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Creating a PowerPoint 2007 Presentation 
 

                                             Created:  28 November 2006 
 

Starting PowerPoint 2007 
 

Double click quickly  on the PowerPoint 2007 icon on the Windows desktop 

(see image on right ), or click the Start button in the lower left corner of the 

screen, and then click All  Programs, next move your cursor over Microsoft  

Office, then click Microsoft  PowerPoint 2007. 

 

In this tutorial, whenever we indicate that you need to click a mouse button, it will mean to 

click the left mouse button ï unless we indicate that you should click the right mouse button.  

So, always move the cursor over the ñplaceò we indicate and ñclick leftò unless we tell you 

otherwise. 

 

If you have been using PowerPoint 97, 2000, XP/2002 or 2007 this will be a wonderful 

journey.  You will find many exciting new features and enhancements.  Almost everything 

is ñgraphical.ò  When PowerPoint opens, the appearance of the screen will be very 

different.  Once you get used to the new 2007 features, we think youôll find it much easier 

to use as you create and edit your PowerPoint slides. 

 

In the image below youôll immediately see that the Menu Bar has been replaced by Tabs and 

Ribbons.  The Tabs and Ribbons are then divided into Groups.  Weôll be working with these 

new features in detail as we move through the tutorial.   

 

 Tabs Ribbons Groups 
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Notice, in the image on the last page, that the screen is ñsort ofò divided into three sections.  

 

Across the top are the Microsoft Office Button , the Quick Access Toolbar and the Tabs, 

Ribbons and Groups (indicated on the last page). 

 

 

 

 

 

  

 

If you refer to the Introduction to Microsoft 2007 

Tutorial  youôll find a detailed explanation of how 

to use these new features. 

 

 

 

 

 

On the left side of the PowerPoint screen youôll see an 

area that indicates Outline and Slides at the top.  When 

you first open PowerPoint 2007 youôll notice that the 

Slides Tab is ñwhite.ò  This means that youôll be able to 

see a small version of each slide as we create it. 

 

 

 

 

 

 

To the lower right-center of the 

screen, youôll see a PowerPoint 

Design Template.  Weôll be 

using these templates to create 

our slide show.  Weôll come 

back to this in more detail later 

in the tutorial. 

 

 

 

 

 

 

Microsoft Office Button 

Quick Access Toolbar 

Microsoft Office Button Quick Access Toolbar 
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Beginning the presentation 
 

Slide 1 

 

In PowerPoint 2007 a Slide Layout named Title Slide always appears first. PowerPoint 

ñthinksò that you want to start your presentation with a title.  So, logically, the Title Slide appears 

in the main section of the screen. 

 

After you understand PowerPoint a bit more, you can choose any of the layouts you desire. Weôll 

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

 

You will notice, in the lower left corner of the screen, Slide 1 of 1 is 

indicated.   

 

You will also see that your screen looks like the image below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Now weôll have some fun and create a PowerPoint 2007 presentation on how to make a 

Peanut Butter and Jelly sandwich.   

 

Place your cursor in the ñClick to add titleò box and Click the left mouse button.  Your text 

box, after you click, will lo ok similar to the one below. 

 

 

To insert the text in this formatted text box, we simply enter (type-in) the title: How to Make 

a Great PBJ ï go ahead and type this text in the box. 
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Now, Click in the second box ñClick to add sub-titleò and type: 

 

A Gourmet Recipe (tap the Enter key) 

From (tap the Enter key) 

Your Name (type in your name like 

Janie Schwark or Greg Butler) 

 

New Slide Button 
 

Now itôs time to create the next slide in your 

presentation.  To do this, weôll need to find  the 

New Slide button. 

 

At the top left of the screen, in the Home Tab 

you will see a New Slide ñbuttonò which looks 

like the image on the right .   

 

When you move your cursor arrow over the 

button you will see a Microsoft Help Text box 

appear that says New Slide.   

 

 Now this is a bit tricky é..   Look carefully at the lower right 

corner of the New Slide button and you will see a down 

arrow . 

 

Click-on the down arrow to create your next slide.  

 

 

If you accidentally click the button, and a new slide appears, donôt worry, weôll show you how 

to change to the slide format you desire later in the 

tutorial. 

 

 

 

 

 

 

When you click the arrow  an image similar to the one 

on the right  will appear.   Weôll use the Title and 

Content slide for our second slide.  Click  this choice.   
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Slide 2 
 

Your new Slide 2 should look like the image below ï 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 have been combined into this smaller number of choices.  All of the 

Layouts are available, but in new ñcombinations.ò 

 

 

The Title and Content 

slide (on the right ) 

combines several of the 

Text and Content 

Layouts. We can choose 

to use the Bulleted List, 

or the Content choices.  

For Slide 2 weôll use the 

Bulleted List. Weôll use 

the Content choices later. 

