Making Everything Easier!”

Learn to:

« Create and edit a slide presentation
* Use the latest enhancements and features
» Add charts, clip art, sound, and video

» Work with master slides and templates

Doug Lowe
Author of Networking For Dummies, 9th Edition




Get More and Do More at Dummies.come

Start with FREE Cheat Sheets
() .
(%.@' g, } Cheat Sheetsinclude
6\!90@ * Checklists
 Charts

* Common Instructions
* And Other Good Stuff!

To access the Cheat Sheet created specifically for this book, go to
www.dummies.com/cheatsheet/powerpoint2010

|

Get Smart at Dummies.com
Dummies.com makes your life easier with 1,000s

of answers on everything from removing wallpaper
to using the latest version of Windows.

Check out our
+Videos
* [llustrated Articles
* Step-by-Step Instructions

Plus, each month you can win valuable prizes by entering
our Dummies.com sweepstakes. *

Want a weekly dose of Dummies? Sign up for Newsletters on
+ Digital Photography
* Microsoft Windows & Office
* Personal Finance & Investing
* Health & Wellness
« Computing, iPods & Cell Phones
* eBay
* Internet
* Food, Home & Garden

Find out“HOW” at Dummies.com

*Sweepstakes not currently available in all countries; visit Dummies.com for official rules.


www.dummies.com/cheatsheet/powerpoint2010
www.dummies.com
www.dummies.com
www.dummies.com
www.dummies.com

PowerPoint2010
FOR

DUMMIES

by Doug Lowe

ILEY
John Wiley & Sons, Inc.



PowerPoint® 2010 For Dummies®
Published by

John Wiley & Sons, Inc.

111 River Street

Hoboken, NJ 07030-5774

www.wiley.com

Copyright © 2010 by John Wiley & Sons, Inc., Hoboken, New Jersey
Published by John Wiley & Sons, Inc., Hoboken, New Jersey
Published simultaneously in Canada

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or
by any means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permit-
ted under Sections 107 or 108 of the 1976 United States Copyright Act, without either the prior written
permission of the Publisher, or authorization through payment of the appropriate per-copy fee to the
Copyright Clearance Center, 222 Rosewood Drive, Danvers, MA 01923, (978) 750-8400, fax (978) 646-8600.
Requests to the Publisher for permission should be addressed to the Permissions Department, John Wiley
& Sons, Inc., 111 River Street, Hoboken, NJ 07030, (201) 748-6011, fax (201) 748-6008, or online at http://
www.wiley.com/go/permissions.

Trademarks: Wiley, the Wiley logo, For Dummies, the Dummies Man logo, A Reference for the Rest of Us!,
The Dummies Way, Dummies Daily, The Fun and Easy Way, Dummies.com, Making Everything Easier, and
related trade dress are trademarks or registered trademarks of John Wiley & Sons, Inc. and/or its affiliates
in the United States and other countries, and may not be used without written permission. PowerPoint

is a registered trademark of Microsoft Corporation in the United States and/or other countries. All other
trademarks are the property of their respective owners. John Wiley & Sons, Inc. is not associated with any
product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER AND THE AUTHOR MAKE NO
REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE ACCURACY OR COMPLETENESS OF
THE CONTENTS OF THIS WORK AND SPECIFICALLY DISCLAIM ALL WARRANTIES, INCLUDING WITH-
OUT LIMITATION WARRANTIES OF FITNESS FOR A PARTICULAR PURPOSE. NO WARRANTY MAY BE
CREATED OR EXTENDED BY SALES OR PROMOTIONAL MATERIALS. THE ADVICE AND STRATEGIES
CONTAINED HEREIN MAY NOT BE SUITABLE FOR EVERY SITUATION. THIS WORK IS SOLD WITH THE
UNDERSTANDING THAT THE PUBLISHER IS NOT ENGAGED IN RENDERING LEGAL, ACCOUNTING, OR
OTHER PROFESSIONAL SERVICES. IF PROFESSIONAL ASSISTANCE IS REQUIRED, THE SERVICES OF
A COMPETENT PROFESSIONAL PERSON SHOULD BE SOUGHT. NEITHER THE PUBLISHER NOR THE
AUTHOR SHALL BE LIABLE FOR DAMAGES ARISING HEREFROM. THE FACT THAT AN ORGANIZA-
TION OR WEBSITE IS REFERRED TO IN THIS WORK AS A CITATION AND/OR A POTENTIAL SOURCE
OF FURTHER INFORMATION DOES NOT MEAN THAT THE AUTHOR OR THE PUBLISHER ENDORSES
THE INFORMATION THE ORGANIZATION OR WEBSITE MAY PROVIDE OR RECOMMENDATIONS IT
MAY MAKE. FURTHER, READERS SHOULD BE AWARE THAT INTERNET WEBSITES LISTED IN THIS
WORK MAY HAVE CHANGED OR DISAPPEARED BETWEEN WHEN THIS WORK WAS WRITTEN AND
WHEN IT IS READ.

For general information on our other products and services, please contact our Customer Care
Department within the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002.

For technical support, please visit www.wiley.com/techsupport.

Wiley publishes in a variety of print and electronic formats and by print-on-demand. Some material
included with standard print versions of this book may not be included in e-books or in print-on-demand.
If this book refers to media such as a CD or DVD that is not included in the version you purchased, you
may download this material at http: //booksupport.wiley.com. For more information about Wiley
products, visit www.wiley.com.

Library of Congress Control Number: 2010923566

ISBN SBN 978-0-470-48765-5 (pbk); ISBN 978-0-470-62279-7 (ebk); ISBN 978-0-470-62280-3 (ebk);
ISBN 978-0-470-62281-0 (ebk)

Manufactured in the United States of America
109 876543

WILEY


http://www.wiley.com
http://www.wiley.com
http://booksupport.wiley.com
http://www.wiley.com/techsupport
http://www.wiley.com/go/permissions

About the Author

Doug Lowe has written enough computer books to line all the birdcages in
California. His other books include Word 2010 All-in-One For Dummies, Java
All-in-One For Dummies, and Networking For Dummies, 9th Edition.

Although Doug has yet to win a Pulitzer Prize, he remains cautiously optimis-
tic. He is hopeful that James Cameron will pick up the film rights to this book
and suggests Avatar II: The Phantom Presentation as a working title.

Doug lives in sunny Fresno, California, which is kind of boring but fortunately
close to non-boring places like Disneyland, Yosemite, and San Francisco.

Dedication

To Rebecca, Sarah, and Bethany.

Author’s Acknowledgments

I'd like to thank the whole crew at Wiley who helped with this edition, espe-
cially Kim Darosett who did a great job keeping the entire project moving
along when deadlines came and chapters didn’t. Copy editor Virginia Sanders
dotted all the t’s and crossed all the i’s, or something like that, and managed
to get my crude prose readable. Stuart Stuple gave the entire manuscript a
thorough technical review and made many excellent suggestions. And, of
course, many other people pitched in.

