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New Look in Microsoft Office 2008

Microsoft Office 2008 introduces @slarlook and feel to Office 2004, with thexception of some&hanges andiew
features,including theStandard ToolbainsertRibbon and a new Palette.

Standard Toolbar

The Standard Too# is now a part of the presentatiomhen opening?owerPoint It may be turned on or off, but
cannot bedetached fom the presentation You can click oWiew MyToolbarsandcheckor uncheck Standard.

Palette

The Palette can be found on the right of yquesentation It is comprised of seven tabs
Formatting, ObjectSlide AnimationsScrapbook, Reference Tools, Compatibility Repod,ProjecPalette.
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b Slide Background

Clicking on a talwill change the available commands on the Palettés meant toprovideeasy access to tools
without having to search for them in éhMenu bar. The palette will be explained further detail on Page 8.



Appearance of Microsoft PowerPoint

After opening MicrosofPowerPoint you will be taken to a blarresentationand seethe followingscreen.

Click to add title

Click to add subtitle

Click to add notes

:E Normal View Slide 1 of 1

The default view in MicrosoffowerPoin2008 isNormal View displaying thegresentationin edit mode The
PresentationView can be changed by clicking the icons along the bottom of MicréxmfterPoint
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Creating a New Presentation
To begin a newresentation click onFileA New BlankPresentation If you would like to select different templates,
click on File and theRroject Gallery.

{New—# Recent  Project Center  Settings 1

Search 3)

Category
Blank Documents
My Templates
Brochures
Calendars
CD Labels
Coordinated Forms
Events :
Flyers Mail Message PowerPoint Presentation Word Document
» Home Essentials
Lavls o
» Ledger Sheets
» Marketing

Newsletters

Office Themes : ﬂ
Presentations -
Programs = B

Resumes Word Notebook Layout Word Publishing Layout v
Stationery

vy

wpaRl

Show: [AII Office Documents W

(Ganee) (Copom)

Opening a Presentation

To open an existingresentation click onFile 000 Open
A Open TheOpenwindow will appear. [« » |28 = m] (@ Documents %] (Qsearch )
Select the location where ychavesaved the  ~; ¢aren B [¥ About Stacks.pdf
file, then click on the file name from the list v piaces [ ichats
and click the Open button. You can also click [Edoeskeop - B Microsoft User Data -
%App,icaﬁ“_ || Movies.doc
the Openbutton on the PowerPointoolbar to ) couneer. % password
display theOpenwindow hown at right) ! Docu
J3 music
(@i Pictures
N
¥ MEDIA v I
H Muscic )
Enable: [ All Office Documents 4
Open: | Original $

(Cancel) [ Open )
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Saving aPresentation

To save @resentation click onFilelhSave If this is a newresentationthat you are saving for the first time, the
Save Aglialog box will open. Select the

location whereyou would likethe file to be Save As: | Presentation1 &)

saved, enter dile nameand click the Save
button. We have set Microsoft Office :
PowerPoint 2008 to save in the PowerPoint [i—:wcc:.sg m (\Qm“fkl} m

(«]»]) (22] =) ’: (i3] Documents "ﬂ Q search

file format (.docy, however, users outside of %‘U‘:;:ed B :

Eastman may have difficulty opening the | .0 - ke

presentation if they are on a previous versio » L —————

of Microsoft PowerPointlIn this case, you i T ————— B

can change a document to be savadhe Description

PowerPoint 2003/older file format (.doc). Windows, Cannor stre VA maco coe. o oo o ac and Pewsrroin 2067 for

Learn more about file formats

If you have previously saved the document,  ( Options... ) ( Compatibility Report... ) . Compatibity check recommended
CI|Ck|ngsaV3N|” save Changes to the eXiSting M Hide extension (* New Folder ( Cancel ) (- Save )
file.

If you prefer to have your changes saved to a different file, click on File Stnem As.

In addifon to saving as gpt and pptx, PowerPoin2008 has the ability to save directly to a PDF file. To save a
PowerPoinfpresentationas a PDF, click on File, then Save As, change the ForRaFt&elect the location where
you would like the file to be savednter a File name and cliSave. Note: Make sure you also save your
presentationas aPresentatiorf A f S | & @2dz 62y Qi 0S thabyberedtd frof Rithii (1 KS
Microsoft PowerPoint



Formatting Palette 0,005
: g . L g | * O lidd | s | é
This can be used to style yaiaxt boxes. (This will only appear whgsu aretyping in- v ront

a text box.) Name: |Calibri (Headings) =
Size: |44 . Tt
Font Formatting B|I|U | Al -
Select the text you want to format/change and then select the font, size, style and c »A;. ;:mem\::di‘m’:‘ 0
undeNJ a C2y (i d¢ C2NJ | RRAGIZANIWIFENt FIg y (i 2 LIG A » sulters and Numbering 2y

| P Quick Styles and Effects

If you wantto select all the text on a page, click @R A 0 h {PBwlerBaiit] | » e ses anafiee —
2008 also allows you to select multiple sections of text simultaneously. To select » colors, weights, and Fills
multiple sections, hold th¢36 key on the keyboard and then highlight multiple section” Shadon

b Reflection
of text. » Hyperlink
p Document Theme
p Slide Background

CopyPaste Text
Highlight the text you wish toopy; clickor® RA i Mhthé ehd&ar, move your cursor to the desired location,
andcliccO RAG Tt ads

Cut/Paste Text
Highlight the text you wish to move, click 8nR A {i  iffithe Melaii bar, move yowursor to the desired location,
andcliccO RAG Tt ads

Alignment and Spacing
t I NFANF LK F2NXYFGGAY3 2LGA2ya FNB | @FAtFrotS dzyRSNJ GK
By clicking otthis group you get access to these options:

1 Horizontal

1 Line Spacing

9 Orientation

i Paragraph Spacing
1 Indentation

For additional paragraph options, click 62 N I (i I i theNdend bal LIK

Bullets and Numbering
¢tKSasS 2LJiA2ya INB F@FrAflofS o éfvgu||et5’andNAumbering Syid Fy
the Formatting Palette. By clicking on eithiee bullets or numbering
the Styles option below will light up and you can i@ the appearance
of your bullets or numbers.

