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Introduction

The Microsoft® PowerPoint® 97 presentation graphics program is the sixth major release of what has become the world’s most popular presentation graphics application. This latest version represents a giant leap forward from earlier versions of the product, well beyond the improvements realized by moving to a 32-bit computing environment in PowerPoint 95. 

The PowerPoint development team has incorporated emerging technologies that will allow users to take full advantage of the power of their software. Users of PowerPoint 95 will find that PowerPoint 97 contains many new features based on their feedback, as well as marked improvements to familiar features.

This chapter of the Product Enhancements Guide is designed to assist in evaluating PowerPoint 97. The first section lists the new and improved functionality in PowerPoint 97, and the following sections provide a more detailed description of each new feature.

Overview of New Features

Based on results from Microsoft research and user feedback, PowerPoint 97 includes new and enhanced features that help users accomplish the following:

· Create presentations more easily, whether working by themselves or with others.

· Illustrate their ideas more powerfully, with easier-to-use formatting and multimedia tools.

· Deliver their presentations professionally in any setting — from meeting rooms to the Internet. 

· Take advantage of improved performance.

· Leverage what they know by using a product that is consistent and integrated with other Office applications.

Creating Presentations More Easily

PowerPoint 97 includes many new features that users have requested to make building presentations easier. 

Getting Started Quickly

	
	Feature
	Description

	New
	Office Assistant
	Breakthrough technology unifies online user assistance, lets users ask questions in their own words, and interactively provides helpful suggestions.

	New
	PowerPoint Central
	Novice users can get support from helpful PowerPoint resources, such as tutorials; additional textures, sounds, and animations in the Office Value Pack; and the PowerPoint Web site. 

	New
	Custom Shows
	Users can create mini-presentations tailored to different audiences within a single PowerPoint file.

	Improved
	AutoContent Wizard
	More than 50 new content templates help users get started creating presentations. These new content templates include text and formatting to help users with the organization of their presentations.

	Improved
	Design templates
	PowerPoint 97 includes more than 30 new designs to apply to slides, including 10 templates with preset animations.


Organizing Presentations

	
	Feature
	Description

	New
	Expand Slide
	Users can automatically expand crowded bulleted items on one slide to multiple slides for a cleaner, more organized presentation.

	New
	Summary Slide
	This feature wraps up a presentation by creating a summary slide using slide titles from a selection of slides; it can also be used to help viewers keep track of the progress of a long meeting with summary slides at the end of each segment. 

	New
	Insert Duplicate Slide
	Instead of reapplying custom formatting to new slides, users can copy text and formatting from the current slide to new slides.

	New
	Flexible views
	· PowerPoint 97 provides more flexibility when creating presentations by making it easier for users to work in the view they like best. 


Collaborating with Others

	
	Feature
	Description

	New
	Slide Finder
	Users can save time locating, integrating, and collecting existing slides for a new presentation from a corporate network. Slide Finder allows users to preview slides from existing presentations and import only those they want to use.

	New
	Web Find Fast 
	The Web Find Fast feature makes it easy to locate Office or HTML documents on a network or intranet.

	New
	Comments
	A team of reviewers can now add notes to slides, making it easier for users to receive valuable feedback from others.

	New
	Translators for previous versions
	PowerPoint 97 ships with translators that allow users to save their PowerPoint 97 presentations to earlier PowerPoint file formats.

	New
	Import HTML
	Now users can read HTML pages in PowerPoint.


Illustrating Ideas More Powerfully

Now that more presentations are delivered and viewed electronically, users are demanding more powerful tools to help them bring their presentations to life. But they still need those tools to be as easy to use as the rest of the Office applications. PowerPoint 97 includes powerful built-in tools that give users more control of animation and graphic effects.

Drawing Tools

	
	Feature
	Description

	New
	Office Art
	Office Art, the drawing module shared by all Office 97 applications, gives PowerPoint users superior graphics capabilities.

	Improved
	Clip Gallery
	The new Clip Gallery stores more than simple graphics — it organizes sounds, movies, and pictures in one convenient location for easy creation of multimedia presentations.

	New
	Clip Gallery Live
	Users have direct access to more than 1,000 new clip art images, sounds, pictures, and movies on the Clip Gallery Live Web site.

	Improved
	AutoClipArt
	For concepts that are difficult to convey in words, users can take advantage of more associated images, sounds, and movies in AutoClipArt .

	New
	More symbols
	PowerPoint 97 lets users insert nonstandard characters such as em‑dashes into presentations. 


Charts

	
	Feature
	Description

	New
	ScreenTips in charts
	When users pause the mouse pointer over a chart element, a ScreenTip displays both the name and the value, helping users learn chart terminology and select the chart element they want.

	New
	Increased text format control
	Users can scale fonts and rotate text along chart axes to display all necessary data proportionally for easier viewing.

	Improved
	New chart types 
	Additional 3-D and 2-D chart types, such as cylinder, pyramid, and cone charts, provide more options for better visual representation of data. Bubble, pie-of-pie, and bar-of-pie charts allow users to add another dimension to their data to help their audience interpret data instantly.

	New
	Chart data tables
	Users can enhance reports by displaying data in tabular as well as graphical form. Data tables can be appended directly to charts.

	New
	Time-scale axis charts
	Users can now automatically group their time-based charts by month or year so they can see the appropriate level of detail for their analyses.

	New
	Picture, texture, and gradient fills
	Chart elements such as bars, areas, and surfaces with textures can be filled with imported pictures or gradient fills to represent data graphically.

	New
	Animated charts   
	Bars, data points, and other chart data can be animated on the screen for added multimedia impact.


Multimedia Support

	
	Feature
	Description

	Improved
	Animation effects
	PowerPoint 97 includes new animation effects for text and objects, such as spiral, swivel, zoom in and out, and crawl.

	Improved
	Custom Animation
	The Custom Animation feature provides a new, easier way to define, organize, and preview animated effects.

	New
	Action buttons
	Users can connect to another slide, document, or World Wide Web site from within a presentation using a set of built-in, universally recognizable 3-D shapes for actions such as forward, back, home, and information. Action settings can turn any object on a slide into a hyperlink.

	New
	Slide Show menu
	The new Slide Show menu consolidates everything users need to deliver their presentations electronically — in a kiosk, in a conference room, or even over the Internet.

