Creating a PowerPoint 2007Presentation

Created:28 November 2006

Starting PowerPoint 2007

Double click quickly on thePowerPoint 2007 icon on théWindows desktop
(seeimageonright), orclick the Start button in thelower left corner of the
screenandthenclick All Programs, nextmove your cursor ovevlicrosoft
Office, then clickMicrosoft PowerPoint 2007.

In this tutorial, whenever we indicate that you needittk a mousebutton, it will mean to

click theleft mouse buttoni unless we indicate that you should click the right mouse button.
So,alwaysnove the cursor overfitheckplateo wel esdi @
otherwise.

If you have beenusing PowerPoint 97, 200Q XP/2002 or2007this will be a wonderful

journey. You will find many exciting new featuresand enhancements Almost everything

i s A gr a\Wwhemn RowdrPointopens the appearance of the screen will beevy

different. Once you get used to the ne®007features,wethi nk youod!l | find it r
to use as you create and edit your PowerPoint slides

I n the i mage bel ow y oMeauBarhasheenemacealy&dbsands ee t ha:
Ribbons. TheTabsandRibbons are therdivided into Groups. We bl | ithéheswor ki ng
new featuresn detail as we move through the tutorial.
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Notice, in the imageon thelast page that thescreeni s i sdividdd into three sections

Across the topare theMicrosoft Office Button, theQuick Access Toolbarand tre Tabs,
Ribbons and Group@sndicated on the last page)
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Tutorial y o u 0 | Idetailed exdlanationof how

Home Insert to use these new features.

| siides " Qutline x |

On theleft sideof the PowerPointscregioudo | | s ee an
areathat indicate®©utline andSlidesat thetop. When

you first open PowerPoi2007 y o unticd that the

Slides Tabi swhit@. 0 This means that
see a small version of each slices we create it.

To thelower right-center of the
screeny o us@dalPowerPoint
Design Template We 6 |
using these templates to create
our slide sméow.
back to this in more detail later
in the tutorial
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Beginning the presentation

Slide 1

In PowerPoint 2007 8lide Layout namedTitle Slide always appears first PowerPoint

Athinkso that you want to start your present a;

in the main section of the screen.

After you understand PowerPoint a bit more, youcan&ooa ny of t he | ayout s

show you how to do this as we proceed through the tutorial.
|

) L ) Slide 1 of 1
You will notice, in thdlower left corner of the screen, Slide 1 of b m— E—

indicated r -,; start

You will also see that yowscreen looks liketheimagebelow.

___________________________________________________________________________________________________________________________________________

Now weol | have some f u2007@resahtatonm om hoivéo make® ower Po i

Peanut Butter and Jelly sandwich.

Place yourc u r s o r Clickmo additeo i b o Cliclatimedeft mouse buttonYour text
box, after you clickwill lo ok similar to the one below.
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To insertthe text in this formatted text bowe simply enter type-in) the title:How to Make
a Great PBJT go ahead and type this text in the box
3
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Now, Click int h e s e c@lickdo adddsubt i tahdeype:

A Gourmet Recipe(tapthe Enter key)\

From (tap theEnter key) Click to add subtitle
Your Name (type in your name like
Janie Schwarkor Greg Butler)

New Slide Button

Now i t Oqeatethe mext slideoin your NI )
presentation TO do th|$W € 6 l l flndetrEd 1 ‘—i-:/) Home Insert Design Animations Slide She
New Slidebutton. E——— ) Doy
—1 =3 Copy EReset LS
At the topleft of the screen, in theome Tab TREE < Fomat Pointer || sie - 5] Detere || PSSR s
youwillseeaNe w S| i d ewhighdaokst o Elpbond 2 —— '
like theimageontheright . T N [
1 Add a slide to the presentation.

When youmoveyour cursor arrow over the - @ Press F1 for more help.
button you willseea Microsoft Help Text box e
appear that saydew Slide
Now this B abit tricky € . .Look carefully at thdower right |
corner of theNew Slide buttonand you will see down
arrow. | Mew

Slide ~

Click-on the down arrowto create younext slide.

If you accidentally click thebutton, and a new slide appeadsp n 6 t , w ovid@wydu hawv
to change to the slide format you desire later in the

tutorial.
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Title Slide Title and Content Section Header

When youclick thearrow animagesimilar to the one
on theright will appear. We 6 1 | Titlsand t h e
Content slide for our second slideClick this choice.

