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�About This Document

This document highlights some of the enhancements in Microsoft�SYMBOL 210 \f "Symbol"� PowerPoint�SYMBOL 210 \f "Symbol"� presentation graphics program version 4.0 for Macintosh�SYMBOL 210 \f "Symbol"� and illustrates the usability improvements that have made the new version of the product easier to learn and use.  It also discusses improvements in PowerPoint that help general business users not only build visually compelling presentations but that actually help them communicate more effectively.

�

Getting Started and Basic Usage

Toolbars

	�SYMBOL 183 \f "Symbol" \s 10 \h�	PowerPoint ships with seven predefined toolbars for specific tasks.

	�SYMBOL 183 \f "Symbol" \s 10 \h�	Similar to Microsoft Excel and Microsoft Word, toolbars can all be dragged and dropped as floating toolbars or docked onto any edge.



�EMBED PBrush \s  \* mergeformat���

Figure 1.  The PowerPoint 3.0 toolbar had icons that were inconsistant with Word icons�and allowed only preset font sizes.



�



Figure 2.  Word 6.0 toolbar.



�



Figure 3.  PowerPoint 4.0 icons are consistent with Word icons, and font and font size �drop-downs work exactly the same in both products.

�SYMBOL 183 \f "Symbol" \s 10 \h�	All of the toolbars on PowerPoint 4.0 are fully customizable from the Tools/Customize dialog box.  In the categories box, select a tool category that includes the buttons you want. When you find the button you want, drag it to the Custom toolbar.



�

Figure 4.  PowerPoint 4.0 lets users customize toolbars consistently across Microsoft applications.

�ToolTips

PowerPoint 4.0 provides a new enhancement that allows users to easily discover what a toolbar button does.  As the user places the mouse over a toolbar button, the ToolTip automatically activates after a brief pause and gives a brief description of what the toolbar does.



�EMBED PBrush \s  \* mergeformat���

Figure 5.  ToolTips make toolbars more discoverable.

Context-sensitive Shortcut Menus

PowerPoint features shortcut menus that can be accessed when you press CTRL-click.  These menus provide easy access to the most frequently used commands.



�

Figure 6.  Shortcut menus provide easy access to the most commonly used commands.

Status Bar

The improved status bar in PowerPoint 4.0 makes it easy to create a new slide, change the layout of an existing slide using the new AutoLayout feature, or change the template of the presentation.  The status bar also provides good feedback.  For example, if a user clicks the Bold button without selecting text it tells the user that text must be selected to perform this function. The new status bar in PowerPoint 4.0 makes it easy to add slides, change layout, or even change templates.



�EMBED PBrush \s  \* mergeformat���

Figure 7.  PowerPoint 3.0 status bar.





�EMBED PBrush \s  \* mergeformat��� Figure 8.  PowerPoint 4.0 status bar.

�3-D Dialogs

PowerPoint, like Word and Microsoft Excel, uses “chiseled” dialogs for a clean, professional look that aid in ease of learning and discovery.  You’ll see many examples of these dialogs through the document. 



�

Figure 9.  PowerPoint 4.0 sculpted 3-D dialogs.��

Figure 10.  PowerPoint 3.0 dialogs.

��Scroll bars

The vertical scroll bar enables users to scroll from slide to slide just as in Word.  The scroll bar also lets users know what slide they are scrolling to.

�EMBED PBrush \s  \* mergeformat���

Figure 11.  PowerPoint 3.0 �sliding scroll bar.��

Figure 12.  PowerPoint 4.0�vertical slide bar.��

Page Down Arrow Keys

PowerPoint, like Word and Microsoft Excel, allows users to scroll from page to page using the Page Down arrow keys.  Users can also use the Page Up and Page Down keyboard keys to move from slide to slide.

Graphical Progress Indicators

PowerPoint now provides a graphical status gauge in the status bar to measure progress when saving a file (or performing other functions).



