard drive, and
click Insert. The picture will be placed into your

SmartArt in the form of the shape where the icon was located. In this case,

the photos are formatted into circle shapes. Later in this chapter, we’ll show

you how to insert a photo into a shape that does not contain the picture icon.

The cow jumped over
the moon.

The moon jumped over
the cow.
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Reset the SmartArt Graphic

If you've changed the SmartArt and then decide you don't like any of the
changes, select Reset Graphic in the Reset command group. Be careful when
you use this option; it will remove every single change you've made to the
graphic except text additions.

SmartArt Tools Format Tab

This tab, as shown in Figure 9-6, allows you to make a variety of changes to
SmartArt text and shapes in particular. For example, you can apply WordArt
to your SmartArt using this tab, and you can change the color or nature of
your shapes.

?
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Figure 9-6  The SmartArt
Tools Format tab

Shape Styles ]

‘Worddrt Styles &

Viewing from left to right, youll see that the tab has five command
groups: Shapes, Shape Styles, WordArt Styles, Arrange, and Size. Since
WordArt Styles are covered in Chapter 7 and Shape Styles are covered in
Chapter 8, this chapter will focus only briefly on those two command groups.
In this chapter, we'll primarily cover the Shapes group to show you how
applying Shape and WordArt styles can make your SmartArt truly pop for
your audience.

Edit 3D SmartArt in 2D

When you select a 3D style for your SmartArt, working in it can be a little
confusing when you're trying to edit the shape. Click Edit In 2-D in the
Shapes command group to revert the SmartArt to a flat graphic that’s easier
to work with; then click that command again to return to 3D mode.

Change the Look of an Individual Shape Within SmartArt

Perhaps you like the general look of your SmartArt, but you'd like to change
the format of one or more of the shapes within the graphic. No problem. Just
follow these steps:

1. Select the shape that you want to change in the graphic.
2. Click Change Shape in the Shapes command group.

3. Select the new shape you want to apply.
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A\ The cow jumped over the moon.

Figure 9-7  You can change
individual shapes within a
piece of Smart Art.

MEMO

n't forget, when

u outline an object
u can not only
ange the color of
e outline but also
e weight and look
it, too. Use the
eight and Dashes
mmands to make
ese changes.

In Figure 9-7, we changed the top horizon-
tal shape to look like a horizontal L using the
L-Shape and the middle shape to a wave using
the Wave shape; we left the bottom shape
alone.

Apply a Style to an Individual
Shape Within SmartArt

Shape Styles were explored in detail in
Chapter 8, but we'll cover them again briefly to
show you how they can be used inside a piece
of SmartArt. Using the SmartArt from Figure
9-7, we applied different Shape Styles to each
shape within the graphic to demonstrate how
you can play with shape styles to achieve a completely unique look for your
SmartArt. If you're attempting to use SmartArt to draw attention to various
elements of a topic, this method can help you differentiate among elements
even as the entire graphic shows the whole.

To apply a new style to a shape within a SmartArt graphic, just follow these
steps:

1. Select the shape that you want to change in the graphic.
2. Click More in the Shape Styles command group.

3. Click the new style you want to apply.

As you can see in Figure 9-8, the graphic now looks totally different from
Figure 9-7. It still retains the custom shapes, however. The table shown next
reveals how we did it using the Shape Styles Gallery.
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Figure 9-8  SmartArt can be

e Shape Fill manipulated shape by shape
and to afjd by applying Shape Styles to
e or gradient to individual shapes.

rt shapes.

THE EASY WAY

Do you need to
hide a portion of
SmartArt on a slide
and then have it

all reappear on the
next slide? Select

the shape and then. Top circle Colored Outline, Accent 6
choose the Shape Fill
| No Fill and Shape Top horizontal L Subtle Effect, Dark 1
Outline | No Outline Center circle Subtle Effect, Accent 5
commands. If text . .

Middle wave Colored Outline, Accent 5

is still visible, make
it the same color Bottom circle Intense Effect, Accent 5

as the ba.Ckground Bottom horizontal box Colored Fill, Accent 6

of your slide. When

you're ready to show

that shape and L.

its content again, Change Colors and Borders of Individual Shapes

simply replace the Earlier we explained how to change colors throughout a piece of SmartArt.

colors you removed.
Just remember that
you've done this,

or you might find command group; select the shape where you want to change the color and
yourself fighting then click Shape Fill and choose a new color.

invisible objects
when you edit the
slide later.

Here, we'll show you how to change colors and borders within individual
shapes. The command to change shape colors is located in the Shape Styles

You can change the shape outline or border just as easily using the Shape
Outline command in this same group. Select the shape where you want to
change the border and then click Shape Outline and choose a new outline.
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2.
3.
4,

Add a Picture to a Shape Without a Picture Icon

When a picture icon appears in SmartArt, it indicates that the shape can
accept and automatically resize a picture to fit the specific shape involved.
Your pictures don't get too terribly distorted this way. However, you can still
add pictures to other shapes if you like. Just be aware that they might be
stretched a little oddly or otherwise look a tad goofy. You can always undo the
command if you don't like how the picture looks, so give it a try by following
these steps in any SmartArt shape that does not have a picture icon within it:

Select the shape.
Go to Shape Fill in the Shape Styles group.
Click Picture.

Select a picture and click Insert.

The picture will be inserted into your graphic as shown in Figure 9-9. In
the example, you can see how the photos are stretched; you can play with the
shape’s size to see if that helps the photo look more normal.

@Thé cow j_uni_ﬁe.;j over th 9"‘#00;

\

Figure 9-9  Photos can be added to any shape in SmartArt.
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Convert Slide Text
to SmartArt Instantly

You don't have to start out with SmartArt as you build your slide; you can
begin with text and then quickly convert that text to SmartArt if you prefer.
Although the process works most effectively with bulleted text, you can make
the conversion even with just one word or sentence. Here’s how to do it:

1. Type text on a slide.
2. Right-click the text box.
3. Select Convert To SmartArt.

4. Select a SmartArt shape.

Your text will now appear as the SmartArt option you chose.

E
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Animating with SmartArt

All right, so now we get to the true fun of SmartArt: animation. Although

we’'ll explain animation in more detail in Chapter 12, we'll show you a few

things you can do with SmartArt right now. You can animate SmartArt just

like you would animate almost any other object, but here are a few caveats:

First, the order in which the shapes appear in your SmartArt will
dictate the order in which the animation plays. You can't pick and
choose which shapes will animate at a particular time, although you
can, of course, reverse your entire SmartArt graphic to animate it in
reverse if you like.

Second, treat each SmartArt graphic as the unique item it is.
Animations will occur in different ways given the type of SmartArt
involved, so we can't possibly explain all the different combinations

in a few paragraphs. When you first begin animating SmartArt, allow
yourself some extra time to play around. But don't try to figure it all out
when you've got a heavy deadline for your presentation.

Third, connecting lines between SmartArt shapes will not animate
individually—they always associate with the second shape. Don't
bother trying to change it; you'll just waste a lot of precious time on
something that can't be done.

Finally, use caution when you're working with diagrams created in
earlier versions of PowerPoint. If those diagrams have been converted
to SmartArt and animation is applied, the animation might get pretty
funky. You can try—it does work sometimes—but if you start having
trouble, we recommend just starting over from scratch or ditching the
animation for that particular object.
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Custom Anirmation. 5
Modify:

Start: B
Direction: iFrmBi.)tknm [E:
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THE EASY WAY

If you want to show
the shapes one by
one, choose a One
By One option under
Fade, Wipe, or Fly

In from the Animate
menu. Then click
Custom Animation
to open the Custom
Animation pane

on your screen.
Select On Click in
the Start box. This
method will make
every object in your
SmartArt appear
consecutively but
only as you click the
mouse.

To animate your entire piece of SmartArt, follow these steps:

1. Select the SmartArt graphic.

2. Go to the Animations tab.

3. Inthe Animations group, click the arrow to the right of Animate. Text
may appear in the box beside Animate that says No Animation or you
might see other animation effect text.

4. Select an animation effect from the options provided in the menu.

Ca) H9- V& -

\;'ﬂ

Home Insert

@ {34 Animate:

One by one b

Design | Animations |

Preview |é’j} Custom &)
Preview | Ani

This chapter explored how to use SmartArt in your presentations. As
you can see, PowerPoint offers lots of graphic possibilities and probably
thousands of ways to manipulate your SmartArt for unique, professional
graphics. Coming up in the next chapter, you'll learn how to drop movies into

your presentation.

Mo Animation
No Animation
Fade
As One Object
All At Once
One by one
Wipe
As One Object
All At Once
|One by one
Fly In
As One Object
All At Once
One by one
Custom
Custom Animation., ¥
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Adding a Movie
to Your
Presentation

Movies in PowerPoint 2007 can really spice up your
presentation. With all the technology available to
us today, why not use it to your advantage? This
chapter on movies, along with the next chapter

on sound, will keep all eyes—and ears—on your
presentation. The more ways you present the
information, the better the chance your audience
will comprehend and remember it.
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How Movies Can Benefit
a Presentation

If you've been anywhere on the Internet, you'll know that movies have become
commonplace in our lives. Type video clips into your search engine and you'll
get an amazing array of results. You can easily see how people use videos to
make others laugh or cry or think. Even if only motivated to find their fame
and fortune through venues like YouTube, today’s population is comfortable
watching movies in a variety of venues beyond the movie theater.

Adding movies to your presentation may not help you achieve your own
fame and fortune, but it can mean you've got your audience’s undivided
attention in a world where messages are consistently coming at us. Includ-
ing a movie in your presentation means you've taken your presentation to the
next level—the entertainment level. And let’s face it: All audiences want to be
entertained. So if you can add some pizzazz with a movie, go for it!

Again, we remind you about what you learned in Chapter 1: Less is more.
Focus your movie in an area where you really want to highlight a specific idea
or storyline. Don't add movies just because they’re fun—even though they are!
Add movies to make your point in a stronger, more inviting way.

Supported Movie File Formats

Before we get to movie specifics, let’s look at the movie file formats supported
by PowerPoint 2007. You can insert these file formats into your presentation:

m  Windows Media file (.asf)

m  Windows Video file (.avi)

®  Movie file (.mpg or .mpeg)

m  Windows Media Video file (.wmv)

If your movie is not in one of these formats, it will not play in

PowerPoint 2007. However, you can convert it to one of these formats
using a utility, program, or add-in. Try one of these:
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®  Microsoft Windows Media Encoder A free program that makes some
files compatible with PowerPoint 2007. Visit http://www.microsoft
.com/windows/windowsmedia/forpros/encoder/default.mspx for
more information.

m PFCMedia An add-in that automates the formatting of multimedia.
For more information, visit PFCMedia for PowerPoint at http://office
.microsoft.com/en-us/marketplace/EM012132961033.aspx.

Inserting a Movie from a File

PowerPoint 2007 makes it easy to insert a movie that is in the correct
file format.

1. Go to the Insert tab.

2. In the Media Clip group, select Movie.

Sample Presentation 6 - Microsaoft PowerPoint

Picture Clip Photo Shapes SmartArt Chart
Abgm= v



http://www.microsoft.com/windows/windowsmedia/forpros/encoder/default.mspx
http://www.microsoft.com/windows/windowsmedia/forpros/encoder/default.mspx
http://office.microsoft.com/en-us/marketplace/EM012132961033.aspx
http://office.microsoft.com/en-us/marketplace/EM012132961033.aspx

142

PowerPoint 2007 Graphics and Animation Made Easy

THE EASY WAY

Want to be sure your
movie plays for the
entire presentation?
From the Animations
group, select Custom
Animations. In the
Play Movie dialog
box, enter the
number 999 in the
After field. This
number generally
appears as the
default and is the
maximum number
you can enter. By
doing this, you won’t
have to adjust the
value if you add or
delete slides in the
presentation.

3. Click Movie From File.

4. Select the movie you want to insert into the presentation.

5. Click OK.

You can also double-click the movie file to insert it into your presentation.

You'll see a Microsoft Office PowerPoint dialog box that asks when you

would like to have the movie play. Your options are

®  Automatically This option means your movie plays when the slide

displays. If you're using other media effects like animation, the movie

will play after the animation. You can pause the movie by clicking it;

restart it by clicking it again.

®  When Clicked This option means your movie will play when you

click it. This is also known as a trigger.

m  Play Across Slides This option plays the movie for the length of the

movie file one time. It does not play the movie more than once. (To

play the movie continuously, check the Loop Until Stopped checkbox

in the Movie Options group.)

You can make changes to these
options later, depending on how you
want the movie to play. If you select
the Play Across Slides option, you'll
need to go to the Animations tab.
From the Animations tab, go to the
Animations group and select Cus-
tom Animation | Custom Animation
Pane. Click the line with the tri-
angle, and then click the down arrow
and choose Effect Options. You'll
then see the Play Movie dialog box.

Play Movie |E|[g|

Effect | Timing | Movie Settings |

O on dlick
() Afrer current siide

@ after: ;Lﬂ slides

Enhancements

fter animation: | Don't Dim v]
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On the Effect tab, go to the Stop section and click After and enter the total
number of slides you want the movie to play across.

Once you've inserted your movie, you'll see a new toolbar in the Movie
Tools Options tab. Let’s go through each of the groups and commands on
this toolbar.

)\ E9-00d )+ Sample Presentation 6 - Microsoft PowerPaint Picturefools | Movie Tools - 8 X
Home Insert Design Animations Slide Show Review View Developer Add-Ins Options '@
[ Pray Movie: | Play across s... | Loop Until Stopped L_'J = 1 E‘_I |I:I | o [t + T
Hide During Show Rewind Movie After Playing ‘—1 D _}%’ :I '—D
Preview || Slide Show | _ Bring to Sendto Selection Align Group Rotate | = width: 7.5 a
Valume = Play Full Screen Front= Back=  Pane - v v
Play Movie Options L] Arrange Size F]

In the Play group, you can Preview your movie. Click the Preview icon
now to see your movie in PowerPoint 2007.
The Movie Options group has a number of commands, including:

m  Slide Show Volume From this command, you can adjust the volume
of your movie or mute the sound altogether. The default volume is
Medium.

m Play Movie This command lets you select whether to play the movie
automatically, which we selected earlier, to play when clicked, or to play
across the slides.

m  Hide During Show Check this box to hide the sound or movie icon
during the slide show.

m  Play Full Screen Use this command for the movie to play on the
entire screen.

m  Loop Until Stopped This command sets up the sound or movie to
continue playing until manually stopped.

®  Rewind Movie After Playing This command automatically rewinds
the movie back to the first frame once it’s finished playing.

You can also access these options by clicking the arrow in the bottom-right
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corner of the Movie Options group. You'll see the Movie Options dialog box
that lets you adjust your movie according to your needs, along with checking

he slide, you'll also
ee that the Picture
ools Format tab is
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ffers you the same
ptions you learned
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the total movie playing time.

Movie Options

?IX]

: stopped
[CJRewind movie when done playing

Sound volume:

Display options

["Hide while not playing

[[]Zoom to full screen
Information

Total playing time:  00:10

File: C:\...\DesktopiButterfly {1).wmyv

[ o ][ Cancel ]

We'll explore the Arrange group com-
mands later in this chapter, but let’s take
a brief look at the Size group. As you
learned in Chapter 3, the Size group lets
you change the size of your picture or
movie on the slide. You can make changes
directly in the Size group, or if you click
the arrow in the bottom-right corner of the
group, you'll see the Size And Position dia-
log box. The Size tab in this dialog box lets
you size, scale, crop, or reset your picture
to its original size. The Position tab lets

you select where you want the picture on
the slide.