Type: | := |i= | Indent; .

= |i=
Style: NDHET Color: _'

A

For additional bullets and numbering options, clickd2 N I G Th . dzf £t Séia ' yR bdzyo SN



Styling Your Text

There are manwdditiond options to choose fronas wellwhen styling your text. These include:

Quick Styles and Effects
Size, Rotation, and Ordering
Colors, Weights, and Fills
Shadow

Reflection

Hyperlink

= =4 =4 4 4 =4

Document Theme ¥ Document Theme
This povides a number of preset colors and fonts to use throughout your ~ co°" M-HEIEE
presentation. By selecting a thermmeegroup ofsettingswill be applied
throughout the presentation. If you would like to create your own theme, clicl
ontheaNNB 6> | yR aQBRUS RXKEYSHP2 a/

Fonts: , Calibri

O Browse... E] Save Theme...

w Slide Background

Slide Background

You canchange the background of yoslide by using one of the preset »
backgrounds. If you would like to use a different background, you do | === \ﬁl l!/ u

68 OfAO|{AY3I 2y GC2N DD

D Hide Background Graphics

. FO1 ANE ¢

& Format Background...



[: NeNs) ObjeclPalet(e

. B = B | Uil | % |
Object Palette m'.*- = s

(Aishapes 9]
This palette canéused to insert variauitypes of objects into yowrowerPoint i i i i i m

presentation These include: -

Shapes i i i i

Clipart 6 A l i ﬂ
Symbols

Pictures (from iPhoto) é 6 6 6 e

I Y Jm

If you want to insert an object into yogresentation youcanclick and drag it ? i
into yourpresentation To change the size of how object appear, click on the E i i

Slider Baon the bottom. You can also search for a specific shape by using th i i ﬁ 6 @

Search Bajust below the slider bar. A i i ii ? )
For additional object options, click dnsertin the Menu bar F————0]
Q Enter a name to search 172 items

Scrapbook

The scrapbook allows you to add any photos you would like to insert into your PowerPoint presentation. By clicking
on the Add button, therAdd File you can insert any photo.

= =4 =4 =

e 00 Reference Tools

M kd | =
References 4 : 1%* Qlﬂﬁl%lé

This palette can be used to find a different synonym, definitiV> =
esaurus
tranlsationfor words. To use this, type a Word or Phrase int

» Encarta Encyclopedia

Search Baxthen select from/click on any of these options: » Dictionary
» Bilingual Dictionary
1'[ Thesaurus p Translation
. ¥ Web Search
9 Encarta Encyclopedia
1 Dictionary eou—— L
1 Bilingual Dictionary
1 Translation
1 Web Search

From there, it will give you the resalbf the word you typed.

For additional options, click ohoolsin the Menu bar.
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Compatibility Report O N TS T

g | 5 d B
- . . = e — b | =
|1© 0 0 C Report [5)
The compgtlplllty repqrt allows you.to check your P(.)werP0|.nt pres.entatlon B B S
compatibility issues with other versions of PowerPoint. It will provile y Check compatibilty with:
with the results and explanation for each result. 272008 =

o Check Document

Results:

For a list of compatibility i
your document, ¢ t
Document button.

Fix v Ignore ¥ Help

Explanation:

Project Palette

The project palette allows you to choose between different templates from other Office programs (i.e. Excel, Word,
and PowerPoint).
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Working with Slides
When starting a new presentation, you will pevidedwith one slide.To add an additional slide your

2]

presentation click onthe New Slidebutton Newsiide! in the toolbar or by clicking olmsertlHNew Slidefrom the
Menu bar.

To remove a slide, highlighte slidefrom the leftandclick onEditMpDelete Slidefrom the Menu bar.

To change the layout of a slide, click®ide Layout$rom the ribbon, and select the desired layout type.

| Slide Themes | Slide Layouts | Transitions | Table Styles | Charts | SmartArt Graphics ‘WordArt |

@RETTSS ( office Theme )

————————————————————————————
Title Slide
4h =
) Apply to slide . :I. I:‘ . :I. : . :I. : . :II : . :II : = G o
() Insert new slide

Page Setup
This can be found by going®A S Iy t. |IOBcéheré, $oil cahJ
make changes to your slide size and orientation.

To only change the page orientatiofiyour presentation, go under
Orientation and then select Portrait or Landscape.

Find & Replace

A word or phrase can be found within your presentatignusing the Find command. Select Find urigidit, enter

GKS 62NR 2NJ LIKNI} a8 Ay (mn8NextilitofiR 6 KI (¢ o02E | yR Of A 0]
A word or phrase can be replaced with another using the Replace command. Select Replaéaiinelgter the
wordorphrasdil KI i &2dz 6+ yid NBLX I OSR Ay (KS GCAYR 6KI(Gé 02E
SEA&GAYT 62NR 2NJ LIKNI a8 Ay GKS awSLi I+ OS 6A0GKE O02E®
the Replace Albutton or replace thevord or phrase one at a time by clicking tReplacebutton.
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