I'd also like to thank everyone who helped out with previous editions of
this book: Mark Enochs Kala Schrager, Jennifer Riggs, Rebecca Mancilla,
Doug Sahlin, Andrea Boucher, Garret Pease, Steve Hayes, Kel Oliver,
Nancy DelFavero, Grace Jasmine, Rev Mengle, Tina Sims, Pam Mourouzis,
Leah Cameron, Jim McCarter, Kezia Endsley, Becky Whitney, and Michael
Partington.



Publisher’s Acknowledgments

We’re proud of this book; please send us your comments at http://dummies.custhelp.com.
For other comments, please contact our Customer Care Department within the U.S. at 877-762-2974,
outside the U.S. at 317-572-3993, or fax 317-572-4002.

Some of the people who helped bring this book to market include the following:

Acquisitions and Editorial Composition Services
Project Editor: Kim Darosett Project Coordinator: Katherine Crocker
Acquisitions Editor: Amy Fandrei Layout and Graphics: Joyce Haughey,

Copy Editor: Virginia Sanders Christin Swinford, Christine Williams

Proofreaders: Laura Bowman,

Technical Editor: Stuart Stuple Lauren Mandelbaum

Editorial M : Leah

Hort anager: Leah Cameron Indexer: Sharon Shock
Editorial Assistant: Amanda Graham

Sr. Editorial Assistant: Cherie Case

Cartoons: Rich Tennant
(www . the5thwave . com)

Publishing and Editorial for Technology Dummies
Richard Swadley, Vice President and Executive Group Publisher
Andy Cummings, Vice President and Publisher
Mary Bednarek, Executive Acquisitions Director
Mary C. Corder, Editorial Director
Publishing for Consumer Dummies
Kathleen Nebenhaus, Vice President and Executive Publisher
Composition Services

Debbie Stailey, Director of Composition Services


http://dummies.custhelp.com
http://www.the5thwave.com

Contents at a Glance

INtroduction ...............ccceeecceeeceeiieecareeiseecsneessesseesssnense |
Part I: Basic PowerPoint 20710 Stuff.......cccecoeeeeecececaeee 7

Chapter 1: Welcome to PowerPoint 2010 ..........cccccvieeiiieiiiieiieceeceeee e 9
Chapter 2: EAiting SHAES ........cocviviieiieiieiieiectetertereesie ettt sre st se e st e e esaeeseeeve s 31
Chapter 3: Working in Outling VIEW ...........cccoeciiviiiiniininieieeeneeetee et 47
Chapter 4: Proofing Your Presentations..........ccccccvevieveeciieciiccieccieceeseecee e 53
Chapter 5: Don’t Forget YOUr NOES! ........cccccveieiieierieieeeeee ettt 63
Chapter 6: SNOW TIME! .......cociiiiiiiiiiieicceeeeee ettt aeebeenbe s 69
Chapter 7: Getting HelpP.......ccooiiiiiiieiie ettt 83
Part II: Creating Great-Looking Slides......................... 87
Chapter 8: All about Fonts and Text Formatting ..........cccccoeeveviievieecencienieeieeeeeenen 89
Chapter 9: Designing YOUr SHAES........ccocuiriiriiniiniiieteeeieeieeeste sttt seesae e 105
Chapter 10: Animating YOUr SHAES.........cccecueriirieniinieneeseeieeieerestesee e see e e 119
Chapter 11: Masters of the Universe Meet the Templates of Doom ....................... 135
Part 11I: Embellishing Your Slides ...............cccoeeeeeee 157
Chapter 12: Inserting Pictures and ClpP Art.........cccooieeieiieciiecieeeeecee e 159
Chapter 13: Drawing on YOur SHAES.........ccceeiiviiniinienienienienieeiestesee e saee e 177
Chapter 14: Charting for Fun and Profit...........ccccoovvenienieiiniinieiciececeeeeeeeee 197
Chapter 15: Working with SmartArt .........ccocoooiiiiiiiininee e 213
Chapter 16: Lights! Camera! Action! (Adding Sound and Video) ..........ccccceeveuenenne. 225
Chapter 17: More Things to Insert on Your Slides ........cccccocevviiriiencieniienienieneenennne 237
Part IV: Working with Others...............ccceceeeeeeeiaeeeess 201
Chapter 18: Using PowerPoint’s Collaboration ToOIS.........cccccceevverciencieniencieneeninene 263
Chapter 19: Using a Slide Library and Other Ways to Reuse Slides........................ 275
Chapter 20: Creating a Video Version of Your Presentation............ccccccevvevveruennenne. 281
Part U: The Part of Tens .........cccccceeeeeieeeeeeeeeeeeeeeeeeeees 287
Chapter 21: Ten PowerPoint Commandments...........cccccccveeeiieniiieecieecieesie e, 289
Chapter 22: Ten Tips for Creating Readable Slides.........ccccccovvvievienciincinienienieeene 293
Chapter 23: Ten Ways to Keep Your Audience Awake ...........ccccooerenenienenenennenne. 297
Chapter 24: Ten Things That Often Go Wrong...........cccceeeeeciieciiecieeieeieeieeeeseesneenne 301

JOACK «aaaaeaeeeeeeeeeeeeeaeaaaaaaaannnnnnenseeeeeeeeeeeesesssasaasasasees 305






Table of Contents

JOEPOAUCEION a.aeeeeeeeeeeenaaaeaeeeeeeeennnnnseaseeeeessnnnnsaseeees ]

ADOUL THiS BOOK .....evvviiiiiiiiiieiec e ettt eeaae e ens 1
How t0o Us€ This BOOK.......ccovviiiiiiiiiciee et 2
What You Don’t Need to Read ...........cooovveiieeiiiiiiiiiiiceieeeeceeecceec e 3
Foolish ASSUMPIONS........cccoiieiiiieiieeeceeeee e 3
How This Book Is Organized...........cccecievieniiniininieieereneeeeeeeee e 3
Part I: Basic PowerPoint 2010 Stuff..........ccccooovviiiiioiiiiiiiiiiceeeeens 4
Part II: Creating Great-Looking Slides........c.cccecverviereeneenieenieenieniennnen. 4
Part IIIl: Embellishing Your Sldes.........cccoccevvieviiniiinenneniieieeieeieeen. 4
Part IV: Working with Others .........cccovivviiniiniiniiceeeeiee, 4
Part V: The Part of TeNS.........cooovviiiiiiiieeeeeeeeeee e 4
Icons Used in ThisS BOOK ......ccooouuviiiiiiiiiieeeeee et 5
Where t0 GO from HETE.......coovviiiiiiiiiieeeeeeeeeeeee et 5

Part I: Basic PowerPoint 20710 Stuff.......cccoeeeeceeeececcacees 7

Chapter 1: Welcome to PowerPoint2010.......................... 9
What in Sam Hill Is POWerPoint?........ccccccoeveeninninenenenieenceeeseeeeenenne 9
Introducing PowerPoint Presentations...........ccccocoeveiiinieencienienecieeeene 11