Inserting a Clip Art Movie

You can also insert a clip art movie, which is actually an animated GIF file
and not really a movie. Instead, the file is a number of images that stream to

create an animated effect.

1. Go to the Insert tab.

2. In the Media Clip group, select Movie.

3. Click Movie From Clip Art Pane.

The Clip Art pane will appear. This pane will be similar to the one you
learned about in Chapter 5, but you'll be reviewing animated GIFs instead
of still clip art. (This is because you inserted a Movie From Clip Organizer
instead of the Clip Art command in the Illustrations group.)




Chapter 1o Adding a Movie to Your Presentation

[ I

<

(8] Organize clips...
Y dlip art on Office Online
(&) Tips for finding clips

THE EASY WAY

Want to review all the animated GIFs in the Clip
Art pane quickly? In the Preview/Properties dialog
box, click the right arrow in the scroll bar below
the GIF preview. You can review all the animated
GIFs in the order they appear in the pane, without
clicking each individual GIF. To review a GIF you've
already seen, simply click the left arrow to go back.
Or, if you only want a specific topic, type it into the
Search field at the top of the pane and click Go.

Icipart = In the Clip Art pane, hover your cursor above the yellow star in the bottom-
N Search for: right corner of one of the frames. Then click the down arrow, shown here,
' gl and Preview/Properties.
Search in: . . . . . .
[l collections v] The Preview/Properties dialog box gives you a preview of the clip art
Results should be: movie. Notice how some are larger and some are smaller? As a rule, you
iSebcted media file types v |

can generally make a large animated GIF smaller and maintain the same
effect, but making smaller GIFs larger generally means you'll lose the
picture and/or the animation effects.

We encourage you to play a bit now. Select a few GIFs of varying sizes,
resize them as you like, and then go to the Slide Show tab. From the Start
Slide Show group, select From Beginning to see how they look.

Preview/Properties

Mo J0234687.of

Type: GIF Image

Resolution: 129 (w) x 76 (h) pbels
Sipe: 4B

Created: 3f24/1999 3:19:50 AM

Landseape
Open with:  Internet Explorer

Fie: :\Prosram Flesi) L Offrce MEDIALCAGCAT 7.0

Catalog: Ci\Program Fles\Microsoft O;mummkm;m‘lmcclmm.mw
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Arranging Movies and Clip Art
on the Slide

Once inserted, you can arrange movies and animated clip art anywhere on the
slide by simply dragging them where you like. Let’s try this now.

1. Go to the Insert tab.
2. In the Media Clip group, select Movie.
3. Click Movie From File.

4. Select the movie you want to insert into the presentation.

5. From the Insert tab in the Media Clip group, select Movie.
6. Click Movie From Clip Organizer.

7. Select the animated GIF you want to insert.

8. From the Insert tab in the Text group, click Text Box.

9. Place your cursor on the slide and type a message.

10. Arrange the objects on the slide as you like.

When you insert the animated clip art, it will appear on top of your movie.
You can arrange the GIF, movie, and text box as you like, resizing boxes
and text as needed. If you need to align the objects, go to the Movie Tools
Options tab, and select Arrange | Align | View Gridlines. Now you can see the
gridlines to help you line up objects, as shown in Figure 10-1. We dragged
our movie down the slide, added and sized text, and inserted two animated
GIFs (j0283572.gif) from the Clip Organizer. When viewing this slide in Slide
Show mode, you'll see the two butterflies at the top fluttering their wings as
the movie runs. When the movie is finished, the GIFs continue to flutter until
you click to move to the next page.

Now, let’s see how you can use a picture as a background to highlight your
movie when it plays.
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1. From the Home tab, go to the Slides group.
2. Click New Slide and select Blank.

3. From the Insert tab in the [llustrations group,
click Picture.

4. Select a photo to use for the background of
your slide.

5. Go to the Picture Tools Format tab.

6. In the Adjust group, click Recolor and select
Grayscale in the Color Modes section.

7. In the Adjust group, click Brightness and
Figure 10-1 A movie, two animated GIFs, and text box aligned select +40%
using gridlines ’

oo

In the Adjust group, click Contrast and select
—40%. I 147

9. Go to the Picture Styles group and click Picture Border.
10. Click Black, Text 1.
11. Click Picture Border and select Weight.

12. Select 3 point.

Now you've created a grayscale background for
your movie to run on. Go to the Insert tab, and
in Media Clip group, select Movie | Movie From
File. Select the movie you want to insert into the
presentation. You should have a slide that looks
similar to Figure 10-2. Adding the background
gives some depth and interest to your slide.

Figure 10-2 A movie running on a grayscale background
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MEMO

hen selecting a
picture to use for
he background,
be careful not to
use something that
ompetes with
he movie. In

has lighter, more
subtle features, which
makes it easier to
adjust in grayscale.
his type of image is
better than a close up
fan image with bold,
ell-defined lines that
ould detract from,
not complement, the
movie.

Performance Considerations

When using movies in a PowerPoint 2007 presentation, remember that too
much activity on a slide can delay or completely halt the movie’s ability to
play. And using a number of movies or animated clip art items can increase
your file size significantly, which could lead to performance issues as well. To
improve your presentation’s performance:

1. Go to the Slide Show tab.
2. In the Monitors group, click the down arrow in the Resolution field.

3. Select 640x480 (Fastest, Lowest Fidelity).

This option speeds up the performance while lowering the fidelity of
the presentation. You will need to run the slide show in its entirety to see
how clarity is affected. If the change is too dramatic, you can select the Use
Current Resolution option or try the other options: the 1024x768 (Slowest,
Highest Fidelity), which offers a crisp image but slows down the perfor-
mance, or the 800x600 option, which is the “middle ground” between the
two other options.

As a reminder, if you're sending the presentation via email, be sure to zip
or compress it before sending to ensure it goes through as fast as possible.

In this chapter, you learned about when to consider movies as an option in
your presentation, along with compatible file formats and conversion options.
You also learned how to insert a movie or animated GIF into your presenta-
tion. You also saw two examples of using animated clip art with a movie or a
picture as a background to the movie. In the next chapter, you'll learn about
the many ways to use sound to enhance your presentation even more.




Adding Sound
to Your
Presentation

Like movies, sound can also add some life to your
presentation. Whether you're trying to establish a
mood, offer a narration, or simply drive home an
important point, sound can give some sizzle to
the steak. In this chapter, you'll learn how to insert
sound files, how to start and stop the sounds,

and how to set up objects and text to trigger the
sounds. You'll also learn how to add CDs and
record a narration.
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When Sound Is Appropriate

Sound is wonderful when you're using it to help you make a point. But how
many websites have you clicked on only to be greeted with blaring sound
because you forgot to turn down the volume? Startling, isn't it?

That’s why being prudent with sound is your best bet. If you're unveiling

something new and different, a drum roll is appropriate. If you've achieved

a significant company goal or objective, a little applause is in order. Or if you
want some soothing background music during your presentation, sound can
do the trick in helping communicate your message.

The bottom line is to use sound for specific reasons that enhance your

presentation and make your messages memorable.

Supported Sound File Formats
PowerPoint 2007 supports the following sound file formats:
m  AIFF audio file Audio Interchange File Format (.aiff)
® AU audio file Unix Audio (.au)
m MIDIfile Musical Instrument Digital Interface (.mid or .midi)
m  MP3 audio file MPEG Audio Layer 3 (.mp3)
®  Windows audio file Wave Form (.wav)

®  Windows Media audio file Windows Media Audio (.wma)

If your sound file is not in one of these formats, it will not play in Power-
Point 2007. However, you can convert it to one of these formats using a utility,

program, or add-in such as:

m  Microsoft Windows Media Encoder, a free program that makes some
files compatible with PowerPoint 2007. Visit http://www.microsoft
.com/windows/windowsmedia/forpros/encoder/default.mspx for
more information.
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m PFCMedia, an add-in that automates the formatting of multimedia. For
more information, visit PFCMedia for PowerPoint at http://office
.microsoft.com/en-us/marketplace/EM012132961033.aspx.

When using sound files, you should note the difference between embed-
ded and linked files, especially if you need to make changes. Embedded files
are stored in the presentation file, whereas linked files are stored in their own
files outside the presentation file. Here is information to help you determine
when to use an embedded file or a linked file. You can use the Package For
CD option to make it easier: Click the Microsoft Office icon and then Publish |
Package For CD. You can copy the file to a folder or to a CD. The linked files
are included as the default setting.

Stored as part of the presentation. Stored outside of the presentation
file.

Should be stored in the same folder
as the presentation.

Must be deleted, edited in original Changes appear in the presentation

file format, and reinserted when you make a change to the

for changes to appear in the source file.

presentation.

If .wav files are less than 100KB If .wav files are greater than 100KB
(KB), you can embed them. or sound files are of any other media

type, you must link them to, not
embed them in, the presentation.

Inserting Sound Files

Adding sound to a PowerPoint 2007 file is similar to adding a movie, which
you learned how to do in Chapter 10. You have four options for inserting
sound files.
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®  Sound From File This option lets you insert a sound clip or music
file.

m  Sound From Clip Organizer You can choose from sounds like
applause or light piano or holiday music.

m  Play CD Audio Track You select the CD track you want to play during
the presentation.

m  Record Sound This option allows you to record your own sound for
your presentation.

For now, we'll insert the sound file from the Clip Organizer.

1. Go to the Insert tab.

2. In the Media Clip group, click Sound.

Lj -39 3d * Presentationl - Microsoft PowerPoint Piduyg‘[g,./smmd'fnuh — =

Heme

Insert | Design Animations SlldeShow Review View Developer Add-Ins Fo cptuons @

DEapPed @5 A0 43300 89

Tables

At Album~- - Box &Footer - & Time Number
Tustrations Links Text

Table Picture Clip Photo Shapes SmartArt Chart Hyperlmk Action Text Header WordArt Date Slide Symbol Ubject Movie Sound ‘

Media Clips

~—_ —

3. Click Sound From Clip Organizer.

4. Select the sound you want to insert into the presentation. A sound
icon will appear on the slide.

When you insert the sound, a Microsoft Office PowerPoint dialog box
(shown next) asks when you would like to have the sound play. Your options are

®  Automatically Your sound will play when the slide appears.

m  When clicked When you click the sound icon, your sound will play.
This is also known as a trigger.
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Microsoft Office PowerPoint

\_:!.) How do you want the sound to start in the shide show?

Show Help >>

PowerPoint offers
another option on the
Sound Tools Options
tab. Go to the Sound

Options group and

[ automaticaly | [ when Cicked |

select Play Sound

and then Play Across

Slides. This option plays the sound in its entirety one time. (If you'd like to
play the sound continuously, check the Loop Until Stopped checkbox in the

Sound Options group.)

If you choose the Play Across Slides option, you'll need to define the num-
ber of slides the sound should play across. Chapter 12 will cover animations

in depth, but to establish the number of slides the sound needs to play across,

follow these steps:

1. Go to the Animations tab.

2. Inthe Animations group, select Custom Animation.

3. From the Custom
Animation Pane, select

the line with the triangle.

4. Click the down arrow
and then Effect Options.

5. In the Play Sound dialog
box, go to the Effect tab.

6. In the Stop Playing
section, select After and
enter the number of
slides the sound should
play across.

Play Sound |E|r£

Effect | Timing | Sound Settings |

(O From last position

() From time: [ = seconds
Stop playing

O 0n dick

() After current slide

@ after: |1 % slides
Enhancements

ot [ (g
After animation: |Don'tl:aim ~ |

aetest | |
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Selecting How Sounds Should
Start and Stop

The default setting for sound in PowerPoint 2007 is for the sound to play
once in its entirety, but you can adjust the start and stop options for your
presentation. To change the way the sound begins after you've inserted your
sound file on the slide:

1. Click the sound icon.
2. Go to the Animations tab.
3. Select Custom Animation in the Animations group.

4. Inthe Custom Animation Pane, in the Modify: Play section, click the
down arrow for the Start field.

5. Choose the way you want the sound to start: On Click, With Previous,
or After Previous Slide.

Stopping and Starting Sound
from One Location

What about starting and stopping sound from one location? You can adjust
the way your narration starts and stops in the Play Sound dialog box. Click the
sound icon on your slide. Select the Animations tab, and in the Animations
group, select Custom Animation. From the Custom Animation Pane, select
the line with the triangle. Click the down arrow and then select Effect
Options. When the Play Sound dialog box appears, go to the Effect tab and
from the Start Playing section, shown next, you can select:

m  From Beginning To start the sound file immediately

m  From Last Position To start the sound file from the last CD track
played

m  From Time To begin the sound after establishing a time delay
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For this example, click From Time and enter the number of seconds you'd
like to delay the sound before playing.

In the Stop Playing section of the Play Sound dialog box, you can stop play-
ing the sound. The options are: On Click, the default setting, which stops the
sound when you click the mouse; After Current Slide; or After. You can use
the After option to play across a selected number of slides,

Play Sound
—— as you learned in the previous section of this chapter. Select
Effect | Timing | Sound Settings |
] this option and enter the number of slides for the sound to
| play across.
O From last position
OFromtime: | | seconds . .
(oo > ——————————— Setting Up Slide Elements
On dlick =
Oler et e to Trigger Sounds
@after: |1 (2] slides
o Adding text or objects with sound is easy in PowerPoint 2007.
Sound: [0 Sound] | [ Let’s look at ways to add a sound to bulleted text:
After animation: |Don't Dirn ".i
tet: | > 1. Add the bulleted text to your slide. I 155
. 2. Highlight the bullets you want to add animation
[ ok ][ cencel ] and sound to.

3. Go to the Animations tab.

4. Inthe Animations group, click the down arrow next to the
Animate field.

5. Select the way you want your bullets to appear on the slide. (You'll
learn more about animations in Chapter 12.)

6. Click Custom Animations in the Animations group.
7. Click the down arrow to the right of the bullet.

8. Select Effect Options.
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9. In the Enhancements section on the Effect tab, click the down arrow

next to the Sound field.

10. Select the sound you want to add.

o Co )

This will add the same sound to all the bullets. If you want to add a different

sound to each bullet, click the doubled down arrow (circled below) to the left
under the first bullet of text to display all the bullets.

R = Now that you can see all the bullets, click the
down arrow to the right of the bullet you want to add
L'i‘.'"""‘i, onaek »| sound to. Then select Effect Options, and in the

Enhancements section on the Effect tab, click the
down arrow next to the Sound field. Select the sound
you want to add to this bullet. Continue doing this
with each bullet you'd like to change the sound on.

&} ReOroer (W

[] AukoPreview
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Playing CDs with Slide Shows

Sometimes you may want to play a certain song during your presentation.

You can easily use music from a CD while giving your presentation. Just

remember the CD is still separate from your presentation; it is not linked to

or embedded in the presentation file.

1.
2.

Recording a Narration
with Slide Shows

Go to the Insert tab.

Insert the CD into your computer’s CD drive.

Change the times in the time boxes as needed.

Select the slide that you want the music to begin playing on.

In the Media Clips group, select Play CD Audio Track.

In the Insert CD Audio dialog box, enter the Start At track number
and the End At track number.

Select when you would like the CD to play: Automatically or
When Clicked.

