
Contents iii

Contents
Preface v

CHAPTER 5
Adding Charts to a Presentation 167

Inserting Charts 168
Embedded Charts 168
Editing Chart Data 169
Formatting Charts 169
Modifying Charts 172
Unwanted Space 173
Changing Chart Style and Color Scheme 176

Working with External Excel Documents 179
Only Data Is Linked 179
Linking Excel Charts 180
Paste Options 180
Effects of Linking 182
Editing the Source (Linked) Document 183
Maintaining Healthy Links 184

Creating SmartArt Diagrams 186
Inserting and Formatting SmartArt Graphics 186
Converting Lists to SmartArt Graphics 189
Formatting SmartArt 190
Adding Elements to SmartArt 191
Reordering Shapes in SmartArt Graphics 193

Reinforce Your Skills 195
Apply Your Skills 201
Project Grader 205
Extend Your Skills 207

CHAPTER 6
Using Tables in Presentations 209

PowerPoint Tables 210
Entering Data in Tables 211
Navigating Table Cells 211
Resizing and Moving Tables 212
Aligning a Table 213
Formatting Data in Cells 213
Aligning and Formatting Cell Entries 214
Selecting Table Cells 214
Adjusting Column Widths and Row Heights 216
Adding and Deleting Rows and Columns 218
Adding Non-Text Data to Cells 219
Merging and Splitting Cells 222
Importing a Table 224

Customizing Tables 225
Table Styles 225
Modifying Table Styles 227

Reinforce Your Skills 232
Apply Your Skills 237
Project Grader 240
Extend Your Skills 242

© 2022 Labyrinth Learning



iv Microsoft PowerPoint 

CHAPTER 7
Customizing Themes and Slide Masters 245

Customizing Document Themes 246
What You Can Customize 246
Built-in Color Schemes 246
Customizing the Color Scheme 248
Changing a Slide Background 251
Using a Preset Background 251
Creating a Gradient Fill 253
Using Pictures and Textures for Backgrounds 257
Saving a Customized Document Theme 262

Using Slide Masters 264
Using Slide Masters and Layout Masters 265
Changing a Slide Master Theme 266
The Eyedropper Tool 267

Using Layout Masters 269
Creating a Layout Master 269
Modifying a Layout Master 272

Using Notes Masters 272
Creating Notes 272
Modifying a Notes Master 274

Cleaning Up 275
Reinforce Your Skills 277
Apply Your Skills 283
Project Grader 287
Extend Your Skills 290

CHAPTER 8
Collaborating with Others Online 291

Collaborating Online 292
The Review Cycle 292

Sharing Files 293
Sharing via Email 293
Selecting an Email Program 293
The Email Pane 293
Opening an Attached Presentation 295
Export Presentations to Other Formats 296

Working with Comments 297
Reading Comments 297
Setting the Comment Name 298
Attaching Comments 298
Editing and Deleting Comments 300
Writing Effective Comments 300

Comparing and Merging Presentations 302
Viewing Multiple Presentations 302
Cleaning Up 306

Using OneDrive and Office Online 306
Storing Files on OneDrive 306
Editing Files with Office Online 307
Sharing Files with OneDrive 308
Moving Files and Setting Folder Permissions 308
Accessing Shared Files 309

Using Reference Tools 309
Reinforce Your Skills 311
Apply Your Skills 314
Extend Your Skills 316

Glossary 317
Index 319

© 2022 Labyrinth Learning


	5
	Adding Charts to a Presentation
	Inserting Charts
	Embedded Charts
	Editing Chart Data
	Formatting Charts
	Modifying Charts
	Unwanted Space
	Changing Chart Style and Color Scheme

	Working with External Excel Documents
	Only Data Is Linked
	Linking Excel Charts
	Paste Options
	Effects of Linking
	Editing the Source (Linked) Document
	Maintaining Healthy Links

	Creating SmartArt Diagrams
	Inserting and Formatting SmartArt Graphics
	Converting Lists to SmartArt Graphics
	Formatting SmartArt
	Adding Elements to SmartArt
	Reordering Shapes in SmartArt Graphics

	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills


	6
	Using Tables in Presentations
	PowerPoint Tables
	Entering Data in Tables
	Navigating Table Cells
	Resizing and Moving Tables
	Aligning a Table
	Formatting Data in Cells
	Aligning and Formatting Cell Entries
	Selecting Table Cells
	Adjusting Column Widths and Row Heights
	Adding and Deleting Rows and Columns
	Adding Non-Text Data to Cells
	Merging and Splitting Cells
	Importing a Table

	Customizing Tables
	Table Styles
	Modifying Table Styles

	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills


	7
	Customizing Themes and Slide Masters
	Customizing Document Themes
	What You Can Customize
	Built-in Color Schemes
	Customizing the Color Scheme
	Changing a Slide Background
	Using a Preset Background
	Creating a Gradient Fill
	Using Pictures and Textures for Backgrounds
	Saving a Customized Document Theme

	Using Slide Masters
	Using Slide Masters and Layout Masters
	Changing a Slide Master Theme
	The Eyedropper Tool

	Using Layout Masters
	Creating a Layout Master
	Modifying a Layout Master

	Using Notes Masters
	Creating Notes
	Modifying a Notes Master

	Cleaning Up
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills


	8
	Collaborating with Others Online
	Collaborating Online
	The Review Cycle

	Sharing Files
	Sharing via Email
	Selecting an Email Program
	The Email Pane
	Opening an Attached Presentation
	Export Presentations to Other Formats

	Working with Comments
	Reading Comments
	Setting the Comment Name
	Attaching Comments
	Editing and Deleting Comments
	Writing Effective Comments

	Comparing and Merging Presentations
	Viewing Multiple Presentations
	Cleaning Up

	Using OneDrive and Office Online
	Storing Files on OneDrive
	Editing Files with Office Online
	Sharing Files with OneDrive
	Moving Files and Setting Folder Permissions
	Accessing Shared Files

	Using Reference Tools
	Reinforce Your Skills
	Apply Your Skills
	Extend Your Skills





