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How to Use • Create powerful presentations faster using ready-made templates and Smart Tags • Organize information and add impact with clip art, SmartArt diagrams, tables, and charts • Make your
presentation come alive with custom animations • Add narration, animation, 3-D effects, and movie • Add comments and e-mail your presentation to others for review and collaboration • Deliver your
presentation in a meeting room on multiple screens • Use Groove and SharePoint Team Services to collaborate and share documents and information • Prepare for the Microsoft Certified Application
Specialist exam. • Practice your new skills with the useful workshops inside On the Web This book uses real-world examples to give you a context in which to use the task. This book also includes workshops
to help you put together individual tasks into projects. The PowerPoint example files that you need for project tasks are available at www.perspection.com. Perspection has written and produced books on a
variety of computer software–including Microsoft Office 2003 and XP, Microsoft Windows XP, Apple Mac OS X Panther, Adobe Photoshop CS2, Macromedia Flash 8, Macromedia Director MX, and
Macromedia Fireworks–and Web publishing. In 1991, after working for Apple Computer and Microsoft, Steve Johnson founded Perspection, Inc. Perspection is committed to providing information and training
to help people use software more effectively. Perspection has written more than 80 computer books, and sold more than 5 million copies. Includes MCAS Exam Objectives! This courseware meets the
objectives for the Microsoft Certified Application Specialist (MCAS). Upon completion of this courseware, you may be prepared to take the exam for MCAS qualification. To learn more about becoming a
Microsoft Certified Application Specialist, visit www.microsoft.com. Chapter 1 Getting Started with PowerPoint 1 Chapter 2 Developing Presentation Content 31 Chapter 3 Designing a Look 73 Chapter 4
Drawing and Modifying Shapes 105 Chapter 5 Inserting Pictures and Multimedia 151 Chapter 6 Inserting Charts and Related Material 189 Chapter 7 Creating a Web Presentation 243 Chapter 8 Finalizing a
Presentation and Its Supplements 267 Chapter 9 Preparing a Slide Show 299 Chapter 10 Starting a Slide Show 321 Chapter 11 Reviewing and Securing a Presentation 335 Chapter 12 Working Together on
Office Documents 363 Chapter 13 Customizing the Way You Work 391 Chapter 14 Expanding PowerPoint Functionality 401 W Workshops: Putting It All Together 425 New Features 439 Microsoft Certified
Applications Specialist 444
Created in Excel, balanced scorecards enable you to monitor operations and tactics, while operational dashboards is a set of indicators regarding the state of a business metric or process—both features are in
high demand for many large organizations. This book serves as the first guide to focus on combining the benefits of balanced scorecards, operational dashboards, performance managements, and data
visualization and then implement them in Microsoft Excel.
A Guide to Better Teaching is a self-help book that provides anyone teaching a college course with a thorough understanding of what it takes to be an effective teacherwhether they are a new, an adjunct, or
seasoned professor. The skills are divided into three core categories of Personality, Process and Performance. Self assessment guides are included to develop an appreciation for one's strengths and
challenges. By identifying key skills, the book can be read in its entirety or in random fashion for specific development purposes.
The primary goal of this GO! Series title is to teach Microsoft PowerPoint 2007 quickly and easily, with an approach that is based on clearly-defined projects. A key feature of the book is the use of Microsoft
procedural syntax: steps begin with where the action is to take place, followed by the action itself. The instruction is error-free, clearly written, and logically arranged. This book provides users with the skills to
solve business problems using the computer as a tool. GO! with Microsoft PowerPoint 2007, Brief, 1/e contains a CD-ROM for additional learning opportunities. This edition covers the following topics: getting
started with PowerPoint; designing a presentation; formatting a presentation using animation, tables, and charts. Ideal for students and individuals seeking a project-based introduction to PowerPoint 2007.
A guide to the presentation graphics program covers such topics as using ready-made templates, creating charts and graphs, adding animation and sound, and e-mailing presentations.