The ability to record a narration with your PowerPoint 2007 presentation

is the perfect answer for those times when more information is needed

for a fuller presentation. You can record a narration before or during a

presentation, and you have the option of recording narration for one slide or

for the entire presentation.

To record the narration, you'll need a sound card, microphone, and

speakers on your computer. These options have become standard on most

recently built computers and generally offer enough sound quality for your

I"57
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narration needs. If you want to enhance the sound, however, you can look into
upgrading your sound card and/or purchasing a USB microphone that plugs
directly into your computer’s USB port.

To record your narration, follow these steps:

From From Custom
Beginning Current Slide ' Slide Show ~
Start Slide Show

1. Click the slide you want to begin the recording on.
2. Go to the Set Up group on the Slide Show tab.
(:Bl'ﬁ e~ D ian] - Microsoft PowerPoint -2 X
e Home  Insert  Design Mlmlimwew Developer  Add.ns (7]
(b By 2 [ K3 Record Narrati (&N Resoluti Use Current Resolution = '
D e

{#? Show Presentation On: .
SetUp  Hide i L
slide Show Slide ¥ Use Rehearsed Timings | |

Set Up

Use Presenter View
Manitars

MEMO

0 make sure you
on't lose any of
e narration at the
eginning or end
f recording, wait
moment or two
efore moving on to
e next slide. If you
ove too quickly, the
cording may cut off
0 soon.

3. Click Record Narration.

4. Inthe Record Narration dialog box (shown below), click Set
Microphone Level.

5. Read the text in the Microphone Check dialog box to test your volume
and make sure your microphone is working.

6. Click OK to begin recording.

Record Narration |?||§| When you Cth OK
Current recording aually —=__| beforeyou startre-
Sl bty cording, you'll embed
R Tam Gatowoetev B the narration into the

Change Qualty...

presentation. If you'd
Tip

o

[JLink narrations in:

Aiet raolty zohiings bo achive deskred sotnd cualty ard dek = age, prefer to link to the

. Higher
recording qualty uses more disk, space, Large narrations should be linked For better

performance.

narration file, go to the
C:LL L AMLTL ZavalalMy Documents

Record Narration dialog
box and check the Link
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Narrations In checkbox. Then click the Browse button and select the folder
where you want to store the narration file. Remember to save your narrations
and presentation in the same folder.

PowerPoint 2007 automatically records the time spent on each slide. You
can save these timings with the narration when the dialog box appears at the
end of your recording. This works well when you want the narration to run
automatically with your presentation. You can also choose to set the timings
manually or turn them off completely. (Note, however, that this does not
delete the timings; it simply turns them off until you turn them back on again.)

To set the timings manually, go to the Animations tab and the Transition
To This Slide group. In the Advance Slide section, check the Automatically
After checkbox. Enter the number of seconds you'd like for the slide to stay
on the screen.

{65 ESo-0d)+ Presentationl - Microsoft PowerPoint - B8 x
Home  Insert Design | Animations | Slide Show Review  View Developer  Add-ns @ |
F—p‘ [No sound] Advance Slide
i vb Animate: | By 15t Level -
E’ h —l i .l] -! B Fast ~ | ¥ On Mouse Click
Preview || |¥ A "
[Sp custom | .J Apply To All ¥ Automatically Aftar: 00:00
| Preview Animations Transition to This Shide

To turn off the timings, go to the Slide Show tab and click Set Up Slide
Show to access the Set Up Show dialog box. In the Advance Slides section,
select Manually. To turn the timings back on from the Set Up Show dialog box
(shown next), in the Advance Slides section, select Using Timings, If Present.
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Set Up Show |E|E|
Show typs Show slides -
() presented by a speaker (full screen) (D al
O Browsed by an individual (window) N

() Browsed at a kiosk (Full screen) | :

Show options
[l Loop cantinususty until 'Esc”

[ show without parration
[ show without animation

Pon ok R | [y e

Performance

[¥] Use hardware graphics acceleration

Slide show resolution: | Use Current Resolution

v
o ][ ol ]

If you want to record a narration during a presentation, follow the same
160 steps described previously. If you need to pause your narration, right-click the
slide, and from the shortcut menu, select Pause. To resume narration, right-
click the slide, and from the shortcut menu, select Resume.

Occasionally, you may want to record comments during a presentation.

1. Inthe Normal view of the presentation, select the slide that you'll add
the comment to.

2.  Go to the Insert tab.
3. In the Media Clips group, click Sound.
4. Select Record Sound.

5. In the Record Sound dialog box, click Record and record your
comment.

6. When you're finished, click Stop.

7. Type in the name of the comment and then click OK.
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The sound icon will appear on the slide.

In this chapter, you learned when to consider adding sound to your
presentation, how to insert and adjust sound files, how to set up text and
objects to trigger the sound, and how to use CDs and narrations to enhance
your presentation. We briefly touched on animations in this chapter, but in

the next chapter, you'll learn about animations in more detail.
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and Using
Animations

Part of the fun of using graphics in a presentation
is the ability to animate them to increase their
visual impact. Almost any object, including text,
single bullets, and list items, can be animated. Plus,
you can apply animation effects to individual slides,
the Slide Master, or custom layouts.

With animation, you essentially bring a still
object to life by allowing it to move on the slide.
This movement is what captures the audience’s
attention. The trick to effective animation, however,
is to use restraint. Too much animation can become
overwhelming for viewers, in which case they can’t
focus on the information you want them to retain.

In this chapter, we'll take a look at how animation
can be used effectively in a presentation. We'll also
show you how to use built-in animations, create
custom animations, and how to work with special
animation effects. As a bonus in this chapter, we'll
also explain how to rehearse a presentation and use
Presenter View. You'll need these skills to be certain
your animations are coming across as effectively as
you think they are.
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In most cases, use
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feature for all objects
on a single slide.

For example, if you
wipe in one object,
wipe them all in.

You can have them
appear from different
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audience will be less
distracted if all items
essentially appear
on the screen in the
same manner.
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Overview of Animations

When you work with animations, keep in mind the design principles
mentioned in Chapter 1. Simplicity, really, is the key to using animations
successfully. Usually, a single animation is plenty for a given slide. Sometimes,
however, multiple animations might be not only useful but also downright
necessary.

For example, bulleted lists can sometimes be overpowering on a slide.
Easing viewers into a concept slowly by displaying bullets one at a time might
be more helpful. In this case, the use of multiple animations is the right
choice: You can select an animation sequence that displays bullets only as
you click the mouse. This method keeps the pertinent point on the screen
and allows you to control when the audience sees the next pertinent point.
Audience members who might be tempted to read ahead without listening
to you are thwarted, and you remain in control of how—and when—your
content is displayed.

On the other hand, if you use this approach but also apply busy animations
to each bullet as it appears (for instance, each bullet flies in from the side or
top of the slide, spinning as it drops into place), you might defeat the entire
purpose of thoughtfully drawing your viewers through salient points one by
one. Instead, their focus will be on wondering where the next bullet will come
flying in from.

Animation speed is also an important consideration. Animate too many
objects too quickly on a slide, and your audience might get dizzy. Animate
objects too slowly, and your audience might nod off to sleep.

In the end, rehearsing your slide show is critical so you can see what your
audience will see. Look at your presentation from their perspective, and you
just might discover that a fun, quirky animation isn't really that cool after all.

Rehearsing Your Presentation

Before we get started with animations, let’s take a minute to get up to speed
on rehearsing slide shows. Rehearsing is a way to preview your presentation
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N9 0&) >

Home Insert

that helps you catch any errors that might be visible to
viewers when the slide show runs. By rehearsing, you can
Design review animation timings, slide transitions, and special

@4

‘ From From

| Beglnnlng Current Slide | Slide Show ~
Start Slide Show

= effects. Knowing how to rehearse your presentation before
E‘E' you add animations is helpful because you can then check

custom animations more effectively as you add them.

To perform a quick review of your presentation and

how your graphics look and act, you'll need to open your

Figure 12-1 You can starta
slide show from the beginning
or from the current slide.

THE EASY WAY

You can also start
your slide show
by clicking From
Current Slide to
start the show
from the slide
you are currently
viewing within the
presentation.

presentation in Slide Show mode. To do that, open the
presentation and go to the Slide Show tab. In the Start Slide Show command
group, click From Beginning, as shown in Figure 12-1.

Click the mouse as needed to move slides along or watch as the slides play
automatically. The slide show will play using the method you set up. Note any
slides where graphics are incorrect or animations appear differently than you
anticipated. When the slide show finishes, click the screen to exit back into
Design mode.

Make any corrections needed to your graphics or animations, and then
replay the slide show to be certain you've fixed any problems. You might need
to repeat this process a few times, but the time spent is worth it if you can
catch and fix mistakes before an audience sees the presentation.

Rehearse Presentation Timing

Once you've confirmed that your graphics are behaving as they should, it’s
a good idea to rehearse your presentation delivery. Rehearsing helps you get
comfortable with the show and lets you verify your show’s timing is correct.
To rehearse a slide show, follow these steps:

1. Go to the Slide Show tab. Sample Lppts - Microsoft Pow
2. Inthe Set Up command group, Animations | Slide Show | Review
click Rehearse Timings. \_?J o || »®Record Narration

= |7 Renearse Timings |
Set Up Hide
slide Show Slide V| Use Rehearsed Timings

I Set Up
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3. Use the Rehearsal toolbar to advance to the next slide, pause, and
repeat the slide as necessary. The toolbar also shows timings for
individual slides as well as the overall presentation.

@ 0 | 0:00:04 %5 0:00:17

4. If you want to keep the recorded slide timings, click Yes in the
message box that appears after the last slide timing is set. If you do
not, click No.

@ The total time for the slide show was 0:00:08. Do you want to keep the new slide timings to use when you view the slide show?

Lre ] [Lw ]

5. Ifyou keep the slide timings, the presentation will switch to Slide
Sorter View to show the presentation and the time it takes to play
each slide.

PowerPoint Graphics and

PowerPoint Graphics and

bbbt Animations Made Easy

designed elemens to make

memorable presentations Craate professionsly desigrad

elemens to make memorable
presentatians

00:ny 00:06
N—— N———

The rehearsed timings will automatically advance the slides for you the
next time you play the slide show. Be careful here, however. Preset timings
can advance slides before you're ready. This can cause your presentation
to seem out of control in front of an audience. If you want to remove re-
hearsed slide timings temporarily, go to the Slide Show tab and clear the
Use Rehearsed Timings checkbox in the Set Up group.
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To begin using rehearsed timings again, simply go back and select the
Use Rehearsed Timings checkbox. If you would rather set the timings for
your slides manually instead of using the timings provided during rehearsal,
follow these steps:

1. Click the slide you want to set the timing for.
2. Go to the Animations tab.

3. Inthe Transition To This Slide command group, under Advance Slide,
click to insert a check mark to the left of the Automatically After box.

4. In the Timing box, use the up

and down arrows to enter the
| Adwance Slide

On Mouse Click

Automatically After:

number of seconds you want the

slide to play.
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Using Built-In Animation Tools

Now let’s move on to the real meat of this chapter: animations. When
you work with animations, you'll be using two key areas of PowerPoint:
the Animations tab and the Custom Animation pane. Figure 12-2 shows
the Animations tab and its command groups: Preview, Animations, and
Transition To This Slide.

{ ": H@9-0 & 5 Sample 1.ppte = Microsoft PowerPoint = T
Home Insert Design Animations | Slide Show \I’Izw Add-Ins Acmhat @
. ._,‘: L P p(\ [NoSound] - || Advance Slide
— 1 Fast - || ! on Mouse Click

Preview || 1= |
| gy i oa AN ol ..Jmpu To All | mutomatically After: D00 2
l Preview Animations Transition to Thiz Slide
Custom Animation S . . .

i : Figure 12-2 The Animations tab
BY AddEffect ¥| |*: Remove |

Modify effect

Swiact an element of the side, then
click “Add Effect” fo add animation.

() Re-Crder [#)

ALboPreview

Figure 12-3  The Custom
Animation pane

Figure 12-3 shows the Custom Animation pane, which is opened by click-
ing Custom Animation in the Animations command group on the Anima-
tions tab.

When you use the Animations tab, you can quickly access built-in anima-
tions. These are three very basic animations that can be applied with a single
click: Fade, Wipe, or Fly In. You can also easily specify how quickly those
animations occur. The Custom Animation pane, on the other hand, provides
a much more detailed list of animation options. We'll explore the Animations
tab options first, and then we’ll take a look at the possibilities available with
the Custom Animation pane.

Applying Animations from the Animations Tab

If you're simply looking for a quick way to animate an object, use the Animations
command group on the Animations tab. The Animate command offers three
commonly used animation selections available through the drop-down menu:

m  Fade The object will move from invisible to visible. This animation is
actually the opposite of fading, which implies an object will become paler.
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A Live Preview
occurs as the
mouse hovers over
each of the three
choices. This lets
you quickly see how
that animation will
appear before you
select it.

m  Wipe The object will appear as if someone were wiping it onto
the slide.

m FlyIn The object will fly in from the bottom of the slide.

Click the animation you prefer. You can click Preview in the Preview
command group to see how the animation will look.

PowerPoint will apply a default
 Add-Ins Acrobat

speed of Fast to these animations.
€ [MoSound] -

To change the default, go to the l ] |
Transition To This Slide command l &l - B Fast

group and change the speed from ial | Slow
Fast to Slow or Medium. Transition to This | Medium

Applying Animations
from the Custom Animation Pane

If you're looking to do more with your animations than the few simple
options provided on the Animations tab, you'll need to use the Custom
Animation pane. This pane lets you control how items appear on the slide
and the way multiple effects impact one another. The options vary depending
on the animation applied to a given object, but they include:

m Add Effect Includes Entrance, Emphasis, Exit, and Motion Path
options. Each option then offers a menu of animation choices to
select from.

m Remove Lets you remove the animation applied to an object.

m  Start Offers the choice of whether to start an animation on a mouse
click, with a previous object, or a certain amount of time after a
previous object appears on the slide.

m  Path Offers the option to lock or unlock a path, edit points on a path,
or reverse the path direction.
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m  Speed Offers animation speed options from Very Slow to Very Fast.
m  Size Lets you select the size and direction an object grows.
m Play Lets you play the animation on demand.

m Slide Show Starts the slide show from the current slide.

®  AutoPreview Shows you the animation.

Modify: Fade
Sati [ oncick [+
OUR EXECUTIVES ARE EXPERIENCED U]
IMPLEMENTING CHANGE. Rl [=]
(1% % petwe7
1 ‘ ACCOUNTABILITY AT ALL LEVELS [25 #Frpaven |
g |1“& # Picture 19 -
NEWPRODUCTS AND SERVICES
M“H‘m
& s s
[ aukopreview

Figure 12-4  These four animated objects are numbered separately.

We'll outline specific steps for you next, but first we want you to see the
Custom Animation pane at work. Here’s an example of how using the Cus-
tom Animation pane can make a big difference: In Figure 12-4, the four GO
graphics are set up as four separate animated objects. They are each set to
fade separately into the document on individual mouse clicks. In Figure 12-5,
however, those four separately animated objects have been grouped together
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INDEPENDENT
Continued segmeniation batwesn 5o we can be ighter
@ leaner and mose responsive 1o your needs.

