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INTRODUCTION TO POWERPOINT 2007

Microsoft Office PowerPoint 2007 enables users to quickly and easily create high-impact, vibrant slide
presentations. PowerPoint 2007 has powerful graphics capabilities and great formatting features that
enable even the novice to create professional looking presentations. The user interface has been
redesigned with the intent of making the tools you need easier to find and help you give your presentation

a professional and consistent look throughout.

This document will provide you with step-by-step instructions on how to use some of the new tools and

how to find some of the old tools that you grew to know.

% WHAT’S NEW IN MICROSOFT POWERPOINT 2007?

You will notice some obvious changes immediately after starting the program. For starters, the

top bar has a completely new look, consisting of new features, buttons and naming conventions.
Don't be alarmed, PowerPoint (along with most Microsoft Office Applications) has been
redesigned with a fresh new look that offers a more efficient and straight forward approach.

What's new in PowerPoint 2007 is outlined below.
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v.. HELP AND HOW TO IN POWERPOINT 2007

PowerPoint 2007 looks very different from the previous versions of PowerPoint, and many of the
common features have been re-categorized. Therefore, it is strongly suggested that you use the

Help Files within PowerPoint if challenges arise.

The Help Files are accessible by clicking the question mark in the blue circle at the end of the
Ribbon. The blue question mark replaces the help menu or the Office Assistant in previous

versions. Microsoft Office also offers screentips. ScreenTips are small windows that display




information about the command’s function when you rest the pointer on a command.

and pictures may also appear if they apply.

Insert Page Layout References Mailings Review View Developer
lj . El&] @Shapes v &Hyperlink =| Header - A
EaL] F;_;‘|'5.mar|:|li'a.r‘c A= Bookmark 5 Footer -
Table Picture Clip Text
- Art |.h Chart | ['#] Cross-reference [+] Page Mumber ~ Box T
Tables l Ilustrations Links Header & Footer
EE U 1 Insert Chart b

s Insert a chart to illustrate and
compare data.

Bar, Pie, Line, Area, and Surface are

' I I some of the available types.
2
1 J

4

@ Functionality is currently limited.
This document has been opened in Compatibility
Mode. To take full advantage of this feature, convert
your document to a new file format by clicking the
Office Button and then clicking Convert.

Press F1 for more help.

Diagrams

Example of a screentip when the mouse pointer is set on top of the Chart command

Remember, becoming familiar with PowerPoint 2007 should be a painless process, so take your

time, and don’t be afraid to use the Help File when needed.

If you are unable to find your question in the Help Files, search the Microsoft Knowledge Base at

www.support.microsoft.com or contact your department’s Help Desk.




EXPLORING POWERPOINT 2007

‘STARTING UP POWERPOINT 2007

1. Click on the Start button, located in the lower left corner of the Windows task bar.
2. Point to All programs, click Microsoft Office.

3. Select Microsoft Office PowerPoint 2007.

4. PowerPoint 2007 will open displaying a blank slide.

THE NEW POWERPOINT ENVIRONMENT

The new PowerPoint environment has been designed so that its powerful features are easier to find
when you need them. This design reflects the way in which people generally work within the program. In
previous versions, commands were primarily located in a Menu list. In PowerPoint 2007 the commands
are displayed on the Ribbon for easy access. Commands are represented as Buttons on a toolbar.

The term Buttons replace the term Icon in previous versions.

® Commands are arranged on tabs, grouped according to the task you want to
accomplish. Commands are arranged on background tabs that become visible only when
they are needed.

® Tabs are designed to be task-oriented.

® Groups within each tab break a task into subtasks.
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Click to add subtitle

Click to add notes

LEE ) A —
\J | Home ‘ Insert Design Animations Slide Show Review
=) 2 [ Layout » I [ = - ) Shape Fill - 3 Find
B = | 1 - =l Y s
58 o=| Reset : =™ Eshape Outline ~ El.'. Replace -
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Ribbon: An area across the top of the screen that makes almost all the capabilities of PowerPoint
available in a single area. The Ribbon replaces the menus and toolbars in previous versions. The Ribbon
exposes most of the feature that use to be hidden in menus. The Ribbon makes it easier to see and find

commands to format your document.