 

 

Click in the Click to add title box and type: Ingredients. 
 

Click  in the ¶ Click to add text box and type:       

 

Crunchy peanut butter (tap Enter) 

Homemade strawberry jam (tap Enter) 

Two slices of white bread (tap Enter) 

Milk  
 

 

 

 

Your Slide 2 should 

look like the image on 

the right. 

 

 

 

 

 

Notice how each line appears with a ñbulletò ( ¶  ) in front of it.  

 

As soon as you began typing ñCrunchy peanut butter,ò  you probably noticed that PowerPoint 

guessed that you wanted to use this Layout as a Bulleted list ï so it took away the Content 

choices.  This is a new feature in PowerPoint 2007.  

 



 6 

Saving your work   
 

Now would be a good time to save your 

work for the first time.   

 

Notice, you have the small save 

diskette in the Quick Access Toolbar. 

 

However, there is no longer a Menu 

Bar with File - Save.  The Microsoft 

Office Button is now used for File menu 

choices. 

 

Click  the Microsoft Office Button  and 

the menu on the right  will appear.  

Notice that we purposely moved our 

cursor over Save As and it turned 

orange.  We did this so you can see the 

various Save choices on the right side of 

the menu screen under Save a copy of 

the document.   

 

 

 

 

Noticeééééé You now have several new choices for saving your presentation. 
 

PowerPoint Presentation ï saves your presentation as a .XML (Extensible Markup 

Language) file.  This is a new saving format that creates a smaller file size.  However, this file 

type is not compatible with older versions of PowerPoint.  So, if you share your XML 

presentation with someone they will have to download a Compatibility Pack.  They will see a 

message similar to the one below when they try to open this file on an older version. 

 

   

 

 

 

 

 

 

If they click ñYesò ï they should be taken to a Microsoft Compatibility Page site for this 

download.  The current site is:  http://www.microsoft.com/office/preview/beta/converter.mspx. 

 

ñThe presentation they see may not look exactly like the one you created if it contains features 

from PowerPoint 2007 that they donôt have. But they can open, edit, and save it in the format for 

PowerPoint 2007.ò (2007 Microsoft Office Preview webpage) 
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PowerPoint 97-2003 Presentation ï as indicated, this choice is totally compatible with 

older versions of PowerPoint. 

 

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

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

 

In the upper left corner, of the Menu Screen that appears, you will see:  Save in: (see top 

arrow ).  Click-on the small ñ V ò to the right of the area next to Save in: (see arrows) and it 

will show you the various disk drives available on which you can save (image below).  Point to 

the drive you desire, and click-on it.  If you choose the 3½ Floppy (A: ) ï make sure you have a 

formatted diskette in the A drive.  If you choose the C: drive, choose the folder in which you 

want to save, by double clicking quickly on the folder.  

 

 

Now click in the box to the right of File name: and you will see that How to Make a Great PBJ 

has already been entered. 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, delete How to 

Make a Great PBJ and type in the file name you desire.  Then click Save (see arrows above). 

 

One of the really nice things about Office 2007 and PowerPoint 2007 is an auto-save feature that 

will save your file if you forget to ï if  something causes your computer to ñcrash.ò However, we 

still think itôs a good idea to save your PowerPoint presentation after each slide.  So weôll 

remind you to do this. 
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Other Slide Views 
 

The area running down the left side of the screen, which contained ñlittleò views of your 

slides, is called Normal View.  This is the ñdefaultò view for PowerPoint. 

 

 

 

In the lower right  corner 

of the screen you will see 

some ñbuttonsò that look 

like the image on the right: 

 
 

 

This is the PowerPoint View Toolbar. 

 

Slowly point (move) your cursor arrow over each button and pause a moment (donôt click-

on any of them yet). Note what the Text Help boxes indicate.  The first box (which looks 

ñdepressedò) indicates: Normal View.  The next: Slide Sorter View.  Then, Slide Show. 

 

To the right  of the buttons, you will see a Zoom area that will allow you to Zoom in or out to 

enlarge or decrease the size of your slides. 

 

Each button has its own unique use.   

 

The Normal View gives you a view of the entire slide as well as the ñmini-previewsò of each 

slide in the area on the left.  This is the one we have been using so far.   

 

Youôll also notice a Click to add notes section at the bottom of the Normal View screen.  In 

this area you can type ñspeaker notesò for each slide in the lower portion of the screen. When we 

cover printing, you will see that there is a print selection to print your speaker notes for each 

slide.  Then, during your presentation, you can refer to your printed notes.   

 

Click-on Slide Sorter View. 

 

In Slide Sorter View you can see small images of each slide.  In this view you can left click-on 

a slide 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 the old, round 35mm slide show trays 

where you pulled-out and stuck-in slides, in the order you desired. 

