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Course contents
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Overview: A hands-on Introduction

Lesson 1. Get your bearingsdo wh at 6 s ¢ han
and why

Lesson 2: Get to work in PowerPoint

Lesson 3: A new file format

The first two lessons include a list of suggested tasks, and
all include a set of test questions.

Get up to speed



Overview: A hands-on introduction

e -

When you first open PowerPoint 2007,

youoll see that the user
changed. A new structure is in place

for PowerPoint commands.

1.
1

This new design will help you more
easily find and use the features you
need and create great presentations.

This course will give you a head start
with whatos changed and

| earning whatos new, you
turn back.
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Course goals

s A

Gain an understanding of how the new user interface
works, and learn to use it with confidence.

Find out how to do the things you typically do to create and
prepare a presentation.

Learn to use the new file format in PowerPoint in the way
t hat 0s best for you.
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Get your b :
changed and why




8 The most noticeable
Insert Cresign Animations Slide Show Review View Change |n PowerPO|nt

J %I' l:;lub:rlHe;dlr:j ;44w:| : =~ =—v||*_ | u |_|_‘}| D—I 2007 |S at the top Of

v, @ | [A A& x| . || Shapes A the window.
Clipboard = lides Font fa arag - Drawing
Instead of menus and
t ool bar s, t h
band across the

screen.

This band is called the Ribbon, and it contains many,
very visual commands arranged into groups.

The Ribbon is now your control center for creating a
presentation.
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The Ribbon

Why revamp the old
Inse_rt Design Animations Slide Show Review WView Command System?
' _—El LYot Calibri (Headings - 44 - | A" A ||E| 3= - = || EE =] i=|
F-'- o =53 y E| Reset = A =
7 E[:..r__‘-.;’ siide - %2 Delete ||| B LU abe @ &5~ Aavf| Q| Because the new
Clipboatd ™= Slides Fi

system better
supports how you
work in PowerPoint.

Slides " Outline x

Research shows that people favour certain commands
and tend to use them over and over.

So now those commands are the most prominent and

visibledyou dondét have to hunt for them on
tool bars that arendot di spl ayed.
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The tabs: Devoted to the main tasks

Home Insert Design Anlmatmns Shide Show Rewiey |.|'F-;;n1aF_- The Ribbon iS made
T el B (P = g Q@ L] "J R RIEERBROR up of several tabsé

Tahlt Picture Clip Photo Shapes Smartdrt Chart | Hyperlink Action Text Header WordArt Date  Slide Symbol €

At Album= < . SHeomEmRLT T “i‘:!"“ RS the Home tab and

Tables Mustrations

Home Insert Jesign Animations Slide Show Rewiewr View Format Oth e rS .

Setup Orientation
Page Setup

1a
2 e |
Fﬂu{ E“dt HTETTE 2] -]
EMmes

Home Insert Design Animations Shide Show Rewiey

2 ind Animate: Mo Animation - | I ‘| I
cren !,f[,- Custom Animation | - | | J
ITEViEw

Animations

Other tabs include Insert, Design, Animations, Slide
Show, Review, and View.

The picture shows you the contents of three of them:
Insert, Design, and Animations.
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Display the galleries

PowerPoint often
ST TEVITEREE  offers many choices

— .
: = . | = ransition Speed: Fas - :
_’ =ik '%‘ 'gh f’?:__‘ e Pt | for something, such as
= ransition to This Slide Styles for a Shape’ or
- types of WordArt or

animation effects.

Animations ‘1

Fades and Dissolves

| -

For example, say you wanted to add transition effects to
a slide. In that case:

@ A few types of transition effects show on the Ribbon.

@® To see the full gallery of choices, click the More arrow.
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Display the galleries

PowerPoint often
ST TEVITEREE  offers many choices

[ B —
' =) . | = ransition Speed: | Fas - .
’ = '%‘ 'gh f’?:__‘ . j;_pwia_ﬂ_”‘ - for something, such as
= ransition to This Slide Styles for a Shape’ or

- types of WordArt or

animation effects.