NOTE: The Ribbon can be reduced to a single line of tabs by pressing CTRL + F1.




Microsoft Office Button: A button that provides access to menu commands in PowerPoint.

'f@ The Microsoft Office Button is located in the upper-left corner of the window. This button
manages the following PowerPoint commands: Open, Save, Print, Recent Documents, and replaces the
File button in previous versions. At the bottom of the menu are buttons for changing PowerPoint
Options and Exiting PowerPoint. Many of the options available in the PowerPoint Options menu are

located in the Tools menu in previous versions.

. S
@Hf—u- F

[t Recent Documents
|j New
L 1 microsoft_office_2007_installation _how_to 07.. 1= PawerPo Dotic
e, Open 2 microsoft_office_2007_installation _how_to 07, 1= T
- 3 Presentation2.ppt standards = | Popular | P . - -
= pe . p —| % Change the most popular options in PowerPaint.
4 Get out of your Inbox with Outlook 2007v1 =
Save _ Proafing
5 PPSstandards 1=
: Top options for working with PowerPoint
= 6 NIT Templates 2 = Save P opt -
N SaveAs b " :
1 njit_template ACS = Advanced ¥ Show Mini Toolbar on selection (i
= 8 NI Templates 2 = ¥ Enable Live Preview (i
= i 4 % o Customize
@ Print 9 njit template 3 = [” Show Developer tab in the Ribbon (i
Add-Ins 4 Always use ClearType

iﬁz} Prepare  * I
I Trust Center Color scheme:  |Blue

_u Send » Resources SereenTip style: IShowfeature descriptions in ScreenTips j

" Publish »
- -l

Personalize your copy of Microsoft Office

User name: IGaiIUIrich
&
J Close Initials: Igu
Choose the languages you want to use with Microsoft Office:  Language Settings... |

|Q PowerPoint Options ‘ |X Exit PowerPoint
- ¥

Tip: Press the ESC key or click away from menu to close.

Tab: An area on the Ribbon that contains buttons organized in groups. The default tabs are Home,

Insert, Design, Animations, Slide Show, Review and View.




Quick Access Tool Bar: A customizable toolbar at the top of an active document. By default the
Quick Access Tool Bar displays the Save, Undo, and Repeat buttons and is used for easy access to

frequently used commands.

H9-0

The Quick Access Toolbar is located to the right of the Microsoft Office Button and was designed for

easy access to frequently used commands. The Quick Access Toolbar can be customized to add such

commands as Print and Spell Check.

Title Bar: A horizontal bar at the top of an active document. This bar displays the name of the
presentation and application. At the right end of the Title Bar, as in previous versions is the Minimize,

Restore and Close buttons.

Groups Categories: A Group of buttons on a tab that are exposed and easily accessible. These

buttons were formally embedded in menus on the Menu Bar in the previous versions.

a) The Home tab is organized in Seven groups mainly related to slide layout and formatting: Clipboard,
Slides, Font, Paragraph, Drawing, and Editing. For example, the Home tab will allow you to quickly

create a new slide, choose a layout, add and format text and shapes.

i Home >|5ert Design Animations Slide Show Review View

_'_‘j dh !;] == Layout ~ o ||.£,; | =

’.|_j) D_E|| .. fry i-h:pe F:rll B 33 Find

=E th“Et . —— 2ac Replace ~
Paste S:u;w I Delete B I U e 8 N-sa-||A-|||=E== Shapes Arrange ( [t Select =
- ide ™ . - - St 5
Clipboard = Slides Font Paragraph Drawing Editing

b) The Insert tab is organized in Five groups: Tables, lllustrations, Links, Text, and Media Clips. Here
you find all objects you would include with your slides, such as tables, pictures, diagrams, charts, text

boxes, sounds, hyperlinks, headers and footers.