Two Content Comparison Title Cnly
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Caption Caption
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Slide 2
Your newSlide 2 should look like themage belowi even if you did not click the arrow.
For those who are familiar with previous versions of PowerPoint, you will notice that several

different Slide Layouts havgeencombined into this smaller numbeirchoices. All of the
Layouts are available, but in new Acombinati o

TheTitle and Content Click to add title
slide(on theright)

combines several of the
Text and Content * Click to add text
Layouts. We can choose

to use the Bulleted List,

or the Contenthoices.
For Sl i dethe2
Bulleted ListWe 6 | | u
the Content choicdater.

Click in theClick to add title box and typelngredients.
Click in the Click to add text box and type:

Crunchy peanut butter (tap Enter)
Homemade strawberry jam (tap Enter)
Two slices & white bread (tapEnter)
Milk

Ingredients
Your Slide 2 should

look like the imageon |« Crunchy peanut butter
the right.

* Homemade strawberry jam
* Two slices of white bread

* Milk

Notice how each | i nefmmiaeits with a Abull et o

As soon as you began typifiGrunchy peanut buttergqoou probably noticed that PowerPoint
guessed that yowantedto use this Layout as a Bulleted lisso it took away the Content
choices.This is a new feature in PowerPoint 2007.



Saving your work

Now would be a good time to save your \l/

work for the first time.
, ) H9- 06 )
Notice, you havethesmall save o2 /

diskette in theQuick Access Toolbar

Save a copy of the document

New
PowerPoint Presentation
However there iSlO |0ngeraMenu = | ——| Save the presentation in the default file
i Ei H ./ Qpen format.

Bar Wlth Flle ! Save' ThMlcrOSOft = PowerPoint Show
Office Button is now usedor File menu - = [ eRdein 0

. 2 Slide Show view.
choices.

— | Save a copy of the presentation that is fully
compatible with PowerPoint 97-2003.

H - @ PowerPoint 97-2003 Presentation
Click the Microsoft Office Button and )

: ) — ; PDF or XPS
themenuon the”ght will appear. e Print ; g Publish a copy of the presentation as a PDF
Notice that wepurposely moved ou s

. E ' | == Other Formats

cursor Oversave Asand It turned ! h Open the Sal_reAs dialog box to select from
orange.We did this soyou canseethe o Sl s
various Save choicesn the right side of
the menu screen undgave a copy of L7 Publish >

the document

L
| Llose
il

| _] PowerPoint Options | |X Exit PowerPoint

Not i c e é é ¥oérdw have several new choices for saviogrypresentation.

PowerPoint Presentatiori saves your presentation as a .XML (Extensible Markup
Language) file. This is a new saving format that creates a smaller file-gireever, his file
type is not compatible with older versions of PowerPo8, if you share your XML
presentation witsomeonehey will have to download a Compatibility Pack. They will see a
message similar to the one below when they try to open thmfiéen older versian

Microsoft Office PowerPoint

9 This file was created by a newer version of Microsoft PowerPaink, Do you wank
x..':].) ko download a converter so that wou can work with this File?

[ Ves ] [ Mo ]

| f t hey ictheysbokldbé taken 0@ Microsoft Compatibility Page site for this
download. The current site i$ittp://www.microsoft.com/office/preview/beta/converter.mspx

AThe presentatiotheysee may not look exactly like the one you created if it contains features
from PowerPoih2007 thatheyd o rhéve. Butheycan open, edit, and save it in the format for

PowerPoint2006. ( 2007 Microsoft Office Preview webpa



PowerPoint 972003 Presentatiori as indicated, this choice is totally compatible with
older versions of PowerPdin

PDF or XPST1 You can now save your presentations as PDF Files! Wow!

Forthis tutorial we are going to save our file as a PowerPoint Presentation.

In theupper left corner, of the Menu Skeen that appears, you will seBave in (seetop

arrow). Click-on thesmallii Mo tlderight of the area next to Save in(seearrows) and it
will show you the varioudisk drives availableon which you can sa@mage below. Point to
thedrive you desire andclick-on it. If you choose th8% Floppy(A:) i make sure you have a
formatted diskettein the A drive. If you choose the Qirive, choose the folder in which you
want to saveby double clickingyuickly on the folder.