‘Custorn Animation e
[Ry change =] [% remove |
Modify: Fade

Start: 73 On Click @
Property; =
ey e == Figure 12-5 These four separate objects are animated as a single object and all appear with a
— single number, 0 in this case, on the slide itself. In the Custom Animation pane, they appear with
13 ¥ Picture? the 0 next to the first object in the group, and the remaining items fall under without any number

273 % Picture 11 to indicate they belong with the first object.
3 ¥ e 15 |

% _Ew) so they all fade onto the slide as a single, cohesive group. In addition, they
. Start On Click
a : have been set up to fade in automatically—just one mouse click is required.

F-

Start With Previous

©  Start After Previous The difference is in how the animations were set up in the Custom
Effeet Outions Animation pane. In Figure 12-4, each object is numbered separately 1
g::ri;ﬂm IS through 4. In Figure 12-5, each object is numbered 0. We accomplished this
Remove by animating each object separately, and then selecting all the objects in

the Custom Animation pane, and using the menu command Start With
Previous. You can't create these kinds of advanced animations using the

simple commands on the Animations tab; you need to become skilled at

[#] Re-rder (@]

using the Custom Animation pane if you want to truly take advantage of the
animation features in PowerPoint 2007.
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13 &% picture 7

Go ahead and open the Custom Animation pane now (Animations | Cus-
tom Animation). You'll need to have it open for the next several sections in
this chapter.

Separately Animate Objects
To animate objects separately using the Custom Animation pane, follow
these steps:

1. Select the object you want to animate.

2. In the Custom Animation
pane, click Add Effect.

Custom Animation WX
&% AddEffect v (K., Remove |
3. Choose the effect you want o '
(Entrance, Exit, Emphasis,
Motion Path).

4. Use the mini-menus to select the effect you want or click More Effects
to see additional options.

That’s it—each item is now separately animated. In the Custom Animation
pane, each animated object should be numbered separately. Beside each ob-
ject number you'll see icons and identification information for the object. For
example, in Figure 12-6, each object is shown with a mouse icon to indicate
the animation will occur on a mouse click; a symbol beside the mouse icon
shows whether the animation is an entrance, exit, or emphasis animation;
and every object is identified as a different picture.

Also notice the down arrow in Figure 12-6. Click this arrow,

[23 2 Picture 11

= and you'll see the shortcut menu shown in Figure 12-7.

39 ¥ Picture 15
4“3 W Picture 19

This shortcut menu lets you change the effects and sched-
uled timing of the animation. Click Effect Options or Timing
and a dialog box will appear. The dialog box will be named

Figure 12-6  The Custom Animation pane according to the animation you've selected; you can select the

will clearly show you which animations have
been applied to each object and when those

Effect and/or Timing tabs and make the changes appropriate

animations are scheduled to occur. for animation in question.
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I 2 7 Picture 11 EI
)  Start On Click
Start With Previous
O Start After Previous

Effect Options...
Timing...
Show Advanced Timeline

Rermaove

Figure 12-7  Each animated
object can be modified quickly
using the shortcut menu.

MEMO

If you need to remove
an animation, just
click the object in the
Custom Animation
pane and click
Remove.

For example, an object that has been animated with the Appear effect

will display sound and dimming options whereas an object that has been

animated with the Diamond effect will display direction and sound options

instead. You'll need to take a close look at each object’s Effect tab to

determine which options are available.

The Timing tab will typically show standard timing options for every
effect, though:

Start Start the (Diamond =)
animation on a mouse | Effect | Timing
click, with a previous Stat: | /B on Click [=]
animation, or a certain Delay: |0 £+ seconds
amount of time after the Speed: |2 seconds (Medum) .E].

. . k: | {none)
last animation. ?‘ma : , 5

[ Rewind when done playing

() Animate as part of click sequence
@ Start effect on click of; | Text Box 3: Our executiv&El

Delay Tell PowerPoint
to delay the animation

for a certain amount
of time after the Start [ ok

| [ comcel |

option selected.

Speed Select from Very Slow to Very Fast. A bonus to using the tab
is that it displays the exact time in seconds, which PowerPoint doesn’t
provide when you set the speed from the Animations tab or at the top
of the Custom Animation pane.

Repeat Repeat the animation according to your preferences.

Rewind When Done Playing Use this option for movies; you can tell
PowerPoint to rewind the movie when it finishes playing.

Triggers Choose to trigger an animation as part of a click sequence or
start the animation when a different object on the slide appears.
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A word of caution
when linking objects
to animate as a
group: PowerPoint
will do exactly what
you tell it to do; so

if you group objects
and then move them
up or down in the
Custom Animation
pane, you will find
the objects displaying
when you least expect
them to. You've

told PowerPoint to
Start With Previous,
remember, so as
objects move, they
then become linked
to new “previous”
items. Take your time
and carefully lay out
the slide before you
attempt to group
objects together.
Watch for “invisible”
objects, too—objects
that are now hidden
behind others as you
worked on your slide.
Hidden objects can
make your animations
work strangely, so if
you’re experiencing
trouble take a close
look for these issues
in particular.

Combine Obijects for a Single Animation

To animate multiple objects as a single object like we showed in the
previous example shown in Figure 12-5, follow these steps:

Select each object you want to animate, and apply the animation effect
you want to each one object individually.

In the Custom Animation pane, click the first object in the group you
want to create. Press cTrL on your keyboard, and click to select the
additional objects you want to include in the group.

Click the down arrow to open the shortcut menu; select Start With
Previous.

The objects will now be linked together as a group.

Apply Animations to Bulleted Text

This animation is really easy to do and very effective with audiences because
it keeps them from reading ahead as you present important points on a slide.
Simply highlight the text in a bullet, and click Add Effect in the Custom
Animation pane. Apply the effect you want, and select when you want the
effect to start. Applying the same effect to all bullets in a group is best;
switching effects can distract your audience.

Animating parts of a table used to be pretty easy in PowerPoint, but
PowerPoint 2007’s increased table sizes makes it more difficult. You can't just
ungroup and animate parts of a table like you could in previous versions. You
can, however, still apply some effects to a table to make it appear as if parts of
the table are animated. Essentially, you're going to change your table from an
object to a picture file and then ungroup parts of it and animate the specific
parts you want.
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his point, you'll

a second version
he table on your
e. This second
sion is actually a
ure of your table.
n’t delete the

inal table until
've completed the
ire process and
happy with the
ults. In fact, saving
original table on
ide at the back
our presentation

in case you need
original again is a
at idea.

Animating a table is a pretty lengthy process; follow these steps slowly the
first few times until you get the hang of them and you'll discover it’s actually

not that difficult to do.

1. Select the table and go to the Home tab.

2. Click Copy in the Clipboard command group.

3. Click the arrow under Paste in the Clipboard command group.

4. Click Paste Special.

5. Click Picture (Enhanced

Metafile).
6. Click OK.

7. Double-check to be

Pastes the contents of the Cipboard into your
jpensentation &5 an enhanced metafie pichure.

certain your

table is placed exactly where you want it on the slide. If you try to

move it later, you could run into trouble.

THE EASY WAY

Mo Animation -

Mo Animation
Fade

All At Onie

By 13t Lewel Paraaraphs
Wipe

All At Once

| By 15t Level Paragraphs |
Fiy In

All & Once

By 1st Level Paragraphs
Custom

Custom Animation... b

There is another way to animate bulleted text,
however. Click the text box, and then go to the
Animations tab. In the Animations command group
next to Animate, select All At Once or By Tst Level
Paragraphs under Fade, Wipe, or Fly In. Using this
method ties together all the bulleted text as a text
group in the Custom Animation pane, which makes
it easier to move that text around on the slide and
maintain the bulleted animation effects. The only
caveat here is that the text will automatically appear
bullet by bullet after the first mouse click if you
choose By 1¢ Level Paragraphs, so you might want to
change the timing to coordinate your speaking with
the bullets.
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10.

11.

12
13.
14.
15.

16.

17.
18.
19.
20.
21.
22,

If the new picture is not selected, select it and go to the Picture Tools
Format tab.

Click Group in the Arrange command group.
Click Ungroup.

Click Yes when prompted to convert the picture to a Microsoft Office
drawing object.

Go to the Drawing Tools Format tab.
Click Group in the Arrange command group.
Click Ungroup.

Press ctrL and then click the portions of the table that you want to
animate.

On the Drawing Tools Format tab, click Group in the Arrange
command group.

Click Group.

Go to the Animations tab.

Click Custom Animation to open the Custom Animation pane.
In the Custom Animation pane, click Add Effect.

Select the effect you want to apply.

Add any other animation features you want using the Custom
Animation pane.
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T == Creating Motion Paths
P Funnel i Heartbeot ~| Motion paths can be a lot of fun to work with, and they are really quite
— et — Right simple to apply. A motion path is used when you want your object to do
NI [ 2R something beyond a traditional animation effect. You can create your
1 Sine Wave @ Spiral Left . .
B swings § sorng own motion path, or you can apply one of more than 60 preset motion
N Stairs Dowm ) Turn Do paths (see Figure 12-8).
Lonmocenigh | JTumip To apply a preset motion path, follow these steps:
[ Turn Lip Right | Up
| - e i 1. Click the object you want to animate.
| eean ) oz som 1 2. In the Custom Animation pane, click Add Effect.
[ Curved Sauare $3 Curved X
| & covp o § Figure 8 Four 3. Select Motion Paths and click a path from the option shown.
©0 Horizontel Figure 0| % Tnverted Square
B wwiind Trangie. | 0 i e i I 4. If you want to see more options, click More Motion Paths, select a
——— () m motion, and click OK.
- - Once a motion path is applied to an object, the motion will be I177
Figure 12-8  PowerPoint 2007

offers more than 60 preset displayed next to the object on the slide when the Custom Animation pane is

motion paths that you can open, as shown in Figure 12-9.
apply to an object.

Capabilities —r Investments
The abifities The right costs
wewill need and benefits

Figure 12-9  Motion paths
will be displayed next to the
object.
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Transition

nd and Transition
d options in the
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e command group

dd sounds to or
ge the speed of
ransition.

To create your own custom motion path, follow these steps:

1. Click the object you want to animate.
2. In the Custom Animation pane, click Add Effect.

3. Select Motion Paths | Draw Custom Path. Choose from the four
options shown (Line, Curve, Freeform, or Scribble).

Entrance
Emphasis »
Exit »
Motion Paths »

1 4 Point Star

2. Diagonal Down Right
3. Diagonal Up Right

4. Down

5. Heart

6. Left

1. Right

8 Up

[RGE=a

’a._.

Draw Custom Path P | Line
More Motion Paths.., S Curve
(5  Freeform
%  Scribble

4. Using your mouse, draw the path for the object.

Adding Animation Using
Slide Transitions

Slide transitions help the audience move from one concept to another. Using
the same transition effect throughout a presentation is a good idea, but if
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you're discussing different major concepts, you can effectively add a major
slide transition to alert the audience to the change.

Transitions can be applied to individual slides or to all slides in a presenta-
tion. A Quick Styles Gallery makes it very easy to apply transitions, and this
can be a simple way to add a little animation to a presentation without much

work on your part.

To apply the same slide transition to every slide in a presentation, follow

these steps:

1. Open the presentation in Normal View.

2. Go to the Slides tab in the left pane.

3. Click any slide thumbnail in the pane.

Mo Transition

L]

Fades and Dissolves

=

ipes

-

|
=

E

6 [ e [

-

ﬂi H x

=

L

3 KB :ﬂl L}

4. Go to the Animations tab.

5. In the Transition To This Slide command group,
click a transition style from the Quick Styles Gallery.
You can use the More arrow to see the entire gallery
as shown to the left.

6. In the same group, click Apply To All

If you prefer to add a different slide transition to each
slide, simply click the slide thumbnail on the Slides tab
of the left pane and follow these same steps except for
Step 6. As you hover your mouse over various transition
options, watch the slide to see a Live Preview of each
transition.

In this chapter, you learned how to work with anima-
tions in a variety of ways, including built-in animations
and custom effects. In the next chapter, we’ll show you
how to import Excel content into PowerPoint.
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Importing
- Excel Content

" into PowerPoint
2007

PowerPoint 2007 makes it easy to use Excel content
within your presentation. You can copy a chart or
worksheet data from Excel to your presentation or
simply create your own chart within PowerPoint.
This will save you time and a lot of headaches
because you enter the data only once and move it
to the appropriate place.

Compatibility is not only a time-saver but also a
quick way to make your presentations look sharper
and more professional. Let’s take a look at how you
can move information to PowerPoint with just a few
mouse clicks.
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Sending a Chart from Excel
to PowerPoint

If you want to copy a chart created in an Excel spreadsheet to PowerPoint,
follow these steps:

1. Highlight the embedded chart or chart sheet in Excel.
2. On the Home tab, go to the Clipboard group.
3. Click Copy.

4. In PowerPoint 2007, select the presentation slide where you want to

paste the chart.

5. Go to the Home tab and in the Clipboard group, click Paste.

-3 Hd - Sample Presentation 12 - Microsoft PowerPaint - B x

| Home\| Inset  Design  Animations  SlideShow  Review  View  Developer  Adddns @

B & (i@ im0 Ry S R
FRte J e~ % Delete l BiyrLonl _"..‘_ﬂ__‘h__” ﬁ_-}[‘_'i_.”i] - . R e 5?;::? < - || Ly select -
[Clipboard | _slides L _ Font W Peragraph “ﬁ_'l_ Drawing | Edting |

TEe 6. Click the Paste Options icon next to the chart and select one of these
% options:
Chart Pastes a chart linked to Excel data
Excel Chart Includes the entire workbook

Paste As A Picture Pastes the chart as a picture

Keep Source Formatting Retains the chart’s original formatting

Use Destination Theme Pastes and formats the chart using the
presentation’s theme

The Paste Options icon disappears if you move or click away from the chart
when you paste it.
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Copying Worksheet Data
into PowerPoint

In PowerPoint 2007, you have a few different options for entering data. You
can copy data from an Excel worksheet into PowerPoint, create an Excel
spreadsheet in PowerPoint to enter your data into directly, paste data from
other formats, or add hyperlinks.

1.
2.

In Excel, select the data you want to copy from the worksheet.

Go to the Home tab in the Clipboard group.

Click Copy.

In PowerPoint 2007, select the slide you want to paste the data into.
Go to the Home tab.

In the Clipboard group, select Paste.

Click the Paste Options icon next to the data on the slide and select

one of the following:

m  Keep Source Formatting Maintains the original format

m  Use Destination Theme Uses the document theme applied to
the PowerPoint presentation

m  Keep Text Only Pastes the data as text
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Select the Table Tools Design tab to add various formatting options such as
color, borders, fill, and special effects. Chapter 6 describes how to use tables
in PowerPoint 2007.

(93 So-00d )+ Sample Presentation 13 - Microsoft PowerPoint Table Tools Sl e
o) =
5 Home Insert Design Animations Slide Show Review View Developer Add- Design out (7]

E_'e"_‘._'-i Ny E—EHE

| Header Row | First Column ——— —— e e

| Total Row " Last Column ——— ==

- . R Quick . Draw Eraser
Banded Rows [ Banded Columns Styles~ [~ &2 PenColor=  Taple

Table Style Options Table Styles Wordart Styles & Draw Borders

If you don't see the Paste Options icon, you may need to turn it on. Click
the Microsoft Office button and then click PowerPoint Options, as shown be-
low on the left. Select | Advanced | Cut, Copy, And Paste | Show Paste Options
Buttons (shown on the right). If you paste data into a PowerPoint table, the
Paste Options icon does not appear.