! b:&/] HomeDesign Animations Slide Show Review View
D EEED 24 @ Ll EE 43 &9

Table Picture Clip Photo Shapes Smart&rt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Mavie Sound
> Art  Album - > Box & Footer i G Time Number > >
Tables Tlustrations Links Text Media Clips
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The Design tab is organized in Three groups: Page Setup, Themes, and Background. The Themes

group command allows you to completely change the look of your presentation. This includes the

colors, background and fonts.

e
G |
_) Home InseAnimations Slide Show Review View

— [ = Calars ~
| — | | 4 [ @Background Styles -
LBl 2 |E B2 [Aa||Aa [z!— Aa (I
Page Slide EmEEE LTI |emmmmn [TTTTT ] ] e Hide Background Graphics
Setup Orientation = = £ . % Effects ~

Page Setup Themes i}

Background

d) The Animations tab is organized in Three groups: Preview, Animations, and Transition to this Slide.

Here is where you find the tools to set the animating effect

transitions.

s to your presentations and slide

Foa
_) Home  Insert Design sndeShuw Review  View

mECLLELE

Transiti

24 Animate
Preview zaa Custom Animation

Preview

Animations

;,rl Transition Sound: [Mo Sound]
L Q_Transit\on Speed: Fast
¥ i3l Apply To All

= | Advance Slide

- || ¥ On Mouse Click

[ Automatically After:  00:00

ion to This Slide

e) The Slide Show tab is organized in Three groups: Start Slide Show, Setup, and Monitors. Here is

where you prepare you presentation, add narration, choose which slide to start with and set up the

view when multiple monitors are involved.

\"-;'? Rehearse Timings Show Presentation

From From Custom Set Up Hide &
Beginning Current Slide | Slide Show ~ || Slide Show slide ¥ Use Rehearsed Timings |

Start Slide Show Set Up

Use Presenter View

- D lem) = Presentation] - Microsoft PowerPoint = gEK
(Ca
T =
- Home Insert Design Animations Re'mew View (7]
.E) ] 'E-t:r .-;:I- ‘. b Record Narration (iH] Resolution: Use Current Resolution =
E ;] CE T8 =

Monitors

f) The Review tab is organized in Three groups: Proofing, Comments, and Protect. Here is where you

will find your spelling and grammar checker, in addition to t

his when you have someone review your

presentation this is where comments can be added and addressed.
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Proofing
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Presentationl - Microsoft PowerPaint

Slide Shulew

7| WL e Pl

Show MNew Edit Delete Previous Mext
Markup | Comment Comment

Comments

i
E
Protect

Presentation =
Protect

g) The View tab is organized into Six groups: Presentation Views, Show/Hide, Zoom, Color/Grayscale,
Window, and Macros. Here you can change the display of your presentations, make a quick switch to

Notes Page view, turn on gridlines, or arrange all your open presentations in the window.

(D Ho-® )= Presentation] - Microsoft PowerPoint = gEK
[~ | = =
~ Home Insert Design Animations Slide Show Re'vr (7]
H=| S = = =l | Ruler E = Calor == | = Armangeall |
EEEETEE Qg m =) Bt | £
> i e Gridlines E Grayscale —! % Cascade | —
Normal| Slide Notes  Slide Slide Handout Motes Zoom  Fitto . New e | Switch Macros
Sorter Page Show | Master Master Master Message Bar Window || il Pure Black and White | window 53 Move Split | windows ~
i Presentation Views Show/Hide Zoom Color/Grayscale Window Macros
Dialog Box Launcher: A button that launches a dialog box containing options for refining a
command.

Slide Pane: Workspace to create, edit or format, slides.

View Toolbar: A toolbar found at the bottom right of the PowerPoint window that enables, adjusts,

and displays different views of a presentation’s content.

88% (=) Ui el

Notes Pane: Where you type you presentation notes that apply to the slide. You can print your

notes and refer to them when you give your presentation or handout to your audience.