Presentation filles ...........ocoiiiiiiiiniie e 12
What’s in @ SHAE? ...c..ooiiiiiiiieieeeeeeeeee e 12
Starting POWErPOINt .......ccooiiiiiiiiiienienteccecece et 14
Navigating the PowerPoint Interface .........c.ccocoveriinniniiniiniininieeeen, 15
Unraveling the RibDON ..........oooiiiiiieeceeee e 18
The View from Here Is Great.........cceceveviniieieiiieeneeeeeeeeeeeeee 19
Taking the Backstage TOUT........c.ccceeieiiiiiiiieeceee e 19
Creating a New Presentation..........ccceeeevieviieciiniiiniecieeieceeseeeeeseese e 20
Editing teXt. oottt 22
Adding a new slide........cooiiviiviiiiniireeeeeee e 23
Moving from slide to Slide ..........coeecueeeiiieciieeeeeee e, 24
ChooSING @ AESIGN......ccuieieieieiee e 24
Displaying Your Presentation ..........ccccceevierieeeenieciiesiecieeieeieeeeeeeseeeen 26
SaVING YOUT WOTK.....oooiiiiiiiiiieiieiectestestest et ete e sveeveetesae e e saa e aeeee s 26
Opening a Presentation ...........occooeeiieniiniienienieciececeeeeeeseese e 27
Closing a Presentation .........c.ccooceevieviiininniennienienieeieetestctest e 28

Exiting POWerPOINt .........ccooiiiiiiiiieceerceeeeee e 29



UIlI PowerPoint 2010 For Dummies

Chapter 2: Editing Slides. ...t 3
Moving from Slide tO SHAE........ccceceeiierieieeieeeeeceeeee e 31
Working with ODbJecCtS........cooieiiiiiieiiciicececteeee e 32

Selecting ODJECES ......coviiiiiiiieeereeeeee e 33

Resizing or moving an object ........ccocevvieriiniinieniceccneeeeeee 34
Editing @ Text ODJECE.....cciiiiiiecieeeeeeeeeeeee ettt 36
SeleCtiNg TEXL.....eeoterieeiirieieieere ettt sttt st eas 37
Using Cut, Copy, and Paste .........ccceecueriieiiiieceecieeieeieeie e 38
Duplicating an ODJECL.......ccciiviirviirieeiecieceeetee ettt es 39
Using the Clipboard Task Pane..........ccccoevveviinieniinniinnienienienieeeeseeneeeen 39
Oops! I Didn’t Mean It (The Marvelous Undo Command) ..........c..cc..c...... 40
Deleting @ SHAe.......cc.ooiiiriiiiiiiiceeceeeteteeee e 41
Duplicating @ SHAE.......coveierieiriieeeeeerecee ettt 41
FINAING TEXL.....eiiiiiieieeieeteeet ettt sttt s st 42
ReplaCing TeXt ...cccueiiiriirieieiee et 43
Rearranging Your Slides in Slide Sorter View ...........cccccvevvevieveneneeeenennn. 45

Chapter 3: Working in Outline View............................. 47
Calling Up the OUtlNe........coovieniiiiiieeeccccee et 47
Selecting and Editing an Entire Slide..........ccccooceeviriinnieniiniiniinieeeeee, 49
Selecting and Editing One Paragraph.........cccceceeeieviieiiiececciecieceeeeeeenen 49
Promoting and Demoting Paragraphs........c.ccoccovveivinninniniinninniniceeen. 49
Adding a New Paragraph .........cccoeeioiiiieeiececeeeeeeeeete e 50
Adding a NeW SHAE.......ccecieiieieieieieceseeeeeeete et as 51
Moving Text Up and DOWIL.........cccccvevierierieieeeieienieeeeeseeeesae e sveeeessesaens 52
Collapsing and Expanding the Outline.............cccccevieirercierienereseeeeeens 52

Chapter 4: Proofing Your Presentations. ......................... 53
Checking Spelling As YOU GO .......ccceevierierieieeeieienieeeseseesesae e seeeseeeeneens 53
Spell Checking After-the-Fact ...........cccoeceevieiienierieieeeeeeeeeeeeee 55
Using the TheSaurus ........coccovviiiirienieneteteeeeee et 57
Capitalizing COTTECLY ......coioiiiiiieieieiececeeeeee et 58
Using the AutoCorrect Feature...........coccovvevieneeieeniinnieciecieeieeeeseeseeen 59

Chapter 5: Don’t Forget Your Notes! ............................. 63
Understanding NOES ........ccvvciiiiiriierienieceeteeeeete et ere e 64
Adding Notes t0 @ SHde.......coeeeieieeiieiceceeeeeeeeee e 65
Adding an Extra Notes Page for a Slide..........ccoceviiniininniniiniinienieneee, 66
Adding a New Slide from Notes Page View.........ccccccvevvevieciecieecieeieeeenne, 67
Printing NOtes Pages ........cooeiiiiiiiiiiieieeteeeeeee et 67

Displaying Notes on a Separate Monitor ..........ccccecvevieecieeciencienceeneeneenen. 68



Table of Contents

Chapter6: Show Time! ............ ...t 69
The Quick Way to Print.......cccccieciieiiieieiiecieceeeeeee e 69
Printing from Backstage VIEW .........ccccoeviiiinieniiniciceceeeeeeeeeee e 70

Printing more than one Copy........cccocvvvvierieniienienienicieeeeeeeee e 70
Changing Printers ........coceevierienienienieeeeeeeee e 71
Printing part of a document ............cccooooveeeciieeciiecieee e, 71
Using Print Preview ...t 72
Starting a SIde SHOW ........cociiiiiiiieeceeeeeeeee e 72
Setting Up @ SHAE SNOW ....cuiiiiiiiiiecieciecteteeee ettt 73
Setting Up @ Projector......ccciiiiiiiiieriesieeieteeceeteee et 74
Keyboard and Mouse Tricks for Your Slide Show...........cccevivviininnennen. 75
Scribbling on YOur SHAES .........cceevueeieeieiiecieeeeeteeie et 77
Using the Laser POINter .........ccociiiiiiiniiniiieeeeeeeeeeeeeeeeeeeee e 78
Rehearsing Your Slide Timings.........ccceceeveriienieenieniiesieeieeiecie e 79
UsSINg CUSTOM SNOWS ....coviiiiiiiiiicieeiesteete sttt et sveeveeteseesae e aeeeees 79
Creating a CuUStOM SNOW......cccieviiriinieiiciecceecece e 80
Showing a custom ShOW.......cccecivviiriiiniiiniiieee e 81
Hiding SIAES ..c..eovmieiiiieiieteeeeette e 81

Chapter 7: GettingHelp...............co i 83
Several Ways to Get Help ......c..cceeveeieeiiiiecieeeeceeeeeee e 83
Finding Your Way Around in Help........cccocuevieeieiiieniieieeecieceeeeeeeeeee 84

Part II: Creating Great-Looking Slides ........................ 87

Chapter 8: All about Fonts and Text Formatting ................... 89
Changing the Look of Your TeXt........cocvvirieriiniiniiinienienieteeeeeeeen 89
Two ways to apply formatting .........cccccceeveieeciiecieeeeceeeeeee, 91
Changing the size of characters..........ccccooverernieieneneeeceee 92
Choosing text fONES......ccceeviiriiiiicieeeeeeceeee e 92
Adding COlOY t0 YOUT tEXt.....ccoiiiiiiiiieiieieeieeiecieee e 93
Adding ShadOWS........coociiriiiiiiiiieeeeeeeeee et 93