One Book…All the Answers In just a short time you will be up and running with Microsoft Office 2007, including Word, Excel, PowerPoint, Outlook, and OneNote. Using a straightforward, step-by-step
approach, each lesson builds upon a real-world foundation, allowing you to learn the essentials of Office 2007 from the ground up. Thorough instructions walk you through the most common tasks and show
you extra features that make your Office 2007 documents stand apart from the crowd. Notes present interesting pieces of information, extra features you can use, and warnings to protect your data. Tips offer
extra advice or teach an easier way to do something. Learn how to… Leverage New Features to Do More Work in Less Time Master Office 2007’s New Ribbon Use Live Preview to See How Changes Will
Affect Your Documents Create Online Web Pages from Your Office Documents, Worksheets, and Presentations Apply a Consistent Theme to All Your Documents, Worksheets, and Presentations Format
Word Documents to Grab Attention Without Taking Away from the Message You Want to Convey Perform Mail Merging with Ease Set Up Powerful Worksheet Page Formats Drop Audio and Video into Your
PowerPoint Presentations Organize Your Email to Work Smarter Locate Outlook Contacts on a Global Map Maximize Note Taking with OneNote Part I: Introducing Microsoft Office 2007 1 Chapter 1: Start
Here 3 PART II: Writing with Word 29 Chapter 2: Learning Word’s Basics 31 Chapter 3: Making Your Words Look Good 69 Chapter 4: Adding Lists, Tables, and Graphics 107 Chapter 5: Using Word’s
Advanced Features 147 PART III: Working with Excel Worksheets 201 Chapter 6: Getting to Know Excel 203 Chapter 7: Working with Excel Data 243 Chapter 8: Formatting Worksheets with Excel 273
Chapter 9: Creating Advanced Worksheets 303 Chapter 10: Using Excel as a Simple Database 329 PART IV: Impressing Audiences with PowerPoint 347 Chapter 11: Learning About PowerPoint 349
Chapter 12: Adding Flair to Your Presentations 371 Chapter 13: Making More Impressive Presentations 393 PART V: Organizing with Outlook 429 Chapter 14: Introducing Outlook 431 Chapter 15: Making
Contact 475 Chapter 16: Living with Outlook 497 PART VI: Enhancing Your Work with Other Office Features 517 Chapter 17: Making Notes with OneNote 519 Chapter 18: Automatic Office 541 Chapter 19:
Sharing Data Among Office Applications 563 Chapter 20: Combining Office and the Internet 581

This practical guide to Microsoft® PowerPoint 2007 was designed so that you can easily find all the functions needed for making the most out of this Computer Assisted
Presentation software. After becoming familiar the working environment and the various views, you will learn how to create and manage documents (opening and saving
presentations and templates, creating photo albums); print, format and manage presentation elements (slides, masks, themes, backgrounds); manage text (entering slide and
outline text); create, edit and format objects (automatic layouts, tables, pictures, multimedia objects, diagrams and charts); and, create dynamic slide shows (animations, timing
and annotating slides during a show). The last part of the book discusses PowerPoint 2007's advanced features, such as managing hyperlinks, revising a slide show, working
with other Office applications, and creating Web pages.
If you want to make a great presentation fast but don’t want to get bogged down in the details, then you need a Visual QuickProject Guide! You don’t need to know every
feature—you just want to know how to get your project done. Full-color illustration s show you how to perform each step of your project from start to finish. Low priced—why pay for
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more than you need? Microsoft PowerPoint is nearly ubiquitous in today's world--from business to schools to clubs to organizations, PowerPoint presentations are everywhere
you turn. To learn to create the best-looking presentations--the ones that stand out in terms of content and visual appeal--fast, readers need Creating a Presentation in Microsoft
Office PowerPoint 2007: Visual QuickProject Guide. PowerPoint presenter extraordinaire Tom Negrino steps readers through a single, basic presentation. He begins with an
overview of the redesigned Office interface and highlights the tools readers will use as they create their project. From there, readers begin writing their presentation, gathering
images and sound files, choosing a design, working with text, and adding graphics and slide effects and transitions. From there they learn about presenting and sharing their
presentations with the world. Readers will learn how to use the attractive new themes in PowerPoint and so much more. In the end, they will have a professional-looking and
visually appealing presentation they can use anywhere! Each book in the Visual QuickProject Guide series now has a companion website featuring sample project files--making it
even easier for users to work through each project as they read through the book.