Status Bar: A horizontal bar at the bottom left of the PowerPoint window that gives details about

the active presentation.

Slide1 of 2 “Office Theme™ | 0
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e Slides and Outline Tab Pane: Slide tab allows you to view slides thumbnail-sized making it easy
for you to navigate through your presentation and to see the effects of any design changes. You can also
easily rearrange, add, or delete slides here. Outline tab is where you can start writing content. Capture

ideas, plan how to present them, and move slides and text around. The Outline tab shows your slide text

in outline form.

!"E%\‘- Y- )= Tip To make sure your ideas are crystal clear, write the
Fone Akl oy content of your presentation in Outline view (see figure
= & 3} BBl Layut x| on the left) before you focus on the design elements
; J =R | E Reset . . .
Paste :{ Pl T E (which can be distracting because they're so much fun).
- Slide - % Delete o I
Glipbaard i Make your main points your slide titles, important key
Slides I Outline o points in bulleted or numbered list, and end the
1 Fall 2007 Highlights! presentation with a quick review of what's been

z Introduction
3 Our Agenda Today
= Product Cwverviews
= Customer Survey
» Roundtable Discussions
= LLunch
» Technical Specifications
= SLpport Chveryis
= Review 5 Conclusion
4 Meet the New
Products!
g Mobile Devices
» PDAs
= Handhelds
= Cell Phones
& £ | Portable Devices

discussed.

CREATING A NEW PRESENTATION

1. Click Microsoft Office Button
2. Click New, New presentation screen appears

3. Double-Click on Blank Presentation

13



el ¢ 7 [eearcn Mt Ofice O for s Lemplate #|  Blank Presentation
| Blank ang recent |
Instaled Templates Blank and recent

Installed Themes

My tenpletes..

Agendas
Award certficates
Calendary
Content shaes
Design sides
Diagrams

Pans

Predentations

OPENING AN EXISTING PRESENTATION

1. Click the Microsoft Office Button.
2. Click Open.
3. Inthe Open dialogue box, navigate to the folder that contains the file you want to

open, and then double-click the file.

CREATING A NEW SLIDE

There are three ways to add a slide in PowerPoint.
e Onthe Home tab, in the Slides group, click New Slide.
e Right-click on the slide from the slides tab and select New Slide on the pop-up menu.

e Click on a slide from the slides tab and hit the enter key.

DELETING A SLIDE

1. Right-click the slide that you want to delete.
2. Click Delete Slide.

CHANGING THE ORDER OF THE SLIDES

1. In the Outline and Slides tab Pane, click the Slides tab.

14



2. Click on the slide thumbnail that you want to move, and then drag them to their

new location.

Tip To select multiple sequential slides, click the first slide, and then hold down SHIFT while you click
the last slide that you want to select. To select multiple non-sequential slides, hold down CTRL

while you click each slide that you want to select.

ADDING TEXT TO A SLIDE

Slide layouts contain placeholders. The dotted border represents placeholders; just click inside
the border and you can add text or insert objects. The slide’s layout will determine the position

and size of placeholders.

7
o R . 0
m] Titla taxt| m|
O R el O--------- {

Click. Lo add subiille

1. Click inside a text placeholder.

2. Type or Paste the Text.

Note - If your text exceeds the size of the placeholder, PowerPoint reduces the font size and line spacing

incrementally as you type, to make the text fit.

FORMATTING TEXT

Mini Toolbar is activated when you select text to be formatted. This toolbar is miniature and semi-
transparent to help you work with fonts, font styles, font sizing, alignment, text color, indent levels, and

bullet features.

15



Calibri E - 18 = A" A7

Live Preview temporarily applies formatting on select text or objects whenever a formatting command is

hovered. This allows you to quickly see how the formatting options will look in place before they are
made.