Big Picture Text Formatting ........ccccoecueveiinieniiniiniiiieieeeceseetececeeen 94
Biting the bulleted list...........ccceeviieeciiiceeeeeeeeee e, 94
Creating numbered LiStS.........cccuviririerierereseceeeeee e 96
Setting tabs and iNAeNts .........cccceeceeieecieeienieeeee e 97
SPACING OUL ..ottt ettt a e s ae e 99
Lining things UP.....ccccoeiiriiiiiiieeeececeeteeee e 99
MaKing COIUMNS .......oociiriirierieriieteeccee et 100

Creating Fancy Text with WOrdArt.........cccooveeviiniiiniiniiienieieecceeee 100

ix



X

PowerPoint 2010 For Dummies

Chapter 9: Designing Your Slides ............................. 105
Looking at the Design Tab.........ccccceeieiiiiiinieeeeeeeeeie e 105
Designing the Page Setup ........cccceveeieeiiiienienececieeececee e 106
Working with Themes ..........ccocviviiviiiiiiiieeeeeeeeeee e 107

ApDPLYINg themes .......cooiiiiiiiiiiiiieee e 108
Using theme COLOTS.......ocivviiiiiriiniiriiteteeceeeeeee e 109
Using theme fOntS .........ccoovieiiecieiceceeeeeeee e 113
Applying theme effects.........ccccevieviieiieciiciececeeeee e, 113
Using Background Styles .........ccccoecieeieriinienieneeieesieeieeie et eseeenee 114
Using a gradient fill..........ccoocooieirieiiinireccceceeeee e 115
Using other background effects.........cccecevieninninniniinninienien, 116

Chapter 10: Animating Your Slides .. ........................... 119
Using Slide TransSitions ........c.ccovervierieniienienieeeeeieeeeee st 119
Using the Animations Tab .......ccccccveeciieciieciiceecee e, 122
Customizing Your Animation ..........ccccecererineninienienieneseececeee e 124

Understanding custom animation .........c.ccccccevveeveeneecieecieeceeccnennnns 124
Using the Animation pane...........coccoevevvieeienienieneeseecieeceeveeeeeeens 126
Adding an effect ........cocvevieriiniii e 126
More about animating teXxt .........cocevceeverririiinereeeneeeen 129
Timing your animations ..........cccccceeeeiieeciieecieeie e 130
Making Text JIGGLe ....cc.coviimiiriiiiieieteee ettt 133
Using the Animation Painter .........ccccceevieeiinieniecieeeeeiecee e 133

Chapter 11: Masters of the Universe Meet

the Templatesof Doom ............. ..., 135
Working with Masters ........ccccovivviininiiniinieeceeeeee e 135
Modifying the Slide Master..........cccecieriieriieiiieiiieieeieeeeee et saeenee 137

Working with the Slide Master
and Edit Master tabs........cocecevieveneninineicceeeeeeceeee 139
Adding recurring text or other elements..........cceccoeceeveeneineeneenee. 140
Applying themes to your Masters ..........cccceceeeciveecerecieeriecereeeen, 140
Adding NeW LaYOULS .....cccoeuirieieieiieceeeeee e 141
Adjusting the Handout and Notes Masters ..........cccoceeveeceecieecieecieecnennnnn. 142
Changing the Handout Master ..........ccccocvvevienieenieevencienieeieeeeeens 142
Changing the Notes Master ........c.ccooceeverviienieenieenieciecieeeeeeeeeeeenn 143
USING MASTETS.....coviieiieiieieieieteeeeeeee et ste e e se et e e ssesse s e e saessessesaessens 145
Overriding the Master text style.......ccccooevvirvenneniiniiniinieeeeene 145
Hiding background objects.........c.cccovervieniiniininniieneneeeeeeeene 145
Using Headers and FOOErs .........cocoeviiriiniiniiniiiiiieeeeceecneceeeeeeee 146
Adding a date, number, or footer to slides..........cceceevvevvenreenennen. 147
Adding a header or footer to notes or handouts pages................ 148
Editing the header and footer placeholders directly.................... 148
Yes, YOu Can Serve TWO MaSEEIS .....uuvviiiiiiieeiieeeeeeeeeeeeeiieeeeeeeeeesenneeeees 149
Creating a new Slide MaSter ..........ccoccvvererieienieneneeeeeeeeee e 149
ADPPIYING MASLEI'S .....eeiiiiiieiieieeieeieeteete ettt aeeae e 150

Preserving your masters.........cccoeceeeeiieniieniiennieciecsieesie et 151



Table of Contents

Restoring Lost Placeholders ...........cccccoociieiineiieniieeeeeee e, 152
Working with Templates.........ccccovveciieiiiicieeiecieceeeee e 153
Creating a presentation based on a template...........ccccceecveevennen. 153
Creating a new template ..........ccceevvevieeieeeeeieene e 154
Working with Presentation Sections..........cccoceeveveevieveneneeeeeieneeeeens 155

Part 11I: Embellishing Your Slides.................ccccoueeeee. 157

Chapter 12: Inserting Pictures and ClipArt...................... 159
Exploring the Many Types of Pictures.........ccccccoevvevieveevieecenieeieeeeneene 160
Bitmap PICLUIES.....cceiviiiiieeecece ettt 160
Victor, give Me @ VECTOY ....c.eivuiiiiiiieieeieciecieeteceeee e 161
USING CHP ATt oottt ettt et st s eesae e e 162
Dropping in some Clip art .........cccceeeciieeciiiiieee e 162
Moving, sizing, and stretching clip art.........ccccceeceevieciiecieecieceennnnn, 164
Inserting Pictures from a File........cccccoeiiiiinieniiiicicecececeeeeeeeee 165
Cropping @ PICEUTE........ooiiiiiieeeeeeteeeeee ettt 167
Adding Style to Your Pictures.........cccevevvieniiniinienieeeeeieeieeiesvenenn 168
Applying a picture border .........ccoceeveevieniiiniiinieniereeeeeeeeee 169
Applying picture effects........cccouveciieiiiicie e, 169
Correcting Sharpness, Brightness, and Contrast .........c..ccccecevevenennnne. 170
AdJUSTING COLOT ..ttt ettt et be e aesaaeenaa s 171
Applying Artistic EffeCts ......coovivieviieiiiiieeceeeeee e 172
Compressing YOUr PICLUTES ........cccoeviiiviiirieeiiiiieniecieeeecteseese e 173
Removing Picture Backgrounds .........c..ccoceevieneiniiininneniieniienieneenceneenne 175
Chapter 13: Drawing on Your Slides............................ 177
Some General Drawing TiPS ......cccocceevieriinienieneirieeiecieeieeee st 177
/7o) 1911 0¥ 38 | o BTSSR 178
Displaying the ruler, gridlines, and guides..........cccceccevvvrveneenneen. 178
Sticking to the color scheme............ccccveeviniiniiiniecieeeeeeceee 178
Saving freqUENLLY .......cccecierirrieiieie et 179
Don’t forget CHrI+Z ......cooovviviniiieiceecccceeeeeeee e 179
Drawing Simple ODJeCtS.......cocvvviiriiiriinienieteeeeeeee et 180
Drawing straight lines ............ccccooveeeiiiecii e, 181
Drawing rectangles, squares, ovals, and circles...........c.ccecueeeunenn. 181
Creating Other Shapes .......ccccceeieiieiieiieecece e 182
Drawing @ ShAPE.......ccoccieviieriiiieiieie ettt ae s 183
Drawing a polygon or free-form shape.........ccccceeceeververiinnienceennnn. 184
Drawing a curved line or shape .........ccccoeceeviiniinenneniinienieeienene 187
Creating a teXt DOX.....ccccvieieiieiieceecece e 188
Styling YOUT ShaPES ....cc.eeieieiiiirierieeieteeeecet ettt 188
Setting the shape fill .........cccooieiieiiiiiiiieceeeee e 189
Setting the shape outline ..........ccccccvvviirvieeiiniinieeeeceeeeee 189