	Improved
	Action settings
	PowerPoint 97 makes it even easier to connect an object on a slide to other slides in the same presentation or to another PowerPoint presentation or Office document.

	New
	Voice narration
	Users can record and save a self-running slide show narrated by the presenter. The slide show can then be sent to remote audiences online or on disk. 

	New
	Custom soundtracks
	Users can now easily add music composed on the fly; these custom soundtracks automatically adjust to the length of the presentation or to a section of it.

	New
	Play CD soundtrack
	Users can set a clip from a music CD to play in the background during a presentation.

	Improved
	Slide master view
	Users can see a miniature of the current slide while they work on presentations in slide master view. 


Delivering Professional Presentations Anywhere

PowerPoint 97 delivers a rich set of tools to make it easy to deliver PowerPoint presentations in any situation — traditional or formal presentations, kiosks, informal meetings, and virtual presentations on the Internet.

Traditional Presentations

	
	Feature
	Description

	New
	View on Two Screens
	A new direct cable connection allows users to view both their notes and the Stage Manager on one screen, while their audiences see only the slide show view of the presentation on a big screen or display monitor.

	Improved
	Pack and Go Wizard
	This wizard packs all the files needed for a presentation into a compressed, self-extracting file on multiple floppy disks for delivery on the road. Users can even include a PowerPoint Viewer for recipients who do not have PowerPoint.

	Improved
	Types of output
	PowerPoint 97 provides users with every output option: slides, black-and-white and color overheads, black-and white and color handouts, speaker’s notes, and on-screen electronic presentations. In addition, PowerPoint now supports virtual presentations over the Internet.

	Improved
	Genigraphics® Wizard
	Users can send their presentation files to Genigraphics slide bureau services for overnight creation and delivery of 35mm slides and other output types, including bound booklets and posters up to 72 inches wide. The improved wizard also provides current pricing information through the Web.


Interactive Meetings

	
	Feature
	Description

	Improved
	Meeting Minder
	Using the Meeting Minder dialog box, users can type notes and record action items during a meeting. Users can also schedule their next meeting in the Microsoft Outlook™ desktop information manager directly from the Meeting Minder. 

	Improved
	Action items
	Users can record task owners and due dates, and send action items to the Outlook Task Manager for tracking and scheduling.


Online Delivery

	
	Feature
	Description

	New
	Save as HTML Wizard
	This wizard automatically turns PowerPoint files into HTML presentations for the Internet or an intranet, complete with intelligent HTML page layout. The presentations can be saved as standard HTML documents or as live animations.

	New
	Save as PowerPoint Animation
	The Save as HTML Wizard can also save PowerPoint presentations in a format that allows for full-fidelity presentation on an HTML page.

	Improved
	PowerPoint Viewers
	Users can save presentations directly to an HTTP or FTP server and freely distribute PowerPoint Viewers. The improved PowerPoint Viewer for Windows 95 supports password protection for kiosks, as well as hyperlinks to other slides and Web sites.

	New
	Hyperlinks in online presentations
	Hyperlinks in presentations can easily connect users to supporting data, documents, and intranet pages.

	New
	Home page template
	Users can quickly create personalized Internet or intranet home pages in PowerPoint using the AutoContent Wizard. 

	Improved
	Presentation conferencing
	Users can deliver presentations to remote users over Windows NT® Server–based networks, corporate intranets, or the Internet.

	New
	Save as PowerPoint Show
	Presentation files can be set to start directly in slide show view when activated, skipping slide view.

	New
	Browse mode
	Users can add a simple user interface to an electronic slide show before distributing it to others. Browse mode makes electronic presentations easier to navigate and control, particularly for inexperienced users.

	New
	Kiosk mode
	Users can turn off all navigation tools except action buttons and other action settings in an electronic slide show before distributing it to others. Kiosk mode guarantees that the audience will view a self-navigated, branched slide show in the order the presenter intended.


Improving Performance
Fundamental improvements in the basic operation of PowerPoint have resulted in dramatic improvements in performance.

	
	Feature
	Description

	New
	Smaller files
	PowerPoint 97 automatically compresses graphics as well as the entire file, dramatically decreasing overall file size.

	New
	Faster opening and saving
	Because PowerPoint now loads and save files in smaller increments, users can start working on presentations immediately when opening files and can save them more quickly.

	New
	AutoRecover
	Now PowerPoint saves a temporary file of a presentation at timed intervals, allowing users to retrieve their presentation files intact if they exit PowerPoint without saving their work.

	New
	Graphics file format export options
	PowerPoint allows users to save their presentations to a number of additional graphics formats, including JPEG, WMF, EPS, PICT, and GIF, making it easier to deliver PowerPoint presentations in a variety of formats.

	New 
	Native movie control
	Users can play movies natively from within PowerPoint for improved playback performance and better color-palette management.

	New 
	JPEGs stored natively
	PowerPoint stores and saves JPEG files in their original compressed size, reducing overall presentation file size.


Making Office More Integrated and Consistent

As a member of the Office 97 suite, PowerPoint 97 uses the same technologies to deliver a product with unparalleled ease of use and shared components. In addition, like Microsoft Word, Microsoft Excel, and Microsoft Access, PowerPoint 97 now includes the Visual Basic® for Applications programming language, a complete and consistent object model, and an integrated development environment to allow developers to create custom solutions that include presentations. 

	
	Feature
	Description

	New
	Command bars
	PowerPoint 97 supports the new command bars shared throughout Office 97 applications for a simplified user interface.

	New
	Web technology
	PowerPoint 97 supports the new Web technology available in all Office 97 applications.

	New
	Spelling checker
	Like Word, PowerPoint alerts users to misspellings in their presentations by displaying a red wavy line beneath misspelled words and suggesting corrections.

	New
	Consistent colors
	PowerPoint uses the same 40 colors as all the Office applications, so applying matching colors is simple and consistent.

	New
	Multiple undo
	Like Word, PowerPoint allows users to undo and redo multiple actions, for easy reference and tracking of revisions.

	New
	Visual Basic® for Applications 
	PowerPoint now includes Visual Basic for Applications, making it easier than ever to integrate PowerPoint into an overall Office solution. An integrated development environment provides tools that make it easy to create add-ins to deliver functionality that meets users’ needs.

