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New Look in Microsoft Office 2007  
Microsoft Office 2007 introduces a new look and feel by replacing the standard menu and toolbars with the 
Microsoft Office Button, Quick Access Toolbar, and Ribbon. 
 

 
 
 

Microsoft Office Button 
 
The Microsoft Office Button replaces the 

File menu within Microsoft PowerPoint 2007 and can 

be found in the upper-left corner of Microsoft 

PowerPoint 2007.  Clicking this button will open a 

menu that allows PowerPoint documents to be 

created, saved, deleted, moved, and printed.  You 

will also find a button titled PowerPoint Options in 

the lower-right corner of the menu that will enable 

you to configure settings for Microsoft PowerPoint 

2007 and a button titled Exit PowerPoint to quit 

Microsoft PowerPoint 2007. 

 

 

 

Microsoft Office Ribbon 
The Microsoft Office Ribbon replaces the menus and toolbars that could be found in previous versions of Microsoft 

PowerPoint.  The Ribbon is composed of various tabs that are task-driven.   

The example below is from a new PowerPoint document and has a ribbon that is comprised of seven tabs:  

Home, Insert, Design, Animations, Slide Show, Review, and View.  Clicking on a tab will change the available                  

                                                                                                                        commands on the Ribbon. 
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Items on the Ribbon are further organized by logical groups.    In the example below, Slide Show is the active tab of 
the Ribbon and all options related to starting a show can be found in the Start Slide Show section of the Ribbon. 
 

 
 
Note that the Microsoft Office Ribbon cannot be customized.  The Quick Access Toolbar should be used for 
customized command options. 

Microsoft Office Quick Access Toolbar 
The Microsoft Office Quick Access Toolbar is a new component of Microsoft Office 2007 that allows for a 
customizable toolbar to display a set of commands independent of the tab on the Ribbon that is currently displayed. 
 

 
 
To customize the Quick Access Toolbar, click the down arrow to the right of the commands.  A popup menu will 
ŀǇǇŜŀǊ ǿƛǘƘ ŀǾŀƛƭŀōƭŜ ŎƻƳƳŀƴŘǎΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ŎƻƳƳŀƴŘ ǘƻ ŀŘŘ ƛǘ ǘƻ ǘƘŜ vǳƛŎƪ !ŎŎŜǎǎ ¢ƻƻƭōŀǊΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ 
command you want in the popup menu, select More Commands from the menu.  This will open a new window that 
will allow you to select from all available Office commands.  You will also find the option to display the Quick Access 
Toolbar below the ribbon. 
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Appearance of Microsoft PowerPoint  
 

After opening Microsoft PowerPoint, you will be taken to a blank presentation and see the following screen. 

 

The default view in Microsoft PowerPoint 2007 is Normal, displaying the presentation in a view that allows you to 

see a preview of all slides available 

along the left, the slide work area (main 

portion of screen), and the notes area 

associated with a slide along the 

bottom.   The view can be changed by 

selecting the View tab on the ribbon and selecting one of the other Layout options from the Presentation Views 

logical group.  For additional information about the various views, see the section on the Presentation Views below. 

You can also change the Presentation View by clicking the view icons along the bottom of Microsoft PowerPoint. 

 

To change the zoom of the presentation, click the ς or + icons or drag the slider along the bottom of PowerPoint. 



 

7 
 

Creating a New Presentation  
To begin a new presentation, click the Microsoft Office Button and then click New.  The New Presentation window 

will appear, giving you various options to 

create a new presentation.   

You can start from a blank document by 

selecting Blank Document (this is selected 

by default) and then clicking Create. 

You can also create a new document from a 

pre-existing template in one of the 

categories along the side. 

 

 

 

 

 

Opening a Presentation  
To open an existing presentation, click the Microsoft Office Button and then click Open.  The Open window will 

appear.  Select the location where you saved the 

file, then click the file name from the list and click 

the Open button.  You can also double click on the 

file from the list to open the presentation. 
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Saving a Presentation  
To save a presentation, click the Microsoft Office Button and then click Save.  If this is a new presentation that you 

are saving for the first time, the Save As dialog 

box will open up.  Select the location where 

you would like the file to be saved, enter a File 

name and then click the Save button.  For 

compatibility reasons, we have set Microsoft 

Office PowerPoint 2007 to save in the old 

PowerPoint file format (.ppt).  You can change 

a presentation to be saved with the new 

PowerPoint 2007 file format (.pptx), but users 

on a previous version of Microsoft PowerPoint 

or PowerPoint for Mac may have difficulties 

opening the presentation. 

If you have previously saved the presentation, 

clicking Save under the Microsoft Office 

Button will save changes to the existing file. 

If you prefer to have your changes saved to a different file, click the Microsoft Office Button and then click Save As. 

In addition to saving as a .ppt and .pptx, PowerPoint 2007 has the ability to save directly to a PDF file.  To save a 

PowerPoint presentation as a PDF, click the Microsoft Office Button, then click Save As and PDF.  Select the location 

where you would like the file to be saved, enter a File name and then click the Publish button.  Note: You should also 

save the presentation as a PowerPoint ŦƛƭŜ ŀǎ ȅƻǳ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ ŜŘƛǘ ǘƘŜ t5C ŘƻŎǳƳŜƴǘ ǘƘŀǘ ȅƻǳ ŎǊŜŀǘŜ ŦǊƻƳ 

within Microsoft PowerPoint. 
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Home Tab - Styling your Presentation  

 

This tab can be used to style your presentation, including the formatting of fonts and paragraphs. 