CHOOSING A LAYOUT FOR A NEW SLIDE

1. From the Outline and Slides tab Pane, Click on the slide you are selecting a new
layout.

2. Onthe Home tab, in the Slides group, click Layout.
3. Click Layout Style of your choice.

Home | Insert Review

e = - Ti=wille
| j d ljdla"m“ 44 [aslezlE]|i[E=
. =23 Office Theme ool
Paste MNew
| ™ Slide ~
|| Clipboard =

mﬁ_ b ; = \ :

Design Animations Slide Show

Title Slide Title and Content Section Header

Twao Content Comparison Title Only
e,
%
EBlank Content with Picture with
Caption Caption

SELECTING A THEME FOR YOUR PRESENTATION

On the Design tab, in the Themes group, click the document theme that you want, or
click more ™ to see all available document themes.
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i Presentation3 - Microsoft PowerPoint

14 Design Animations Slide Show Review View

All Themes ¥
This Presentation

Aa —
_ [T T

Ba|[Aa

Mare Themes on Microsoft Office Online...

& Browse for Themes...

EQ save Current Theme..,

TIP - You can apply a theme to all slides, to selected slides only, or to the master slide. Just right-click

the document theme and then click the option that you want.
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INSERTING OBJECTS INTO YOUR PRESENTATION
o B P D
ric| k] @ =

Picture  Clip Photo Shapes SmartArt Chart
At Album - -

Hllustrations

INSERTING PICTURES INTO YOUR PRESENTATION

1. From Insert Tab, in lllustrations Group, click Picture.
2. Double-Click Folder where picture is stored

3. Double-Click on picture you want to insert

INSERTING CLIP ART INTO YOUR PRESENTATION

1. From Insert Tab, in Illustrations Group, click Clip Art. ES'DAhtF T
2. Search field will appear. Enter keyword in Search for field.
selected collections =
3. Click Go. rrr—"
4. Results appear, click on image you choose then drag image into
your open slide. Eﬁb‘ 3
Note - Once Picture or Clip Art is inserted, if you want to resize it or : \.j%/

give it special effects. Click on the image and the Picture Tools appear on
the Ribbon. Click the Format tab, and use buttons and options there to

work with the picture.

@ Crganize clips., ..

INSERTING SHAPES INTO YOUR PRESENTATION

1. Home tab, in the Drawing group, click Shapes.

18



Note - Once your shape is inserted, if you want to resize it or give it special effects. Click on the
shape and the Drawing Tools appear on the Ribbon. Click the Format tab, and use buttons and

options there to work with the shape.

INSERTING CHARTS INTO YOUR PRESENTATION

Inserting Charts created in Excel

If you already have created a chart in Excel from an existing spreadsheet...
1.In Excel, select the chart by clicking its border.
2.From the Home Tab Clipboard group, click Cut.
3.In PowerPoint, click in the placeholder on the slide or notes page that you want to
insert the chart.

4.0n the Home tab, in the Clipboard group, click Paste.

Inserting a Chart from within PowerPoint

1.In PowerPoint, click slide that you will insert chart.
2.0n the Insert tab, in the Illustrations group, click Chart.

3.In the Insert Chart dialog box, click chart, then click OK.

Office Excel 2007 opens in a split window and displays sample data on a worksheet

~ {5 )= Presentation! - Microsoft Pow... | Chart Tools -gXx ‘E‘:-D = Wl S Chart in Microsoft Office PowerPoint - Microsoft.., = = X
=TT = i 7
Insert | Desigr | Animat | Slide S | Review | View | Design | Layout | Format | @ | Home | Insert Pagelayout Formulas Data Review View @ - & X
G (B 7 U-(A A 8]~ a8~
e hs Switch  Select  Edit Quick Quick Paste ) Alignment Mumber | Styles | Cells
iplate || Row/Column Data Data D Layout~ Styles - - B DA - - - - a2
Data Chart Layouts | Chart Styles Clipboard Font = Editing
| A7 -@ £|
| A B C D E F | G i
1 Series1 Series2  Series3
2 |Category1 4.3 2.4 2]
3 |Category 2 25 4.4 2]
4 |Category 3 3.5 1.8 3
31 4.5 2.8 5,
6

]
To resize chart data range, drag lower right corner of range.

