Microsoft PowerPoint 2007

Millsaps College | Information Technology Services

Revised 2/24/09

Microsoft
Office
Button Tab Quick Access Toolbar Title Bar Help
) - Presentationl - Microsoft PowerPoint — =
| Home 1 Insert Design Animations Slide Show Review View Add-Ins @
e tl I W 'Iﬂ = (g Soraecrns | drnd
- Reset 2 Shape Outline ~ 'EL Replace =
Paste Av = g Shapes Arrange CQuick
- j 5.,.,,- 4 Delete |n o e Aa = - i e 5%|Es- = Shape Effects = || [§ Select =
Clipboard ™= Slides Font Paragraph F} Drawing F} Editing
[ sides { Ouiline . x| b ~— = |

Groups
1] roup Dialog box

Launcher

Click to add title

Click to add subtitle

Click to add notes

Slide1 of 1 | “Office Theme™ | =l SN
Page Info

View Zoom
Toolbar

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: Presentationl.pptx format or
compatibility mode.

= Help - Help @ s 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.
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= Select the options you want to appear in the toolbar.

Page Creation

/ e 9 - d
Create a New Blank Presentation- @
=  Click on the Microsoft Office Button.
= Choose Blank Presentation . j New

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.

MNew Presentation
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:@ Templates | Search Micn

|»

: | Blank and recent
New || Installed Templates Blank and recent

Installed Themes
My templates...
Mew from existing...

Elank
Microsoft Office Online Presentation

Featured

Recently Used Templates

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.

Recent Documents
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084481 cout.ppt

batlas30.ppt
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= Click on the Microsoft Office Button.
= Select Save or Save As.
= Select the location to save the file to, and enter the file name.

Saving a Presentation j New
=

Viewing Presentations

PowerPoint has several ways to view your =2l =
presentation. = =

= Click on the Views tab.
. . Mormal| Slide MNotes Slide S5lide  Handout Motes
= Select one of the views from the Presentation Sorter Page Show | Master Master Master

Views group.

Presentation Views

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.

Slides Outline I e |~ T -
1 Title of Training
Presentation
Presented by
Your Mame
2 Introduction
@ Introduce the subject
of the presentation.
@ State how
presentation will
benefit audience.

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.
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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.

Home Insert Desigr
% l =] Layout =
Ep| EReset
: MNew
7 Slide ~ % Delete

rd M= Slides

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.

Content

2] Duplicate Selected Slides

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: _] 5| Layout ~
= Click on the Home tab. *_NEI Reset
= In the Slides group, click the arrow under the Layout Command to Mew
choose a slide change. Slide =~ % Delete
Slides

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.

sert Dresign Animations Slide Show Review View Add-Ins Format
— T . Colors -
— . |[Aa | |Aa Ase |Aa | e
"EE EE mmm . EEEEN L Ll L L -IE EEEEEE — EEff &
[ | = ects +

Themes

Page 4



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

- Home
= Select the text you wish to cut or copy. Eify
*= Click the Home tab. j
= Select Cut or Copy from the Clipboard group. 1
= Place the cursor where you want to paste the text. Faste !
(Note: you must place text in a placeholder, AutoShape, or text - =
box.) Clipboard T«

=  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.

Arial [Body) 120 - |A AT |[4
B 7 U e 8§ - Aa-||A -

Font P

Bullets and Numbered Lists

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

= On the Paragraph Group of the Home tab, click the Left, Paragraph
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.

- Home Insert Design Animations Slide Show Review View Add-Ins
ElZ] ? ) ) A = = S m
Jdpd B Y D @ AP E 5 (& !
Table Picture | Clip Photo Shapes Smartirt Chart Hyperlink Action Text Header Wordart Date Slide Symbol Object
= At Album ~ = Box & Footer = & Time Mumber
Tables Illustrations Links Text

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.

Receptionist
Secretary
Mail clerk
Manager
o Sales
Sales

| J secretary
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Viewing the Completed Slide Show

= Select the Slide Show tab.
= On the Start Slide Show group, choose From Beginning or = ®
EG! _‘_f

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

. From From
show: Beginning Current Slide | Sli
o PgUp Previous Slide start Slide Show
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, Animations Side ha Review |

click Set up Slide Show. sy . ;
o—_;‘]- i % Record Narration

» Click the Rehearse Timings command button to et i (I Rehearse Timings
o ; et Up ide
rehearse the timing of your presentation. Slide Show Slide ¥ Use Rehearsed Timings

Set Up

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

SetUpShow 2l x|

—Shaow bype — Show slides
¢ prasented by a speaker (Full screen) @« all

" Browsed by an individual (windaw) " From: I 3: To: I 3:

I™| Shiow scrollbar (0 Bl e
" Browsed at a kiosk {Full screen) I j
r—Show options - Advance slides
[ Loop continuausly urkil 'Esc’  Manually
[~ show withouk narration ¥ Uising timings, if present
[~ Showe withouk animation ~ Multiple maonitors

Display slide show an:

Pen color: I_ vl |Primary Manitor =]

[~ Show Presenter Yisw

r—Performance
[ Use hardware graphics acceleration Tips |
Slide show resolution: |Use Current Resalution =]

Ok | Cancel |
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Printing Slides Print ki ES

. . . ~Printer
= Click on the Microsoft Office Button. . . .
» Select Print. Name: | % y\mil-svr-snp-D1ymil-PO-TTS-03 | ml
= Click the arrow on the Print What box, ?atus: Li“ff LD?HIDDS — Find Printer... |
. vpe: aserlel eries
Select S|IC|ES: . . Where: &€ - ITS HelpDesk.
= Select the print options desired. Comment: HP L14100 [~ Prirt o File
* Click OK to print. Print range Copies
& Al " Current side € Selection Mumber of copies:
| Custor Shaw: I j |1 3:
Printing Handouts « sides: |
Enter slide numbers andfor slide ranges, For example,
. . . 1,3,5-12
= Click on the Microsoft Office button. W collste
. S|e-|ekCthPrmt. h ) h Print what: Handauts
= Click the arrow on the Print What box. Slides =1 | sides per pace: Fol
= Select Handouts. Slides ] Orders € Horizontal € Werkical |
= In the Handouts section, select how Handouts e T |
. . Motes Pages
many slides you want prlnted per page. Outline Vigw [ Scale to fit paper = Frint Bidden slides
= Select Horizontal or Vertical order. , , .
[ Frame slides [~ High quality

= Select other options as desired. I Frint comments and ink markup

= Click OK to print. —— | o | cancal
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