Applying shape effects ..o 189

xi



Xii PowerPoint 2010 For Dummies

Flipping and Rotating ODbjects.......c.cccceeieiiieiecieceeeeeeeee e 190
Flipping an ODJECE .....ocuiiiieiieiieiece ettt 191
Rotating an object 90 degrees..........ccecveevevvenieneeneecieeceeeeeeeeene 191
Using the rotate handle..........ccccovviiriiniieniiinieniieceeeeeeeeenn 191

Drawing a Complicated Picture ..........ccccovieviininiinninnenienienieeeeeeeeee 192
Changing layers.......ccocevierierienienteeeeeeeee ettt 192
LN " IM UP ..eoviiiiiiiiiiieicieieneeeeetcreese ettt 193
Using the grids and guides ..........ccoevveviiiiiinniieeeeeeeeee e 194
GrOUD therapy ...cccccciieiieieeieciecteeeeeeee ettt et ve et ane e 195

Chapter 14: Charting for Funand Profit. . ........................ 197

Understanding ChartsS..........cocvecieeiieeiieniienieneeseesieesieesieeveeee e eeseesaeenes 197

Adding a Chart to Your Presentation..........cccoeceevienienieninnienninnieniennn, 198
Adding a new slide with a chart.........ccocceeiviiniininiieee, 199
Adding a chart to an existing slide.........ccccoevuvvviiniiniininninneeenee, 202
Pasting a chart from EXcel..........cccoooiieiiiiiinieeeeee e, 203

Changing the Chart TYPe......ccooiiiriiiiieeeeeeeeee s 204

Working with Chart Data ..........cccceeveeiiiiiiieiececeeeeeeee e 205
Switching rows and COIUMNS............ccoecuerierienieneeneeeeeere e 205
Changing the data selection..........ccoccevevvieniinenninienieneceeeee 206
Editing the source data.......ccccocevviiiiiniiinieniiiecceceeeeen 207
Refreshing a chart.........c.coccvveeiiiiiic e 207

Changing the Chart Layout........ccceceecierierienenieeeeeesie e 207

Changing the Chart Style........cccovieiieiieeeecece e 208

Embellishing Your Chart .......c.ccccceveeviiiiiniinienececceeeeeeee et 209

Chapter 15: Working with SmartArt . ........................... 213

Understanding SmMartArt........cccoceeeeevieniienienieneeeesieeeere st see e 213

Creating a SmartArt Diagram .........cccceeveeviervieniiniienienienteseesee e 216

Tweaking a SmartArt Diagram ........cccoecevierieneineinienneeieeeeseeeeeseesieenne 218

Editing the SmartArt TeXt.......ccccoeveirirrinenienecnceccneeeeeseeeeeene 219

Working with Organization Charts..........ccceceecienienienieccieceeceeeeeeene 220
Adding boxes to a chart........cccociecieiieciiciiceceeee e, 222
Deleting chart DOXeS........ccovveveevirciiiienieeieceeeese e 223
Changing the chart layout .........ccccoeveevivnieniininiceneeeeee 223

Chapter 16: Lights! Camera! Action! (Adding Sound and Video) . ..225

Getting Ready to Add Sound to a Slide.........ccccoeveevvieriienciiniiinienienceeene 225
Investigating sound files .........cccccocervieriiiniiiniiniiinceeeen 226
Inserting a sound ODbJECt ........cceeviieeciiieciiceee e 227

Setting Audio OPHIONS .......cocveiiiriirierieeeteeeeet et 229
Controlling when a sound is played.........ccccceeveevieeciiecienciensieceennnne 230
LOOPING @ SOUNA.......cooiiiiiiieiieieeieeiecteee et see e eee et eresaesanens 230
Hiding the sound iCOM .......ccooeeiiiriiiiiiiriiicetcccecee e 230
Fading the sound in and out..........ccocevvieriiniiniininiiieeeeee 230
Trimming an audio Clip......cccoccvvevcieecieee e 231

Adding Video to YOur SHAES .......cccooeririeiieniieeeeeeeeeeeteee e 231



Table of Contents

Setting Video OPHiONS .......ccocciieiieiiicieeieceeeeee ettt 233
Controlling when a video is played .........ccccocevevenenincenieeee, 234
LOOPING & VIAEO.....ccueiiiiiieiieieeieeie ettt ae e 234
Trimming a VId€0 ClP ..cccooveviieiiiiiiiiieiececeeeeceeeee e 234
Playing the video full SCreen ..........ccccoevveeienieniinieneceeeeieeeene 235
Fading the video’s sound in and out ..........ccceceeveevenienniennienneennenn. 235
Adding a bOOKMATK.........cceceeiiieiieiieieeeetece et 235

Chapter 17: More Things to Insert on Your Slides . ............... 237

INSerting TabIes ........ccoooiiiiiieceeeeeeee e 237
Creating a table in a Content placeholder............ccceceeviirennene. 238
Inserting a table on a Slide..........ccccoecveeieeieniinieeeeeeee e 240
Drawing @ table ........cooceviiiiiiieiieieceeeee e 240
Applying style to a table .......ccccocevviriieciiniinien 242
Working with the Layout tab.......cccccooeviiriiiniiniiniiiccceeee, 244

INSErting WOTrdATT.......c.oooieeiieiicieeteeeeteetee ettt s sae e 246

UsSINgG HYPETTNKS.....cc.ooiiiiiiiiiiieieeteteteeeeeee et 248
Creating a hyperlink to another slide...........cccceeeeviecirciecieciennne 249
Creating a hyperlink to another presentation or to a Web site... 250

Adding Action BUTONS.........cccoviiiriieieicieiee et 251
Assigning button actions ..........ccoceveviecieciecenenese e 251
Choosing button Shapes .........ccccccvveeeevieniieiececece e 252
Creating a button .......cocoeviiiiiriieieee e 253
Creating a navigation toolbar...........ccccceeceeiieiiecieecieeieceeeeeeeene 254