Context-sensitive Help Toolbar Button

Users can click the Help toolbar button �EMBED PBrush \s  \* mergeformat��� and click any screen item or menu item to get context-sensitive help on that object.

.

Help in Dialogs

PowerPoint now includes Help buttons in many dialog boxes, so users know that context-sensitive help is available for that feature.

�

Figure 13.  PowerPoint 4.0 provides Help buttons in many dialogs.

Preview in More Dialogs

PowerPoint 4.0 provides preview buttons in more dialogs than ever before, so users can see the results of their choices in a dialog and can easily revert to the original.

Tip of the Day

PowerPoint 4.0 provides a “tip of the day” every time users start up PowerPoint.  These useful tips suggest easy ways to get the job done and can help users increase their knowledge of and ability to use PowerPoint.

�Variable-view Zoom, All Views

PowerPoint now delivers variable-view zooms in every view.  Click the drop-down toolbar button to choose one of the selections from 25 percent to 400 percent, or type in any percentage from 25 to 400 in the drop-down button.
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Figure 14.  With PowerPoint 4.0�variable-view zoom,�any zoom can be selected.��EMBED PBrush \s  \* mergeformat���

Figure 15.  With PowerPoint 3.0 view zoom, only preset views could be selected.��

QuickPreview

PowerPoint 4.0 delivers an online tutorial called the “QuickPreview” to help users get started.  This short introduction to PowerPoint covers the basic things users need to know in order to be productive using PowerPoint.

Technical Support

PowerPoint 4.0 now provides easy access to Microsoft’s product support service line.  Just select Help/Technical Support to obtain the phone number. 

Arrange and Tile Windows

PowerPoint 3.0 allowed users to cascade windows automatically.  Now, PowerPoint 4.0 enables users to tile windows as well, making it easy to move information from one presentation to another.

Consistent Menus

PowerPoint 4.0 provides menus that are consistent with those in Word and Microsoft Excel.  This consistency makes it easy for users to move from one product to another, leveraging existing knowledge of word processing and spreadsheet software, for example, and allowing users to apply it toward other products.

Insert Menu

In PowerPoint 3.0, many items were in an Insert submenu.  To be consistent with Word and Microsoft Excel and make it easier to insert items, PowerPoint 4.0 includes an Insert menu.

OLE 2.0

PowerPoint 4.0 supports Object Linking and Embedding (OLE) 2.0.  Users can edit any �OLE 2.0 object, like the graph functionality in PowerPoint, without leaving their presentations.





Cue Cards

PowerPoint offers cue cards that provide step-by-step instructions for common multistep tasks.  These are often tasks for which users have no other source of help, such as adding a logo to every slide.



� 

Figure 16. New CueCards in PowerPoint 4.0



New Presentation Dialog

The new presentation dialog in PowerPoint 4.0 helps users work the way they want to.  Many users of PowerPoint 3.0 wanted to start working with the content of their presentation without interruption.  Others wanted to apply a template in the beginning.  The new presentation dialog box provides users with these choices as well as access to two exciting new wizards.  This dialog is also removable if you want to start with a blank presentation by default, as in PowerPoint 3.0.



�



Figure 17.  PowerPoint 4.0 provides two new wizards to automate the 

		routine tasks of creating a presentation.	

		

Customizable Options

PowerPoint 4.0 makes it easy for users to customize their work environments according to their own preferences, just as in Word and Microsoft Excel.

Developing Content

AutoContent Wizard

Many presentation creators have difficulty deciding what to say and how to structure their presentations.  The AutoContent Wizard helps users develop content by leading them through the process and provides six professionally created presentations to start with.

�

Figure 18. AutoContent Wizard provides six of the most common presentation topics..

Selective Expand and Collapse in Outline

PowerPoint 4.0 allows users to selectively collapse and expand different outline headings, so they can organize content effectively.

Outlining Toolbar

PowerPoint 4.0 provides an outlining toolbar to make it easy to adjust the view environment while in the outliner.

�

Figure 19.  PowerPoint 4.0 provides a new outlining toolbar.