= 4 .
I Recent Documents
RES |
1 Sample Presentation 13 =
[ = Qpen 2 Sample Presentation 14 =
— 3 Sample Presentation & =
4 Sample Presentation 4 =
H Save
5 Sample Presentation 5 =
; 6 Presentation2 =
ﬂ Save ds *
7 general stuff 2 =
& Sample Presentation 3 =
@ Print ¥ |9 sample Presentation 2 i
ifﬁ Prepare
[E Send 3 .
e ] [eme ]
ZE/ Fublish  » .
You can also create a functional Excel sheet
7 close directly in your presentation. Go to the Insert tab,

—— and from the Tables group, select| Table | Excel

| ,_1 PowerPoint Options H} Exit PowerPoint l .

. = * Spreadsheet. A spreadsheet will appear on the
slide for entering data, along with commands to perform Excel functions, as
shown in Figure 13-1. Use the up and down arrows to move around in the
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spreadsheet when it is highlighted, or simply resize the spreadsheet by
dragging the edges.

| Heme | msen  Psoelweut  Formuis  Daa  Redew  View  Developer  Acedm w
Y e ) (W) | o S senamenmtarmenne: | e | X - 0)

| 45 Format as Tabie = = Dewete = 3"

B B op-E]o- A EEEFEE |12 | [ censtytes - I romat= | 2= ,-s...:ﬁ mn.
lcipbosra | Font Bl wgement 5 wemee B s T |

Figure 13-1  An Excel spread-
sheet can be inserted directly
in your presentation.

If you need to paste the data in another format such as a worksheet object,
bitmap, or picture, go to the Home tab, and from the Clipboard group, select
Paste | Paste Special. From the Paste Special dialog box, select the format
you'd like to use.

Here are a few options for pasting into PowerPoint:

Paste Special Al = Ifyou need to edit the worksheet later, select
e e J Microsoft Office Excel Worksheet Object. This
: option lets you make changes to the entire
worksheet along with changing confidential

data that you don't want to display.

b, Pastec the conbents of the Clipboard inbo your
presentation so that you can activate & using Microsoft
Office Excel 12,
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If you want to paste the data using Object Linking and Embedding (OLE)
and as a PowerPoint icon instead of including the actual content, select
Microsoft Office Excel Worksheet Object and select the Display As Icon
checkbox. In your presentation, click the icon to see the content.

In the Paste Special dialog box, you can ensure the table in the
presentation is updated when changes are made to the Excel data by
selecting Paste Link. This will link to the source file and maintain the
original formatting from Excel.

In the Paste Special dialog box, you can select Attach Hyperlink if you
want to include a hyperlink in the presentation to your source data in
Excel.

By clicking the down arrow in the Paste command group, you can
select Paste As Hyperlink to insert a hyperlink to the source data in
Excel. (Be sure to save the source data before attaching a hyperlink or
this option will not work.)

If you want to paste as a picture, you can select Device Independent
Bitmap, Bitmap, Picture (Enhanced Metafile), or Picture (Windows
Metafile).

To paste as text, click Formatted Text (RTF) or Unformatted Text.

You can also paste the data in the HTML format by selecting HTML
Format.

You can expand the range of data pasted into your presentation when
the correlating data on the Excel worksheet expands. Just define a
name for the range of Excel data before you copy it, and then you can
paste a link to that range. From the Home tab, go to the Clipboard
group and select Paste | Paste Special. In the Paste Special dialog box,
click Paste Link and select Microsoft Office Excel Worksheet Object
from the drop-down list. This option works when you copy data that
isn't in table format in Excel.
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Creating a Chart in PowerPoint

You can create a chart in PowerPoint by entering data directly into
the presentation.

1. Go to the Insert tab.

2. In the Hlustrations group, click Chart.

‘1ﬁ N-3 1A j e Sample Presentation 13 - Microsoft PowerPoint - = X
Home | Inset | Design  4ni geShow  Review  View  Developer
e 3 FE
O el B8 B D 75 o AJIDA@@Q@@Q |
Table | Picture Clip Photo Shapes Chart eank Action Text Header WordArt Date  Slide Symbol Object Mwle Sound
- At Album~ - Box & Footer = & Time Mumber
Tables || Nlustrations | Links Test Media Clips | |

3. From the Insert Chart dialog box, select the type of chart you want
to create.

£ o] 8] ] ) 1]

A Area

ot
gg‘Jjdeﬂj

4. Click OK.
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In the Excel spreadsheet that appears, enter your data as shown in
Figure 13-2. The changes will appear on the chart in your presentation.

In this chapter, you learned how simple it is to move Excel content to your
PowerPoint presentation or to create your own Excel charts within Power-
Point. The next chapter covers moving graphics between Word and Power-

Point.

@lﬁd‘? e EQ} I’ Chartin Microsoft Office PowerPoint - Microsoft Excel -~ ax
____Ino--||um Pagelaowt  Formuls  Dats  Review  View  Developer  Adedns ©- = x
j _m 'g ‘mx| 5S¢ Gene - (Bl cConditional Formatting - S=nsert - ? a
4 -h}BI [.n\'.n' iE!’-'IS %-[@muw: 3 Dalets -

—e Sant& Find& |
| * 7 [Ee-A L e I = ) 5 Cell Stytes - {EYFomat - _2' Fiter - Select~ |
M.—M_" | angnment T | Mumber 7| Styles | Edlting

AB -@ ]

SRR 5 [ c [ b [ E [ ¢ [ 6 [ B [ 1 ] 3 [ K [
1] Series1  Series2  Series3
2 |category 1 43 24 2

| 3 |Category2 25 4.4 2

| 4 Category 3 5 18 3
5 Categoryd 5
s..

il
8 | To resize chart data range, drag lower right comer of range.

9

Figure 13-2  An example of the Excel spreadsheet where you
can add data to create a chart in PowerPoint 2007




Moving Graphics
Between Word
and PowerPoint

One of the best things about PowerPoint 2007 is
the ability to move items back and forth between
applications. Sure, you still need to watch out

for a few things, but for the most part, moving
graphics between PowerPoint 2007 and Word is
pretty straightforward. In this chapter, we'll look
at how easy it is to move graphics between these
applications; review the various ways you can
format the object, text, or picture; and point out
the exceptions to pasting in both applications. As
a reminder, graphics can include clip art, pictures,
charts, tables, or bulleted text.
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Moving a Graphic from
PowerPoint to Word

When you move a graphic from PowerPoint to Word, you have a few options,
including resizing, that can help present the graphic accurately. From the
Home tab in PowerPoint, go to the Clipboard group and select Copy (or press
ctri-C). In Word, select the place in the document where you want to paste the
graphic and select Paste (or press CTRL-V).

When you paste into your Word document, you'll see the Paste Options
icon appear, as shown in Figure 14-1. From here, you can choose from several
options for inserting your graphic.

S R — — Here’s a rundown of what does and
| Heme | et Pagetsout  Refwences  Mallogs  Revew  View  Derelper - ®  doesn't move easily from PowerPoint to
S 4 anm MG = Rl - & EL)
LM B |W‘T'|§| EEam _‘_| MBDC:{‘MBD&I’. AaBbCi | WO].’d:
| N:Il 7 !ﬁ?_’ A~ ‘l‘!':;_i'—! e E'rﬂ’ll’ﬂ thormal |%HoSpac.. Meadingl m' !ﬂ""ﬂ
Font = Paragiash i SHker =

-5 "

m  When moving pictures, shapes,
SmartArt, and Clip Art to Word,
you can select Paste As Picture,

lcipsoud =
190I Ef“‘ w—

Keep Source Formatting, or Use
Destination Theme.

m  When moving a table to Word,
you can select Paste As Picture,
Keep Source Formatting, or Match
Destination Theme.

®  When moving a bulleted list to

Word, you can select Paste As

Running s scan..

Figure 14-1 The Paste Options icon appears next to the
graphic when moving a graphic from PowerPoint to Word. Keep Text Only.

Picture, Keep Source Formatting,

Match Destination Formatting, or

m  When moving a chart to Word, you can select Chart, Excel Chart, Paste
As Picture, Keep Source Formatting, and Use Destination Theme.
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m  When moving WordArt to Word, the only option that allows you to
maintain the formatting is Paste As Picture. The other options—Keep
Source Formatting, Match Destination Formatting, or Keep Text
Only—will cause you to lose the WordArt formatting.

Let’s review what some of these options mean.

m  DPaste As Picture  Pastes the graphic in as a picture

Keep Source Formatting Maintains the original format from
PowerPoint

m  Use Destination Theme, Match Destination Theme, or Match
Destination Formatting Inserts the graphic with the same document
theme or format as the Word document

m  Keep Text Only Pastes as text into the Word document
m  Chart Pastes a chart linked to Excel data

m  Excel Chart Includes the entire workbook

Moving a Graphic from Word
to PowerPoint

Moving a graphic from Word to PowerPoint is simple. From the Home tab
in Word, go to the Clipboard group and select Copy (or press cTri-C). In
PowerPoint, select the slide where you want to paste the graphic and click
Paste (or press cTrL-V). You'll see the Paste Options icon appear. Click to
decide how to insert your graphic.

Sometimes, youll find a font that you really want to use in your presenta-
tion or document. You can embed TrueType fonts in Word and PowerPoint to
ensure you have the look you want. The steps are similar in both programs,
but we'll look at how to do this in PowerPoint.
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1. Click the Microsoft Office button.
2. Click PowerPoint Options.
Recent Documents
D) o
1 Sample Presentation 14
= 2 Sample Presentation 13
/7 Qpen
3 Sample Presentation 6
H e 4 Sample Presentation 4

3.
4.

= © Presentation2

Save As b

7 general stuff 2
; 8 Sample Presentation 3
@ pint
r
@ Prepare »
@ Send 3
:’ Publish  »
—
| Close

5 Sample Presentation 5

B TR T T Tl T T T T

9 Sample Presentation 2

— ——
([ 2] PowerPoint Options DX Exit PowerPoint ]

Select Save.

In the Preserve Fidelity When Sharing This Presentation section,
select Embed Fonts In The File, as shown next.
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PowerPoint Options
Popul 5N
i H Customize how documents are saved.
Fraafing |
- “ol| | save presentations
Asmackd Sawe Tibes in thai Jormat: | PowerPoant Presentalion ~
Curtomize (2} Save utoRecover information every (10 31| minutes
Addnt Dufwult foe loeation: |G and Settingrl
Trust Cartter optioes fos server files
Basoumes Save enecked-out files to:

{E) Tne server drafts jacation on this computer
O e web server
Serger drafts location: | CY

LhLL Zavala' My Documents'SharePoint Drafts! Browse...

48] sampie Precentation 14 %

(2] [Embed fonts in the fiel?
(& Embed iy the chasacters uted in 1he presentation [Best for reducng file sizel
& Embeed ail graradters [Bect for sditing by ather prople)

(et ]
5. Click Embed Only The Characters Used In The Presentation
checkbox.
6. Click OK.

Selecting Embed Only The Characters Used In The Presentation helps to
reduce file size. Clicking Embed All Characters makes it easier if others are
editing your presentation.

If you need to create a PowerPoint presentation based on an outline in a
Word document, you can insert the outline directly in PowerPoint with a few
mouse clicks. The Word file formats you can use are

m  .doc (Microsoft Word 97-2003)
m  .docx (Microsoft Word 2007)
mtxt (Text file)

m _rtf (Rich text format)
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You'll need to format the text in the presentation based on heading styles in

the original Word document. In PowerPoint, follow these steps:

5.

Go to the Home tab in the Slides group.
Click New Slide.
Select Slides From Outline.

Select the Word document you want to insert when the Insert Outline
dialog box appears.

The file will be inserted into PowerPoint.

In this chapter, you learned how to move graphics back and forth between

PowerPoint and Word, and you discovered different ways to format pictures,

]

[

gg**§55555§
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_THE EASY WAY
Distribute the document to other people
J’ Package for CD

) |

text, and objects effectively. You also learned about

pasting exceptions that aren't as effective, and you

got a quick tip for creating presentation handouts.
Copy the presentation and media links to a .
folder that can be burned to a CD. In the next chapter, you'll learn about working

‘% Create Handouts in Microsoft Office Word with charts as design elements.

Open the presentation in Word and
prepare custom handout pages.
- Document Management Server

A Share the presentation by saving itto a
document management server.

Create Document Workspace

Create a new site for the presentation and
keep the local copy synchronized.

Need handouts for
your presentation in

a hurry? PowerPoint
2007 offers you a quick
way to create handouts
so audience members
can follow along with
you, take notes, or
simply have a source of
information to refer to
after the presentation.
From your PowerPoint
presentation, click the
Microsoft Office button,
and select Publish |
Create Handouts In
Microsoft Office Word.
From the Send To
Microsoft Office Word

dialog box, select the
layout you want or
click Paste Link to link
to the presentation.
Paste Link will ensure
that any updates to

the PowerPoint 2007
presentation appear in
the Word document.
Click OK after you make
a selection and print
the handouts from
your Word document.
Remember to keep
your presentation in
the same folder as your
Word document so the
links work properly.
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Working with
Charts as
Design Elements

Charts are a great way to share numerical information
with an audience. Whereas SmartArt is a good
choice for other types of information, charts are
really your best bet when you have to explain
numbers. They are a great way to illustrate and
compare numerical data.

From the military to corporations around the
world, charts are a universal method for sharing
numerical data. Although we don’t know when the
chart was first invented, it's clear that once it was,
the chart became a communication tool that could
be used to bridge languages and cultures.

With PowerPoint 2007, adding a professional
looking chart to a presentation is a pretty simple
process; the Quick Style Galleries you've seen
in other areas of PowerPoint are also available
with charts, and three different Ribbon tabs allow
you to make modifications to your charts quickly
and easily.

In this chapter, we'll cover the commands
available with each of the chart Ribbon tabs and
show you how to create eye-catching charts.
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eating a chart in
cel and importing
into PowerPoint is

e Chapter 13 for
ore details.

so a simple process.

A Quick Look at Charts

Charts in PowerPoint are linked automatically to Excel spreadsheets, so when

you create a new chart you'll see an Excel spreadsheet open simultaneously

on your screen. This nifty feature makes it easy to change or add chart data;

you simply make the updates in the associated Excel spreadsheet and the

information is applied to your PowerPoint chart automatically.

PowerPoint offers eleven different types of charts for you to choose from.

Area Places data into horizontal areas that show the relationship
of each part to the whole

Bar Uses horizontal bars to illustrate differences in individual
pieces of data by using categories on the vertical axis and
values on the horizontal axis

Bubble Arranges data in a scattered format on a chart; compares sets
of three values

Column Uses vertical bars with categories organized along the
horizontal axis and values along the vertical axis

Doughnut | Organizes data as a percentage of an entire pie and can
contain more than one data series

Line Plots data into lines and organizes categories on the
horizontal axis and values along the vertical axis

Pie Organizes data similarly to a doughnut chart but only
contains one data series

Radar Compares cumulative values of a number of data series

Stock Arranges data in a specific order to illustrate fluctuations in
stock prices and can also be used for scientific data

Surface Shows the most favorable combinations between two sets of
numeric data

XY Similar to bubble charts but compares just two sets of data
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To insert a chart, go to the Insert tab and click Chart in the Ilustrations
command group. Select the type of chart you want, and click OK. For illustra-

tion purposes, we chose the 3-D Area chart.