	Improved
	Enhanced object model
	An improved object model provides more methods and properties for finer programmatic control.

	New
	Support for ActiveX™  
	With ActiveX technology, users can quickly add functionality to presentations or unique interface elements to a dialog box.

	New
	Macros 
	The macro recorder makes it easy to automate common tasks in PowerPoint.

	Improved
	Add-ins
	Developers can now write and install customized functionality, adding custom features to PowerPoint 97 menus and toolbars.


Detailed Description of New Features

The following sections describe the new features of PowerPoint 97 in more detail.

Tools That Make Creating Presentations Easier

The following new and improved features in PowerPoint 97 have been designed to make it as easy as possible for new and inexperienced users to organize their thoughts into convincing presentations, whether working by themselves or collaborating in a group. 

Getting Started Quickly

With built-in help and access to other resources, even inexperienced users can create presentations quickly. PowerPoint saves all users time by providing professional content templates and designs, as well as easy access to existing presentation elements.

Office Assistant

The Office Assistant provides a central place for users to get help, tips, and advice when creating presentations, ensuring that both new and experienced users get work done as efficiently as possible. For example, if a user places the same graphic on every slide, the Assistant suggests saving steps by applying the graphic to a slide master that automatically repeats the graphic on every slide. In addition, users can get help by typing questions in their own words, without having to know presentation graphics terminology.




Office Assistant in PowerPoint 97

PowerPoint Central

Because many users obtain PowerPoint as part of the Office suite of applications, there is a growing number of users who are either new or infrequent users of PowerPoint. These users want functionality that allows them to produce professional-looking presentations without requiring them to relearn PowerPoint every time. Now even novice users can get up and running quickly with PowerPoint Central.

PowerPoint Central connects users to helpful resources, including an interactive presentation that serves as a self-guided tour of PowerPoint 97. It helps users get started quickly, tells them how to use the built-in, professionally designed templates, and shows them where to find content templates and additional multimedia clips. 

Users can even include movies in their presentations. PowerPoint Central connects them with movies provided by Microsoft and other vendors in the Value Pack on the Office 97 or PowerPoint 97 CD-ROM; movies are also available on the PowerPoint home page and vendors’ sites on the Web.




PowerPoint Central

Custom Shows 

Customer site visits reveal that many users of PowerPoint keep numerous versions of the same presentation on their hard disks — each version contains slight changes so that users can customize the presentation for different audiences. For example, a sales representative might keep slightly different versions of the same sales presentation for each client. Or a user delivering a proposal might present a detailed version to colleagues, but a condensed version to executive management. 

Saving multiple versions of the same presentation not only takes up valuable hard disk space, but can also make it hard to stay organized. As an alternative, PowerPoint 97 offers Custom Shows. Using this feature, users can create customized versions of the same presentation and house them all within a single file. This presentation file contains the core set of slides. Users select the slides they want to include in each custom show and the order in which to show the slides to each audience. Custom Shows keeps track of the changes between versions.

For example, a salesperson can create one presentation file that has custom shows defined for resellers, individual customers, and executive management. When presenting to a customer, the salesperson selects the appropriate custom show, and the customer views an impressive and personalized presentation. 

Users can freely reorder slides or add slides in the core presentation without affecting their custom shows — PowerPoint tracks the slide ID for each custom show to maintain previously defined the custom shows.




Custom show defined from a core presentation




Enhanced AutoContent Wizard

Microsoft research shows that many users spend the first 20 minutes of the presentation process trying to organize their thoughts. The improved AutoContent Wizard in PowerPoint 97 lets users choose from more than 50 new templates to start creating their PowerPoint presentations quickly. 

Based on the presentations and materials that users actually create, the AutoContent Wizard now offers selections such as status and team meeting presentations, information kiosks, certificates, flyers, calendars of events, flash cards, and even a home page template. In addition, as the wizard guides users through the steps of creating a presentation, it shows them where they are on the left side of the panel. Many of the content templates in the AutoContent Wizard are written by Dale Carnegie Training®, experts in presentation effectiveness.



Categories of presentation templates in the AutoContent Wizard





Design Templates

PowerPoint 97 includes more than 30 new designs that users can apply to their slides, including 10 templates with preset animations. Each design comes with a wide selection of color schemes, so users do not have to guess at coordinating colors or risk choosing colors that clash or obscure important text and graphic elements on their slides. The colors used for objects such as charts, AutoShapes, and text are automatically updated to match the selected colors for the background design of the slides.

Organizing Presentations

PowerPoint 97 automates many of the tasks associated with organizing the content of presentations.

Expand Slide

Customer site visits reveal that one of the most common mistakes made by users is to put too much information on a single slide. The resulting slide is often illegible — the font size is too small or the slide is too crowded for the audience to read easily. 

Expand Slide automatically breaks a crowded slide into multiple slides for a cleaner, more organized presentation. Each top-level bullet point becomes an individual slide, and the subpoints become bullet points on corresponding new slides. Expand Slide makes it easier for the audience to focus on the message the presenter is conveying.



Original slide with too much text



Easier-to-read top-level slide created by Expand Slide.

Summary Slide

Most presentations have summary slides at the end to recap their main points. The PowerPoint team found that most users copy and paste their main points from previous slides onto a final slide. PowerPoint 97 now automates this task. 

Clicking the Summary Slide button (Slide Sorter or Outlining toolbar) creates by a summary slide based on the main points selected by the user. Users can also duplicate the summary slide between presenters’ files in longer meetings or presentations to help the audience follow the agenda. This allows for smoother transitions when one presenter finishes and the next begins.




Summary Slide button

Insert Duplicate Slide

Microsoft visits to customer sites reveal that users repeatedly copy and paste the formatting and text elements from previous slides into new slides. The Duplicate Slide command on the Insert menu simplifies this process: Users can now click to make an exact duplicate of an existing slide. 

Flexible Views

Studies conducted by Microsoft reveal that PowerPoint users spend a large portion of their time switching between views when building a presentation. Users switch from slide view to notes view to add speaker’s notes to a presentation, or from text-based outline view to slide view to see how the text appears on a slide. 

To provide users with more flexibility when building presentations, PowerPoint 97 now allows users to view a presentation in outline view or add speaker’s notes without switching between views. For example, users can take advantage of the following: 

· Speaker Notes window always available

· Users can now add speaker’s notes without leaving slide view or outline view. The Speaker Notes window remains open as users work on successive slides.