�include e:\\elliotng\\pr\\ppt\\revguide\\imp12_p2.doc�Using Existing Information

Most Recently Used Documents

PowerPoint 4.0 lets users access their most recently used documents very easily.  Simply select from a list of documents at the bottom of the File menu.  The Most Recently Used Documents list in PowerPoint can also be customized to access the user’s choice between zero and nine files.

�

Figure 20.  PowerPoint shows up to nine most recently used documents.



Drag and Drop Between Presentations

PowerPoint 4.0 makes it easy to use information from past presentations.  Simply tile or arrange presentations in slide sorter view, select the slides to move in the old presentation, then drag and drop those slides into the new presentation.

Drag and Drop Across Applications

PowerPoint 4.0 supports drag and drop across applications in Microsoft Office, making it easy to move text and objects from one presentation to another.  Simply select the object in Word, Microsoft Excel, or other applications that support cross-application drag and drop, and drag the object into PowerPoint.  Users can also press OPTION while dragging to copy slides.

Network Buttons in Dialogs

Network buttons in many dialogs such as File/Open and File/Save As ... provide easy access to files on network drives that are not currently connected.

Find ... in Slide Sorter

PowerPoint 4.0 allows users to search for all slides that contain specific text.  Select Edit/Find ... to select all slides in the presentation that contain a certain text string.  Then cut or copy those slides to another presentation.  With PowerPoint 3.0, users could only search for text sequentially in slides, not for all slides that contained the text.

�

Figure 21.  PowerPoint 4.0 lets users search for all slides that contain specific text.



Present It ...

PowerPoint 4.0 now supports Present It ..., a feature in Word 6.0 that makes it easy to automatically create a presentation from a Word 6.0 document.  Simply click the Present It ... button in Word, and Word will launch PowerPoint and create a new presentation automatically from the outline of your Word document.







Modifying and Creating New Information

AutoLayout

The new AutoLayout feature in PowerPoint automatically formats your slides, providing easy-to-read “click here” text and placeholders for various objects.  Choose from 21 different AutoLayouts.  Also, users who don’t want to make this choice with every new slide can disable this feature in the Options dialog and use the Layout button to change slide layouts as needed.  Users can create the following with AutoLayout:



�SYMBOL 183 \f "Symbol" \s 10 \h�	Title slide

�SYMBOL 183 \f "Symbol" \s 10 \h�	Bulleted list

�SYMBOL 183 \f "Symbol" \s 10 \h�	Graphs

�SYMBOL 183 \f "Symbol" \s 10 \h�	Column text

�SYMBOL 183 \f "Symbol" \s 10 \h�	Text and graphs

�SYMBOL 183 \f "Symbol" \s 10 \h�	Organization chart

�SYMBOL 183 \f "Symbol" \s 10 \h�	Text and clip art

�SYMBOL 183 \f "Symbol" \s 10 \h�	Graphs and text

�SYMBOL 183 \f "Symbol" \s 10 \h�	Tables

�

��SYMBOL 183 \f "Symbol" \s 10 \h�	Clip art and text

�SYMBOL 183 \f "Symbol" \s 10 \h�	Text and objects

�SYMBOL 183 \f "Symbol" \s 10 \h�	Objects

�SYMBOL 183 \f "Symbol" \s 10 \h�	Text and two objects

�SYMBOL 183 \f "Symbol" \s 10 \h�	Objects and text

�SYMBOL 183 \f "Symbol" \s 10 \h�	Objects over text

�SYMBOL 183 \f "Symbol" \s 10 \h�	Text over objects

�SYMBOL 183 \f "Symbol" \s 10 \h�	Title only

�SYMBOL 183 \f "Symbol" \s 10 \h�	Blank

���

�

Figure 22.  The AutoLayout gallery makes it easy to preview and choose from up to 21 slide layouts.

�

 “Click here” Prompt Text

PowerPoint now provides prompt text to guide new users through the process of creating new slides.