-
|5}
1]

O O
Category 1 Category 2Category 3 Category 4
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4.In Excel, to replace the sample data, click a cell on the worksheet.

5.Type your data that you want.

Note - After you update the worksheet, the chart in PowerPoint will be updated automatically with the

new data.

6.In Excel, click the Microsoft Office Button, and then click Save As.
7.In the File name box, type a new name for the file.
8.Click Save.

9.In Excel, on the File menu, click Close.

Inserting SmartArt Graphics

On the Insert tab, in the Illustrations group, click SmartArt.

1.In the Choose a SmartArt Graphic dialog box, click the type and layout that you want.
2.Enter your text by doing one of the following:

a. Click in a shape in your SmartArt graphic, and then type your text.

b. Click Text in the Text pane and then type or paste your text.

c. Copy text from another program, click Text, and then paste into the Text pane.

A SmartArt graphic is a visual representation of your information that you can quickly and easily

create, choosing from among many different layouts, to effectively communicate your message or

ideas.
Choose a SmartArt Graphic 21x|
Ba ] et e a9
8= List "
| (I i 5 L PN
220 Process Cycle { { by
T ok = - - 4 \S 4
o I a 3 -~ AL
stn  Hierarchy - 9 ry v - ] .
-9 - —E oo (=
Eﬂ Relationship i '*
- = 4
T Matrix [ -] 7\ 6 s
) Basic Cycle
A pyramid EE - <
Use to represent a continuing sequence
, (-] [ s of stages, tasks, or events in a circular
U“ o909 = flow, Emphasizes the stages or steps
e e O . rather than the connecting arrows or

flow. Works best with Level 1 text only.

OK I Cancel
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Overview of creating a SmartArt graphic

When you create a SmartArt graphic, you are prompted to choose a type of SmartArt graphic, such as
Process, Hierarchy, Cycle, or Relationship. A type is similar to a category of SmartArt graphic, and each
type contains several different layouts.

Before you create your SmartArt graphic, visualize what type and layout will work best for displaying your
data. Your graphic should be clear and easy to follow. The table is intended to help you get started; this is
not a complete list.

Purpose of Graphics Type
Non-Sequence Information List

Steps or Timeline Process
Continuous Process Cycle
Decision Tree Heirarchy
Organization Chart Heirarchy
lllustrate Connections Relationship
Show How Parts Relate to the Whole Matrix
Proportional Relationships Pyramid

21



APPLYING SIMPLE ANIMATION TO YOUR PRESENTATION

From the Animation Tab PowerPoint 2007 enables you to easily apply animation effects to make your
presentation more appealing. You can choose to have your slides fade-in or dissolve. In addition to this,
you can control the timing of the transition from slide to slide and how the transitions will occur. Just go to

the Animation tab, click on the slide you wish to add the animation and select an option.

What's New with PowerPaint 2007, pptx - Microsoft PowerPoint

Design Animations Slide Show Review View

No Transition ELL Transition Sound: [No Sound] ~ | Advance Slide

| ¥

3 Transition Speed:  Fast - || W] On Mouse Click

= = :
| ,_jl Apply To All Automatically After

tion to This Slide
Fades and Dissolves

= ] T
AdrZ2mar
ke ) 0 8 2

Step by Step
Training

The finishing tasks for creating your presentation are located on the Slide Show and Review
Tabs. Use the Slide Show tab to create narration, set-up views, and multiple monitors. The

Review tab is for spell check and reviewing comments.
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REVIEW AND PREVIEW YOUR PRESENTATION

‘CHECK THE SPELLING IN YOUR PRESENTATION

Even though the spelling checker is turned on automatically in Office PowerPoint 2007, it is still a good

idea to check spelling again after you finish working on your presentation:

1. Through the slides tab, navigate to the beginning of your presentation by clicking on your first

slide.

