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The Microsoft PowerPoint screen 
 

 Microsoft Office Button – Think of this as the old File Menu combined with 
Tools|Options. This is where you can print, save, and set PowerPoint options. 

 Tab Bar – Tabs display tools and commands in the ribbon. 

 Groups – Once a tab is selected, related items are grouped together like fonts and 
styles. 

 Ribbon – Contains the groups used in PowerPoint 2007. 
 Launcher – Provides old familiar looks to group properties. 
 Quick Access Toolbar – Customizable shortcuts to commonly used commands. 
 Title Bar – Shows the document title and format. Ex: Presentation1.pptx format or 

compatibility mode. 

 Help – Help  is available for items you can’t locate or simple and complex tasks. 
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Opening PowerPoint – Click Start | Programs | Microsoft Office | Microsoft Office 

PowerPoint 2007 
Customize the Quick Access Toolbar – The Quick Access toolbar can be used to quickly 

access icons used most often like Save  and Print . 

 Click the dropdown arrow in the Quick Access Toolbar. 

 
 Select the options you want to appear in the toolbar. 

 

 
 

Page Creation 
 

Create a New Blank Presentation–  
 Click on the Microsoft Office Button. 
 Choose Blank Presentation .  

  

 
 

Create a Presentation from a Template 
 Click on the Microsoft Office Button. 
 Select New. 
 Select one of the presentations categorized by Theme and Design.  Or you can 

download presentation templates from Microsoft Office Online. 
 

  
 
 
 
 
  
  
 

 
 
 
 

 
 
 
 
Open Existing Presentations 

 Click on the Microsoft Office 
Button. 

 Select Open. 
 Or you can choose from a list of 

recently opened documents for 
quick access. 

 
 
 

 
 
  



 

 

 
 

Page 3 
 

  

 

Saving a Presentation 
 Click on the Microsoft Office Button. 
 Select Save or Save As. 

 Select the location to save the file to, and enter the file name. 
 
 
 

 
 

Viewing Presentations 
 
PowerPoint has several ways to view your 
presentation.  

 Click on the Views tab. 
 Select one of the views from the Presentation 

Views group. 

 
 
Normal View--  This is the main view for writing and designing your presentation.  There are 
two working areas in normal view: 

 
Outline tab and Slides Tab—On the Navigation menu on the left side of the PowerPoint 

window, choose to view slides in Outline form or as slide thumbnails. 
 
                                               
 
 
 
 

 
 

 
 
 
 
 

Slide Sorter View  --displays slides in thumbnail view.  You can rearrange, add or delete slides, 
or preview animation. 
 
Notes Page—add note to a slide by entering text in the notes pane (below the Slide Pane). 

 
Slide Show View --Preview your slide show as it will look to your audience.  

 
Slide Master -  The Slide Master holds information about the slide template (font style, 
placeholder sizes, background and color).  When you make changes to the Slide Master, the 
changes are applied to all slides using that template in the presentation. 
 

Handout Master –You can make changes to a handout master include moving, resizing, and 
formatting the header and footer placeholders. You can also set the page orientation, and 

specify the number of slides to print per handout page. 
 
Notes Master – You can make changes to your notes pages, including page orientation, 
headers, footers and margins. 

javascript:AppendPopup(this,'ppdefMaster_1_1')
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Working with Slides 
 
Inserting a Slide 

 Click on  the Home tab  
 Click on the New Slide button on the Slides Group.  This inserts a Title and Content 

Slide. 
 To insert another type of Slide, click the arrow under the New Slide tab, and choose 

another slide type. 

 

 
 
 

Duplicating a Slide 
 

 Select the slide(s) you wish to duplicate. 
 Click on  the Home tab. 
 Click the arrow under the New Slide tab, then select Duplicate Selected Slide from the 

menu. 
 

 
 
 
 
 

 

Deleting Slides 
 
In Slide Sorter View, right click the slide and select Delete Slide. 
 
 

Formatting Slides 
 

Use the Ribbon to make formatting changes to slides. 
 
For Layout Changes: 

 Click on the Home tab. 
 In the Slides group, click the arrow under the Layout Command to 

choose a slide change. 
 
For Design Changes: 

 Click on the Design tab. 

 Choose from any of the themes available in the Themes group. 
 In this group, you can also make changes to the colors of your slide by clicking the 

arrow under the Colors command. 
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Working with Text 
 

Adding Text to a Slide 
 

 To a Placeholder (this is the text box that appears by default in the slides pane):  
click within the placeholder and type. 

 To a Text Box:   
o Click the Insert tab. 

o In the Text Group, click on Text Box then draw your text box. 
o Type your text in the text box. 

 
 
 

Cut, Copy, Paste 
 

 Select the text you wish to cut or copy. 
 Click the Home tab. 

 Select Cut or Copy from the Clipboard group. 
 Place the cursor where you want to paste the text.   

(Note:  you must place text in a placeholder, AutoShape, or text 

box.) 
 Click the Paste button on the Clipboard group. 

 
 
Bold, Underline, Italic, Font Face 
 

 Select the text to format. 

 Click the Home tab. 
 Click the Bold, Italic, Underline, or other Font command, such as Font Face and size, 

from the Font group. 
 

 
 
 
 

Bullets and Numbered Lists 
 

 Select the lines of text that you wish to bullet or number. 
 Click either the Bullets or Numbering  button.  
 

 
 
 

 
Text Alignment  

 On the Paragraph Group of the Home tab, click the Left, 
Center, or Right  justify  buttons. 
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Adding Elements 
You can use the Insert Tab to add many elements to your slide presentation. 

 

 
 
 
Inserting ClipArt 
 

 Click the Clip Art tab in the Illustrations Group. 
 Enter a keyword in the Search text box. 
 Click the Search button. 
 In the Results box, click the clipart to insert it. 

 
Creating a Chart 
 

 Click on Chart in the Illustrations Group. 
 Select the type of chart you wish to use. 
 To replace the sample data, click a cell and enter new information. 
 Click outside the chart when done. 

 
Creating a Table 

 
 Click on Table in the Tables Group. 
 Drag your mouse over the rows and columns to draw your table. 
 Click when done. 

 
 
Creating an Organizational Chart 

 
 Click SmartArt in the Illustrations group. 
 Click on Hierarchy in the SmartArt graphic list. 
 Select the chart you wish to use. 
 To enter your text, click a shape in your chart start typing your text. 
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Viewing the Completed Slide Show 

 
 Select the Slide Show tab. 
 On the Start Slide Show group, choose From Beginning or 

From Current Slide. 
 Use the following commands to navigate through the 

show: 
 

o PgUp Previous Slide 
o PgDn Next Slide 
o Home First Slide 

o End Last Slide 
o Esc End Slide Show 

 
 
 

Setting up Slide Show and rehearse Timing 

 
 On the Slide Show tab, in the Set Up group, 

click Set up Slide Show. 
 

 Click the Rehearse Timings command button to 
rehearse the timing of your presentation. 

 
 
 
 
 

 Use the Set Up Slide Show dialog box to choose the settings for your slide show. 
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Printing Slides 

 
 Click on the Microsoft Office Button. 
 Select Print. 

 Click the arrow on the Print What box, 
Select Slides. 

 Select the print options desired. 
 Click OK to print. 

 
 

 

Printing Handouts 
 

 Click on the Microsoft Office button. 
 Select Print. 
 Click the arrow on the Print What box. 

 Select Handouts. 

 In the Handouts section, select how 
many slides you want printed per page. 

 Select Horizontal or Vertical order. 
 Select other options as desired. 
 Click OK to print. 