3 Templates _______A
w IEISIEH=EE
<X Line r
o~ m=EeEEE
5 :r\’e‘:Scatter) E
i stock Area
o e | Lo N 9| 098] A ON
9z Bubble X ¥ (Scatter) g i3-DArea

adar P : q \
" ] ] ol e v :
[ Manage Templates... | [ SetasDefauk chart | [ o ] [ cancel ]

Once you've inserted the chart on your slide, a corresponding Excel
spreadsheet will open. Although you can always use this spreadsheet to make
changes to your data or chart information, go ahead and close it for now. We'll
show you how to open it on demand in “Working with Data Commands.”

Another thing you'll notice once a chart has been added to a slide is the
addition of three new Ribbon tabs: The Chart Tools Design tab, the Chart
Tools Layout tab, and the Chart Tools Format tab. In the following sections,
we'll explore each.

The Chart Tools Design Tab

Click your chart to activate the new tabs, and then click the Chart Tools
Design tab. It will look similar to the one shown in Figure 15-1, although
specific chart styles and layouts will differ if you have chosen a different chart
style than the one we're using.

B
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From left to right, the Ribbon has four command groups: Type, Data, Chart
Layouts, and Chart Styles.

Ds H"?'U@ S

Home Insert

2 @ = m
R
Change Save As Select

|| Chart Type Template imn Data
Type Data

Design

Presentationl - Microsoft PowerPoint

Chart Tools -

Animations Slide Show Review Wiew Add-Ins Acrobat Design Layout Format Q
B [ =l=E ‘ | :
Edit Refresh |&d E @ - E] "!7 |"!’) "! =
Data Data o % \ =
Chart Layouts Chart Styles

Figure 15-1  The Chart Tools

Design tab

Figure 15-2  Select Switch
Rows/Columns to change the
orientation of information on
a chart.

Using Type Options

You have two simple choices in the Type command group: You can change
the type of chart, or you can save the current chart as a template. If you select
Change Chart Type, you'll see the entire selection of available charts again.
Just select a new one and click OK. The chart on your slide will automatically
change.

If you want to save and reuse a particular type of chart, you can save it as a
chart template. Add the chart to a slide, and then go to the Chart Tools Design
tab and in the Type group, click Save As Template. Select the Charts folder,
type in a name for your chart, and click Save.

40 -

30 4
20
10 4
o+

: ¥ T Y Series1

W Se
. Se

/512002
1f6/2002
f2002

17

/82002
1/9/2002

Working with Data Commands

When you need to change the data in your chart,

ries 1

you have a couple of different options available

ries 2

in the Data command group. Your chart might
be easier for your audience to understand, for
example, if row and column data are reversed. In

that case, select the chart and select Switch Row/
m 1/5/2002

Series
2

Column. Figure 15-2 shows how a simple change

.1 62002
J vorroz  mA/I/e002 can make a chart look different. The top-left chart
1/7/2002 = 1/8/2002
1/5/2002 = 1/9/2002 is the original version, whereas the bottom left

shows the chart after using this command.
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To change plotting
order of a data series
in a chart quickly, go
to the Chart Tools
Design tab, and

from the Data group,
click Select Data and
highlight the data
series and click Move
Up or Move Down.

If you need to move the data to different locations in a chart, use the Select
Data command. This opens the corresponding Excel spreadsheet, but it also
opens the Select Data Source dialog box. This dialog box allows you to add,
remove, move, and edit information or chart labels easily. You can also switch
rows and columns using this dialog box.

’SelectData Source =

Chart datarange: | =Sheet1!§A$1:4C46

— =

Legend Entries (§eris;) Horizontal (Category) Axis Labels
EmEraE QD ETY
Series 1 1/sj2002
Series 2 1jej2002
1j7jz002
1fgf2002
1j9f2002
ook ][ coneel ]

If you prefer to just use the Excel spreadsheet to make changes, click Edit
Data in this command group to open the spreadsheet. When data changes in
a linked Excel spreadsheet or when the data otherwise needs updating, click
Refresh Data to reflect the changes in your chart.

Changing a Chart Layout

If you decide that you still want to use the type of chart you've chosen, but
you'd like a different layout, the Chart Layouts command group is the place to
go. For example, we chose a 3-D Area chart type earlier in this chapter. Let’s
assume we still want an Area chart, but we no longer want it to be in 3D. In
this case, we would choose a different chart layout by using the More arrow to
open the Quick Style Gallery and select a new layout.
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In Figure 15-3, the original 3D area chart is
shown in the upper left whereas the new layout
_ i (Layout 6) is shown on the bottom right. The new
W Series1  series? layout provides chart and axis titles and substan-
tially shortens the height of the chart itself.

0 -

r
e ©

1/5/2002
1/6/2002
1/7/2002
1/8/2002
1/9/2002

Chart Tie Changing a Chart Style

If you're happy with the chart type and layout,
B Series 1 but not so happy with the chart style, that's easy

W Series 2

AxisTitle
=838
- —

1/5/200:
1/6/2002
1/7/2002

to change, too. Just click the More arrow in Chart
Styles, and choose a new style from the gallery.
You'll typically see multiple choices for every
Figure 15-3  You can apply different layouts to the same type chart type, from multicolored versions to tOtaHy
of chart. different colors that might contradict the theme
you've applied to your presentation.

1/8/2002
1/9/2002

Axis Title
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| Chart Tools | -

Add-Ins Acrobat Design Layout Format

- ey W

Chart Styles

The Chart Tools Layout Tab

You can add a lot of details to your charts and work easily with chart elements
using the Chart Tools Layout tab, as shown in Figure 15-4. There are six
command groups on this tab: Current Selection, Insert, Labels, Axes,
Background, and Analysis.

.

Using Current Selection

The Current Selection command group allows you to see which element of
the chart is currently selected, and it gives you the ability to select and edit
other elements instead.
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o) 9-C &) gl B oAt Chart Tools L
~ Home Insert Design Animations Slide Show Review Wiew Add-Ins Acrobat Design Layout Format L
Plot Area '_ I @ A ] 0| [la ' "'::l -|;.| _-m' o (] chart wall = |
By Format Selection - = = — —E [®] Chart Floor ~
Picture Shauei Text Chart  Axis Llegend Data Data Aees  Gridlines Flot Trendline lines Up/Down Erro
& Reset to Match Style Box Title = Titles» = Labels~ Table~ - - (J) 3-D Rotation - Bar Bars
Current Selection Insert Labels Axes Bukground Analysu

Figure 15-4  The Chart Tools
Layout tab

|:|3 HY-0v& -+

Insert

Il

Home

Plot Area

Back Wall

Chart Area

Depth [Series] Axis
\{ Floar

Horizontal [Categorny] Axis

Legend

Plot Area

Side Wall

ertical [Value] Axis

Yertical (Walue) Axis Major Gridlines
Walls

Series “Series 17

Series “Series 2°
| Series “Series 3

Figure 15-5  You can choose
different chart elements to
work with by using the menu
in the Current Selection group
of the Chart Tools Layout tab.

At the top of the command group is a drop-down box with a down arrow
beside it. Click the down arrow, and the entire group of elements used in the
chart will be shown. To select an element, just highlight it. For example, in
Figure 15-5, we've selected Plot Area.

Once an element has been selected, you can format aspects of it by clicking

Format Selection. The changeable aspects—
such as Fill, Border Color, Shadow—will differ
depending on the element you've chosen.

Format Plot Ares

i ! | Fi
Bordar Color te il
Border Styles Sobd
Shadow Wkl o
| © Butue or becture il
30 Format & A o
O Retaton

OET

Figure 15-6 shows the aspects available for
the previously selected Plot Area element.
Because the aspects have been covered in
several other chapters throughout this book,
we won't cover them here.

If you make changes and then decide you
don't like them, you can start over again by
clicking Reset To Match Style. This resets
the chart to the original theme style of the
presentation.

]

Figure 15-6  Each chart element has
various aspects that you can change.

Using the Insert
Command Group

The Insert command group doesn't work quite the way you think it will when
you're working with charts. For example, if you try to select a chart element
and then insert a picture into it, you'll be sorely disappointed because the
picture simply won't drop into the chart element.
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4+
35 5

34
25 7 o Series 1
5 ; | W Series 2

'1 | l Series 3
0.5 Series 3

o W Series2

Category Series 1

1 Category
9 Category
3 Carzgof\'

Figure 15-7  You can insert pictures in chart elements, but
you'll need to use the Current Selection group instead of the
Insert group.

This command group is really—as far as we can tell—designed to help
you drop in pictures, shapes, and text onto the slide without having to return
to the Insert tab. If you want to make a chart element appear as a picture, as
in Figure 15-7, select the chart element and then go to the Current Selection
command group and select Format Selection | Fill | Picture Or Texture

Fill | Insert From File. Select the picture you want from your hard drive,
and click Close.

Working with Labels

Some chart layouts will automatically provide you with a variety of chart
labels, such as a title or a legend. Others wor't. You can change or add chart
labels using the Labels command group. Most label options typically allow
you to select from an even larger menu to truly customize the label; look for
the More XX Options selection at the bottom of each label menu.

m  Chart Title Lets you add a chart title without moving or resizing the
chart (Centered Overlay Title) or simply add a title to the chart, resizing
and moving the chart as necessary (Above Chart).
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m Axis Titles

Gives you different options, but essentially lets you add

titles to the sides or bottom of your chart (shown on the right) and
offers the option of stacking text or placing the titles horizontally.

4 -
35 1 .

3+ - -
25 743 2 3 JdSeries 1
N ; 24 o @ W Series 2

3 2. @ 8 : i Series 3
05 =+ & Series3

o r y Series 2

Cat 1 Serles 1

?Dw Category . ;
2 Category

Chart Title

M Series 1
M Series 2
i Series 3

Sevies b
W Seiies 2
series 1

Calegor
? ¥ Category
2

Cat
. ?ow Category
4

Figure 15-8 Data labels can be useful but use them sparingly
to avoid overwhelming the audience.

£

44 -

3 4 .,

2 4

1 Series 3

0 -+ Series 2

Cat 1 ! . Series 1
otegory Category 2
Category 3
Category 4
Categary 1 Category 2 [ Category 3 Categary4 |

| Serles 1 4.3 25 35 4.5 |
jmowasz] 24 £ 18 | 8 |
| Serles 3| 2 2 3 5

m Legend Lets you display the chart legend in
different areas.

m Data Labels Allows you to turn data labels on
or off in your chart (see Figure 15-8).

m Data Table Shows the data in a table format
near your chart. You can hide or show legend
keys. If you show legend keys, be sure and
remove them from any other area on the slide
to avoid duplication.

Working with Axes

Sometimes you might not want to show axes
information, or you want to modify how the axes
information are displayed. In those cases, you'll
find the Axes command group quite helpful. Click
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| Chart Tools

Addins  Acobat | Design | layout | Format

| axes | Gridlines | plot

il (8 cratwan = || 7
[#®] Chart Floor = |
Area~ [ 3-D Rotation || »

Trendline Llines Up/Down Emor
* Bars~  Bars~

(=] | Primary Vertical Axis

2] Primary Horizontal Axds »

Do not display Axis

Show Default Axis

Display fxis with default order and
labels

Show Axis in Thousands

Display Axs with numbers represented
in Thousands

Show Axis in Millions

Display Axis with numbers represented
in Millions

Show Auxis in Billions

Display S5 with numbers represented
in Billions

Show Axis with Log Scale

Display £ds using 3 log 10 based scale

More Primary Horizontal Axis Options...

Add-Ins  Acrobat

; - I Layout | Format

5

FICE
! Axes | Gridiines A‘:‘;" @
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[ Primary Vertical Axis »
(8] Depth auis 8

g
ChartWall = I X P
af | |a? J| [ «i‘&l
Chart Floor = =n
) Trendline Lines Up/Down  Error
3-D Rotation - - Bars~ Bars~
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Do not display Axis
Show Left to Right Axis

Display Axis Left to Right with Labels

Show Axis without labeling

Display Axis without labels or tick
marks

Show Right to Left Axis

Display &xis Right to Left with Labels

i)

i More Primary Horizontal Axis Options...

Figure 15-9  Primary Horizontal Axis options for a bubble chart

Figure 15-10  Primary H

orizontal Axis options for an area chart

Axes in the Axes command group, and you'll see a variety of horizontal and
vertical axes options available, depending on the type of chart you've selected.

For example, if you're using a bubble chart, you might see Primary Hori-
zontal Axis options like those shown in Figure 15-9. But if you're using an
area chart, the options might look like those in Figure 15-10 instead. You'll

need to do some exploration on your own to determine which options are
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available for your charts. Simply click the option you want, and PowerPoint

Some charts, like
a pie chart, won’t
even have axes so if
you don’t see some

will apply it automatically to your chart.

Spicing Up the Background

or all of the Axes
commands available

Many charts dropped

Y-Values 3 3
then your chart e 1nto, your presentation
doesn’t have a vertical 3 . @ don't have much of a
or a horizontal axis. 24 background to them. If

14 ° @ Y-Values .
g you want to spice yours
[ = = =
0 0000002  0.000004 Y-Values up a bit, you’ll find the
Figure 15-11  Minor grid- Ml 41 P~ commands to help you
lines can clutter up a chart as 3 o out in the Background
shown in the top-left chart, N EE EEEEE
but major gridlines (horizon- 1 o (] @¥Malues command group.
tal and vertical gridlines are 0 +——— bt Different chart types
both shown in bottom-left o 0000002 0.00000 1 h diffe t
chart) can help an audience il Wil have ditteren
better understand a chart. background options
available; if an option
= isr't available, then your chart doesn't use that
1 particular option. And, depending on the theme
2l used in your presentation, default options might
21 be applied to your chart already.
@YVal . .
17 Tii Plot Area, for example, is used with bubble
ol
0.000004 charts. Select Plot Area | Show Plot Area, and your

Y-Values

Figure 15-12  Because of the lines in the presentation theme,
the lower-right chart’s gridlines are more difficult to see. Adding
a special fill color, as shown in the top-left chart, makes the
gridlines easier to see, however.

chart will use a color automatically associated with
your presentation theme. If you don't like that
option, however, click More Plot Area Options and
use a different color by adding the Fill option of
your choice. Figure 15-12 shows the difference be-
tween a plot area that uses the presentation theme
and one that uses a specially chosen fill color.
Chart Wall and Chart Floor options work in
basically the same way; you're just changing the
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vertical walls around the chart or the floor underneath it. You can either use
the default selection provided by the presentation theme or apply your own
colors.

The 3-D Rotation command, however, allows you to change the orienta-
tion of the information in a 3D chart. The command opens a dialog box that
lets you adjust 3D presets that have been applied to the chart, the rotation of
the axes, the perspective of the entire chart, the default position of the chart
within its box, the depth of chart elements, and chart scale, as shown below.

Because every 3D chart can include so many different aspects, you'll need
to work with each chart individually to determine which of the options to
use in a given situation. The beauty of PowerPoint 2007 is that the dialog
box makes it easy to play with the options; just use the up and down arrows
for the different options, and watch as the chart changes in relation to your
choices.

In Figure 15-13, you can see how simply changing Chart Scale Depth
from 130 percent to 660 percent can make a stunning difference in the look

of the same chart.