�EMBED PBrush \s  \* mergeformat�����EMBED PBrush \s  \* mergeformat�����Figure 23.  PowerPoint 4.0 prompt text.�Figure 24.  PowerPoint 3.0 without prompt text.��Text Object:  One Click to Enter Text

PowerPoint now makes it easier than before to enter text.  In PowerPoint 3.0, the user had to click once to select the text object, then again to enter text into the text object.  With PowerPoint 4.0, users enter text just as they would in Word 6.0, with one click.

Text Ruler

The text ruler in PowerPoint 4.0 is easy to use and understand.  Setting tabs, for example, is performed exactly as in Word 6.0.  Setting hanging indents is also done in exactly the same manner as in Word.



�EMBED PBrush \s  \* mergeformat���

Figure 25.  PowerPoint 3.0 text ruler.





�EMBED PBrush \s  \* mergeformat�����EMBED PBrush \s  \* mergeformat�����Figure 26.  PowerPoint 4.0 rulers.�Figure 27.  Word 6.0 rulers.��

Drawing Ruler

The new drawing ruler is completely integrated with the text ruler and provides clear page boundaries.



Drag and Drop

PowerPoint now supports drag and drop of text everywhere within all text objects and in the slide, notes, and outline view.

Drag and Copy

Click the control key to drag and copy text or graphics from one location to another, just as in Word 6.0.

AutoSelect

AutoSelect makes selecting and formatting text easy in a number of ways.  PowerPoint 4.0 is the first presentation graphics package to process words, not characters.  AutoSelect automatically extends any partial word selection to include the entire word, making formatting with a mouse much easier than ever before.



Without AutoSelect�With AutoSelect���EMBED PBrush \s  \* mergeformat�����EMBED PBrush \s  \* mergeformat�����Figure 28.  AutoSelect.

Smart Cut and Paste

PowerPoint 4.0 automatically adjusts leading and trailing spaces when you cut and paste or drag and drop.  This allow users to move text around without worrying about adjusting spaces before and after every change.

Replace Straight With Smart Quotes

PowerPoint automatically replaces straight quotes with smart quotes as you type.

Find/Replace Drop-down

Find and replace in PowerPoint has always been useful for searching for content in presentations.  The Find and Replace feature has been improved in PowerPoint 4.0.  Now, users can search for most recently used search items just by clicking on the handy drop-down button.



�



Figure 29.  PowerPoint 4.0 features Find/Replace drop-downs for most recently used items.





�

Figure 30.  Find/Replace in PowerPoint 3.0.

Format/Painter, With Double-click

The format painter in PowerPoint is now consistent with Word 6.0 and allows users to either copy or apply formatting with one click.  When used on graphics, it will pick up line, fill, shades and shadows.  The format painter can also be double-clicked to apply formatting repeatedly to text.



PowerPoint 4.0��EMBED PBrush \s  \* mergeformat�����Word 6.0��EMBED PBrush \s  \* mergeformat�����Excel 5.0��EMBED PBrush \s  \* mergeformat�����PowerPoint 3.0��EMBED PBrush \s  \* mergeformat�����Figure 31.  Consistent format painter tools.

Format/Painter in Slide Sorter Mode

The format painter in PowerPoint now also can be used on slides in slide sorter.  It picks up the color scheme of a selected slide and allow users to paint other slides with that color scheme.

Format/Font Dialog Box

PowerPoint 4.0 easily handles many fonts on the system simultaneously, with the new Format/Font dialog box.





�

Figure 32.  PowerPoint 4.0 Format/Font dialog conveniently provides �all font formatting in one dialog box.



�

Figure 33.  PowerPoint 3.0 has cascading font menu.

Font Drop-down

Accessing fonts is easier in PowerPoint 4.0 than ever before.  Just click the drop-down button of the formatting toolbar to access a list of fonts.