Save in: £} My Dacuments ﬁ; & -0 X ChEE-
o @ Deskbop A
| ga 35 My Computer
My Recent q.:- Local Disk, ((_Z:)
Documents - DYD-RAW Drive (D)
=% Murray_t§ on 'Staffsery’ (Pi)
FT' Z% avgon lonaslisoftsery' (2:)
- Ty Metwork Places
Desktap MMy Documents =
) FTP Locations w
& Ty Web Sites
__,_f .-J_,rJSharePDint Drafts
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-
5
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My Metwark
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File name: |H0w ko Make a Great PE] w |
5ave as bype: |P0werP0int Fresentation 2 |
— e ][ concel ]

Now click in the box to the right dfile name andyou will see that How tdlake a Great PBJ
has alreadyeenentered PowerPoint assumes you desire to name your presentation with the
name of your first text entry in your first slide. If you do not want this name, déteteo

Make a Great PBJ artgpe inthe file name you desr Therclick Save(seearrows above.

One of the reallyicethings about Offic007andPowerPoin2007is an autesave featuréhat
will save your file if you forget té if something causes your computeo i cHowesehweo

stilt hi nk odidgasSayEyguoPowerPoint presentation after each slide So webodl

remind you to do this.



Other Slide Views

Thearea running down the left side of the screen wh i ¢ h litle dvievesof yoeird  fi
slides is calledNormal View. Thi s i sultthoe viideewW af or Power Poi nt .

I Slide Sorter View I

In thelower right corner
of the screen you will see V '
S 0 miguttofisd atldok IR [ ()l

like the image on the right

Normal View Slide Show

This is thePowerPoint View Toolbar.

Slowly point (move) your cursor arrow over eactbutton andpauseamoment (d 0 nckick-
on any ofthemyet). Note what the Text Help boxes indicate. The first box (which looks
Adepr es s e dNormal Viewd The aextS8lisle SorterView. Then Slide Show

To theright of the buttons, you will seeZzoom areathat will allow you to Zoom in or out to
enlarge or decrease the size of your slides.

Eachbuttonhas its own unique use.

TheNormal View gives you a view of thentire slideas wel | @3 etvh e wkmi mif e a
slide in the area on the left. This is the areehavebeenusing so far.

Y o u ddorotice aClick to add notessection at théottom of the Normal Viewscreen In

this area you can type fAspeaker noteso for ea
coverprinting, you will see thathere is a print selectido print yourspeakenotes for each

slide Then, during your presentatioygu can refer tqour printed notes.

Click-on Slide Sorter View.

In Slide SorterView you can see smathages of eachlide. In this view you canleft click-on
aslide and,while holding down the left mouse button, drag your slide to any position in

your show that you desire This view assists you in arranging your slides in the order that you
desire for your presentation. This view is sort of like olgdround 35mm slide show trays

where you pullegbut and stuckn slides in the order you desired.

The lastbuttonis Slide Show Anytime you want tawview your presentatiarelick-on this button
If you click on it now, you will see how the sédon which you are workingvill look. Give it a
try if you desire. When you are finished looking at your slide, tag#ieebutton/keyin thetop-
left part of yourKeyboard. This will take you back to the View in which you were working.



Click NormalViewt o return to your slide creation area
later.

The Undo Button

One of the really handy At hi nupdod0 about
if:l o Button (it looks like theimageon theright). If youmake a mistakei no need
to panici click theUndo button and this will remove your mistake. Then you
can try again. The Undo Button is found in @eick Access Toolbaron the
top left of the screen. Each time you click tdedobuttonPower Poi nt wanel | A
changel f you fAclick too far, there is a fARed
very handy when you need them.

go b
o bu

Slide 3
Click thedown arrow in thelower right corner of theNew Slide buttononce
| again
=] Layout - =
I NE‘W I lNJlgReset — Ll | 3
Slide "h [Siide 1% Delete || EEAMIESN TN, hal 2 200 [P
A Office Theme
When tha\lew Sllde Chu:es menu Screen appemk Title Slide Title and Content: Section Hea.(.j-;:

theTwo Content Slide

Twao Content Comparison Title Only

Elank Content with Picture with
Caption Caption

Y our screenshouldlook like theimagebelow.