Inserting EQUAtiONS ..........cccoveviiriiiicieeceece ettt s 255

Part 1U: Working with Others ...............cccoueeeeeeaeeaaeee. 201

Chapter 18: Using PowerPoint’s Collaboration Tools............. 263
E-Mailing a Presentation ..........ccccccceeieeienieniecececceeeee e 263
USING COMIMENES ....c.ueeitiiiieiieiieieeteeteeteet e ee st steesteesteeaeeaesseeseesanenseenes 265
Comparing Presentations..........cccceecierienieeniienieniienieeieseeseese e esaeenee 267
Co-Authoring a PowerPoint Presentation ............ccccoeveviiiniiiniieniiincnnenns 269
Packaging Your Presentation on a CD .......c..oocevviiiiiniiniiiniiniinicceeee 269
Broadcasting Your Presentation ...........ccccocceveciievciieeciieecie e, 271

Chapter 19: Using a Slide Library and

Other WaystoReuse Slides..................ccoiiiiinnn. 275
Stealing Slides from Another Presentation ..........ccccooceeveiiiniiniiininnnenns 275
Saving Slides in a Slide Library .........cccccceeveeieneenieesieceeeecee e 277
Stealing Slides from a Slide Library.........ccccoeceeeieiiinieneneninieieereseeene 279

Chapter 20: Creating a Video Version of Your Presentation........ 281
Adding Timings and Narration...........cccecceeeveevieeienieneeneeseeceecieeveevesenens 281

Creating @ VIO ......ocueeviiiiiieiieeeteeitettete ettt ettt aesaeesae e 284

XI



Xi(/ PowerPoint 2010 For Dummies

Part U: The Part of Tens ........cccccccecaacnneeeaacccaacannnneeees 287

Chapter 21: Ten PowerPoint Commandments. ................... 289
I. Thou Shalt Frequently Savest Thy Work.........cccccceeveeciervienvieniieneeneenns 289
II. Thou Shalt Storeth Each Presentation in Its Proper Folder............... 289
[Il. Thou Shalt Not Abuseth Thy Program’s Formatting Features.......... 290
IV. Thou Shalt Not Stealeth Copyrighted Materials ........c.cceceevveenienenne 290
V. Thou Shalt Abideth by Thine Color Scheme,

Auto-Layout, and Template ..........cceeveeiereenieniienieseeie e eve e 290
VI. Thou Shalt Not Abuse Thine Audience with an Endless

Array of Cute Animations..........cocevcierienieniienieeeeeeee e 290
VII. Keep Thy Computer Gurus Happy.......ccocceeveenienienennennenienienienens 291
VIII. Thou Shalt Backeth Up Thy Files Day by Day.......ccccceccevveevvieruenncnne 291
IX. Thou Shalt Fear No Evil, for Ctrl+Z Is Always with Thee.................. 291
X. Thou Shalt Not PaniC........ccccvevieviiiiieieeieeeeceeeeseeseete e 291

Chapter 22: Ten Tips for Creating Readable Slides ............... 293
Try Reading the Slide from the Back of the Room ...........ccccccuvevieeenens 293
AVOId SMAIl TEXt....oiiiieiieieiieteeeee ettt steeteebeebesaesanans 293
No More Than Five Bullets, PIease........cccoovvvvveiiiiiiiiiiiieeeeeeeeeeieeeeeeeenn 294
Avoid Excessive Verbiage Lending to Excessively Lengthy Text

That Is Not Only Redundant but Also Repetitive and Reiterative.....294
Use Consistent Wording ..........ccceeveevieeienienieneesieesieesieeee e sveseesseesneenns 294
Avoid Unsightly Color Combinations.........c.cceceeeeeienienenenencnnieienenenene 295
Watch the Line Endings ........ccovevieviieiiiniiiniecieeiececeeeeeeie e 295
Keep the Background Simple........cccoceevieviinieneniinnieeieeienieeieeeeseesieene 295
Use Only Two Levels of Bullets .........ccoccovieniiniininnineniecienieeeseeeee 295
Keep Charts and Diagrams Simple ........cccccoeveeviriinninneniienienieneenceneenne 296

Chapter 23: Ten Ways to Keep Your Audience Awake............ 297
Don’t Forget YOUr PUIPOSE..........covieriiriiniiiiitceeieeeeeeetesee et 297
Don’t Become a Slave to Your SHAes ........cccoeeeeeiieieneneneeeeieieeseeene 297
Don’t Overwhelm Your Audience with Unnecessary Detail .................. 298
Don’t Neglect YOUr OPening .........cccecveeierienieneenieenieenieeieeieseeseeseeseeenns 298
Be REleVANL ..ottt 298
Don’t Forget the Altar Call.........cccoceeieviiiniiniiiiicieceeieeeeeeeeeseeeee 299
Practice, Practice, PractiCe ......coouveviiiiiiiiiiiiiieiieeeeeeeeeee e 299
RELAX ...ttt sttt s 299
Expect the Unexpected........coccooveeiiriiniiniiniiieieeeeeeeeeeceeceeeseeseeeane 300

DON’t BE BOTING.....cooiiiiiiiieiiciecieeteetecte ettt ve e st aesaeesae e 300



Table of Contents ¢/

Chapter 24: Ten Things That Often GoWrong.................... 301
[Can’t FINA MY Fil€ ....c..ooouiiiieieeeeececeteteeee ettt 301
I've Run Out of Hard Drive Space .........cccocevvieveiiiieiieniecieciecieeeeseeseenne 301
['ve RUn Out Of MEMOTY ...cceovviriiiienienienitenteieeie ettt eesaeesae e 302
PowerPoint Has Vanished! ..........ccccoociiiiniiniiniiiiceeeceeeeeee 302
[ Accidentally Deleted a File.........ccoeveeiiiienieeieiecteeeeeee e 302
It Won'’t Let Me Edit That.......cccocoviririiieeeeeeeeeecee e 303
Something Seems to Be MiSSINg .......ccccceviirienieniieiiicieciecie e 303
[ Can’t Figure Out Where the X-Y-Z Command Went ..........c.cccccvevvenenne 303
The Projector Doesn’t WOrK ........cccoecvevieniinienieenieiiecieeiesieseeseeseesieenne 304

JOACK «eeeeeeeeeeeeeeeeeeeeeeeeeeaeaeaaeaaaaaaaaaaannnnnseseseeeeeeeeeeeees 305



XUl  PowerPoint 2010 For Dummies




Introduction

Welcome to PowerPoint 2010 For Dummies, the book written especially
for people who are lucky enough to use this latest and greatest ver-
sion of PowerPoint and want to find out just enough to finish that presenta-
tion that was due yesterday.

Do you ever find yourself in front of an audience, no matter how small, flip-
ping through flip charts or shuffling through a stack of handwritten trans-
parencies? You need PowerPoint! Have you always wanted to take your
notebook computer with you to impress a client at lunch, but you haven’t
known what to do with it between trips to the salad bar? You really need
PowerPoint!