Fast-paced and easy to read, this new book teaches you the basics of PowerPoint 2007 so you can start using the program right away. This concise guide shows readers how to
work with PowerPoint's most useful features and its completely redesigned interface. With clear explanations, step-by-step instructions, lots of illustrations, and plenty of
timesaving advice, PowerPoint 2007 for Starters: The Missing Manual will quickly teach you to: Create, save, set up, run, and print a basic bullets-and-background slideshow
Learn how to add pictures, sound, video, animated effects, and controls (buttons and links) to your slides Discover how to incorporate text, spreadsheets, and animations created
in other programs The new PowerPoint is radically different from previous versions. Over the past decade, PowerPoint has grown in complexity, but its once-simple toolbar has
been packed with so many features that not even the pros could find them all. For PowerPoint 2007, Microsoft redesigned the user interface completely, adding a tabbed toolbar
that makes every feature easy to locate. Unfortunately, Microsoft's documentation is as scant as ever, so even if you find the features you need, you still may not know what to do
with them. But with this book, you can breeze through the new user interface and its timesaving features in no time. PowerPoint 2007 for Starters: The Missing Manual is the
perfect primer for anyone who needs to create effective presentations.
The primary goal of the GO! Series, aside from teaching computer applications, is ease of implementation. This approach is based on clearly defining projects for readers in a
way that's easy to understand. Creating Documents with Microsoft Word 2007; Formatting and Organizing Text; Using Graphics and Tables; Special Document Formats,
Columns, and Mail Merge; Creating a Worksheet and Charting Data; Managing Workbooks and Analyzing Data; Using Functions and Tables; Getting Started with Access
Databases and Tables; Sort and Query a Database; Forms, Filters, and Reports; Getting Started with Microsoft PowerPoint 2007; Designing a PowerPoint Presentation;
Enhancing a Presentation with Animation, Tables, and Charts; Using Access Data with Other Office Programs; Using Tables in Word and Excel; Using Excel as a Data Source in
a Mail Merge; Linking Data in Office Documents; Creating Presentation Content from Office Documents MARKET: For professionals seeking to learn and understand Microsoft
Office 2007.
When you’re trying to harness the power of PowerPoint, you don’t want to wade through lots of background and definitions; you want to make things happen! Power Point Just
the Steps for Dummies puts your hands and eyes to work immediately so you can finish any PowerPoint project in a flash. Just choose your task, follow the step-by-step
instructions and vivid illustrations, and POOF! It’s done. In seconds, you’ll be: Creating a new presentation Resizing or moving an object Duplicating a slide Using the outlining
toolbar Adding notes to a slide Printing your presentation Setting up a slide show Working with pictures and clip art Coloring text and objects Modifying the slide master Creating
a template Inserting a diagram or chart Adding sound and video And more Whether you’re new to PowerPoint, pressed for time, or visually oriented, this get-it-done guide will
help make your next PowerPoint presentation look like a work of genius!
System requirements for accompanying disc: 500 MHz Pentium Processor; 256 MB RAM; Windows XP SP2/Vista; Microsoft Word 2007; Microsoft Excel 2007; Microsoft Access
2007; Microsoft PowerPoint 2007; Microsoft Outlook 2007; Internet browser; 1024x768 display; CD-ROM drive.