7] Duplicate Selected Slides

G5 slides from Outline...
=

=] | Reuse Slides..,

Click to add title

You may use the two lower

+ Click to add text * Click to add text boxes for either Text or
Content.
‘ Left Text or ‘ ‘ Right Text or ‘
Content Box Content Box .
Instructions on how to

complete this slide are found
at the top of the next page




Click in thetop text box - Click to add title- and type: Tools Needed

Click in theleft Text or Content Box- § Click to add texand type:

Knife (tapEnter)
Spoon(tap Enter)
Plate (tap Enter)
Glass

8l
Right Text or Content Box ‘&

Notice thesmall imagesin theright Text or Content Box of

the newslide. There arsixfit i n y dn thisamreathat will

allow you insert & able,Chart, SmartArt,Picture, dip Art or MediaClip. For this slide we
want to insert &lip Art image in this ara. Sogcarefully,
move your cursor over the tiny image in thecenter of the

ES"" “;tf — bottom row (seearrow above. When you do, the box will
Earch For: . . A
oo b e .h i g h"I i g hse¢ez stnallEext ltelp Pox appdarl
which indicatesi Clip Art .

Search in:

All collections b . . . .
T Click-on theClip Art i mage(arrow above). Animage

All media fle types - similar to the one ontheleft will appear.

Since our presentatidrlls how to make a peanut butter and
jelly sandwich, weyped sandwichin the Searchfor: box.
Then weclicked the Go button éeeleft arrows above. A
Microsoft Clip Art Task Pan¢henappearedas you see on
theleft.

Notice that there ara lot of sandwichclip art images
available. Youcainr un down o0 byubimgthe hoi ces
i el e v a too therightesidedof theClip Art Task Pane

Move up and down thselections until yofind one you like.

Dondét wor ry rmamyselectioms¢hatokguste n 6t

like what you want We 61 | show you how to
clip art as we go through this tutorial.

|&] organize dips. ..
] D}J Clip ark an Office Onling

1) Tips Faor finding clips
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We moved downthe selections until ou€lip
Art menuscreeriooked like the one on the
right. Wechosethefisandwicho on the
right. You find an image you likeWe then
movedour cursor over theRIGHT EDGE of
theimagewe chose and blue selection bar
wi t h appearddoWeclicked theblue
bar and theamageanddrop down menuyou
see on theight appeared. We moved our
cursor over Insert andclicked.

Search For:
sandwich
_ Search in:

All collections A
Resulks should be:

all media file tvpes

Insert
The menu will disappear and you will see the

image you selected on the right side of your
slide.

Copy

i X W

Make Available Offline...

3 s

ks

Note: if your clip art selection does nb
appear, and you receive agrror message Edit Keywords...
pleaseread on below (where arexplanations Find Similar Style

glve n) ' I Preview/Properties

Microsoft 2007Clip Art

As youbve not i ce20Q7SeMctienrSoeeositf fCd ri @n tArtth an
Clip Art screens that were used het97 200Q XP and 200¥ersions There are a lot more
pictures and some other unique features.

As we continue through this tutorial webol

Power Point presentati oB007wayOocgoydlul igete
created this nedéaturewere trying to assist you by having everything you regethe right side
of the screen.

If you choose a slide andhe following message appears:

Insert CD-ROM or other removable volume

This mens that when thilicrosoft Clip Art Gallery was installed on your computer, not all of

i ol

the images were loaded (to save hard disk drive space). So, if you have your installation CD you
don

can place it in the CD drive and click a Retry button that will gispae a r . I f you

CD, then choose another image and try agilile 0 | | show you a way

thiso dilemma | ater i n the tutori al

11
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Slide 3 should look similar to the imaga
the right

Dondt f oryywworkt o sjave

Closing the Clip Art Task Pane

Bef ore we go closetheSlip ArdTask4, we ol |
Paneon theright side of the screen This will give us
more room in the centéo work on the next slides.

To closetheClip Art Task Pane, clickthes ma |l | A X0 iight carrfereof the@aslke r
Pane imageabove orright). You will see the Task Pane disappear.
Slide 4

| Click thedown arrow in thelower right corner of theNew Slide buttononce
again
| New |

Slide @

Slide 4will be anothefTitle and Content
slide Click theTitle and Content image

in the New Slide menu screen. \

Click on thetop Click to add titlebox andtype: Directions

Click on thebottom ] Click to add texbox andtype:

Open jars of peanut butter and jam(tap Enter)

Spread peanut butter on one slie of bread with a knife(tap Enter)

Use a spoon to get jam and spread it on the other slice of bre@dp Enter)
Put two slices together and cut the sandwich in ha{tap Enter)

Put the sandwich on a platgtap Enter)

Pour a glass of milk(tap Enter)

Enjoy
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