Animations ‘1

Fades and Dissolves

| -

For example, say you wanted to add transition effects to
a slide. In that case:

® Point to any effect in the gallery to see it previewed on
the slide. Then click to apply it.
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Use advanced options

Clearly, there are
Elete = - = i Shaf'e "'!""ET”‘JE '%“I'd* more COmmandS aﬂd

2% options than will fit into
a group.

yout - R
N Calibri

sset

Character Spacing

Latin text font: Font style: Only the mOSt
Ci— e e commonly used
commands show up.

[] strikethrough [] Small Caps
[] Double Strikethrough [] all caps
[] superscript Offset: |0% % | [ Egqualize Character Height

When you dondét see an option that you v
such as the Font group shown here:

@ Click the diagonal arrow, called the Dialogue Box
Launcher, that appears in the lower corner.

@® A dialogue box opens with more options to choose from.

Get up to speed



Use advanced options

YoutT Calibri 32 - A AT = = | iE fj I'E.I D—l » &

sset

2 = s A
zlete ‘B 7 U ke § Aa~ ”A‘1 = - £~ Shapes Arrange CQuick

b - Styles
Paragraph F] Drrawvir

2 Ldtlrl text font: Font style:

[] strikethrough [] Small Caps
[] Double Strikethrough [] all caps
[] superscript Offset: |0% % | [ Egqualize Character Height

The arrow appears in
the group wh
doing work on the

slide that might call for
commands in that

group.

For instance, when you click within a text placeholder on
the slide, the arrow appears in every group of the Home
tab that has commands related to working with text.

Tip: You can gain screen real estate by
temporarily hiding Ribbon commands. Just
double-click the name of the displayed tab.
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The Quick Access Toolbar

e As you work on a
1 Hfme Insert Iiesign . Animations Slide Show F!.Tz'-.riew View Format presentatlon, you take
i BNEE IR S TR SR N A R R IR  some actions that are

Spelling | Research Thesaurus Translate Language Show Mew Edit Delete Previous Mext

[ Add to Quick Access Toolbar pECEiE -'I-:-[nm-':nt E general Or repetltlve
S Customize Quick Access Toolbar... — a_ n d t h a 't d O n
Show Quick Access Toolbar Below the Ribbon dO Wlth a partlcular

Minimize the Ribbon phase of the process.

For such things, use the Quick Access T
small group of buttons on the left, above the Ribbon.

It contains commands for these types of general
actions, such as Save, Undo, and Repeat or Redo.

Get up to speed



Changing views

— .

You need to change

your view often in
PowerPoint, and
youove al way
easily by using

buttons.

e Performance reviews

e Mentoring program

|
|
|
L
0
|
|
|
|
|
|
|
|
|
|
|
|

That hasnot

0 om o

The buttons for Normal, Slide Sorter, and Slide Show
views are still there.

But now theyore part of a new tool bar t

zoom slider and a button that refits the slide to the
window after youodove zoomed I n or out.

Get up to speed



Changing views

_ You need to change
e Performance reviews your view often in
PowerPoint, and

_ youobve al way
e Mentoring program easily by using

buttons.

That hasnot

The picture shows the changes:

@ View buttons are the same but have moved from the
lower left of the window to the lower right.

® You drag the zoom slider to enlarge or shrink your view
of the slide. Or click the minus (-) and plus (+) buttons.
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Changing views

_ You need to change
e Performance reviews your view often in
PowerPoint, and

_ youobve al way
e Mentoring program easily by using

buttons.

That hasnot

The picture shows the changes:

® Click this button to refit the slide to the window after
zooming.
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Keyboard shortcuts

f you rely on the
keyboard more than
the mouse when you
work in PowerPoint,

Home i yOU6I| Want
e AJ _I _LHayoutv that the R|bb0n deS|gn
‘—j 3c] Qj_g}eset .
paste New Fwal comes with new

;.L"%Lafdﬁu MORMRNEIE|  <hortcuts that have a
. FO [l
‘ new name: Key Tips.

This brings two big advantages:

A Now there are shortcuts for every single button, which
wasnot t hhe case for menu commands 1 n e
versions.

