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The smart way to learn Office PowerPoint 20070ne step at a time! Work at your own pace through the easy
numbered steps, practice files on CD, helpful hints, and troubleshooting help to master the fundamentals of
working with the latest version of PowerPoint, including how to navigate the new, easy-to-use user interface. You
will discover how to create presentation outlines, work with slide masters and slide designs, add graphics and
drawings, and publish your presentations to the Web. Youll even learn how to add narrations and custom
animationsand more! With Step by Step, you can take just the lessons you need or work from cover to cover.
Either way, you drive the instruction!
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1 Exploring PowerPoint 20071 Working in the PowerPoint Environment[] Opening, Moving Around in, and
Closing a Presentationd Sidebar: Compatibility with Earlier Versions Displaying Different Views of a
Presentation[] Saving a Presentation[] Key Points2 Starting a New Presentation[] Quickly Creating a Presentation
[ Creating a Presentation Based on a Ready-Made Designd Converting an Outline to a Presentation[] Sidebar:
Exporting a Presentation as an Outline[] Reusing Existing SlidesC] Sidebar: Working with a Slide Libraryd Key
Points3 Working with Slide Text Entering Text[] Editing Text( Adding and Manipulating Text Boxes

[0 Sidebar: Changing the Default Font for Text Boxes[J Correcting and Sizing Text While Typing Sidebar: Smart
Tags[ Checking Spelling and Choosing the Best Words[] Finding and Replacing Text and Fonts[] Changing the
Size, Alignment, Spacing, and Look of Text[] Key Points4 Adjusting the Layout, Order, and Look of Slides

[J Changing the Layout of a Slide[] Rearranging Slides in a Presentation[J Applying a Theme[ Switching to a
Different Color Scheme[ Sidebar: Changing a Theme's Fonts and Effects] Using Colors That Are Not Part of the
Schemel Adding Shading and Texture to the Background of a Slide Sidebar: Adding a Picture to the Slide
Background..[0 Key Points 5 Adding Tables, Charts, and Diagrams[J Inserting and Formatting a Table .

O Inserting and Updating an Excel Worksheet[ Inserting and Formatting a Chart(J Sidebar: Additional Chart
Formatting Options[] Inserting and Formatting a Diagram[J Converting Existing Bullet Points into a Diagram

[0 Key Points6é Enhancing Slides with Graphics[] Inserting and Modifying Clip Art Images(] Sidebar: Using the
Clip Organizer Inserting and Modifying Pictures(] Sidebar: Graphic Formats[d Creating a Photo Album

O Drawing, Modifying, and Connecting Shapes[] Inserting and Modifying Stylized Text[J Aligning and Stacking
Graphics Key Points7 Adding Animation, Sound, and Movies] Animating Slide Elements] Adding Transition
Effectst] Inserting, Playing, and Modifying Sounds[] Sidebar: Recording a Narration[ Inserting, Playing, and
Modifying Movies[] Key Points8[] Reviewing & sharing a presentation9[] Creating your own presentation
electronically100 Delivering a Presentatino Electroncally 1101 Setting up a presentation for web viewing12

[0 Customizing PowerPointGlossary Index

Page 3



00004, tushu007.com
<<Microsoft Office Pow>>

goon
gobboooboupbDFODODDODOOOO0O0O0OO0OOOODOOO

0000000 :http://www.tushu007.com

Page 4



