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Powerpoint 2007 - Introduction

MODULE DESCRIPTION

Powerpoint lets you develop computer-based presentations. Although there are many different
presentation software applications available, Microsoft Powerpoint 2007 is one of the most
popular and simplest to learn. Using PowerPoint you will be able to easily create computer-
based presentations by editing text content using familiar word processing techniques. This
module will guide you through the process of creating a presentation.
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|. GETTING STARTED WITH POWERPOINT

THE POWERPOINT SCREEN

2. The
Quick
Access
toolbar

3. The
Ribbon
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4. Slide
view

Zoom
bar

%0 add notes

6. View
Selector

| EXERCISE #1: The Zoom Bar

1. Navigate to the Zoom bar button and try zooming in and out.
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THE RIBBON

The Ribbon is a graphical menu system containing icons of common commands. It replaces the
Menu Bar and toolbars in previous versions of Microsoft Powerpoint. The Ribbon makes
navigation in Powerpoint more intuitive, and the order of the tabs echoes the process of
presentation creation.

Each Ribbon Tab contains grouped icons relating to that tab. There are seven default tabs, but
as we move forward, you may notice contextwual tab
on.

THE HOME TAB

BT REw9-0C ¢ Presentation2 - Microsoft PowerPoint
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Home gives standard formatting options-

Cut/Copy/Paste

New Slide and Slide layout options

Font selection and formatting (bold, italics, size, colors)

Text alignment and formatting (center, left-align, bulleted and numbered lists, text indent)
Drawing and layering tools

Document Searching (find/replace, select all)

THE INSERT TAB
@ AR bw9-C s Presentation2 - Microsoft PowerPoint
Home Insert Design Al

nimations Slide Show Review View Developer Add-Ins

Picture Clip Photo Shapes SmartArt Chart Hypert Action Text Header WordArt Date Slide Symbol Object Movie Sound
At Album~r ~ Box & Footer i & Time Number % i

i&lﬂﬂ@l@zgﬁ ") e L a2,

Insert lets you further modify your slides.

Insert Tables (or convert existing text to tables)

Slide enhancements (add photos, shapes, diagrams, and charts)
Links (insert web links)

Headers, Footers, and Page numbering (including new autoformats)

® Add media files, like video and sound
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THE DESIGN TAB
e =" ae e ) )+ Presentation2 - Microsoft PowerPoint

Home Insert Design Animations Slide Show Review View Developer Add-Ins

Setup Orientation v
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The Designt ab al |l ows you further control over your pre

e Page Setup (Formerly under the File menu. Allows the user to specify margins, paper
size, and slide orientation)

e Themes (these give the user quick access to professional-looking slide formatting
choices)

e Page Background (for borders and page colors)

THE ANIMATIONS TAB
@~ W "EE = JE Presentation2 - Microsoft PowerPoint

Home Insert Design Animations Slide Show Review View Developer Add-Ins

JL Transition Sound: | [No Sound] Advance Slide

1.} Animate:

Transmon Speed: |Fast On Mouse Click

i Ry Animati |
0 Custom ;j Apply To All | [ Automatically After;

The Animations tab gives options for customizing slide transitions.
e Preview (once you apply an animation, you can preview it here)
e Custom Animations
e Pre-set Animations and transition options, including timing

THE SLIDE SHOW TAB

N G AR Yl Presentation2 - Microsoft PowerPoint

Home Insert Design Animations Slide Show Review View Developer Add-Ins

[ - - ? jon *
i 3 {e ; g ‘_‘_‘a? ! ¥ Record N ’ : n: Use Current Resolution

@ Rehearse Timings 22/ Show Presentation Om

From From Custom Set Up Hide )
Beginning Current snde Slide Show ~ || Slide Show Slide [¥] Use Rehearsed Timings || [C] Use Presenter View

Ty

The SlideShow tab gives general presentation viewing options.
e The Start Slide Show group lets you view your presentation from the beginning or from
the current slide
e The Set Up group allows you to set timing, narration, and playback options
e You can also choose a target screen resolution for your presentation
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THE REVIEW TAB

@v‘?@_ﬁ;'i—:~“' D Presentation2 - Microsoft PowerPoint

Home Insert Design Animations Slide Show View Developer Add-Ins
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The Review tab gives options for reviewing and collaborating on your presentation.
e Spelling and Thesaurus
¢ Commenting and document protection options