A Shortcuts often require pressing fewer keys.
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Keyboard shortcuts

f you rely on the
keyboard more than
the mouse when you
work in PowerPoint,

Pl T youol |l want
A & ) Saou- that the Ribbon design
e F¥a comes with new

;.L“L;Lafdﬁﬂu MORMRNEIE|  <hortcuts that have a
. FO [l
‘ new name: Key Tips.

Herebs how you use the new keyboard shc

@ Start by pressing ALT.

® Key Tips appear in little white squares on various parts
of the Ribbon. Press one of the keys to get to more
commands and buttons.
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Keyboard shortcuts

e L L e L f you rely on the

keyboard more than
the mouse when you
work in PowerPoint,

Pl T youol |l want
A & ) Saou- that the Ribbon design
e F¥a comes with new

;.L"%Lafdﬁu MORMRNEIE|  <hortcuts that have a
. FO [l
‘ new name: Key Tips.

Herebs how you use the new keyboard shc

® Press one of the Key Tips in a group to complete the
sequence.
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Keyboard shortcuts

s A

What about the old keyboard shortcuts?

A Keyboard shortcuts of old that begin with CTRL are still intact, and
you can use them as you always have.

I For example, the shortcut CTRL+C still copies something to
the clipboard, and the shortcut CTRL+V still pastes something
from the clipboard.

A The old ALT+ shortcuts that accessed menus and commands are
also intact. However, you need to know the full key sequence to
use this kind of shortcut.
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Suggestions for practice

S ——————

Type and format text, and fix a list.
Add a slide.

See more options and tabs.
Customise the Quick Access Toolbar.
Switch views and zoom.

Hide the Ribbon.

Bonus exercise: Add headers and footers.
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Test 1, question 1

- —

You want to use the Copy and Paste buttons to work with
text. Where do you find them on the Ribbon? (Pick one
answer.)

1. The Insert tab.
2. The Home tab.

3. The Quick Access Toolbar.
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Test 1, question 1. Answer

S ——————

The Home tab.

You can also use the old shortcuts: CTRL+X to cut, CTRL+C to copy,
and CTRL+V to paste.
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Test 1, question 2

—

In which group on the Home tab would you find the Line
Spacing button? (Pick one answer.)

1. The Font group.
2. The Paragraph group.

3. The Slides group.
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Test 1, question 2: Answer

S ——————

The Paragraph group.

This button is grouped with other ones that format paragraphs, such as
Bullets, Numbering, and Columns.
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Test 1, question 3

- —

How do you hide a portion of the Ribbon? (Pick one answer.)

1. Click the Close button in the upper-right corner of the Ribbon.
2. Double-click the name of any tab.

3. Double-click the tab that is displayed.
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Test 1, question 3: Answer

Double-click the name of any tab that is displayed.

This hides Ribbon groups. To redisplay the full Ribbon, click any tab.
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Get to work In PowerPoint

Ready to get to work?

Hereds a pri
doi ng what vy
used to doing when
you create a

presentation.
!m =&

Youol!l | find out how to start a new pres
PowerPoint 2007 and how to give your slides a
background and set of colours.

w
|II|

Youol | also |l earn how to use the Ri bbon
to insert elements into the slides, style them as you
want, and then set up the show and get ready to print.
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Start a new presentation

1@ = A | | NeV\_/ pre_sentations
[ h Recent Documents : begln Wlth the

2)| Juues Microsoft Office

Mew Presentation 9 BUttOﬂ, |Ocated at the

Templates : Upper Ieft Of the
Blank and recent WI n d OW.

Installed Templates
Installed Themes
Pal
My templates... -.:!.1' H e r e O S h O W t

Mew from existing...

Presentation |

(Ta
@ Click the Microsoft Office Button .
@® Click New on the menu that opens.

® Choose an option in the New Presentation window. You
can start with a blank slide or base the presentation on a
template or existing presentation.
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Choose a theme

Design Animations Slide Shcr Review ‘-.-fieu-; A th eme Supplles the

- E -olors © ’t_’f] Background Styles - |00k and feel Of the
- Fcnt - . .
.Effe::t Hide Background Graphics presentatlon deS|gn

Themes ||=| Background F]

Choose a theme for
the presentation right

i . at the start, so you
______________________________________________ Click to add title can see how all your
Click to add subtitle content will look.