2. On the Review tab, in the Proofing group, click Spelling.

If Office PowerPoint 2007 finds spelling mistakes, it displays a dialog box, and the first misspelled word
found by the spelling checker is selected. You indicate how you want to resolve each error that the
program finds. After you resolve each misspelled word, the program selects the next one, and so forth.

PREVIEW YOUR PRESENTATION AS A SLIDE SHOW

To view your presentation on your computer screen exactly the way that it will look to your audience when
you are presenting, do the following:

1.

On the Slide Show tab, in the Start Slide Show group, do one of the following:

To start with the first slide in the presentation, click From Beginning.

To start with the slide that currently appears in the Slide pane, click From Current Slide.
The presentation opens in Slide Show view.

Click to advance to the next slide.

Tip To return to Normal view at any time, press ESC.

Of course, you can also preview your presentation at any time while you are creating it.
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KEYBOARD SHORTCUTS FOR PRESENTATIONS

To move the insertion point
Start a presentation from the beginning.

Perform the next animation or advance to the next slide.

Perform the previous animation or return to the previous slide.

Go to slide number.

Display a blank black slide, or return to the presentation from a

blank black slide.

Display a blank white slide, or return to the presentation from a

blank white slide.

Stop or restart an automatic presentation.
End a presentation.

Erase on-screen annotations.

Go to the next slide, if the next slide is hidden.
Set new timings while rehearsing.

Use original timings while rehearsing.

Use mouse-click to advance while rehearsing.
Return to the first slide.

Redisplay hidden pointer and/or change the pointer to a pen.

Redisplay hidden pointer and/or change the pointer to an arrow.

Hide the pointer and navigation button immediately.
Hide the pointer and navigation button in 15 seconds.
Display the shortcut menu.

Go to the first or next hyperlink on a slide.

Go to the last or previous hyperlink on a slide.

Perform the "mouse click" behavior of the selected hyperlink.

Press....
F5

N, Enter, Page Down, Right Arrow,

Down Arrow, Or Spacebar

P, Page Up, Left Arrow, Up Arrow, Or

Backspace
Number+Enter

B Or Period

W Or Comma

S

Escape Or Hyphen

Z O 4 T m

1+Enter
Control+P
Control+A
Control+H
Control+U
Shift+F10
Tab
Shift+Tab

Enter while a hyperlink is selected
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SAVING AND CONVERTING

‘SAVING A NEW PRESENTATION

1.Click on Microsoft Office Button.
2.Click Save-As.
3.In the File name type the name of the presentation.

4.Click Save.

Note - If you need to save in a different location click the down arrow on the right end of the save in box

and then choose your location.

CONVERTING A PRESENTATION

To work with presentations created in earlier versions and convert them to the newer version.

1. Open the Presentation
2. Save it by using Save As.

3. Click on the PowerPoint Presentation format.

COMPATIBILITY

PowerPoint 2007 also gives you an opportunity to run a file through Compatibility Checker before you

save a presentation to an older format.

1. Click the Microsoft Office Button.
2. Click Prepare.
3. Click Run Compatibility Checker.
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PRINTING HANDOUTS AND NOTES PAGES

You can print your notes pages with a slide thumbnail to help you prepare for your presentation and you

can print handouts for your audience.
Note You can print only one slide thumbnail with notes per page when printing Notes Pages.
1. Click the Microsoft Office Button, click the arrow next to Print, and then click Print Preview.

2. Inthe Page Setup group, click the arrow under the Print What box, and then click Notes Pages

to print notes and select Handouts to print handouts.

3. To specify the page orientation, click the arrow under Orientation, and then click Portrait or

Landscape.
4. Click Print.

Note If you want to print your notes and slide thumbnails in color, select a color printer. Click the
Microsoft Office Button, click the arrow next to Print, and then click Print Preview. Under Print, click

Options, point to Color/Grayscale, and then click Color.
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