THE VIEW TAB
v‘_b.ﬁ(-:m’?’ﬁ_"h—i N2 D Presentation2 - Microsoft PowerPoint
View Developer Add-Ins
Ruler q [ color] ol Samngean @
= = — Gridlines &= Grayscale Ly P Cascade
N I| Slide Notes Slide Slide Handout Notes Zoom Fitto Ne itch

5 . W | Swi
Sorter Page Show | Master Master Master ||| | Message Bar i Pure Black and White || window 53 Move Split | windows ~

BresantationV e R oW Hide” Toom T Color/Gravseal Window

Design Animations Slide Show Review

The View tab gives options for viewing presentation.

Several different presentation views, including Normal, Slide Sorter, and Notes
Ruler and Gridline options

Zoom

Color and B/W display modes

THE OFFICE BUTTON

Ri bbon. But there are stildl a few that we ha

@* Many of the tools have been moved from the menu bar (in previous versions) to the
to Save As?

These options are still there, but theyodove Db
top left-hand corner of the screen).
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New

Open
Save/Save As

Print
Prepare
Send

Publish
Close

This gives you options for opening Presentation Styles, as well as a
variety of other pre-made templates

As in previous versions

When choosing Save As, a list of saving options will appear, including
an option to save for older versions of Powerpoint

Print and Print Preview

This will let the user inspect a document for hidden/personal
information, as well as run a compatibility checker for other versions of
Powerpoint.

By email. An Outlook account must be previously set up on the
computer. Not possible for patron PCs or shared staff computers

Not an option from patron PCs or shared staff PCs

As in previous versions

EXERCISE #2: The Office Button

1. Navigate to the Office button and click on it.
2. Look at the options available under the Office button. Most of these options were
previously found in the Menu bar.

THE QUICK ACCESS TOOLBAR

Powerpoint 2007 includes a new feature, similar to custom toolbars in old versions of
Powerpoint. The Quick Access toolbar is customizable and users can add favorite or often-
used commands here. This toolbar is located just to the right of the Office button.

TS YA TR

The default commands in the Quick Access toolbar are:

New
Open

Save
Save As
Close
Undo
Redo

Print Preview

Page 7 of 20




To add commands to the Quick Access toolbar

1. Click on the Office button.
2. Click on Powerpoint Options.

On the next page, click Customize.

1. Click
Customize

2. Click All

Commands

Print »

Prepare b

@ N8 ET O

/ Publish ¥
= =S

_T Close

Recent Documents
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2] PowerPoint Options lXﬁ_«t PowerPoint

PowerPoint Options i B

21|

Popular
Proofing
Save
Advanced

I~ customize v
Add-Ins
Trust Center

Resources

iﬂg stomize the Quick Access Toolbar.

Choose cqmmands from:

Customize Quick Access Toolbar: i

IFor all documents (default)

) 3-DRotation
2\ 3-DTextRotation
B5 4 Slides
¥z S-Point Star
E§ 6 Slides
B33 9 Slides

About
% Acion
@ Add a Digital Signéture
[ Add Assistant
5 AddBullet
] Add Shape
= Add Shape Above
[ Add Shape After
"] Add Shape Before
! Add Shape Below

] Add Shape Options »
Add-Ins...
Adjust =l

I~ Show Quick Access Toolbar below the Ribbon

I n

o gk w

Click OK.

Choese dommands from:6
After you find the command you want to add, click Add >>.
Use the up and down arrow icons on the right to prioritize your commands.

<Separator>
| | 1slide »

S 25slides 3. Find the
E= 3Slides command
= 3-D Picture Rotation you want

) 3-DRotation... and click

Add>>

Add >>
Remove

N

New

Open

Save

Save As
Print Preview
Close

Undo

Redo

GSLRHELTY

Reset Modify.

4. Move the
command
up or down
on the list, if
desired.

P

b o x All Commands.
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NAVIGATING AND VIEWING A PRESENTATION

When working in Powerpoint, the ability to view and work with your slides in multiple ways will
help you to organize and modify your information. You can choose the view that best aligns with

how you work.

When you open Powerpoint, you begin in Normal view. Normal view displays three main areas:

1. The Slides and Outline pane
2. The Slide pane (the main window)
3. The Notes pane
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