Microsoft PowerPoint is nearly ubiquitous in today's world--from business to schools to clubs to organizations, PowerPoint presentations are everywhere you turn. To get up and
running quickly and to learn to create the best-looking presentations--the ones that stand out in terms of content and visual appeal--readers need Microsoft Office PowerPoint
2007 for Windows: Visual QuickStart Guide. PowerPoint presenter extraordinaire Tom Negrino steps readers through the redesigned user interface and highlights the tools
readers will use as they create their presentations. Trusted teacher Tom Negrino gives step-by-step instruction on using all the new features in PowerPoint 2007, such as using
the dynamic SmartArt Diagrams, custom layouts, applying attractive new themes (change them in just one click!), and how to manipulate and work with your text, tables, charts,
and other presentation elements in much richer ways than ever before. Readers learn about writing their presentation, gathering images and sound files, choosing a design,
working with text, and adding graphics and slide effects and transitions. In the end, users will have a professional-looking and visually appealing presentation they can use
anywhere! As with all Visual QuickSta rt Guide books, clear, concise instructions and lots of visual aids make learning easy and painless.
Comdex Professional Edition is specially designed for software explorers who want to take next higher step towards mastering Windows Vista and MS Office 2007. Simple
language, easy to read layout, tooltips and detailed description of minute settings set this book at par. Not this much, the self learning tutorial (world acclaimed) test your skills
and correct whenever you made a mistake.
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Experience learning made easy—and quickly teach yourself how to create impressive documents with Word 2007. With Step By Step, you set the pace—building and practicing the
skills you need, just when you need them! Apply styles and themes to your document for a polished look Add graphics and text effects—and see a live preview Organize
information with new SmartArt diagrams and charts Insert references, footnotes, indexes, a table of contents Send documents for review and manage revisions Turn your ideas
into blogs, Web pages, and more Your all-in-one learning experience includes: Files for building skills and practicing the book’s lessons Fully searchable eBook Bonus quick
reference to the Ribbon, the new Microsoft Office interface Windows Vista Product Guide eBook—plus more resources and extras on CD For customers who purchase an ebook
version of this title, instructions for downloading the CD files can be found in the ebook.
Get ready to add punch and pizzazz to your presentations and wow your audience using the latest PowerPoint techniques. This friendly book/CD-ROM combo covers all of the
new features of Microsoft PowerPoint 2007, including interface changes, presentation themes, multimedia, the Slide Library, and more. The guide introduces you to the elements
of PowerPoint: text; background, images, and info-graphics; shapes; fills, lines, and effects; sound and video; animations and transitions; and interactivity, flow, and navigation.
Packed with numerous tips, shortcuts, workarounds, and timesaving techniques, it shows you step-by-step how to: Dress up your text by using fonts creatively and using WordArt
to create artistic effects Work with masters and layouts, templates and themes, and fills, lines, and effects Maximize visual appeal by combining Photoshop with PowerPoint Add
transitions, photos, motion, sound (narration and music), video, and animation Use SmartArt to create diagrams Create dynamic charts, equations, maps, and more Use
PowerPoint’s extensive clip art collection Test and set up your presentation Link to Flash, Acrobat, Word, and Excel Print presentation materials and create helpful handouts The
CD includes templates, textures, backgrounds, background music scores, images, alpha channel equipped graphics, maps, illustrations, and more, so this combo gives you the
know-how and the tools. An 8-page color insert shows you how to use color effectively. With this friendly guide, you’re ready to bring your presentation to life with PowerPoint
2007. Note: CD-ROM/DVD and other supplementary materials are not included as part of eBook file.
Teach the course YOU want in LESS TIME! The primary goal of the GO! Series, aside from teaching computer applications, is ease of implementation, with an approach that is
based on clearly defined projects for students and a one-of-a-kind supplements package. Creating presentations, formatting a presentation, graphic elements of PowerPoint,
applying advanced graphic techniques and inserting sound, delivering a presentation, charts and graphs, and publishing presentations. For professionals seeking to enhance
their knowledge of Microsoft PowerPoint 2007.
"... an easy to understand book on how to use Microsoft Office PowerPoint 2007. ... easy to follow step-by-step directions ..."--P. [4] of cover.
Part of the Illustrated Series, this practical, easy to navigate book provides the essential knowledge of Microsoft PowerPoint 2007 you need to succeed in both the classroom and
beyond.
