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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 ButtonQuick Access ToolhaandRibbon
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Design Animations Slide Show Review View
=] Layout ~ rRRIENE = == ‘[[1} Text Direction EN LGS Eh . Shape Fill 34 Find
A A (||[F=E= =
=3 Copy g Reset =] Align Text AL 1, ok 3 - s 22 Replace
New 7 U = 8 AV == = _ Arrange Quick
# Format Painter || glige~ % Delete (R g e =il === Convert to SmartArt !% R { } Efk - - Styles Shape Effects b Select =

Siaiag

=

Microsoft Office Button P

Recent Documents

Microsoft Upgrades.ppt =1

The Microsoft Office Button ("2 replaces the 1
2 ESM Computing Cycle.ppt 1=l

File menu within MicrosofPowerPoin2007 andcan
be found in the uppeteft cornerof Microsoft
PowerPoin2007. Clicking this button will open a
menu that allowdPowerPointdocumentsto be
created, saved, delete moved, and printed. You

will also find a button titledPowerPointOptionsin LE,:J

e
s Open
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the lowerright corner of the menu that will enable "

you to configure settings for MicrosdowerPoint 9 prepare »
2007and a buttortitled ExitPowerPointto quit
Microsoft PowerPoint2007.
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Microsoft Office Ribbon

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

PowerPoint TheRibbon is composed of various tabs that are tdsken.

The example below is fromrew PowerPointdocumentand has a ribbon that is comprisedsgventabs:

Home Insert,Design Animations Slide ShowReviewandView. 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, Békde Showvis the active tab of
the Ribbon and all options related starting a showcan be foundn the Start Slide Showection of the Ribbon.
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Note that the Microsoft Office Ribbon cannot be customized. The Quick Access Toolbar should be used for
customized command options.

Microsoft OfficeQuick Access Toolbar

TheMicrosoft 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
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To customize the Quick Access [bao, click thedown arrow to the right of the commands. A popup menu will
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command you want in the popup menu, selébre Commandgrom the menu. This will open a new window that

will allow you to select from all available Office commandeu will also find the option to displélye Quick Access
Toolbar below the ribbon.
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Appearance of Microsoft PowerPoint

After opening MicrosofPowerPoint you will be taken to a blarresentationand see the following screen.
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Click to add subtitle
Click to add notes
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The default view in MicrosoffowerPoin2007is Normal, displayinghe presentation in a view that allows you to
seea preview ofall slides available (=) * s Presentation] [Compatibility Mode
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selecting theViewtab on the ribbon and selecting one of the other Layout options fromRtesentationViews
logicalgroup. For additional information about the various views, see the section oPteeentatioriViewsbelow.
You can also change tReesentationView by clicking lhe view icons along the bottom of MicrosétowerPoint

|
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To change the zoom of th@esentation click theg or +icons or drag the slider along the bottomPdwerPoint
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Creating a New Presentati

on

To begin a newresentation click the Microsoft OfficButton andthen clickNew. TheNew Presentationwindow

will appear, giving you various options to
create a newpresentation

You can start from a blank document by

New Presentation
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Templates

Blank and recent
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selectingBlank Documentthis is selected
by default)and then clickingCreate

You can also create a new document from
pre-existing template in one of the
categories along the side-
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Presentations

‘ Search Mi
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Blank Presentation

|
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Opening a Presentation

Toopenan existingpresentation click the Microsoft OfficButton andthen clickOpen

appear. Select the location where you saved the
file, then click the file name from the list and click

the Openbutton. You can also double click
file from the list to open theresentation

TheOpenwindow will

on the
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Saving aPresentation

To savea presentation click the Microsoft Office Button and then cl8&ve If this is a newpresentationthat you

are saving for the first time, th8ave Aglialog
box will open up. Select the location where
you would like the file to be saved, enter a Fils
name and then click the Save button. For
compatibility reasons, we have set Microsoft
OfficePowerPoin2007 tosave in the old
PowerPoinffile format (ppt). You can change
apresentationto be saved with the new
PowerPoin2007 file format (Qptx), but users
on a previous version of Microsd®owerPoint
or PowerPoinffor Mac may have difficulties
opening thepresentation

If you have previously saveldpresentation
clickingSaveunder the Microsoft Office
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Authors: Jeremy Beyette
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Tools = Save ] I Cancel