Most Recently Used Fonts

PowerPoint 4.0 intelligently stores the most recently used fonts to provide easy access to the most frequently used font types.  It also encourages people to repeatedly use the same font types to create a more attractive and visually dynamic presentation.



�EMBED PBrush \s  \* mergeformat���

Figure 34.  PowerPoint 4.0 displays the four most recently �used fonts at the top of the font drop-down menu.

Bullets Consistency

The bullets toolbar button is now exactly the same as in Word 6.0, so that users can easily use or disable bullets in both Word and PowerPoint in exactly the same way.



PowerPoint 4.0��EMBED PBrush \s  \* mergeformat�����Word 6.0��EMBED PBrush \s  \* mergeformat�����PowerPoint 3.0��EMBED PBrush \s  \* mergeformat�����Figure 35.  Consistent bullet tools.









Promote, Demote Consistency

Promote and demote outline headings with buttons that are completely consistent in both look and behavior with Word.



PowerPoint 4.0��EMBED PBrush \s  \* mergeformat�����Word 6.0��EMBED PBrush \s  \* mergeformat�����PowerPoint 3.0��EMBED PBrush \s  \* mergeformat�����Figure 36.  Consistent promote and demote tools.

Alignment Buttons

Use the new toolbar buttons in PowerPoint 4.0 to change the alignment of text.  Notice that they are completely consistent with the buttons in Word.



PowerPoint 4.0��EMBED PBrush \s  \* mergeformat�����Word 6.0��EMBED PBrush \s  \* mergeformat�����PowerPoint 3.0�(see below)��Figure 37.  Consistent alignment tools on toolbar.





�

Figure 38.  Text alignment in PowerPoint 3.0 buried in menu.

Tables

A new table feature in PowerPoint 4.0 is completely identical to the table feature in Word.  Users can create tables using the toolbar, then edit the tables in Word using OLE 2.0 in-place editing, without leaving PowerPoint. 



�EMBED PBrush \s  \* mergeformat���

Figure 39.  Users can edit a table in Word using�OLE 2.0, without leaving PowerPoint.









Dotted and Dashed Lines

Change dotted and dashed line styles in PowerPoint 4.0 from the convenient drop-down toolbar button.



�

Figure 40.  Dotted and Dashed Lines.

AutoShapes Floating Toolbar

The AutoShapes tool in PowerPoint now comes on a floating toolbar that can be located anywhere on the screen or docked to any part of the screen.

�EMBED PBrush \s  \* mergeformat���

Figure 41.  AutoShapes Floating Toolbar.

AutoShapes Double-click

Double-click new AutoShapes in PowerPoint to repeatedly create shapes without having to click the AutoShapes toolbar every time a shape is created.

More Draw Handles

PowerPoint now provides eight draw handles to make it easier to resize or crop graphical images without using constraint keys.

Fifth Handle More Visual

PowerPoint 3.0 introduced customizable AutoShapes.  With PowerPoint 4.0, Microsoft has made the “extra” handle for adjusting arrows more visible than ever before.

�EMBED PBrush \s  \* mergeformat���

Figure 42.  Extra handle is more visible for easy customization of shapes in PowerPoint 4.0.



Cursor Changes to Resize Selection

With PowerPoint 4.0, the cursor changes to a drag handle to make it easier to resize the selected draw object.  The status bar also provides descriptive instructions.

Nudging

PowerPoint 4.0 allows users to move selected objects one pixel or one grid unit at a time with the arrow keys.

Multiple Object Resize

With PowerPoint 4.0, users can select multiple objects for simultaneous resizing.  This enables users to resize related objects without having to group and ungroup or manually resize each individual object.

Default Fill Color Applied to Shapes

PowerPoint 4.0 applies a default fill color to all created shapes, based on user preference for creating opaque shapes to highlight their points.

Modeless Object Editing

In PowerPoint 3.0, users had to reselect PowerPoint objects after using anything in the menu bar.  PowerPoint 4.0 provides modeless object editing, which allows users to apply different formatting commands from toolbars and menu bars without having to reselect an object.