· Slide miniature in outline view

Users told Microsoft they like working in outline view but want to periodically check to see how their text appears on the slide. In addition, researchers observed that users tend to type too much text on a slide in a text-only view. PowerPoint 97 allows users to preview their slides in outline view by providing a miniature version of each slide. Users can see when slides are full and can insert new slides or use the Expand Slide feature to ensure that all text is legible.



Slide miniature and Speaker’s Notes in outline view

· Slide miniature in slide master view

Slide master view gives users a representation of the current slide while they work on the master slide for the presentation, which allows them to see the effect of changes in the slide master on the rest of the presentation. 

Collaborating with Others

In an increasingly connected environment, users need to be able to find and share information quickly and easily. PowerPoint 97 includes features that help users retrieve information when creating presentations, solicit feedback from colleagues, and share their files with other users.

Slide Finder

A top request from the PowerPoint Wish Line is to be able to quickly find and reuse slides from existing presentations without browsing vast corporate servers. In fact, Microsoft usability research shows that 32 percent of presentation builders reuse slides from existing presentations. 

In PowerPoint 97, the new Slide Finder feature keeps frequently used presentations in a list of favorites so users can quickly preview and open PowerPoint files. In addition, users can easily browse slides in other presentations and insert one or more existing slides into a new presentation.



Slide Finder



Web Find Fast

PowerPoint 97 is integrated with the Find Fast search engine and the Web Find Fast interface through which users can retrieve Office or HTML documents from a corporate network, an intranet, the Internet, or the local desktop. 

Comments

Microsoft usage studies show that 58 percent of users incorporate feedback from teammates to help them build powerful, better-targeted presentations. PowerPoint 97 now allows groups working together to add notes or suggestions to a presentation without revising the content of the slides. Users add comments similar to yellow sticky notes to the presentation. 

When a comment is added to any slide, PowerPoint automatically displays the Reviewing toolbar. Users can choose whether to display or hide comments. Teammates can select the shape and color of their notes from the assortment of shapes and colors in Office Art.

Users can also send a task to Outlook using the Reviewing toolbar. When they finish reviewing the presentation, they can use Outlook to send the presentation to another teammate through e‑mail.




Reviewing toolbar

Translators for Previous Versions 

PowerPoint 97 ships with translators that allow users to save their PowerPoint 97 presentations to earlier PowerPoint file formats— PowerPoint 95, PowerPoint 4.0, and PowerPoint 3.0.

During the transition period — when PowerPoint 97 users work with others who still have previous versions of PowerPoint — users can specify that their presentations be saved in a particular format. System administrators can even set a default format in which to save all presentations throughout a workgroup until the new release has been distributed throughout the company.



Import HTML

More than half of all PowerPoint users start creating presentations from existing documents, such as an outline imported from Word. In PowerPoint 97, users have more flexibility in working with the information they have — they can even start their presentations from content in HTML documents.

Tools for Illustrating Ideas More Powerfully 

Although many users of PowerPoint are relatively new to presentation graphics programs, most have come to expect powerful multimedia tools to help them illustrate their points. In fact, many users of PowerPoint have indicated that a presentation without graphics is really no more than a memo. 

This new sophistication can be directly attributed to the dramatic increase in presentations delivered electronically — 42 percent of all PowerPoint users now deliver their presentations in this manner — which has exposed more presenters to the power of sound and motion. 

Although PowerPoint 95 provides tools that make it easy to add animation and graphic effects to presentations, PowerPoint 97 delivers even more sophisticated control through powerful built-in tools that let users incorporate and customize charts, drawings, animations, and multimedia effects. 

New Drawing Tools

Users have been asking for more powerful tools to add drawings to their slides, and they have told Microsoft that the tools must be easy to use. PowerPoint 97 provides drawing and graphics capabilities previously only found in expensive, complex graphics applications, without the complexity associated with those programs.

Office Art

Office Art, a new drawing layer shared across the Office 97 suite, provides dramatic, easy-to-use text and graphic effects. Drawing tools to create the following effects are available on the new Drawing toolbar:

· AutoShapes   now include flow-chart symbols, arrows, Bèzier curves, and other popular graphic embellishments. 

· WordArt   spruces up presentations with sophisticated text effects. 

· Connectors   not only come in a much wider range of choices, but they also remain intelligently connected as users reposition and resize shapes. 

· Alignment tools   have been improved to let users distribute objects in their slides vertically and horizontally without distorting the objects.




Drawing toolbar 

For more information about Office Art, see Chapter 1: Microsoft Office 97.

Clip Gallery

The new Clip Gallery can store more than clip art — it stores sounds, movies, and pictures in one convenient location for easy access when users want to turn plain, text-based slides into professional-looking, multimedia presentations. The Clip Gallery also provides a central place for storing image and sound files by allowing users to import and store images from their hard disk and from the Value Pack on the Office 97 or PowerPoint 97 CD‑ROM.



Clip Gallery

Clip Gallery Live

One of the top requests on the PowerPoint Wish Line was for additional clip art; however, users did not want the additional clip art to take up space on their hard disks. PowerPoint solves this problem by extending the functionality of PowerPoint to the Internet. 

From the Clip Gallery dialog box, users now have direct access to more than 1,000 new clip art images, sounds, pictures, and movies on the Clip Gallery Live Web site. This online collection of multimedia clips is updated periodically; users do not need to store the files on their computers. Users can, however, add their favorites to the Clip Gallery.



Clip Gallery Live on the Web

Enhanced AutoClipArt

Many users have enough clip art but have difficulty finding the right piece for a particular project. AutoClipArt saves users time by automatically scanning their presentations for concepts that are difficult to convey in words—such as success, challenge, and teamwork—and suggests graphic elements that can give their slides a professional polish. 

PowerPoint 97 lets users take advantage of even more conceptual keywords in AutoClipArt and also associates those keywords with additional elements in the Clip Gallery — including pictures, sounds, and movies.

More Symbols

Users have asked Microsoft to provide them with more choices of symbols to use on slides. PowerPoint 97 lets users insert nonstandard characters such as em‑dashes into presentations, just as they do in Word. 