The Design tab is the place to go for themes.

A gallery appears there under Themes. Each theme has
a name, which shows in the ScreenTip.
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Choose a theme

Design Animations "IideShcr Review ‘-.-fieu-; You Can See a preV|eW

- E 1o 33 Background Styles - of how your theme will
b Fcnt -
.Effe::t Hide Background Graphics |00k’ before you apply

Themes ||=| Background ] It

Seeing the effect
before you apply it

Click to add title saves you the step of
............................................... Click to add subtitle undoi n g 1 I
like it.

@ Rest the pointer over a theme thumbnail (the one shown
is called Flow).

@® The temporary preview appears on the slide.

® You can click the More arrow to the right of the Themes
group to get more choices and information.
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Tailor the theme

Design Animations Slide Scn.r Review View The theme yOU
1 {Hcomrﬂ' [ Background styies <}~ 2 choose is a complete

ants* .
[O] Effects ~ deS'Qn-

But whereds
you canot do
tweaking?

—"_1'] Format Background...
"

The Design tab has other galleries in case you want to
modify the theme.

Each provides a preview on the slide as you rest the
mouse pointer over gallery choices.
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Tailor the theme

- - » /N
Design Animations Slide Show Review View H e r e O S h O W t

‘1 { celars |"_1'] Background Styles = :— :_7' th e th e m e .
AfFonts~ (|Ff ——————

Effects =

—"_1'] Format Background...
"

@ Use the Colors, Fonts, and Effects galleries, all on the
Design tab.

@® Look at other Background Styles. The choices use the
theme colors.
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Tailor the theme

View

Pal
Design Animations Slide Show Review H e r e O S h O W t

‘1 celars |"_1'] Background Styles = :— :_7' th e th e m e .
AlFonts~ || ——— =
Effects =

—"_1'] Format Background...

"

® Point to a thumbnail to get a preview of the alternative
background.

@ To apply your own background, such as a photograph,
click Format Background.
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Add slides, pick layouts

When you insert a
slide, you can insert
one that automatically
applies a layout.

e You can also choose a
layout before you
e nsert the slide.

To choose a layout before you insert a slide:

@ On the Home tab, click New Slide (below the slide icon).
This displays the layout choices.

® Click a layout to insert a slide with that layout.
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Add slides, pick layouts

—

PowerPoint 2007
layouts are more
robust than before.

Several of them

i nclude MAcon
placeholders, which

you can use for either
text or graphics.

An example is the Title and Content layout. In the
middle of its one placeholder is this set of icons:
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Add slides, pick layouts

—

PowerPoint 2007
layouts are more
robust than before.

Several of them

i nclude MAcon
placeholders, which

you can use for either
text or graphics.

Click any of the icons to insert that type of contento a
table, chart, SmartArt® graphic, picture from a file, piece
of clip art, or video file.
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Insert a picture

—

 PureTools Time to insert a
- pictured a photo or
‘Picture Shape~ || L4 Bring to Front = |&~ & . .
éF'icture Border~ | % Send to Back - % plece Of Cllp art’ for

EF‘icturE Effects = QT:;-SElECtiCIr'I Pane Sk~ . example
You can do so right
from the slide, from
within a content
placeholder.

@ To insert a picture of your own, click the Insert Picture
from File icon.

To insert a piece of clip art, click the Clip Art icon.

® e

The picture will be positioned within the placeholder
border.
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Insert a picture

—

ool Time to insert a
- pictured a photo or
EF'iCtIJrE Shape = '1:;: EBring to Front = |& - ;IIJ . .
éF'icture Border~ || ¥4 Send to Back - % = plece Of Cllp art’ for

EF‘icturE Effects = QT:;-SElECtiCIr'I Pane Sk~ - example
You can do so right
from the slide, from
within a content
placeholder.

@ After your picture is inserted, you may want to resize it or
give it special effects. First, select the picture on the
slide.