Format Chart Area =5
E 3D Rotation | Using Analysis Commands
Border Color
Border stles | |77 \:] When you use a chart in a presentation, you're
sl bl @ doing it (or should be doing it) to help the
3D Format # 20° Ga| [P . . .
Tsoramon] | o 5 &l & audience understand how numerical data impacts
: o 2| [& them. To help you with that, PowerPoint offers
respocter (010 5] (@] (8] four analysis options that you can apply to charts:
Text
[ keen text Flat . .
Roswscn m Trendlines Lines drawn on a chart that
pstance fromground: [o5t 12 indicate the direction or trend of the data.
==
Chart Scale
[T Righk Angle Axes
[¥] Anogeale
Depth (% of base} 130 |5
Height (% of base) 100
[ Defau Rotation




Chapter 15 Working with Charts as Design Elements

m Lines Drop lines, which help clarify where
«51& data markers begin and end; Series lines, which
Trendline Lines Up/Down Error emphasize the difference between data series;

" v Bars= Bars and High-Low lines that extend from the highest
| Analysis | .
to lowest values in each chart category.

m Up/Down Bars Lines that indicate the difference between data points
in the first and last data series in a chart.

m  Error Bars Show potential error amounts related to data points or

ou can change the data markers. Error bars can be added to data series in 2D area, bar,

ook and feel of these

) N column, line, xy (scatter), and bubble charts. For xy (scatter) and bubble
ines by clicking More .
Options at the charts, you can display error bars for the x values, the y values, or both.
ottom of a given
lenu to access the To add or remove lines or bars, click the chart where you want to add
elated dialog box. or remove them, and then go to Chart Tools Layout tab, and from the
";"ptl?’ malf<e YOI:; Analysis command group, select the command you want to use. For example,
elections from the
jalog box. we added a trendline to the chart in Figure 15-14 showing a downward trend
in the data.
5 Y-Values
A
34
ol
5| ¥ series 3
o " Series 1 * YValuos
= inear (Y-Values)

Figure 15-13  The same chart: Upper-left scale depth is 130

Figure 15-14 A trendline shows trends in data and can help
percent; lower-right scale depth is 660 percent.

viewers understand data easily.
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The Chart Tools Format tab

The final tab available to you when working with charts is the Chart Tools
Format tab, as shown in Figure 15-15.

Ca _B_'?'_U_& > Sample 2.ppte - Microsoft PowerPaint | Chart Taols : = - ¥
o Home Insert Design Animations Slide Show Review Wiew Add-Ins Acrobat Design Layout | Format @
Chart Area - +| 4 shape Fill = * || 44 Bring to Front = | Align ~ i1l s.05° -
% Format Selection . a W Shape Outline - A A = = || 9% send to Back - I-ﬁ Group = -
& Reset to Match Style 7 ) Shape Effects - "r = 7 [ || ByseletionPane  S) Rotate - =l :
Current Selection Shape Styles ‘WordArt Styles ] Arrange Size L]

Figure 15-15  The Chart Tools Format tab

For the most part, you've seen these different formatting options several
times already in this book. Chapter 7 explains how to work with WordArt, and
Chapter 8 explains the nuances of working with shapes. Except for the fact
that it only applies to the chart you're working with, there’s nothing really new
on this tab.
So, if you want to make the title of a chart look cool by applying WordArt to
MEMO it, this is the tab to use. Click the title text box, and apply the WordArt styles
as desired. You do the same thing with shapes, grouping, ungrouping, sizing
X text boxes, slide gridlines, and the selection pane—simply select the chart ele-
arkers blocking ] ]
aller ones in your ment in question and use the tool on the tab.
art? Select the chart If it were more difficult, we'd tell you! Even though this tab is redundant to
ement that needs other Ribbons in PowerPoint, its beauty is that it places all those commands
be moved, and . .
o e Chart right in front of you as you work on your chart.
ols Format tab, And that truly is the beauty of PowerPoint 2007 in a nutshell, really.

d from the Current Everything you need is at your fingertips on a Ribbon tab. As you've learned

lection command

roup, select Depth . . . .
i er) Bis | F. omF: b quickly and easily. We hope you've learned a few new things about graphics
lection | Axis and animations with PowerPoint 2007; looking like a pro is easy when you

ptions | Series In know the right tools and commands to use.

everse Order. Click

lose.

throughout this book, once you're on the right tab, you can find commands
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Index

A

active verbs, 90
Add Motion Path dialog box,
177
Add Shape Before command,
126
Add-Ins tab, 28
adjusting pictures, 29-30
.aiff file format, 150
Album Content section
(Photo Album dialog box),
49-51
Album Layout section (Photo
Album dialog box), 49,
51-53
albums. See photo albums
aligning
clip art on slide, 75
picture to grid, 58-59
text boxes, 60
text in table cells, 81
WordArt, 104-106
animation. See also clip art;
movies
about, 163-164
applying from
Animations tab,
168-169

arranging clip art on
slide, 146-147
built-in tools for, 168
bulleted text with, 164,
174,175
combining objects for
single, 174
Custom Animation pane
for, 169-172
easy bulleted text, 175
motion paths, 177-178
presentations with
clip art, 144-145
removing, 173
slide transitions for
adding, 178-179
SmartArt with,
136-137
sound with, 164
timing for, 173
uniform use of, 164
using for separate
objects, 170-173
Animations tab, 168, 175
area charts, 198, 206
Arrange group commands,
104-106
arrows, 115
art. See clip art; SmartArt
.asf file format, 140

aspect ratios, 40, 81
asymmetry, 7
.au file format, 150
audience
leading through story,
25
styles of learning for,
130
tailoring slide show to,
17
Autofit for WordArt, 102
.avi file format, 140
axes
using titles for, 205
working with chart,
205-207

backgrounds
adding interest with, 31
adjusting clip art, 70
chart, 207-208
choosing movie, 148
color for, 22, 44
modifying WordArt, 94
texture, 45
transparent clip art, 66
using presets for, 43
bar charts, 198
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Bevel effect, 31, 32, 113
body placeholders, 20-21
borders
customizing SmartArt,
133
experimenting with, 33
framing pictures with,
40-42
table, 84-85
brevity, 98
brightness, 29, 30
Bring Forward order option,
76
Bring To Front order option,
76
bubble charts, 198, 206-207
Building Blocks Organizer
(Word), 194
built-in animation tools,
168-174
built-in layouts, 9
bulleted text
applying animation to,
164, 174, 175
triggering sound with,
155-156
using, 31

C

captions for pictures, 54, 56

CDs, 152, 157

Cell Bevel effect, 85

Cell Size group (Table Tools

Layout tab), 81

cells. See also tables

adjusting size of table,
81

aligning text in, 81
merging table, 79-80
sizing, 81

Chart Tools Design tab,
199-202
Chart Tools Format tab, 210
Chart Tools Layout tab,
202-209
charts
advantages of, 197
backgrounds for,
207-208
changing data plotting
order on, 201
creating, 187-188
data analysis options for,
208-209
gridlines for, 206-207
Insert command group
options for, 203-204
inserting, 199
labels for, 204-205
modifying layout of,
201-202
moving to Word,
190-191
pasting from Excel,
182-183
SmartArt vs., 123
titles for, 204

types of PowerPoint, 198

using Chart Tools
Design tab, 199-200

various styles for, 201

viewing element
currently selected,
202-203

working with axes,
205-207

clip art

accessing from Office
Online, 62-64

adding gradient stops,
71

adjusting backgrounds
in, 70

aligning, 75

applying 3-D format to,
71

arranging on slide,
74-76, 146-147

changing color in parts
of, 68

creating, 65-67

downloading, 63-64

editing points in, 72-73

including in Clip
Organizer, 66—67

line color and style
choices for, 70

movies of, 144145

ordering options for,
75-76

organizing, 65

pixelizing when
resizing, 75

recoloring, 69

redoing look of, 68-69

reviewing animated
GIFs, 145

saving as picture, 74

shadows added to, 71

3-D rotation with, 72

transparent
backgrounds for, 66

types of collections for,
62

ungrouping, 67-68

using, 23-24, 61

vector art and, 67

washing out, 73-74

Web resources for, 34,
62-65

Clip Art pane, 62, 144-145
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Clip Organizer
about, 65
adding art to, 6667
inserting sound file
from, 152-153
Close button (Format Picture
dialog box), 69
color
adding with presets, 42
adjusting table, 82-83
changing table’s border,
84
custom background, 44
customizing for
SmartArt shape, 133
formatting for SmartArt
outlines, 132
inserting in shape fill,
110-111
modifying layout,
128-129
modifying portions of
clip art, 68
recoloring clip art, 69
using in slides, 22
Colors dialog box, 110-111
column charts, 198
columns. See also tables
deleting, 79
inserting in tables,
78-79
orienting on chart, 200
commands. See also shortcut
menu
access from picture, 41
Add Shape Before, 126
Arrange group, 104-106
Borders, 84
Current Selection,
202-203
Edit Shape, 116-117

found in Data command
group, 200-201
Grid Settings, 105
Insert command group
options, 203-204
Movie Options group,
143
Reroute Connectors,
116, 136
Scribble, 117, 118119
Shape Effects, 112-113
Shape Fill, 109-110, 133
Shapes, 108-109
Text Box, 101-104
Text Outline, 95
3-D Format, 98-99
3-D Rotation, 100-101
Type group, 200
using Chart Tools
Layout tab, 202-209
View Gridlines, 104-105
compatibility
converting movies for,
140-141
Excel content, 181
PowerPoint table, 80
compressing files, 29, 30
computer speakers, 157
connecting lines, 116, 136
content. See also story
customizing layout to
fit, 20-25
SmartArt and, 121-122
contrast ad]'ustments, 29
cropping pictures, 37-39
Current Selection command
group, 202-203
current slide, 165
Custom Animations pane
adding sound to
animation in, 156

applying animations
from, 169-172
illustrated, 168
selecting, 142
custom layouts. See also
layouts
creating to fit content,
20-25
customizing Title And
Content Slides, 22-23
designing custom Title
Slides, 21-22
finding inspiration for,
25-26
outlining, 18-19
Custom tab (Colors dialog
box), 110-111

D

data
analyzing chart, 208-209
copying Excel
worksheet, 183-186
formatting and
replotting chart,
200-201
labels for chart, 205
types of charts for, 198
deleting
animation, 173
chart gridlines, 206-207
placeholders, 15
slide from master
layout, 16
table rows or columns,
79
design. See also layouts
about, 4
adding interest to
information with, 31
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creating use for, 4-5
Design tab vs. Table
Tools Design tab, 82
keeping invisible, 5-6
modifying chart layout,
201-202
Rule of Thirds, 39
shadows in shapes, 109
simplicity in, 5, 6, 164
visual balance, 6-7
white space in, 7-8, 109
Design tab, 82
diagram animation, 136
.doc file format, 193
.docx file format, 193
doughnut charts, 198
downloading clip art, 63-64
dragging text boxes, 60
Drawing Tools Format tab
Arrange group
commands on,
104-106
options for shapes on,
109
Shape Styles options on,
94
Text Outline command
on, 95
Transform options on,
95-97
using with Format Text
Effects dialog box, 98
drop lines, 209
duplicating slides, 12

E

Edit Photo album, 52
Edit Shape command,
116-117

editing

chart gridlines, 206-207

entire look of clip art,
68-69
photo albums, 54-55
points in clip art, 72-73
shapes, 114-117
SmartArt layouts
midstream, 128
3-D artin 2-D, 131
effects
picture, 30-32
using with WordArt,
91-92, 95-104
elements
found in Slide Masters,
13
slide, 8-9
triggering sound with
slide, 155-156
viewing currently
selected chart,
202-203
embedding
fonts, 191, 192-193
movie files, 141
narration into
presentation, 159
presentation characters,
193
sound, 151
error bars, 209
Excel
copying worksheet data
into PowerPoint,
183-186
importing charts from,
182
working with
spreadsheet data
from, 201

F

Fade dialog box, 156
file formats
movie, 140-141
sound, 150
sound conversion
utilities and, 150-151
Word, 193
files. See also file formats
compressing, 29, 30
finding downloaded clip
art, 63
inserting movies in
presentation from,
141-144
looping sound, 153
presentation
performance and
movie, 148
sound conversion
utilities, 150-151
fill
adding to shapes,
109-111
adding to WordArt,
91-92
removing from images,
70
flipping WordArt, 106
folders
organizing pictures in,
29
presentation and movies
in same, 141
fonts, 191, 192-193
Format Background dialog
box, 43
Format Chart Area dialog,
208
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Format Picture dialog box
displaying from photo,
55
recoloring graphics
with, 69
using, 41
Format Shape dialog box,
74,115
Format Text Effects dialog box
about, 97
Text Box command in,
101-104
3-D Format command
from, 98-99
3-D Rotation command,
100-101
formatting. See also specific
Format dialog boxes
changing SmartArt
shape’s, 131-132
chart data, 200-201
keeping WordArt, 191
lost when graphic
copied from Word,
194
3-D, 71, 98-99
four-picture layout, 57
framing
adding with presets, 42
borders for, 40-40-6
options for, 33-34
selecting shapes for
photo albums, 52-53
freeform shapes, 116-117,
118

G

GIF animation. See animation
Glow effect, 31
gradient stops, 71

graphics. See also animation;
clip art; images; pictures;
SmartArt
design trends in, 5
recoloring, 69
styles of supporting, 3—4
washing out, 73-74
Grid Settings command, 105
gridlines
adding, modifying, or
deleting chart,
206-207
aligning picture to,
58-59
text box alignment to, 60
WordArt alignment to,
104-106
Grids and Guides dialog box,
105
grouping
clip art, 67-68
objects when animating
tables, 176

H

handouts
creating quick, 195
moving graphics from
PowerPoint to Word,
190-191
taking graphics from
Word into
PowerPoint, 191-195
header rows, 86
hidden objects, 174
hiding/showing SmartArt on
consecutive slides, 133
High-Low lines, 209
HSL color model, 110-111

images. See also clip art;
pictures; SmartArt;
WordArt
applying 3-D format to,
71
blending in slides, 2—4
changing portions of
clip art color, 68
editing points in clip art,
72-73
gradient stops in, 71
landscape photos as
background, 31
line color and style for,
70
manipulating clip art,
67-68
recoloring graphic, 69
removing fill from, 70
revising look of clip art,
68-69
shadows for clip art, 71
supporting text with,
2-3
3-D rotation for, 72
using pictures, 27
washing out clip art,
73-74
WordArt with, 72
importing Excel charts and
data, 182-188
Insert Chart dialog box,
187,199
Insert command group
options, 203-204
Insert tab, 108-109
invisibility of design, 5-6
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L

labels, chart, 204-205
landscape photos, 31
Laws of Simplicity, The
(Maeda), 5
layouts
built-in, 9
changing direction for
SmartArt, 126
deleting slide from
master, 16
displaying content with
SmartArt, 121-122
editing SmartArt, 128
effect of changes on
text, 8
elements of slide, 8-9
finding inspiration for,
25-26
groups of SmartArt,
122-124
modifying chart,
201-202
modifying color
throughout, 128-129
photo album, 48
renaming, 16
text boxes in, 56-57
two- and four-picture, 57
workspace in, 11
learning styles, 130
legends, 205
line charts, 198
lines
applying line weight to
WordArt, 93
color and style for clip
art, 70
options for chart
analysis, 209

rerouting direction of
connector, 116, 136
selecting scribble, 117,
118-119
linking
movies to presentation,
141
objects to animate, 174
sound files, 151
Live Preview, 31, 169
logos, 21-22
looping sound files, 153
Loveland Round-up, 2