Enhanced Charts

About 50 percent of PowerPoint users add charts to their slides to illustrate numbers or trends. PowerPoint 97 includes the powerful new charting capabilities that users have been asking for, with new chart types, dramatic new graphic effects, and chart editing tools to make it easier to create and modify charts. 

ScreenTips in Charts

Usability research reveals that users have difficulty selecting only the elements they want to modify in their charts. Chart elements are located close together, and it is often difficult to determine whether a mouse click will select one element over another. 

PowerPoint 97 now makes it easier for users to select precisely the item they want with ScreenTips that appear when users pause the mouse pointer over a chart element. ScreenTips display both the name and the value of the chart element, helping users learn chart terminology and allowing them to select the point or element they need when formatting their charts.



ScreenTip in a chart

Increased Text Format Control

PowerPoint 97 makes it easier for users to add more data to a chart by automatically scaling fonts and rotating text along the chart axes.

New Chart Types

Beyond the many chart types available in previous versions of PowerPoint, users have asked for even more powerful tools to help them report their data. PowerPoint 97 has built-in tools to create the following new chart types: 

· New three-dimensional pyramid, conical, and cylindrical charts   Users can control whether all pyramid and cone columns in a data series or chart taper to a point or taper to the highest value. This provides a graphical comparison of values and makes the chart aesthetically appealing. 




New three-dimensional chart types

· Bubble charts   Bubble charts are commonly used to display market research and financial data. A bubble chart is similar to an xy scatter chart, but bubble charts allow users to add another dimension represented by the size of each data marker in the chart. One column or row of data defines the x categories; the second column or row defines the y values; and the final column or row defines the size of the bubbles—the circle or sphere drawn at each x,y coordinate. 



Bubble chart

· Pie-of-pie and bar-of-pie   The ability to create more flexible pie charts is one of the top 10 customer requests for charts. Pie charts are ideal for showing the relationships among portions of a whole and for emphasizing significant elements in a data series. However, it is often difficult for users to display data points that are considerably smaller than the rest. Overshadowed by the larger pieces, these small value slices often become indistinguishable. 
PowerPoint 97 now allows users to group the small slices together in the main pie, and to create a new pie (or stacked column) that contains only the small slices. Pie-of-pie and bar-of-pie options allow users to explode a slice from one pie chart into a second, smaller pie (or bar) chart automatically. Users can customize the slices that make up the second pie (or bar) by dragging and dropping slices from the first pie. All the data labels associated with the pie (or bar) slices are resized when they are moved. In addition, the leader lines for the data labels move and keep the label and slice connected.



Pie-of-pie chart




Chart Data Tables

PowerPoint users often want to streamline their reports by displaying both a graphic representation of a chart and its corresponding source values in a single location. PowerPoint 97 now allows users to add a simple grid, or data table, containing the values corresponding to the chart below the chart plot area. Users can add chart data tables to any two- or three-dimensional area, bar, column, or line chart. 



Chart and corresponding data table

Time-scale Axis Charts

User research shows that many charts include time-indexed data. Whether it is company revenue, stock prices, or inventory, time is the most common dimension for measuring changes in data. PowerPoint 97 now provides a special axis format for charts based on a time scale. 

PowerPoint interprets time-based data as a linear, ordered set, and plots points appropriately on an axis that is spatially correct. Time-scale axes allow for easy, automatic grouping of data (for example, by month instead of by day) by modifying the format axis scale. Time-scale axes are available on two- and three-dimensional area, bar, column, and line charts, and on three-dimensional surface charts. 



Stock volume plotted by month

Picture, Texture, and Gradient Fills

PowerPoint 97 now makes it possible to create high-end graphical output. Integration with the Office Art drawing layer allows PowerPoint to take advantage of new drawing objects that provide powerful graphics. Users can easily create visually appealing charts by inserting a picture on a chart object, adding textured fills to the chart object, or displaying colors in a chart series. Users can also format the fill of chart walls, floors, and the faces of two- and three-dimensional charts with pictures, textures, or semi-transparent fills. 

Animated Charts

In addition to adding professional-looking charts to their presentations, PowerPoint users can also use the new Custom Animations feature to bring their charts to life, highlighting key messages about the data as they deliver their presentation. This is a powerful way to emphasize trends or highlight exceptional performance. 

Nearly all chart types can be animated with a broad range of effects. For example, bars in a bar chart might grow upward one at a time as quarterly results for each division are presented, or a presenter might build a line chart one point at a time to more effectively illustrate and emphasize a trend.

Enhanced Multimedia Support 

More and more PowerPoint users are incorporating sound, motion, and interactive elements into their presentations. PowerPoint 97 not only offers new animation options, but also makes it easier and more intuitive for users to incorporate sophisticated multimedia effects into their presentations.

New Animation Effects

Based on the popularity of animation effects in PowerPoint 95, PowerPoint 97 has added a number of new animations for text and objects. Many of these effects, such as swivel, spiral, zoom in or out, and crawl, were previously created with dedicated audio-video interleaved (AVI) editing programs. These animations can be used in place of traditional effects to create more polished and graphically rich presentations.

Custom Animation

Animations are now more easily defined with the new Custom Animation dialog box (Slide Show menu). From a single location, users can define animation effects, rearrange the order of animations, set the length of time before each animation begins playing, and preview the animations they defined in the slide. Users can even animate their charts with custom animations. 



Custom Animation dialog box

New Action Buttons

As more users deliver presentations in less formal settings, there is a greater need for features that support interaction between presenters and their audiences. PowerPoint 97 helps users give interactive presentations in meetings, kiosks, and Web pages through the use of three-dimensional buttons that can be connected to other slides and presentations or sites on the Internet. 

Action buttons make it easy to create self-navigating presentations. When a user adds an action button to a presentation, the Action Settings dialog box appears, allowing the user define an action for the button. For example, an action button can go to another slide in the presentation, to a spreadsheet or document for more details, or even to a source of information on a Web page. 




Action buttons in PowerPoint 97

Slide Show Menu

Usability tests show that although more than 40 percent of PowerPoint users add multimedia effects to their presentations, they often have difficulty finding the commands to apply these effects: In previous versions of PowerPoint, the commands are scattered across multiple menus. 

In PowerPoint 97, the new Slide Show menu consolidates everything users need to deliver their presentations electronically — in a kiosk, a conference room, or even over the Internet. Users can select whether their slides advance based on slide timings, loop until the ESC key is pressed, or run as a slide show with voice narration. They can even apply animation to text and objects, apply transitions to slides, and rehearse delivering the presentation from this menu.