@® Picture Tools appear on the Ribbon. Click the Format
tab, and use the buttons and options there to work with
the picture.
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Insert a picture

—

Picture Tools Inserting a picture
5 .! . . ] )
| Format from the slide itself is
EF'icturE Shape ~ '1:3; EBringto Front - |3~ ;‘d handy

EF'icture Border~ '-E}, Send to Back - %
: . Size
‘Picture Effects = L_’Li Selection Pane Lk~ -

F] Arrange

| t 6s an especially good method 1 f you F
one placeholder on the slide because when you insert

by using the slide icons, the picture goes within the

placeholder that contains the icon.
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Insert a picture

5 Picture Tools F | n a. | I y y d O n
]
Formst Insert tab.
EF'icturE Shape~ || L& BringtoFront ~ |&~ il
EF'icture Border~ '-EE;,Sendtcn Back - % -
s e e A s s s éF'icturE Effects - L_’l'i:;,-Selectim'l Pane Sk~ JI:E

F] Arrange

You can use the Insert tab to insert a picture, tood as
well as many other slide elements.

The only difference in using this method is that

sometimes PowerPoint has to guess which placeholder
you want the picture to go in.
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Insert a text box caption

‘1 Drawing Tools ; F O r y O U r p I C
- caption, insert a text

: box.

Fs

s immirmirml il B vYousll find
slelelelslsls) ——

Insert tab.

When you insert the text box, Drawing Tools appear.

@ Click the Format tab.
® Display the shapes gallery and point to any style.

® A preview of the style appears on the slide, applied to
the text box.
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Insert an org chart

As you saw earlier,
you can insert a
picture and other

__ graphics by using
—————— Sl icons in the Title and

"y

2 |+ Amy Rusko . Content |ayOUt.

CEO

-+ Nancy Davolio,
Admin. Asst)|

® [Text]
® [Text]

These include an icon for SmartArt graphics. SmartArt
graphics offer org chart layouts as well as all other
layouts for diagrams in PowerPoint 2007.
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Insert an org chart

As you saw earlier,
you can insert a
picture and other

: graphics by using
—————— Sl icons in the Title and

"y

2 |+ Amy Rusko . Content |ayOUt.

CEO

-+ Nancy Davolio,
Admin. Asst)|

® [Text]
® [Text]

a full gal l ery of the graphi ce
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Insert an org chart

The picture shows
some handy features
of working with a new
org chart.

Type your text here

E * Amy Rusko

CEO

-+ Nancy Davolio,
Admin. Asst)|

® [Text]
® [Text]

@ \When you insert the org chart, it adopts the colours of
the applied theme.

@® A Text pane appears next to the chart where you can
type text.

® Text you type in the Text pane maps to chart shapes and
appears in the chart as you type.
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Insert an org chart

— —m——

Also, now you can work in the other direction: convert an existing bulleted
list on a slide into a graphic.

Just use the Convert to SmartArt button E=M on the Home tab.

Look for SmartArt on the Insert tab if you prefer to insert your diagram
that way.

Clip Photo —
At Album - fl) Chart

Tllustrations
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Apply a simple animation

—

Home Insert IZ!h:esig;|r1‘1 Animations | Slide Show Review ‘n.-"ie1:n.r -Design Toapply a Slmple
E}.ﬁ.nimate: Mo Animation @ B | j}‘ £ [No Sound] anlmatlon tO your Org

= = 1M | Fast

review || 3 Custom A u:k:r::l:::“ —] A = 43l Apply To Al Chart’ go to the
— AN Fade Transition to This Slide AnimationS tab

IEJ_E As One Object
All At Onece
By branch one by one
By level at once

By level one by one

AL

Wipe
As One Object
All At Once
By branch one by one
By level at once

@ \ith the chart selected, click the arrow next to the
Animate box to get the list of effects.

@® Select an option for making the org chart pieces appear
on the slide.

®

As you point to an option, PowerPoint shows you a
preview of the animation effect.
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Set up the show, check spelling, review

Time to put the final
touches on your slide
show.

The commands for the
finishing tasks are on
the Slide Show and
Review tabs.

Narration, setup, and more: Use the Slide Show tab to
create narration and run through the show.

Spelling, research, and comments: On the Review
tab, run spelling checks, use the Research service and
thesaurus, and use comments to review the
presentation.
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