M

Maeda, John, 5
margins in WordArt text
boxes, 103-104
merging table cells, 79-80
microphone, 157-158
Microsoft Excel. See Excel
Microsoft Office Online. See
Office Online
Microsoft Windows Media
Encoder, 141, 150
Microsoft Word. See Word
.midi file format, 150
minimalist design, 5
motion paths, 177-178
Movie Options dialog box,
144
Movie Tools Options tab, 143
movies
adding clip art, 144-145
arranging on slide,
146-147
choosing picture
backgrounds
compatible with, 148
file formats for, 140-141

inserting from file,
141-144
linking vs. embedding,
141
Movie Options group
commands for, 143
performance
considerations for,
148
timing play of, 142
using in presentations,
139-140
moving graphics
about, 189
from PowerPoint to
Word, 190-191
from Word to
PowerPoint, 191-195
.mp3 file format, 150
.mpg/mpeg file format, 140
multiple monitor capability,
167
My Collections, 62
My Pictures folder, 29

N

narration, 157-161
adjusting timing for,
158-159
embedding into
presentation, 159
live recording during
presentations,
160-161
playing with other
sounds, 157
practicing, 161
recording, 157-159
timing slide changes
with, 159
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notes
invisible in presentation,
11
seeing in Presenter
View, 167
Notes pane, 11

0]

objects
adjusting timing for
animated, 173
animating separate,
170-173
combining for single
animation, 174
effect on animation of
hidden, 174
grouping/ungrouping
when animating
tables, 176
linking to animate, 174
simplicity in animating,
164
tips for layering, 26
types for custom layouts,
21
Office Collections, 62
Office Online
downloading clip art
from, 62-64
searching clip art
collections on, 63,
64-65
ordering clip art, 75-76
Outline tab, 18, 19
outlines
about presentation, 18
adding to WordArt,
92-93, 94-95

applied for PowerPoint
text in Word, 193

formatting color and
weight of lines, 132

steps for presentation,
18-19

viewing in new slide, 20

outlining shapes, 112

P

Package For CD option, 141,
151
passive verbs, 90
Paste As Picture option, 191
Paste Options icon, 182, 190
Paste Special dialog box, 175,
185, 186
pasting
Excel charts in
presentations,
182-183
graphics from
PowerPoint to Word,
190-191
graphics from Word to
PowerPoint, 191-195
worksheet data from
Excel, 183-186
PFCMedia, 141, 151
Photo Album dialog box
Album Content section,
49-51
Album Layout section,
49, 51-53
illustrated, 49
inserting text box from,
54
photo albums
about, 47

captions and text for, 54,
56-57
creating, 48—49
displaying photos in,
55-60
editing, 54-55
inserting and adjusting
pictures in, 49-51
layouts for, 48, 49, 51-53
multiple pictures
inserted in, 49
previewing pictures in,
50-51
themes for, 53-54
photos. See pictures
Picture Effects, 30-32, 33
Picture Shapes, 35-36
Picture Styles gallery, 33-34
Picture toolbar, 35
Picture Tools Format tab
about, 28
cropping from, 37-38
finding, 35
using when movie
highlighted, 144
pictures. See also shortcut
menu
accessing shortcut
menu from, 41
adding effects to, 30-32
adjusting, 29-30
aligning to grid, 58-59
borders for, 40-40-6
captions for, 54, 56
choosing for movie
background, 148
cropping and sizing,
37-40, 56, 58
displaying in photo
albums, 55-60
framing, 33-34, 40-42
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inserting and adjusting
in albums, 49-51
inserting in chart
elements, 203-204
layouts with two- and
four-, 57-58
permissions to use, 34
placing anywhere in
SmartArt shapes, 134
positioning, 40, 56
presets for powerful,
42-45
resetting adjustments
to, 30
saving clip art as, 74
selecting shape for,
35-36
SmartArt used with, 129
taking better, 36
using in slides, 27
pie charts, 198, 207
pixelization, 75
placeholders
deleting, 15
inserting in slides, 14
objects for body, 20-21
putting custom text in,
15
shown in workspace, 11
using in layout, 8
Play Movie dialog box, 142
Play Sound dialog box, 153,
155
points
editing clip art, 72-73
modifying freeform
shape, 116, 117
positioning
pictures, 40, 56
text boxes, 60
.potx files, 14

PowerPoint
built-in layouts for, 9
charts in, 198
Clip Organizer, 65
copying Excel worksheet
data into, 183-186
importing Excel charts
into, 182
moving graphics from
Word to, 191-195
pasting graphics to
Word from, 190-191
Presenter View in, 167
table compatibility with
earlier versions, 80
PowerPoint Options dialog
box, 184
presentations. See also story
about, 1
adding slides to, 12, 20
applying design
principles to, 4-8
audience’s learning
styles and, 130
blending images in, 2—4
clip art movies in,
144-145
creating quick handouts
of, 195
inserting movies in,
141-144
keeping in same folder
with movies, 141
layout concepts for, 8-10
movies in, 139-140
notes invisible during,
11
outlining, 18-19
pasting Excel charts in,
182-183

playing CDs with,
152,157
recording narration
during, 160-161
rehearsing, 164-167
tailoring to audience, 17
using multiple monitors
in Presenter View,
167
worksheet data pasted
from Excel, 183-186
Presenter View, 167
presets
adding color and
framing with, 42
applying picture effects
with, 33
creating powerful
pictures with, 42-45
found in Format Text
Effects dialog box,
101
using background, 43
Preview/Properties dialog
box, 145
previewing
photos in album, 50-51
presentations by
rehearsing, 164-165
purpose of design, 4-5

Q

Quick Parts, 194
Quick Styles galleries
about, 23
changing WordArt styles
with, 91, 94
selecting chart layout
from, 201
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selecting transitions
from, 179

R

radar charts, 198
recolor adjustments, 29
Record Narration dialog box,
158
recording narration, 157-159
Reflection effect, 31, 32, 85,
86
Rehearsal toolbar, 166
Rehearsed Timings checkbox,
166
rehearsing presentations,
164-167
renaming Slide Master or
layouts, 16
Reroute Connectors
command, 116, 136
resetting picture adjustments,
30
reviewing animated GIFs, 145
RGB color model, 110-111
Ribbon tabs. See specific tabs
right-clicking objects. See
shortcut menu
rotating
about 3-D rotation, 31
clipartin 3-D, 72
WordArt, 100-101, 106
rows. See also tables
deleting, 79
inserting in tables,
78-79
orienting on chart, 200
removing header, 86
Rows & Columns group
(Table Tools Layout tab),
79, 80

royalty-free images, 34
rtf file format, 193
Rule of Thirds, 39

S

saving
clip art as picture, 74

PowerPoint templates,

14

scribble lines, 117, 118-119

searching online clip art
collections, 63, 64-65

Select Data Source dialog box,

201

Send Backward order option,

76

Send To Back order option, 76

series lines, 209
Set Up Show dialog box,
159-160
Shadow effect, 31, 85
shadows
adding to clip art, 71
found in shapes, 109
Shape Effects command,
112-113
Shape Fill command,
109-110, 133
Shape Styles Gallery, 94
shapes
about, 107
adding additional
SmartArt, 126

changing formatting of

SmartArt, 131-132
choosing for picture,
35-36
converting text to
SmartArt, 135

converting to freeform,
116-117

custom color and border
for SmartArt, 133

Drawing Tools Format
tab options for, 109

editing, 114-117

enhancing with Shape
Effects, 112-113

filling, 109-111

inserting from SmartArt
Tools Design tab,
125-126

outlining, 112

picking frame, 52-53

placing pictures
anywhere in
SmartArt, 134

selecting and inserting,
108-109

text placed in SmartArt,
126-127

using text in, 113-114

when to use, 108

white space and
shadows in, 109

yellow markers for
editing, 115

Shapes command, 108-109
Shared Collections, 62
shortcut menu

accessing from pictures,
41

adding additional
SmartArt shapes
from, 126

Format Picture dialog
box, 55

Size And Position dialog
box, 56

221



222

PowerPoint 2007 Graphics and Animation Made Easy

shrinking overflowing text,
102-104
simplicity
animation, 164
design, 5, 6, 164
Size And Position dialog box,
38, 3940, 56
Size tab (Size And Position
dialog box), 38
sizing
aspect ratios when table,
81
cells for tables, 81
pictures, 37, 38, 40,
56, 58
pixelization and, 75
slide layouts. See layouts
Slide Masters, 13-14, 16
Slide pane, 11
slides. See also presentations
adding blank, 20
adding to presentations,
12
animating transition,
178-179
arranging clip art on,
74-76, 146-147
customizing with Quick
Style galleries, 23
designing interesting,
31
elements of, 8-9
ensuring sound plays
throughout, 153
fitting layout to content,
20-25
inserting charts in, 199
layout concepts for, 8-10
leading reader through
story, 25
pictures in, 27

placing movies on,
146-147

playing CDs with slide
shows, 157

previewing options for,
165

putting new
placeholders in, 14

Slide Masters, 13-14, 16

starting and stopping
sound for, 154-155

tables on, 78

timing changes with
narration, 159

tips for animating tables
on, 175

triggering sound from,
155-156

using portions of
SmartArt on
consecutive, 133

Slides tab, 11
SmartArt

adding text in shapes,
126-127

animating with, 136-137

applying styles for, 129

changing layouts
midstream, 128

Chart function vs., 123

converting text to, 135

customizing shape’s
color and border, 133

editing 3-D art in 2-D,
131

formatting shapes
within, 131-132

groups of layouts,
122-124

hiding and showing
portions of, 133

inserting shapes for,
125-126
modifying layout color
throughout, 128-129
pictures used with, 129
placing pictures
anywhere in shapes,
134
redirecting layout for,
126
resetting graphic, 130
styles applied to shapes
within, 132-133
tabs on Ribbon for, 125
using, 121-122
SmartArt Tools Design tab.
See also SmartArt
adding shapes from,
125-126
changing layout
direction, 126
illustrated, 125
SmartArt Tools Format tab.
See also SmartArt
about, 130-131
Edit in 2-D option, 131
illustrated, 131
Snap To section (Grid and
Guides dialog box),
105, 106
Soft Edges effect, 31
sound. See also narration
animation with, 164
embedded vs. linked
files for, 151
file formats for, 150
including narration with
other, 157
inserting in PowerPoint,
151-153
looping files, 153
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playing CDs with slide
shows, 157
recording narration
from presentation,
160-161
starting and stopping,
154-155
triggering from slide
element, 155-156
using during slide
transitions, 178
when to use, 150
sound card, 157, 158
sound conversion utilities,
150-151
Standard tab (Colors dialog
box), 110
starting sounds, 154-155
stock charts, 198
stopping sounds, 154155
story
adding movies in
presentations,
139-140
customizing layout to fit
content, 20-25
enhancing with themes,
53-54
leading reader through,
25
limiting number of
words, 98
telling through slides,
17
using active verbs in, 90
when to add shapes
with, 108
WordArt to enhance, 89
Stretch Options for fill, 70

styles. See also Quick Styles
galleries; styles galleries
adding to tables, 82,
83-84
applied to SmartArt
shapes, 132-133
audience learning, 130
chart, 201
using SmartArt, 129
WordArt, 91
styles galleries
Picture, 33-34
Shape, 94
Table, 83-84, 86-87
surface charts, 198

T

Table Styles Gallery, 83-84,
86-87
Table Styles group (Table
Tools Design tab), 83—-84
Table Styles Options group
(Table Tools Design tab)
Borders command in,
84
choosing styles from,
86-87
illustrated, 82, 83-84
Table Tools Design tab, 82
Table Tools Layout tab, 79,
80-81
tables
about, 77-78
adding to slides, 78
adjusting cell size, 81
aligning text in cells, 81
animating, 174-176
aspect ratios when
sizing, 81
borders for, 84-85

creating, 78
deleting rows or
columns, 79
earlier versions of
PowerPoint, 80
editing color for, 82-83
effects with, 85-86
formatting chart data as,
205
inserting rows or
columns, 78-79
merging cells on, 79-80
removing header rows,
86
styling, 82, 83-84
Table Tools Layout tab
options for, 79, 80-81
using grouped objects as
animating, 176
tabs. See specific tab by name
taking better pictures, 36
templates, 14
text. See also text boxes;
WordArt
active/passive verbs in,
90
adding to photo albums,
54
aligning in table cells,
81
animating, 164, 174, 175
Autofit options for
WordArt, 102
captions for pictures,
54, 56
converting to SmartArt,
135
effect of layout changes
on, 8
flipping, 106
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inserting in shapes,
113-114
limiting number of
words, 98
outlining option when
exported to Word, 193
placing in placeholders,
15
placing in SmartArt
layout, 126-127
shrinking overflowing
WordArt, 102-104
supporting with images,
2-3
using bullets in, 31
Text Box command, 101-104
text boxes
adding WordArt to, 72
aligning, 60
dragging, 60
formatting WordArt,
101-104
including in layout,
56-57
moving into unexpected
places, 26
setting internal margins
for, 103-104
Text Outline command, 95
Text pane, 126-127
texture
adding to shapes,
111-112
using in background, 45
themes
photo album, 53-54
slide, 22
3-D art, editing in 2-D, 131

3-D charts
data markers for, 210
orienting information
in, 208
3-D format
clip art with, 71
using command for,
98-99
3-D rotation
about, 31
changing orientation of
chart information
with, 208
clip art with, 72
command for, 100-101
WordArt with, 100-101
timing
adjusting for animated
objects, 173
editing narration,
158-159
movie play, 142
rehearsing presentation,
165-167
slide changes with
narration, 159
Title And Content Slide, 12,
22-23
Title Only slide layout, 20
Title Slides, 21-22
titles
axes, 205
chart, 204
Transform options (Drawing
Tools Format tab), 95-97
transitional slides, 178-179
trendlines, 208, 209
triggering
about, 142
choosing method for
object’s, 173

sound elements in
slides, 155-156

Two Content Slides, 23-24
two-picture layout, 57-58
xt file format, 193
Type command group, 200
typography. See also text

defined, 2

type for charts, 200

U

ungrouping
clip art, 67-68
objects when animating
tables, 176
USB microphone, 157-158

\'}

van der Rohe, Ludwig Mies, 5
vector art, 67

viewing gridlines, 104-106
visual balance, 6-7, 26
visualizing information, 26
voice quality, 161

W

washing out graphics, 73-74
.wav file format, 150
Web Collections, 62
Web resources for clip art, 34,
62-65
weight
changing SmartArt line,
132
modifying WordArt line,
93
white point markers, 117
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white space, 7-8, 109
Windows Media Encoder,
141, 150
.wma file format, 150
.wmv file format, 140
Word
Building Blocks
Organizer, 194
formatting applied for
PowerPoint text in,
193
moving graphics to
PowerPoint from,
191-195
pasting graphics from
PowerPoint to,
190-191
WordArt
adding to text boxes, 72
adjusting backgrounds
for, 94
aligning, 104-106
applying 3-D format to,
98-99
changing styles with
Quick Styles, 91, 94

enhancing story with, 89

fill with, 91-92

flipping, 106

formatting effects for,
97-104

getting started with,
90-91

inserting in shape, 114

moving to Word, 191

outline added to, 92-93,

94-95
rotating, 100-101, 106
setting margins for,
103-104
shrinking, 102-104

text box formatting for,
101-104

transforming with text
effects, 95-97

workspace

areas of, 11

Outline tab in, 18, 19

Picture Tools Format tab
in, 28

X

XY charts, 198

Y

yellow markers, 115

z

zoom, 118
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