Slide Show menu

Improved Action Settings

PowerPoint 97 makes it even easier to connect an object on a slide — a bitmap, picture, shape, sound, or movie —to other slides in the same presentation or to another PowerPoint presentation or Office document. Objects can also be set to run a program or macro or to connect to a location on the Web. 

The hyperlinks that users create become image maps in their slides; they connect to online resources such as Web pages or other presentations on an intranet. For example, if several presentations are scheduled at a seminar, the main presenter can create an agenda slide with hyperlinks to the other presentations, resulting in smooth transitions between presenters. Hyperlinks to PowerPoint presentations with a .pps extension (rather than .ppt) automatically start the other presentation directly in slide show view.



Action Settings dialog box

Voice Narration

Audience members unable to attend a meeting or training session in which a PowerPoint presentation was given can not only view the slides later on— they can even hear the presenter deliver the presentation. The Voice Narration feature lets users record all or portions of a presentation. Each sound file is automatically attached to its corresponding slide. Playing back the presentation gives the viewer or virtual audience the next best thing to a live presentation.

Presenters can also add impact to their presentations by using voice narration. For example, a user might attach a message from the president or key executive to slides covering the corporate mission or objectives for the division. 

Note   An add-in will be available on the Internet that converts voice narration WAV files to Progressive Networks RealAudio format, which offers compression and streaming advantages when used with a RealAudio server.




Record Narration dialog box

Custom Soundtracks

The new Custom Soundtracks feature adds background music and sound effects to PowerPoint 97 presentations without affecting the size of PowerPoint files. Users select a style, length, and tempo for the background music, and Custom Soundtracks composes appropriate music on the fly. 

For professional-sounding music transitions, users can set the background music to automatically fade at the end of the presentation, or transition slightly as they advance their slides. New pieces are composed on the fly to match the same criteria selected for subsequent viewing of the presentation.

The Custom Soundtracks application is included in the Value Pack on the Office 97 or PowerPoint 97 CD-ROM.

Play CD Soundtrack

Some PowerPoint users, particularly those building kiosk presentations, have been looking for PowerPoint to support intelligent playing of music CDs during slide shows. PowerPoint 97 allows for the selection of a complete music CD or a specified length of one song; the music selection plays from the CD ROM drive in unison with the presentation. The selection can be set to loop automatically, so the music never stops during the presentation.

Slide Master View

Observing users at work shows that users often switch between slide master view and slide view to see how edits to the slide master affect existing slides. Now slide master view lets users see a miniature of the current slide while they work on the master for their presentation. 

Tools for a Professional Delivery Anywhere

Usage studies reveal that presenters are delivering their PowerPoint presentations in a wider variety of settings than ever before. These include traditional settings; informal, interactive meetings; and virtual presentations over the Internet. In fact, more than 52 percent of PowerPoint users present in informal settings to groups of 10 or less. In addition, Microsoft has found that more than 40 percent of presentations are now delivered electronically, as users have begun to exploit the multimedia capabilities of their presentation software. 

As users begin to deliver presentations in more and different settings, they want a set a tools that provides more control and flexibility in electronic presentations, and they want to take advantage of the Internet and intranets to communicate. 

Traditional Presentations

Although the number of PowerPoint presentations delivered in informal meetings is growing, the traditional or formal presentation is still significant and important. PowerPoint 97 provides a number of powerful features to help users deliver a presentation to customers, clients, and other audiences in formal presentation situations. 

View on Two Screens

One of the most popular requests on the PowerPoint Wish Line is for a presenter to be able to view presentation tools such as speaker notes on-screen while the audience sees only the slide show. PowerPoint 97 ships with the built-in capability for showing two views of one presentation on two screens. Speaker notes are displayed on a notebook computer, and the final presentation is projected on a screen in a meeting room or auditorium. 

All the presenter needs is a direct cable connection through the COM port to another machine that drives a large display. While the audience views the slide show on the big screen, the presenter both sees the slide show in a portion of the display and has access to tools during the presentation These tools can include notes, a list of all slide titles, or the slide-timing tool that monitors progress through the presentation against rehearsed timing.

Pack and Go Wizard

About 58 percent of PowerPoint users share their presentations with others on floppy disks. The Pack and Go Wizard automatically compresses and saves presentations across multiple disks, including all linked documents and multimedia files, making it easy for users to take their presentations on the road or give them to others. 

A PowerPoint Viewer (16-bit or 32-bit) can be packed with the presentation in case the machine used for the presentation does not have PowerPoint installed. Thanks to improved compression technology in PowerPoint 97, Pack and Go packs presentations into even smaller files than it did in PowerPoint 95.

Types of Output

PowerPoint 97 provides users with every type of traditional presentation output option. Users still need to be able to produce slides, black-and-white and color overhead slides and handouts, and speaker’s notes, as well as on-screen electronic presentations in meetings and kiosks. 

Genigraphics Wizard

For years, Microsoft has offered the ability to order presentation output from within PowerPoint using tools from Genigraphics, a national imaging and creative services bureau. The improved Genigraphics Wizard in PowerPoint 97 provides a larger variety of output options, including 35mm slides or transparencies, bound audience booklets (in color or black and white), and posters up to 72 inches wide. Also, in response to a top user request, the Genigraphics Wizard now provides comprehensive pricing information, including a hyperlink to the Genigraphics Web site where users can get real-time price quotes for their PowerPoint orders.

Interactive Meetings

Microsoft usage studies reveal that 67 percent of PowerPoint presentations are given in informal situations, such as the presenter’s office or a conference room; and 52 percent are delivered to audiences of 10 or fewer people. As presentation software becomes available to more and more informal presenters, it needs to provide tools that facilitate two-way interactive communication and important follow-up activities.

Meeting Minder 

PowerPoint 95 introduced the Meeting Minder tool to help presenters achieve more productive meetings by interacting with the audience. For example, a presenter can use Meeting Minder to record action items that arise during the meeting, and PowerPoint automatically generates an Action Items slide at the end of the presentation.

PowerPoint 97 improves the Meeting Minder by allowing users to keep the Meeting Minder on-screen while they deliver their presentations, rather than displaying it each time they need to record an item. This makes it easier to use their speaker’s notes while they jot down meeting notes and record action items.