Arrange Buttons on Drawing+ Toolbar

PowerPoint now provides users with toolbar buttons to easily arrange objects on the slide.

�

Figure 43.  PowerPoint 4.0 provides arrange buttons on the new Drawing+ toolbar.



�

Figure 44.  Arrange submenu in PowerPoint 3.0.





Graph Types

New graph functionality in PowerPoint provides more than 100 new graph types, including surface, doughnut, radar and other enhanced graphs.

Goal Seeking

The Graph module in PowerPoint 4.0 allows graphical goal seeking.  Simply select a data point currently displayed and drag the bar to create the desired height or value.

Direct Manipulation of Graph Labels, Legends and Other Elements

Graph elements can now be directly manipulated with ease, letting users create legends, labels, pie slices and so on, without causing the graph to resize.



ChartWizard

The ChartWizard in Microsoft Graph enables users to adjust data that is imported into the graph package from the clipboard.  ChartWizard lets users transpose data, use the first series as data points or labels, and even see a quick preview of the data they are charting.

Chart AutoFormat

Chart AutoFormat in PowerPoint 4.0 provides easy access to 120 new chart types.  With AutoFormat, you can also set up and apply custom chart formats.

Datasheet Visual Improvements

The datasheet now provides visual cues to signal which data series corresponds with which graphical element.



���Figure 45.  PowerPoint 4.0 datasheet with visual cues.��3-D Rotation

Rotate graphs to more effectively present data.  Simply click the handles of the graph, and rotate it right in place.



�EMBED PBrush \s  \* mergeformat���

Figure 46.  PowerPoint 4.0 supports rotation of graphs in place.





Trendlines

The graph feature in PowerPoint makes it easy to create trendlines for data to provide a more effective and graphical presentation.

Curve Fitting

Graph in PowerPoint 4.0 also supports curve fitting, letting users plot a smooth polynomial curve across the graph’s data points.

Error Bars

Graph in PowerPoint makes it easy to apply statistical error bars to provide confidence intervals for plotted data. 



Organization Charts

PowerPoint provides a dedicated tool for creating organizational charts.  Microsoft worked with Banner Blue to create a tool that provides state-of-the-art organizational charting.

�

Figure 47.  Sample organization chart created in PowerPoint 4.0.

Equation Editor

PowerPoint 4.0 ships with an Equation Editor to provide OLE 2.0 in-place editing of equations.

Insert Microsoft Excel Spreadsheet Button

PowerPoint 4.0 lets users integrate Microsoft Excel spreadsheets into presentations more smoothly than ever before.  Simply click the Microsoft Excel table toolbar button to insert a Microsoft Excel spreadsheet.





�EMBED PBrush \s  \* mergeformat���

Figure 48.  Simply click the Microsoft Excel table toolbar button� to insert a Microsoft Excel spreadsheet.

Insert Word Table Button

Users can create tables with ease in PowerPoint 4.0.  Click the Word table button to create tables exactly as in Word 6.0.  Format and edit tables with all of the table and text commands available in Word.



Formatting and Embellishing Presentations

Change Case

The Change Case feature in PowerPoint 4.0 automatically changes selected text to all caps, lowercase, sentence case, or initial caps so that users can create a more consistent look with bulleted text or titles.



�

Figure 49.  Change Case.

Periods

The periods feature automatically adds or removes periods on bulleted points to maintain a consistent look across presentations.

�

Figure 50.  Periods.

Pick a Look Wizard

The Pick a Look Wizard automates the processes of picking a template, customizing slides and support materials, and creating headers and footers for support materials.  The Pick a Look Wizard can also be used to change the look of current presentations.  The Wizard intelligently adjusts text alignment when placing objects on masters, so that the text on slides does not run off the edges.



�

Figure 51.  Pick a Look Wizard.



New Templates (165)

Microsoft has improved templates in PowerPoint 4.0, providing users with topical and graphically exciting templates, with multiple template types for different media.  Users can select templates that are optimized for their specific environments.

