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New Look in Microsoft Office 2008  
Microsoft Office 2008 introduces a similar look and feel to Office 2004, with the exception of some changes and new 

features, including the Standard Toolbar, Insert Ribbon, and a new Palette. 

 

 

Standard Toolbar 
The Standard Toolbar is now a part of the presentation when opening PowerPoint.  It may be turned on or off, but 

cannot be detached from the presentation.  You can click on View Ҧ Toolbars and check or uncheck Standard. 

 

Palette 
The Palette can be found on the right of your presentation.  It is comprised of seven tabs:  

Formatting, Object, Slide Animations, Scrapbook, Reference Tools, Compatibility Report, and Project Palette. 

 

                            

Clicking on a tab will change the available commands on the Palette.  It is meant to provide easy access to tools 

without having to search for them in the Menu bar.  The palette will be explained in further detail on Page 8. 
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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 2008 is Normal View, displaying the presentation in edit mode.  The 

Presentation View can be changed by clicking the icons along the bottom of Microsoft PowerPoint. 
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Creating a New Presentation  
To begin a new presentation, click on File Ą New Blank Presentation.  If you would like to select different templates, 

click on File and then Project Gallery. 

 

Opening a Presentation  
To open an existing presentation, click on File 

Ą Open.  The Open window will appear.  

Select the location where you have saved the 

file, then click on the file name from the list 

and click the Open button.  You can also click 

the Open button on the PowerPoint toolbar to 

display the Open window (shown at right). 
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Saving a Presentation  
To save a presentation, click on File Ҧ Save.  If this is a new presentation that you are saving for the first time, the 

Save As dialog box will open.  Select the 

location where you would like the file to be 

saved, enter a file name and click the Save 

button.  We have set Microsoft Office 

PowerPoint 2008 to save in the PowerPoint 

file format (.docx); however, users outside of 

Eastman may have difficulty opening the 

presentation if they are on a previous version 

of Microsoft PowerPoint.  In this case, you 

can change a document to be saved in the 

PowerPoint 2003/older file format (.doc). 

If you have previously saved the document, 

clicking Save will save changes to the existing 

file. 

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

In addition to saving as a .ppt and .pptx, PowerPoint 2008 has the ability to save directly to a PDF file.  To save a 

PowerPoint presentation as a PDF, click on File, then Save As, change the Format to PDF.  Select the location where 

you would like the file to be saved, enter a File name and click Save.  Note: Make sure you also save your 

presentation as a Presentation ŦƛƭŜ ŀǎ ȅƻǳ ǿƻƴΩǘ ōŜ ŀōƭŜ ǘƻ ŜŘƛǘ ǘƘŜ t5C ŘƻŎǳƳŜƴǘ that you created from within 

Microsoft PowerPoint. 
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Formatting Palette  
This can be used to style your text boxes.  (This will only appear when you are typing in 

a text box.) 

Font Formatting 
Select the text you want to format/change and then select the font, size, style and color 

undeǊ άCƻƴǘΦέ  CƻǊ ŀŘŘƛǘƛƻƴŀƭ Ŧƻƴǘ ƻǇǘƛƻƴǎΣ ŎƭƛŎƪ ƻƴ CƻǊƳŀǘ Ҧ Font. 

If you want to select all the text on a page, click on 9Řƛǘ Ҧ {ŜƭŜŎǘ !ƭƭ.  PowerPoint 

2008 also allows you to select multiple sections of text simultaneously.  To select 

multiple sections, hold the  key on the keyboard and then highlight multiple sections 

of text. 

Copy/Paste Text 

Highlight the text you wish to copy, click on 9Řƛǘ Ҧ /ƻǇȅ in the Menu bar, move your cursor to the desired location, 

and click 9Řƛǘ Ҧ tŀǎǘŜ. 

Cut/Paste Text 

Highlight the text you wish to move, click on 9Řƛǘ Ҧ /ǳǘ in the Menu bar, move your cursor to the desired location, 

and click 9Řƛǘ Ҧ tŀǎǘŜ. 
 