Users can also close the loop in meetings by using Meeting Minder to automatically send the action items from the meeting directly to the presenter’s Outlook task list.

Action Items

The Action Items tab in the Meeting Minder dialog box has been redesigned to allow users to record owners and due dates as well as descriptions for each task for better follow-up of open items. Users can automatically add action items to the Task Manager in Outlook for easier tracking and scheduling. Outlook also helps ensure commitments to action items by scheduling the next meeting before the current meeting is over.



Meeting Minder dialog box

Online Presentations

Based on research by International Data Corporation, 73 percent of corporations of 1,000 employees or larger have or will soon have an intranet. In addition, research conducted by Jupiter Communications estimates that 10 million people had access to the Internet in 1995, and more than 35 million people will have access by 2002.

PowerPoint 97 has added functionality that helps the increasing number of connected users take advantage of the Web to deliver their presentations online. Interactive capabilities such as hyperlinks and image maps, the ability to save PowerPoint files in various file formats that expose animation, and the ability to add multimedia effects for more visually captivating Web pages all help users deliver dynamic online presentations.

Save as HTML Wizard

Users can communicate their messages by publishing presentations to the Internet or an intranet for easy viewing by anyone with a popular Web browser. The Save as HTML Wizard guides users through a series of panels that turn a PowerPoint presentation into a series of HTML pages. 

Users can make selections that affect the output from PowerPoint — they can choose to create their presentation using various screen resolutions, include speaker’s notes or frames, include an index of slides, or export a text-only version. In every case, the wizard creates HTML pages with static (GIF or JPEG) or animated PowerPoint slides. Static and animated graphics formats maintain hyperlinks to any other slides or URLs, animations, or sounds that were defined through action settings in the original PowerPoint 97 presentation.




PowerPoint presentation in HTML

Save as PowerPoint Animation

The Save as HTML Wizard can also save PowerPoint presentations in a format that allows for full-fidelity presentation on an HTML page. PowerPoint animations are the equivalent of electronic delivery of a PowerPoint presentation, except they run in a protected window on an HTML page and start the slide show automatically. 

The PowerPoint Animation Player, a freely distributable browser extension for Microsoft Internet Explorer 3.0 and Netscape Navigator 2.0 or later, reads the PowerPoint animation files and renders them in the browser. Users can publish Web pages containing dazzling effects as easily and inexpensively as they create PowerPoint presentations with sound, motion, and interactive objects. 

Neither animation software coding nor expensive graphics animation applications are needed.  PowerPoint automatically creates an HTML page with all the necessary HTML code, which can easily be copied or pasted into existing Web pages or be left in the page generated by the wizard.

PowerPoint Viewers

Users can save presentations directly to an HTTP or FTP server and freely distribute PowerPoint Viewers on their servers to allow those who do not have PowerPoint to view presentations. The improved PowerPoint Viewer for Windows 95 supports password protection for delivering presentations in kiosks, and supports hyperlinks to URLs on an intranet or the Internet.

Hyperlinks in Online Presentations

The Standard toolbar now contains a new button — the Insert Hyperlink button. Users select the text or object they want to turn into a hyperlink and then click the Insert Hyperlink button. PowerPoint automatically displays the dialog box in which users define the path to a URL or file. A visitor to their Web page only needs to click the text, shape, or object to go to the slide, document, or Web page.



Insert Hyperlink dialog box

New Home Page Template

Users can select the home page option in the enhanced AutoContent Wizard to create a personalized home page, complete with image maps and hyperlinks to their favorite Web sites.

Presentation Conferencing

Anyone who has been in a meeting by means of a conference call knows that visual aids could make those meetings much more effective. PowerPoint 97 lets users deliver their presentations over Windows NT Server–based networks and now over the Internet. The Presentation Conference Wizard guides the presenter through the process of setting up the connection to the audience, no matter where the audience is located — across town, in another city, or in another country.




Presentation Conference Wizard

Save as PowerPoint Show

One of the most commonly requested improvements to PowerPoint is the ability to start presentations directly in slide show view, instead of starting in slide view. PowerPoint 97 makes this possible with the new PowerPoint Show (PPS) file format, which is now supported and accessible in the PowerPoint 97 Save As dialog box (File menu). 

Presentations can be set to start in slide show view (including in browse and kiosk modes) when selected from within another active document, allowing for a greater degree of electronic delivery control on a corporate intranet.




PowerPoint Show file format

Browse Mode

Users of PowerPoint are increasingly interested in presentations in which recipients self-navigate in the absence of a presenter. Features such as the Pack and Go Wizard, voice narration, and Save as HTML facilitate this kind of presentation. 

In the past, one of the greatest barriers to effective use of PowerPoint for unattended presentations was the lack of an interface during the slide show. Viewers not familiar with PowerPoint often had no idea how to advance the slides. In PowerPoint 97, however, setting a slide show to be browsed by an individual invokes a new variant of on-screen presentation called browse mode. Browse mode provides a limited menu-driven interface for navigating slides in an electronic presentation. The result is a much more comfortable experience for the viewer. 



Slide show in browse mode

Kiosk Mode 

Kiosk applications, like an automatic bank machine, are typically navigated using buttons that jump to information in the application. Users are limited to navigating the information exactly the way the kiosk developer intended. 

The new kiosk mode variant of slide show view automatically sets up a PowerPoint presentation for viewing in a kiosk setting. All the traditional navigation tools in a PowerPoint slide show — clicking to advance, Slide Navigator, and shortcut keys — are disabled in kiosk mode. Only action buttons and other action settings operate, ensuring that audiences follow the defined paths built into the kiosk presentation. 

In this way, kiosk mode provides an easy way for users to create unattended, interactive presentations that can inform, instruct, or simply guide viewers around the information in the presentation. Voice narration adds a rich dimension, allowing viewers to listen to the words of the presenter or an expert. 



Slide show options

Tools That Improve Performance

The PowerPoint 97 team set out to make fundamental improvements in the basic operation of the program. As a result, users will notice dramatic improvements in the performance of PowerPoint 97.