Presentation Design Tips

Presentation design tips assist users in making sure their slides look professional and communicate effectively.

Text Color

Changing the color of text is now easier than ever before.  Recommended color schemes are intelligently suggested.  Also, the drop-down feature enables users to easily access most recently used colors.

Font Size Controls

PowerPoint 4.0 lets users click a convenient drop-down to change font size, type the size directly in the toolbar window, just like Word.



���EMBED PBrush \s  \* mergeformat�����Figure 52.  PowerPoint 4.0 font size �drop-down.�Figure 53  PowerPoint 3.0 font size control.��



Clip Art

PowerPoint 4.0 includes over 1,100 full-color clip-art images — more than twice as many as PowerPoint 3.0. Clip art in PowerPoint is still easy to use and easy to modify by ungrouping in logical units.  The clip art was specifically drawn and designed so that it could be edited.

ClipArt Gallery

The ClipArt Gallery provides an easy-to-use tool to preview and access all of the clip art in PowerPoint.  

The ClipArt Gallery enables users to index and search for specific clip-art images based on key words. 

 Furthermore, users can add their own images and clip art to the gallery for easy access.

�

Figure 54.  ClipArt Gallery.

Rotation Tool

PowerPoint 4.0 provides a 360-degree rotation tool that can be used on any object drawing or text in PowerPoint.  Users can rotate title and body as well.  The status bar provides precise feedback on degree of rotation, and shift keys can be used to constrain rotation to certain angles.

Most Recently Used Colors

PowerPoint now intelligently remembers the most recently used colors so users can easily access them.

�EMBED PBrush \s  \* mergeformat���

Figure 55.  The color palette in PowerPoint 4.0 includes eight color scheme colors �and eight most recently used colors.







New Color Schemes Interface

Graphical previews of different color schemes available in PowerPoint 4.0 help users easily create new presentation color schemes.

�

Figure 56.  New Color Schemes Interface.



Recolor Picture

The improved Recolor Picture in PowerPoint 4.0 makes it easy to recolor scanned images or bitmaps to match color schemes on a slide.  The new Recolor Picture dialog provides description text for the two recolor options, and also now automatically defaults to scheme colors when choosing to recolor fills.



�

Figure 57.  Recolor Picture.

New Word Art

The new Word Art feature provides in-place editing with OLE 2.0, letting users create special text effects within a document.

�EMBED PBrush \s  \* mergeformat���

Figure 58.  Sample Word Art output in PowerPoint 4.0.

Toolbar for Build Options

The toolbar in slide show mode makes it easy to apply builds to slides.  Just click the handy drop-down button to access all the build effects.



�

Figure 59.  Toolbar for Build Options.

Auto Preview of Transition Effects

Users can preview transition effects inside the slide sorter, by clicking on the transition icon below each slide miniarture.  This eliminates the need to repeatedly move from slide sorter to slide view.

Hide Formatting in Slide Sorter

PowerPoint now allows users to hide formatting in the slide sorter view, which makes it easy to rearrange slides quickly and easily, even if the slides have extensive bitmaps. 



Quicker Drawing in Slide Sorter

PowerPoint 4.0 now displays titles first and then draws in images.  Because titles come up quickly and drawing is interruptable, users can get to work before images have finished drawing.
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Cross-Platform Compatibility

68% of Mac systems installed at corporate sites are connected to multi-platform networks.  PowerPoint’s unparalleled cross-platform support enables these users to standardize on one program and create, distribute and share PowerPoint files with anyone within the organization.



Core Code. PowerPoint 4.0 for Macintosh shares a virtually identical interface and feature set with PowerPoint 4.0 for Windows.  This helps to leverage investments in PowerPoint training, and it greatly improves cross platform compatibility and coexistence.