Alignment and Spacing 
tŀǊŀƎǊŀǇƘ ŦƻǊƳŀǘǘƛƴƎ ƻǇǘƛƻƴǎ ŀǊŜ ŀǾŀƛƭŀōƭŜ ǳƴŘŜǊ ǘƘŜ ά!ƭƛƎƴƳŜƴǘ ŀƴŘ {ǇŀŎƛƴƎέ ƎǊƻǳǇΦ 

By clicking on this group, you get access to these options: 

¶ Horizontal 

¶  Line Spacing 

¶ Orientation 

¶ Paragraph Spacing 

¶ Indentation 

For additional paragraph options, click on CƻǊƳŀǘ Ҧ tŀǊŀƎǊŀǇƘ in the Menu bar. 

Bullets and Numbering 
¢ƘŜǎŜ ƻǇǘƛƻƴǎ ŀǊŜ ŀǾŀƛƭŀōƭŜ ōŜƭƻǿ ǘƘŜ ά!ƭƛƎƴƳŜƴǘ ŀƴŘ {ǇŀŎƛƴƎέ ƎǊƻǳǇ ƛƴ 

the Formatting Palette.  By clicking on either the bullets or numbering, 

the Styles option below will light up and you can change the appearance 

of your bullets or numbers. 

For additional bullets and numbering options, click on CƻǊƳŀǘ Ҧ .ǳƭƭŜǘǎ ŀƴŘ bǳƳōŜǊƛƴƎ. 
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Styling Your Text 
There are many additional options to choose from as well when styling your text.  These include: 

¶ Quick Styles and Effects 

¶ Size, Rotation, and Ordering 

¶ Colors, Weights, and Fills 

¶ Shadow 

¶ Reflection 

¶ Hyperlink 

Document Theme 
This provides a number of preset colors and fonts to use throughout your 

presentation.  By selecting a theme, a group of settings will be applied 

throughout the presentation.   If you would like to create your own theme, click 

on the aǊǊƻǿΣ ŀƴŘ ǎŎǊƻƭƭ Řƻǿƴ ǘƻ ά/ǊŜŀǘŜ ¢ƘŜƳŜΦέ  

 

Slide Background 
You can change the background of your slide by using one of the preset 

backgrounds.  If you would like to use a different background, you do so 

ōȅ ŎƭƛŎƪƛƴƎ ƻƴ άCƻǊƳŀǘ .ŀŎƪƎǊƻǳƴŘΦέ 
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Object Palette  

 

This palette can be used to insert various types of objects into your PowerPoint 

presentation.  These include: 

¶ Shapes 

¶ Clipart 

¶ Symbols 

¶ Pictures (from iPhoto) 

If you want to insert an object into your presentation, you can click and drag it 

into your presentation.  To change the size of how object appear, click on the 

Slider Bar on the bottom.  You can also search for a specific shape by using the 

Search Bar just below the slider bar. 

For additional object options, click on Insert in the Menu bar 

Scrapbook  
The scrapbook allows you to add any photos you would like to insert into your PowerPoint presentation.  By clicking 

on the Add button, then Add File, you can insert any photo. 

References 
This palette can be used to find a different synonym, definition, and 

tranlsation for words.  To use this, type a Word or Phrase into the 

Search Box, then select from/click on any of these options: 

¶ Thesaurus 

¶ Encarta Encyclopedia 

¶ Dictionary 

¶ Bilingual Dictionary 

¶ Translation 

¶ Web Search 

From there, it will give you the results of the word you typed. 

For additional options, click on Tools in the Menu bar. 
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Compatibility Report  
The compatibility report allows you to check your PowerPoint presentation for 

compatibility issues with other versions of PowerPoint.  It will provide you 

with the results and explanation for each result. 

 

 

 

 

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 be provided with one slide.  To add an additional slide to your 

presentation, click on the New Slide button  in the toolbar or by clicking on Insert Ҧ New Slide from the 

Menu bar.   

To remove a slide, highlight the slide from the left and click on Edit Ҧ Delete Slide from the Menu bar. 

To change the layout of a slide, click on Slide Layouts from the ribbon, and select the desired layout type. 

 

 

Page Setup 
This can be found by going to CƛƭŜ Ҧ tŀƎŜ {ŜǘǳǇ.  Once here, you can 

make changes to your slide size and orientation. 

To only change the page orientation of your presentation, go under 

Orientation and then select Portrait or Landscape. 

 

 

 

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

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 Edit, enter the 

word or phrase 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 ǇƘǊŀǎŜ ōȅ ŎƭƛŎƪƛƴƎ 

the Replace All button or replace the word or phrase one at a time by clicking the Replace button. 

  