Or maybe you're one of those unfortunate folks who bought Microsoft Office
because it was such a bargain and you needed a Windows word processor
and spreadsheet anyway, and hey, you're not even sure what PowerPoint is,
but it was free. Who can resist a bargain like that?

Whichever circumstance you find yourself in, you're holding the perfect book
right here in your formerly magic-marker-stained hands. Help is here, within
these humble pages.

This book talks about PowerPoint in everyday — and often irreverent —
terms. No lofty prose here; the whole thing checks in at about the fifth-grade
reading level. [ have no Pulitzer expectations for this book. My goal is to
make an otherwise dull and lifeless subject at least tolerable, and maybe even
kind of fun.

About This Book

This isn’t the kind of book that you pick up and read from start to finish as
though it were a cheap novel. If I ever see you reading it at the beach, I'll kick
sand in your face. This book is more like a reference — the kind of book you
can pick up, turn to just about any page, and start reading. It has 24 chapters,
each one covering a specific aspect of using PowerPoint — such as printing,
animating your slides, or using clip art.
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Each chapter is divided into self-contained chunks, all related to the major
theme of the chapter.

For example, the chapter on using charts contains nuggets like these:

v Understanding charts

v Adding a chart to your presentation
v Pasting a chart from Excel

v Changing the chart type

v Working with chart data

You don’t have to memorize anything in this book. It’s a need-to-know book:
You pick it up when you need to know something. Need to know how to
create an organization chart? Pick up the book. Need to know how to over-
ride the Slide Master? Pick up the book. After you find what you’re looking
for, put it down and get on with your life.

How to Use This Book

This book works like a reference. Start with the topic that you want to find
out about: To get going, look for it in the table of contents or in the index.
The table of contents is detailed enough that you should be able to find most
of the topics that you look for. If not, turn to the index, where you find even
more detail.

When you find your topic in the table of contents or the index, turn to the
area of interest and read as much or as little as you need or want. Then close
the book and get on with it.

This book is loaded with information, of course, so if you want to take a brief
excursion into your topic, you’re more than welcome. If you want to know all
about Slide Masters, read the chapter on templates and Masters. If you want
to know all about animation, read the chapter on animation. Read whatever
you want. This is your book — not mine.

On occasion, this book directs you to use specific keyboard shortcuts to
get things done. When you see something like Ctrl+Z, this instruction means
to hold down the Ctrl key while pressing the Z key and then release both
together. Don’t type the plus sign.

Sometimes I tell you to use a command that resides on the new ribbon inter-
face like this: Choose Home=Editing=>Find. That means to click the Find
button, which you can find in the Editing group on the Home tab.
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Whenever [ describe a message or information that you see onscreen, it looks
like this:

Are we having fun yet?

Anything you'’re instructed to type appears in bold like so: Type a:setup in
the Run dialog box. Type exactly what you see, with or without spaces.

Another nice feature of this book is that whenever I discuss a certain button
that you need to click in order to accomplish the task at hand, the button
appears either in the margin or in a helpful table that summarizes the but-
tons that apply to a particular task. This way, you can easily locate it on your
screen.

What Vou Don’t Need to Read

Some parts of this book are skippable. I carefully place extra-technical infor-
mation in self-contained sidebars and clearly mark them so that you can give
them a wide berth. Don’t read this stuff unless you just gots to know. Don’t
worry;  won’t be offended if you don’t read every word.

Foolish Assumptions

I make only three assumptions about you:

» You use a computer.

v It’s a Windows computer — not a Macintosh.

»* You use or are thinking about using PowerPoint 2010.
Nothing else. I don’t assume that you’re a computer guru who knows how to
change a controller card or configure memory for optimal use. These types of

computer chores are best handled by people who like computers. My hope is
that you'’re on speaking terms with such a person. Do your best to stay there.

How This Book Is Organized

Inside this book are chapters arranged in six parts. Each chapter is broken
down into sections that cover various aspects of the chapter’s main subject.
The chapters have a logical sequence, so it makes sense to read them in
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order if you want. But you don’t have to read the book that way; you can flip
it open to any page and start reading.

Here’s the lowdown on what’s in each of the five parts:

Part I: Basic PowerPoint 2010 Stuff

In this part, you review the basics of using PowerPoint. This is a good place
to start if you're clueless about what PowerPoint is, let alone how to use it.

Part II: Creating Great-Looking Slides

The chapters in this part show you how to make presentations that look
good. Most important are the chapters about themes (Chapter 9), and
Masters and templates (Chapter 11). Get the theme, template, and Masters
right, and everything else falls into place.

Part I11: Embellishing Your Slides

One of the nifty new features of PowerPoint 2010 is the Insert tab on the
Ribbon. It’s loaded with things you can insert into your presentations. The
chapters in this part explore the various goodies to be found here, such as
pictures, clip art, charts, SmartArt objects, sounds, movies, tables, Ginsu
knives, and more!

Part IU: Working with Others

The chapters in this part show you how to use PowerPoint’s many collabora-
tion features, such as using revision tracking tools, creating slide libraries,
using the new presentation broadcasting feature, and creating a video from
your presentation.

Part U: The Part of Tens

This wouldn’t be a For Dummies book without lists of interesting snippets:
ten PowerPoint commandments, ten tips for creating readable slides, ten
ways to keep your audience awake, and ten things that often go wrong (my
all-time favorite).
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Icons Used in This Book

As you're reading all this wonderful prose, you occasionally see the following
icons. They appear in the margins to draw your attention to important infor-
mation. They're defined as follows:

Watch out! Some technical drivel is just around the corner. Read it only if you
have your pocket protector firmly attached.

Pay special attention to this icon — it tells you that some particularly useful
tidbit is at hand, perhaps a shortcut or a way of using a command that you
might not have considered.

Danger! Danger! Danger! Stand back, Will Robinson!

Did I tell you about the memory course I took? Paragraphs marked with this
icon simply point out details that are worth committing to memory.

Where to Go from Here

Yes, you can get there from here. With this book in hand, you're ready to
charge full speed ahead into the strange and wonderful world of desktop pre-
sentations. Browse through the table of contents and decide where you want
to start. Be bold! Be courageous! Be adventurous! Above all else, have fun!

5



6 PowerPoint 2010 For Dummies




Part|

Basic PowerPoint
2010 Stuff

The Sth Wave By Rich Tennant

ORUTENNAN

“They won’t let me through security until T vemove
the bullets £rom my PowerPoint presentation.”



In this part . . .

0 nce upon a time, the term presentation software
meant poster board and marker pens. Now, how-
ever, programs such as Microsoft PowerPoint enable you
to create spectacular presentations on your computer.

The chapters in this part compose a bare-bones introduc-
tion to PowerPoint. You find out exactly what PowerPoint
is and how to use it to create simple presentations. More-
advanced stuff, such as adding charts or using fancy text
fonts, is covered in later parts. This part is just the begin-
ning. As a great king once advised, it is best to begin at
the beginning and go on until you come to the end; then
stop.