Seamless Transfer. PowerPoint 4.0 cross-platform support is improved over version 4.0 by allowing users to directly open files created in PowerPoint for Windows version 4.0 as well as earlier versions.   Transferring files from one platform to another requires no special translation, special templates, or file formats.  The user simply opens the file on the other platform.  All graphics, embedded objects, formatting templates, timings, etc. transfer as part of the presentation.  (The movie poster of a QuickTime movie will transfer; however, the movie will not transfer to Windows.)



Bundled TrueType( Fonts.  A cross-platform font strategy is critical to the success of transferring presentation files back and forth across systems. To maximize document portability between Windows and the Macintosh, PowerPoint 4.0 includes several fonts normally sold separately in the Microsoft TrueType Master for the Macintosh.  These fonts include Arial Narrow, Book Antiqua, Monotype Sorts, and Wingdings, and they are the same basic fonts included with Windows 3.1.  This is important for maintaining document appearance, because these fonts are similar to but different from the Helvetica, Palatino and Zapf Dingbats fonts available on the Macintosh. 

Summary Info

PowerPoint 4.0 includes summary information for each presentation.  This functions as an index card that lets users more easily access and search for presentations.
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Figure 60.  New Summary Info dialog box helps users index presentations.

File/Save As ... PowerPoint 3.0

PowerPoint 4.0 provides easy file compatibility with the previous version of PowerPoint, so users of PowerPoint 4.0 can easily share presentations with users of PowerPoint 3.0.

Find File

Find File provides a useful tool for leveraging past presentations and those created by others.  Users can search the contents of a presentation or use the summary information index to rapidly find files they need.
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Figure 61.  Use key words and Summary Info or perform full text search for PowerPoint presentations.



Send

Share presentations through an e-mail system using the new Send command, which is compatible with most popular e-mail transport systems. 







Preparation and Practice

Rehearsal

PowerPoint is the first presentation graphics package to support the important task of practice.  Set PowerPoint 4.0 in rehearsal mode and it records and displays timings for each slide and for the entire presentation, so users can adjust their presentations to fit the allotted time.

Hidden Slides

PowerPoint 4.0 makes it easy to create hidden backup slides to help presenters be more prepared to answer tough questions.  Press a special button in slide show mode to go to the hidden slide.
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Figure 62.  Click the Hide Slide button in PowerPoint 4.0.
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Figure 63.  Selected slide will be hidden.

Drill-down

PowerPoint 4.0 supports the common task of creating backup documents or worksheets by allowing the user to embed these documents electronically in a presentation and access them electronically in slide show mode.

Play Settings

PowerPoint 4.0 offers increased control of multimedia elements, enabling users to trigger multimedia elements at different times during a slide presentation.  Furthermore, users can specify that the object icon be hidden in slide show, so that a sound object, for example, doesn’t display its icon.
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Figure 64.  Improved multimedia controls in PowerPoint 4.0.

Report It...

PowerPoint 4.0 makes it easy to create a word processing outline from an existing presentation.  Simply click the Report It... button, and PowerPoint will automatically launch Word and create an outline in the file.
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Figure 65.  Report It... button in PowerPoint 4.0 creates a quick Word outline.



Presentation



Printing Handouts for Presentations With Hidden Slides

When printing audience handouts, hidden slides can be omitted and slide numbers intelligently adjust, so that the slide numbering doesn’t show that slides are missing.

File/Slide Setup

Improved Slide Setup in PowerPoint 4.0 now makes it easy to set up different default orientations for notes pages and slides.





On-screen Drawing Improvements

The improved on-screen drawing tool in PowerPoint 4.0 prevents users from accidentally drawing on the screen when trying to advance slides or accidentally advancing when trying to draw points on the screen.  When a user blanks the screen, he or she can continue to draw with the pen.

Slide Show Improvement

Color handling has been improved in PowerPoint 4.0 to minimize “rainbow” flashing when moving between differently colored slides.  Performance in slide show mode also has been improved.
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Microsoft and PowerPoint are registered trademarks and Windows is a trademark of Microsoft Corporation.

Macintosh is a registered trademark of Apple Computer, Inc.
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