Smaller Files

Two major improvements help reduce file sizes: 1, graphics are automatically compressed; and 2, entire files are also automatically compressed. When a file is opened, PowerPoint automatically decompresses the file and displays it without any degradation of the speed with which files open. This is ideal for sharing PowerPoint files on an intranet. In many cases, PowerPoint 97 files are even smaller than complex GIFs or JPEGs, even though they contain a much richer set of multimedia capabilities.

Faster Opening and Saving

PowerPoint 97 automatically loads and saves files incrementally. The new advanced architecture in PowerPoint 97 lets users start working on their slides almost immediately after opening a presentation, and saving files is nearly instantaneous.

AutoRecover

PowerPoint 97 saves temporary files of presentations at intervals established by users, just as temporary files are saved in Word. If a user’s machine is inadvertently turned off before saving a presentation file, PowerPoint 97 automatically opens the recovered file the next time PowerPoint is started.

New Graphics File Format Export Options

Users of PowerPoint know that the powerful graphics tools in PowerPoint make them look like graphic artists—or like clients of graphic artists without the expense. Users can take further advantage of the graphically rich slides created in PowerPoint 97 by saving their work to even more popular graphics file formats — JPEG, WMF, EPS, PICT, and GIF — for their own custom diagrams and pictures in Web pages and in documents.

Native Movie Support

New built-in support for movies means that when users are presenting a slide containing a movie, the movie begins playing without any delay. In addition, this native support provides better color-palette management, eliminating any dithering.

JPEGs Stored Natively

PowerPoint 97 stores and saves JPEG files in their original compressed size, reducing the overall presentation file size even further and minimizing disk space requirements for presentations containing JPEG images.

Tools That Integrate PowerPoint with the Rest of the Office Family 

Users who are familiar with Microsoft Excel and Word can get right to work in PowerPoint 97: Many of the menus and commands are the same, giving PowerPoint users the ability to share data and leverage learning across the Office suite. PowerPoint 97 continues to focus on ensuring that PowerPoint is consistent and well integrated with the rest of Office. 

Consistent with the other Office applications, PowerPoint 97 includes a robust implementation of Visual Basic for Applications, including the Visual Basic Editor and the Forms3 component. Visual Basic developers can take full advantage of their knowledge of Visual Basic and apply it to creating custom dialog boxes and add-ins for PowerPoint 97.

Command Bars

PowerPoint 97 supports the new command bars shared throughout Office 97 applications for a simplified user interface.

Web Technology

PowerPoint 97 supports the new Web technology available in all Office 97 applications. For example, all PowerPoint presentations are active documents that can be viewed from within Microsoft Internet Explorer 3.0 or later and can easily connect to other Office documents on a corporate intranet or the Web. 

PowerPoint 97 active documents are not HTML pages — they are the rich PPT file type. PowerPoint 97 acts as a browser extension within Microsoft Internet Explorer to view PowerPoint files. PowerPoint active documents can be set to load into slide or slide show view, allowing users to define whether interaction with the PowerPoint file is primarily for content delivery as a slide show, or for content creation or editing.

Spelling Checker

PowerPoint 97 uses the same list of commonly misspelled words as Word. When users type text in their slides, PowerPoint automatically corrects common spelling errors and displays a red wavy line beneath other misspelled words. Clicking with the right mouse button displays a list of suggested corrections.

Consistent Colors

Users can match colors used in documents created in one Office 97 application with colors used in other Office documents. Colors of shapes and objects can be selected from the same 40-color palette in all the Office applications, ensuring consistency as users copy and paste their work between applications.

Multiple Undo

Not only does PowerPoint 97 let users undo changes, edits, and mistakes, now it even lets users select exactly which change they want to go back to from a drop-down list box on the Standard toolbar. Users can change the number of edits they want PowerPoint 97 to track by increasing or decreasing the number in the Options dialog box (Tools menu).

Visual Basic for Applications

PowerPoint 97 is the first version of PowerPoint to fully incorporate Visual Basic for Applications. The implementation of the Visual Basic for Applications environment provides consistent programmability across the Office suite. By delivering a complete environment internally, PowerPoint 97 becomes a valid choice for developers creating robust presentation-creation applications, including sales-force automation solutions. With support for Automation, developers can create custom solutions that incorporate presentations.

PowerPoint 97 Object Model

PowerPoint 97 exposes the majority of its feature set and functionality in its object model. The PowerPoint 97 object model also includes Office 97 components and their associated object model, such as document properties, the Assistant, and Office Art. 

A number of additions and changes have been made to the PowerPoint object model to make it even more consistent with the other Office applications. Consistency between the applications is apparent in the names and functions of key events, methods, and properties. 

Note   The chart module in PowerPoint 97 supports Automation, allowing for automated solutions that import or export charts from PowerPoint. It can push data into or pull data out of the underlying worksheet. This allows for powerful custom automation of information such as presentations of sales data and financial results in executive information systems. The data, chart, and formatting elements of the chart are exposed, making it easy for custom solutions to include powerful graphical representation of data in PowerPoint 97 slides.

For more information about the PowerPoint and Microsoft Graph object models, see Mastering Microsoft Office Development published by Microsoft Press.

Support for ActiveX

Office 97 allows users to place and program ActiveX controls in their presentations. PowerPoint 97 provides a user interface for viewing and changing properties of ActiveX controls. This user interface supports both the properties of the control and the properties of the container, such as position and size, in the same Properties window. The Visual Basic Editor exposes the code module, which holds the event handlers for the control. PowerPoint 97 follows the same model implemented in Microsoft Excel 97.

ActiveX controls that can be enabled by PowerPoint 97 include the following:

· Text box and check box controls   PowerPoint 97 can be used as a training aid or vehicle to deliver a survey questionnaire; respondents can enter text in a text box or select a check box, which the surveyor can later analyze.

· Controls added to a slide show   User can select controls to make selections or change options.

· Online data collection controls   Developers can add data collection controls to PowerPoint 97 slides on the Web.

Macros 

PowerPoint 97 is the first version of PowerPoint to provide a macro recorder, an important tool that allows users to automate repetitive tasks. Macro recording functionality across the Office applications presents a consistent interface and functionality, so users can learn how to do it once and then apply that knowledge across the other applications.

Add-ins

Third parties and developers can take advantage of added support for add-ins in PowerPoint 97. Developers can now write and install customized functionality, adding custom features to the PowerPoint 97 menu and toolbar structure and thereby extending the range of functionality that users get from PowerPoint 97.
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