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The step-by-step workbook is a powerhouse jammed-full with step-by-step lessons. There is no faster way to
master PowerPoint 2007 anywhere, at any price!

Pick up this book on Monday morning, and you'll be on your way to being an expert by Tuesday afternoon.

Introduction to PowerPoint 2007

Set PowerPoint Options | Explore the Ribbon | View a Slide Show | Move from Slide to Slide | Change the
Zoom | Change Views

Presentations

Create a Blank Presentation and Change Slide Layouts | Add a New Slide | Demote and Promote Text | Work
With the Outline and Slide Tabs | Use the Outline View Menu | Spell Check | Use and Customize
AutoCorrect | AutoFit a Slide | Undo Multiple Actions

Drawing Tools and Clip Art

Use the Text Box Tool | Create and Format Lines | Create and Format Squares | Create and Format WordArt |
Create a Callout | Insert Clip Art | Format a Picture | Recolor a Picture | Edit a Picture | Group Images |
Create a Clip Art Collection

Charts

Create a Chart | Reposition the Legend | Edit the Datasheet | Change a Data Series Fill Effect | Change Chart
Type, Number Format and Scale | Hide and Show Data

Diagrams via SmartArt

Create an Organizational Chart | Add Names, Titles and Subordinates | Change the Hierarchy | Change the
Appearance of Boxes

Themes, Slide Masters and Color Schemes

Apply a Theme | Change the Font on a Slide Master | Change the Bullet Space | Add a Footer to the Slide
Master | Add Clip Art to the Slide Master | Create Multiple Slide Masters Choose a Color Scheme | Edit a
Custom Color Scheme

Slide Shows, Transitions and Builds

Review a Slide Show Without Transitions | Use the PowerPoint Pen | Set Slide Transitions Set Animation
Effects and Builds | Change Build Order and Object Timing

Tables and Tab Stops

Create a Table | Add Text and Columns to a Table | Resize a Table and Merge Cells | Add Rows | Add a Fill



to a Row | Apply Table Styles | Add Tab Stops to the Ruler

Hyperlinks and Playlists

Create a Hyperlink to Another Presentation | Add a Document Hyperlink | Create a Playlist | Run a Playlist in
the PowerPoint Viewer

Working With MS Word

Insert a Text File Into PowerPoint | Send a PowerPoint Presentation | Search and Replace

Polish Your Presentation

Add Comments to a Presentation | Edit a Comment | Check Spelling | Use the Thesaurus Feature | Add a
Digital Signature | Mark Presentation as Final

Package for CD and Web Pages

Use Package for CD | Save As a Web Page
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From reader reviews:

Douglas Barlow:

Exactly why? Because this Microsoft PowerPoint 2007: The Essentials is an unordinary book that the inside
of the guide waiting for you to snap the item but latter it will jolt you with the secret this inside. Reading this
book next to it was fantastic author who also write the book in such incredible way makes the content
interior easier to understand, entertaining method but still convey the meaning entirely. So , it is good for you
because of not hesitating having this anymore or you going to regret it. This amazing book will give you a lot
of positive aspects than the other book have such as help improving your ability and your critical thinking
means. So , still want to hold off having that book? If I ended up you I will go to the guide store hurriedly.

Jessica Nakagawa:

This Microsoft PowerPoint 2007: The Essentials is great publication for you because the content and that is
full of information for you who all always deal with world and still have to make decision every minute. This
book reveal it data accurately using great organize word or we can claim no rambling sentences within it. So
if you are read the idea hurriedly you can have whole details in it. Doesn't mean it only offers you straight
forward sentences but hard core information with splendid delivering sentences. Having Microsoft
PowerPoint 2007: The Essentials in your hand like getting the world in your arm, facts in it is not ridiculous
one particular. We can say that no e-book that offer you world throughout ten or fifteen second right but this
book already do that. So , this is certainly good reading book. Heya Mr. and Mrs. busy do you still doubt
this?

Joseph Herbst:

You can spend your free time to see this book this book. This Microsoft PowerPoint 2007: The Essentials is
simple to bring you can read it in the park your car, in the beach, train as well as soon. If you did not include
much space to bring the particular printed book, you can buy the particular e-book. It is make you easier to
read it. You can save the particular book in your smart phone. So there are a lot of benefits that you will get
when you buy this book.

Belinda Smith:

Within this era which is the greater particular person or who has ability in doing something more are more
special than other. Do you want to become considered one of it? It is just simple strategy to have that. What
you are related is just spending your time not much but quite enough to experience a look at some books.
One of the books in the top collection in your reading list is Microsoft PowerPoint 2007: The Essentials. This
book that is qualified as The Hungry Hills can get you closer in getting precious person. By looking way up
and review this reserve you can get many advantages.
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