Font Formatting 
Highlight the text you want to format and then select the font, size, style, and color 
under the Font group.  For additional font options, click the Show Font Dialog Box icon. 
Additionally, when you select a section of text, a faded menu will appear with font 
formatting options.  Moving your mouse over this popup menu will bring it in focus and allow you to select basic 
formatting options. 
If you want to select all of the text on a page, click Select Ą Select All under the Editing group.  PowerPoint 2007 
will also allow you to select multiple sections of text simultaneously.  To select multiple sections, hold the Ctrl key on 
the keyboard and then highlight multiple sections of text. 

Cut/Paste Text 
Highlight the text you wish to move, click on Cut under the Clipboard group, move your cursor to the desired 
location, and click on Paste under the Clipboard group. 

Copy/Paste Text 
Highlight the text you wish to copy, click on Copy under the Clipboard group, move your cursor to the desired 
location, and click on Paste under the Clipboard group. 

Paragraph Formatting 
Paragraph formatting options are available under the Paragraph group.   

The following options are available from the Paragraph group: 

¶ Bullets and numbered lists  

¶ Indentations, Sorting & Line Spacing 

¶ Alignment 

¶ Text Direction, Align Text (vertically), and Convert to SmartArt 

For additional paragraph formatting options, click the Show Paragraph Dialog Box 

icon.  
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Working with Slides 
New presentations will be created with one slide.   

To add an additional slide, click New Slide under the Slides group. 

 

 

 

 

To remove a slide, navigate to the slide you wish to remove and click Delete under the Slides group.  

To change the layout of a slide, click Layout under the Slides group 

and select the desired layout type. 

 

 

 

 

 

Drawing 
The Drawing Group offers tools for adding hand drawn objects to a presentation, such as lines, rectangles, triangles, 

ovals, arrows, and other shapes.  Select the shape from the Drawing group and then draw the shape in the 

presentation.  You can also arrange and apply styles to any hand drawn objects from the Drawing group. 

See the Drawing Tools Format Tab section below for information on working with drawing objects within a 

PowerPoint presentation. 

Find & Replace 
A word or phrase can be found within your presentation by using the Find command.  Select Find under the Editing 

ƎǊƻǳǇΣ ŜƴǘŜǊ ǘƘŜ ǿƻǊŘ ƻǊ ǇƘǊŀǎŜ ƛƴ ǘƘŜ άCƛƴŘ ǿƘŀǘέ ōƻȄ ŀƴŘ ŎƭƛŎƪ ǘƘŜ Find Next button. 

A word or phrase can be replaced with another using the Replace command.  Select Replace under the Editing 

ƎǊƻǳǇΣ ŜƴǘŜǊ ǘƘŜ ǿƻǊŘ ƻǊ ǇƘǊŀǎŜ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǊŜǇƭŀŎŜŘ ƛƴ ǘƘŜ άCƛƴŘ ǿƘŀǘέ ōƻȄ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ǿƻǊŘ ƻǊ ǇƘǊŀǎŜ ǘƘŀǘ 

ǎƘƻǳƭŘ ǊŜǇƭŀŎŜ ǘƘŜ ŜȄƛǎǘƛƴƎ ǿƻǊŘ ƻǊ ǇƘǊŀǎŜ ƛƴ ǘƘŜ άwŜǇƭŀŎŜ ǿƛǘƘέ ōƻȄΦ  ¸ƻǳ Ŏŀƴ ǊŜǇƭŀŎŜ ŀƭƭ ƻŎŎǳǊǊŜƴŎŜǎ ƻŦ ǘƘŜ ǿƻǊŘ ƻǊ 

phrase by clicking the Replace All button or replace the word or phrase one at a time by clicking the Replace button. 
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Insert Tab  - Inserting Objects  

 

This tab can be used to insert various types of objects, including tables, illustrations, links, text, and media. 

Headers and Footers  
To have a consistent footer on each slide of a presentation, click 

on Header & Footer from the Text group and then select the 

footer components that you want included. 

Components include Date and time, Slide number, and 

customized text (Footer). 

The option can also be set to not show the footer on the title 

slide. 

 

To have a consistent header and footer on each notes or 

handouts page of a presentation, click on Header & Footer 

from the Text group, click the Notes and Handouts tab and then 

select the header and footer components that you want 

included. 

Components include Date and time, customized text (Header), 

Page Number, and customized text (Footer). 

 

Symbols 
{ȅƳōƻƭǎ ǘƘŀǘ ŀǊŜƴΩǘ ŦƻǳƴŘ ƻƴ ŀ ƴƻǊƳŀƭ ƪŜȅōƻŀǊŘ Ŏŀƴ ōŜ ŀŘŘŜŘ ǘƻ aƛŎǊƻǎƻŦǘ PowerPoint presentations by selecting 

Symbol from the Text group.  A table of commonly used symbols will display.  Click on one of the symbols and click 

the Insert button. 

Media Clips 
To insert a video clip, click Movie under the Media Clips group and then select Movie from File if you have a video 

file you would like to use or Movie from Clip Organizer if you would like to use a clip from the Microsoft collection. 

To insert an audio clip, click Sound under the Media Clips group and then select Sound from File if you have an audio 

file you would like to use or Audio from Clip Organizer if you would like to use a clip from the Microsoft collection. 

 