Chapter 1
Welcome to PowerPoint 2010

In This Chapter

Discovering PowerPoint

Firing up PowerPoint

Making sense of the PowerPoint screen and the Ribbon
Visiting backstage

Creating a presentation

Viewing presentation outlines

Saving and closing your work

Retrieving a presentation from the hard drive

Getting out of PowerPoint

' his chapter is a grand and gala welcoming ceremony for PowerPoint
2010, Microsoft’s popular slide-presentation program.

This chapter is sort of like the opening ceremony of the Olympics, in which
all the athletes parade around the stadium and people make speeches in
French. In much the same way, this chapter marches PowerPoint 2010
around the stadium so you can get a bird’s-eye view of what the program is
and what you can do with it. | might make a few speeches, but not in French
(unless, of course, you're reading the French edition of this book).

What in Sam Hill Is PowerPoint?

PowerPoint is a program that comes with Microsoft Office (although you

can buy it separately, as well). Most people buy Microsoft Office because it’s
a great bargain: You get Word, Excel, and Outlook all together in one inex-
pensive package. And PowerPoint is thrown in for good measure. Of course,
depending on which edition of Office you buy, you might get other goodies as
well, such as Access, Publisher, a complete set of Ginsu knives, and a Binford
VegaPneumatic Power Slicer and Dicer. (Always wear eye protection.)



10

Part I: Basic PowerPoint 2010 Stuff

You know what Word is — it’s the world’s most loved and most hated word
processor, and it’s perfect for concocting letters, term papers, and great
American novels. I'm thinking of writing one as soon as I finish this book.
Excel is a spreadsheet program used by bean counters the world over.
Outlook is that program you use to read your e-mail. But what the heck is
PowerPoint? Does anybody know or care? (And as long as I'm asking ques-
tions, who in Sam Hill was Sam Hill?)

PowerPoint is a presentation program, and it’s one of the coolest programs I
know. It’s designed to work with a projector to display presentations that will
bedazzle your audience members and instantly sway them to your point of
view, even if you're selling real estate on Mars, season tickets for the Oakland
Raiders, or a new healthcare plan to Congress. If you've ever flipped a flip
chart, you're going to love PowerPoint.

Here are some of the many uses of PowerPoint:

~ Business presentations: PowerPoint is a great timesaver for anyone who
makes business presentations, whether you’'ve been asked to speak in
front of hundreds of people at a shareholders’ convention, a group of
sales reps at a sales conference, or your own staff or co-workers at a
business meeting.

1~ Sales presentations: If you're an insurance salesperson, you can use
PowerPoint to create a presentation about the perils of not owning life
insurance and then use your laptop to show it to hapless clients.

v Lectures: PowerPoint is also useful for teachers or conference speakers
who want to reinforce the key points in their lectures with slides.

+ Homework: PowerPoint is a great program to use for certain types of
homework projects, such as those big history reports that count for half
your grade.

v Church: People use PowerPoint at churches to display song lyrics on big
screens so everyone can sing or to display sermon outlines so everyone
can take notes. If your church still uses hymnals or prints the outline in
the bulletin, tell the minister to join the 21st century.

+~ Information stations: You can use PowerPoint to set up a computerized
information kiosk that people can walk up to and use. For example, you
can create a museum exhibit about the history of your town or set up
a tradeshow presentation to provide information about your company
and products.

+~ Internet presentations: PowerPoint can even help you to set up a pre-
sentation that you can broadcast over the Internet so people can join
in on the fun without having to leave the comfort of their own homes or
offices.
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Introducing PowerPoint Presentations

PowerPoint is similar to a word processor such as Word, except that it’s
geared toward creating presentations rather than documents. A presentation
is kind of like those Kodak Carousel slide trays that your father used to load
up with 35mm slides of your family trip to the Grand Canyon. The main dif-
ference is that you don’t have to worry about dumping all the slides in your
PowerPoint presentation out of the tray and onto the floor.

Word documents consist of one or more pages, and PowerPoint presenta-
tions consist of one or more slides. Each slide can contain text, graphics,
and other information. You can easily rearrange the slides in a presentation,
delete slides that you don’t need, add new slides, or modify the contents of
existing slides.

You can use PowerPoint both to create your presentations and to actually
present them.

You can use several different types of media to actually show your
presentations:

+* Computer monitor: Your computer monitor is a suitable way to dis-
play your presentation when you’re showing it to just one or two other
people.

v Big-screen TV: If you have a big-screen TV that can accommodate
computer input, it’s ideal for showing presentations to medium-sized
audiences — say 10 to 12 people in a small conference room.

v Computer projector: A computer projector projects an image of your
computer monitor onto a screen so large audiences can view it.

v Overhead transparencies: Overhead transparencies can be used to
show your presentation using an overhead projector.

v Printed pages: Printed pages allow you to distribute a printed copy of
your entire presentation to each member of your audience. (When you
print your presentation, you can print one slide per page, or you can
print several slides on each page to save paper.)

v 35mm slides: For a fee, you can have your presentation printed onto
35mm slides either by a local company or over the Internet. Then, your
presentation really is like a Kodak Carousel slide tray! It’s a little old
school to be sure, but some people still do it this way.

Your presentations will be much more interesting if you show them using one
of the first three methods (computer monitor, TV, or projector) because you

11
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can incorporate animations, videos, sounds, and other whiz-bang features in
your presentation. The last three (transparencies, printed pages, and 35mm
slides) can show just static content.

Presentation files

A presentation is to PowerPoint what a document is to Word or a worksheet
is to Excel. In other words, a presentation is a file that you create with
PowerPoint. Each presentation that you create is saved on your computer’s
hard drive as a separate file.

PowerPoint 2010 presentations have the special extension .pptx added
to the end of their filenames. For example, Sales Conference.pptx and
History Day.pptx are both valid PowerPoint filenames. When you type
the filename for a new PowerPoint file, you don’t have to type the .pptx
extension, because PowerPoint automatically adds the extension for you.
Windows may hide the . pptx extension, in which case a presentation file
named Conference.pptx often appears as just Conference.

Versions of PowerPoint prior to 2007 saved presentations with the extension
.ppt instead of . pptx. The x at the end of the new file extension denotes that
the new file format is based on an open XML standard data format that makes
it easier to exchange files among different programs. PowerPoint 2010 can still
save files in the old . ppt format, but I recommend you do so only if you need
to share presentations with people who haven’t yet upgraded to PowerPoint
2007. (You can download a program called the Microsoft Office Compatibility
Pack from www.microsoft.com that enables PowerPoint 2002 or 2003 to
read and write files in . pptx format. This program enables you to share your
.pptx files with people who haven’t yet upgraded.)

PowerPoint is set up initially to save your presentation files in the My
Documents folder, but you can store PowerPoint files in any folder of your
choice on your hard drive or on any other drive. You can write a presenta-
tion to a CD-RW drive or to a removable USB flash drive if you want to take
it home with you to work on or if you need to give it to other people so they
can use it on their computers.

What's in a slide?

PowerPoint presentations comprise one or more slides. Each slide can con-
tain text, graphics, and other elements. A number of PowerPoint features
work together to help you easily format attractive slides:



