Introduction

Welcome to Microsoft Office PowerPoint 2007 On Demand, a
visual quick reference book that shows you how to work effi-
ciently with Microsoft Office PowerPoint. This book provides
complete coverage of basic to advanced PowerPoint skills.

How This Book Works

You don’t have to read this book in any particular order.
We've designed the book so that you can jump in, get the
information you need, and jump out. However, the book does
follow a logical progression from simple tasks to more com-
plex ones. Each task is presented on no more than two facing
pages, which lets you focus on a single task without having
to turn the page. To find the information that you need, just
look up the task in the table of contents or index, and turn to
the page listed. Read the task introduction, follow the step-
by-step instructions in the left column along with screen illus-
trations in the right column, and you're done.

What's New

If you're searching for what’s new in PowerPoint 2007, just
look for the icon: New!.The new icon appears in the table of
contents and through out this book so you can quickly and
easily identify a new or improved feature in PowerPoint 2007
A complete description of each new feature appears in the
New Features guide in the back of this book.

Keyboard Shortcuts

Most menu commands have a keyboard equivalent, such as
Ctrl+P, as a quicker alternative to using the mouse. A com-
plete list of keyboard shortcuts is available on the Web

at www.perspection.com.
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Step-by-Step
Instructions

This book provides concise step-
by-step instructions that show you
“how” to accomplish a task. Each
set of instructions include illustra-
tions that directly correspond to
the easy-to-read steps. Also
included in the text are time-
savers, tables, and sidebars to
help you work more efficiently or
to teach you more in-depth infor-
mation. A “Did You Know?” pro-
vides tips and techniques to help
you work smarter, while a “See
Also” leads you to other parts of
the book containing related infor-
mation about the task.

Real World Examples

This book uses real world exam-
ples files to give you a context in
which to use the task. By using
the example files, you won't waste
time looking for or creating sam-
ple files. You get a start file and a
result file, so you can compare
your work. Not every topic needs
an example file, such as changing
options, so we provide a complete
list of the example files used
through out the book. The exam-
ple files that you need for project
tasks along with a complete file
list are available on the Web at
www.perspection.com.
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Workshop

This book shows you how to put
together the individual step-by-
step tasks into indepth projects
with the Workshop. You start each
project with a sample file, work
through the steps, and then com-
pare your results with project
results file at the end. The project
files are available on the Web at
www.perspection.com.

Microsoft Certified
Applications Specialist

This book prepares you for the
Microsoft Certified Applications
Specialist (MCAS) exam for
Microsoft Office PowerPoint 2007.
Each MCAS certification exam has
a set of objectives, which are
organized into broader skill sets.
To prepare for the certification
exam, you should review and
perform each task identified with

a MCAS objective to confirm that
you can meet the requirements for
the exam. Throughout this book,
content that pertains to an objec-
tive is identified with the following
MCAS logo and objective number
next to it.

Workshop

Intraduction
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lietting and Using the Project Files
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Project 1: Optimizing Presentations

Skills and Tooks: PowerPairt options
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The Workshop
walks you
through indepth
projects to help
you put Microsoft
Office to work.
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Get More on the Web

In addition to the information in
this book, you can also get more
information on the Web to help
you get up to speed faster with
PowerPoint 2007. Some of the
information includes:

Transition Helpers

¢ Only New Features.
Download and print the new
feature tasks as a quick and
easy guide.

Productivity Tools

¢ Keyboard Shortcuts.
Download a list of keyboard
shortcuts to learn faster ways
to get the job done.

More Content

¢ Photographs. Download
photographs and other
graphics to use in your Office
documents.

¢ More Content. Download
new content developed after
publication. For example,
you can download a
complete chapter on Office
SharePoint Server 2007.

You can access these additional
resources on the Web at
www.perspection.com.
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Working Together on Office
SharePoint Documents

Microsoft Windows Sharefbint Servicss & = collection of
products and services which provide the ability far people o
engege in document and i calen-
dar everts, sending sk, tsks planning, 3nd collabo rtive
discussians ina single community solution

ffice ShareFoint Senver 207 isa produst that uses
Windows ShareFoint Services 3.0ar lter tachnalogy o wark
affectively with Micmeoft Office 2007 prog rms. Yo can cre-
ate 2 slide library ana Bifice ShaneFaint site in FawerFaint
2007 (Rsw], use Cfice SharePoint list dat 1 creste reports
in Arcess 2007 creste @ mesting workspsoe 3nd synchronize
calendarand contasts in Gutlack 07 design browser farm
templaes in InfoPath 2007 (Tew!], and sve workshests on
an Gffice ShaneFoint sit in Excel 2007, In many of the Office
07 progrms, you can update prope ties fara s=nrer docu -
ment in= Document Information Fene| (Hew!), 3nd parici-
pate in workflows (Few!) which is the 3utmated movement
of documents ar items through a sequence of actians or
tmsks, such =5 dacumnent sppraval,

Gffics 2007 programs use the Document Maragement
task pane to wooess many Office Samoint Serer 2007 fea-
tures. The Document Management fask pane allows you o
se= the listof te3m members collsborsting an the cumant
project, find out who is online. send an=-meil message, and
reviews tasks and other nesoumes. hu gan ako use the
Document MMaragement mek pane 1o creste document wark-
spanes whem you can collect organ ze, madiy, share, and
discuss Ofie documents.

Before you can use Gfice ShareFoint Serwer 2007 the
softwam needs 10 be s=t up and manfigursd on aWindows
2003 Server or [@ter by your retwork SdministrEon oy can
views Cifice ShareFoint Senver sites using aieb bowser ora
mobile devics (Tew!lwhile you'e on the rosd.

Wiewr and Mavigate Ofiee SharePoint
Sites

Create 3 DusumentWorkspace Site
Create 3 Dusument Library Gite

Add and Upload Documens w3 Site
Add Pages t 3 Site
Fublish Slides to a Library

Saving a File to 2 Dosument
Management Server

WiswrVarsions of Do cumants
Cheok DooumentsIn and Out tw Edit
Workwith Shared Warkspace
Wiewr Team Members

Create Liss

Creste Events

Hold Web Discussians
Set Up Alerts

Customize Quick Lzunch or Top Link Bar

Additional content
is available on the
Web. You can
download a chapter
on SharePoint.