This is the only book that will help an intermediate PowerPoint user improve their skills to an advanced level. In doing so, they can benefit both professionally and personally. This
is not a comprehensive book that will bore you with every detail of PowerPoint, but a guide to specific actions you can take to create the ultimate presentation. The book covers
the powerful formatting engine new to PowerPoint 2007, and how it can be used for applying soft shadows, reflection, and glows to make a presentation look attractive. It also
covers PowerPoint's new 3D engine. The book goes into deep technical detail about the Office 2007 theme engine and how color schemes, effect schemes, and font schemes
work; as well as the new PowerPoint XML file format, showing you how to edit PowerPoint files without using PowerPoint at all. The authors walk through programming a macro
and explain how to format shapes, diagrams, charts, text, tables with gradient and picture fills and different kinds of lines (e.g. a beveled compound line with a diamond
arrowhead). Also covered are those all important slide show shortcuts that few people know about like -- seeing your private notes while presenting on a projector, starting the
slide show from the current slide without fumbling through the user interface, and how to black out the slide show screen with one key press.
Covers new PowerPoint features including how to create presentation slides, dress them up using templates and graphics, add sound and animation, and present in a business
or Internet setting Equips users to present visually charged, captivating slideshows Sophisticated, revised full-color design provides readers with easier navigation Shows users
how to make real-world use of PowerPoint 2007 with highly visual two-page tutorials and numbered, step-by-step screen shots in full color on high-quality paper
Presents an introduction to the new features of PowerPoint 2007 along with step-by-step instructions for eight makeovers, including a corporate presentation, a school project, a
kiosk presentation, and a no bullets presentation.
Design winning presentations with the new version of PowerPoint Create dynamic and professional-quality presentations using sage advice, handy tips, and clear descriptions
from PowerPoint expert Ellen Finkelstein. This book gives you that extra edge with best-practice design, layout, and organizational techniques that will make your presentations
leap off the screen. In addition to in-depth coverage of new features, including the redesigned user interface, SmartArt diagrams, new special effects, and custom layouts, this
must-have resource delivers everything you need to get started, organize your content, and add those finishing touches for a top-notch presentation. Make your point with wellcrafted, clear content Design and save custom themes and layouts Create perfectly formatted tables and charts Include special effects like animation, 3-D, reflections, and soft
edges Add music, video clips, and narration Convert bulleted text to diagrams using SmartArt graphics Protect presentation files with new security tools Deliver with confidence
using the new Presenter View
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This tech manual guides you in learning and perfecting your Microsoft PowerPoint Skills so that you can effectively design and deliver a presentation. What You will Learn:
*Microsoft PowerPoint Environment *Customizing The Quick Access Toolbar. *Creating a Presentation *Text style and sizes * Types of Slides and their uses *Design and choice
of themes *Animation *Presentation Design Tips *Delivering a Presentation *General Tips for Creating and Delivering an Effective Presentation. *Edit a Slide Template Design
*Create Custom Slide Sizes *Publish as PDF or XPS *Marketing Your Brand Through PowerPoint Slides. *Slide Show Shortcuts
Looks at the updates, changes, and enhancements of the 2007 Microsoft Office system, with information on Word, Excel, PowerPoint, Publisher, OneNote, Access, Outlook, and
Groove.
New and inexperienced PowerPoint users will discover how to use the latest enhancements to PowerPoint 2007 quickly and efficiently so that they can produce unique and
informative presentations PowerPoint continues to be the world's most popular presentation software This updated For Dummies guide shows users different ways to create
powerful and effective slideshow presentations that incorporate data from other applications in the form of charts, clip art, sound, and video Shares the key features of
PowerPoint 2007 including creating and editing slides, working with hyperlinks and action buttons, and preparing presentations for the Web
A new handbook not only covers the basics and new features of PowerPoint 2007, but also teaches users how to combine multimedia, animation, and interactivity into a
presentation; how to take full advantage of advanced functions; and how to create reusable
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