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 the3ackcks

In addition to saving as ppt and pptx, PowerPoin2007 has the ability to save directly to a PDF file. To save a
PowerPointpresentationas a PDF, click the Microsoft Office Button, then click Save ARR#Rd Select the location
where you would like the file to be saved, enteFile name and then click the Publish button. Note: You should also

save thepresentationas aPowerPoinff A f S
within MicrosoftPowerPoint
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Home Tab - Styling your Presentation

Presentationl [Compatibility Mode] - Microsoft PowerPoint
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This tab can be used to style yqaresentation 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  ciigesy -3z - |a o |[=)]
under the Font groupForadditional font optionsclickthe Show Font Dialog Boxon._ (B 7 u - s 47 as-||A -

Additionally, when you select a section of text, a faded menu will appear with font Fon 5
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 pagdickSelectA Select Allunder the Editing groupPowerPoin2007

will also allow you to select multiple sections of text simu#tansly. To select multiple sections, hold @il key on
the keyboard andhen highlight multiple sections of text.

Cut/Paste Text

Highlightthe text you wish to moveclick onCutunder the Clipboard group, move your cursor to the desired
location, and click oRPasteunder the Clipboard group.

Copy/Paste Text

Highlight the text you wish to copy, click @opyunder the Clipboard group, move your cursor to the desired
location, and click oRPasteunder the Clipboard group.

ParagraphFormatting

Paragraph formatting options are available under the Paragraph group
The followingoptions are available from the Paragragioup:

Bullets and numbered lists | |:= . =
Indentations, Sorting &ine Spacing

Alignment £ = I
Text Direction, Align Text (vertically), and Convert to SmartAftisns-

Tj Convert to SmartArt -

= =4 =4 =

For additional paragraph formatting optiondick theShow Paragraph Dialog Box
icon.

#=. | LIft Text Direction -
= -_:JAHgn Text ~
2::| Convert to SmartArt -

Paragraph



Working with Slides

New presentations will be created with one slide.

To add an additional slide, cliblew Slideunder the Slides group.

Home ert Design Animati

=] & Cut 55| Layout ~
B, =
M

l5=| Reset

_______

ew
# Forma Slide ~ - Delete
Clipboard (] Slides

To remove a slide, navigate to the slide you wish to remove andxilgke under the Slides group.

To change the layout of a slide, clickyoutunder the Slides group
and select the desired layout typ

Title Slide Title and Content

Two Content Comparison Title Only

Drawing

The Drawing Group offers toolsrfadding 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 anydramdh objects from the Drawing group.

See theDrawing Tools Format Taection below for information on working witfrawing objectswvithin a
PowerPait presentation

Find & Replace
A word or phrase can be foundthin yourpresentationby using the Find command. Select Find under the Editing
ANRdzLE SYdSNJ GKS ¢2NR 2 NJ LK NFiddSlexbuyftoni KS aCAYR 6KI (¢

A word or phrasean be replaced with another using the Replace command. Select Replace under the Editing
IANRdzLE SYGSNJ GKS g2NR 2NJ LIKNI &S GKIG &2dz g yid NBLX |
aK2dzZ R NBLJX I OS (KS SEAAGDO$IASAENR 2REWKNI 882 DOV y i KB LK
phrase by clicking thReplace Albutton or replace the word or phrase one at a time by clickingReelacebutton.
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Insert Tab - Inserting Objects

This tab can be used to insert various types of objects, including tables, illustrations, links, terediad

Headers and Footers

To have a consistent footer on easlideof apresentation click
on Header& Footerfrom the Text group and theselect 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
handouts page of a presentation, click ldeader& 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 Nurher, and customized text (Footer).

Header and Footer

Slide | Notes and Handouts
Include on slide
Date and time!
Update automatically
(302007

English (United States)
Fixed
S/30{2007

Slide pumber

Western

Eooter

Don't show on Litle slide

-9

Apply to Al
Bpphy
Cancel

Header and Footer

Slide | Motes and Handouts

Include on page
Date and kime
Update automatically
5/30{2007

English (United States)
Fixed
5/30{2007

‘Western

Header

Page number
Eaofer

o=

Apply ko All
Cancel

Symbols

{edyvyoz2ta GKIFG | NByQi
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Symbol from thelextgroup. Atable of commonly used symbols will display. Click pa of the symbls andclick

the Insert button

Media Clips

To insert a video clip, cli®kovie under the Media Clips group and then selbtivie from Filéf you have a video
file you would like to use dvlovie from Clip Organizéryou would like to use a clip fromehMicrosoft collection.

To insert an audio clip, cli@oundunder the Media Clips group and then sel8cund from Filé you have an audio
file you would like to use okudio from Clip Organizéryou would like to use a clip from the Microsoft coliect
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