 

The last button is Slide Show.  Anytime you want to view your presentation, click-on this button.  

If you click on it now, you will see how the slide, on which you are working, will look.  Give it a 

try if you desire.  When you are finished looking at your slide, tap the Esc button/key in the top-

left part of your Keyboard.  This will take you back to the View in which you were working. 

 

Slide Sorter View 

Normal View Slide Show 

Zoom 
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Click Normal View to return to your slide creation area.  Weôll work with Slide Sorter View a bit 

later. 

 

The Undo Button 

 

One of the really handy ñthingsò about most Microsoft programs is the Undo 

Button (it looks like the image on the right ).  If you make a mistake ï no need 

to panic ï click the Undo button and this will remove your mistake.  Then you 

can try again.  The Undo Button is found in the Quick Access Toolbar on the 

top left of the screen.  Each time you click the Undo button, PowerPoint will ñgo backò one 

change. If you ñclick too far, there is a ñRedo buttonò that will ñundo the undo.ò  They are both 

very handy when you need them. 

 

Slide 3 
 

Click the down arrow in the lower right corner  of the New Slide button once 

again.   

 

  

 

 

 

When the New Slide choices menu screen appears, click 

the Two Content Slide. 

 

 

 

 

 

 

 

Your screen should look like the image below. 

 

 

 

 

You may use the two lower 

boxes for either Text or 

Content. 

 

Instructions on how to 

complete this slide are found 

at the top of the next page. 

 

 

 

Left Text or  

Content Box 

Right Text or 

Content Box 
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Click  in the top text box - Click to add title - and type:      Tools Needed 
 

Click in the left Text or Content Box - ¶ Click to add text and type: 

 

Knife (tap Enter) 

Spoon (tap Enter) 

Plate (tap Enter) 

Glass 
 

Right Text or Content Box 
 

Notice the small images in the right Text or Content Box of 

the new slide.  There are six ñtinyò icons in this area that will 

allow you insert a Table, Chart, SmartArt, Picture, Clip Art or Media Clip.  For this slide we 

want to insert a Clip Art image in this area.  So, carefully, 

move your cursor over the tiny image in the center of the 

bottom row (see arrow above).  When you do, the box will 

be highlighted and youôll see a small text help box appear 

which indicates  ï Clip Art .   

 

Click -on the Clip Art i mage (arrow above).  An image 

similar  to the one on the left will appear. 

 

 

 

 

Since our presentation tells how to make a peanut butter and 

jelly sandwich, we typed sandwich in the Search for : box.  

Then we clicked the Go button (see left arrows above).  A 

Microsoft Clip Art  Task Pane then appeared as you see on 

the left.   

 

Notice that there are a lot of sandwich clip art images 

available.  You can ñrun downò the choices by using the 

ñelevator barò on the right side of the Clip Art Task Pane. 

 

Move up and down the selections until you find one you like.  

Donôt worry that there arenôt many selections that look just 

like what you want.  Weôll show you how to find a lot more 

clip art as we go through this tutorial. 
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We moved down the selections until our Clip 

Art menu screen looked like the one on the 

right .  We chose the ñsandwichò on the 

right .  You find an image you like.  We then 

moved our cursor over the RIGHT EDGE  of 

the image we chose and a blue selection bar 

with a ñVò appeared.   We clicked the blue 

bar and the image and drop down menu you 

see on the right appeared.   We moved our 

cursor over Insert and clicked. 

 

 

The menu will disappear and you will see the 

image you selected on the right side of your 

slide. 

 

Note:  if your clip art selection does not 

appear, and you receive an error message, 

please read on below (where an explanation is 

given). 

 

 

Microsoft 2007 Clip Art  
 

As youôve noticed, Microsoft Clip Art 2007 Selection Screen is different than ñoldò Microsoft 

Clip Art screens that were used in the 97, 2000, XP and 2003 versions.  There are a lot more 

pictures and some other unique features. 

 

As we continue through this tutorial weôll be using additional methods to insert images in our 

PowerPoint presentation.  Once you ñget used toò the ñ2007 way,ò youôll see that the folks who 

created this neat feature were trying to assist you by having everything you need on the right side 

of the screen. 

 

If you choose a slide and the following message appears: 

 

Insert CD-ROM or other removable volume  

 

This means that when the Microsoft Clip Art Gallery was installed on your computer, not all of 

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

can place it in the CD drive and click a Retry button that will also appear.  If you donôt have the 

CD, then choose another image and try again.  Weôll show you a way to ñget around 

thisò dilemma later in the tutorial. 
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Slide 3 should look similar to the image on 

the right. 

 
 

 

Donôt forget to save your work!  

 

Closing the Clip Art Task Pane 

 
Before we go to Slide 4, weôll close the Clip Art Task 

Pane on the right side of the screen.  This will give us 

more room in the center to work on the next slides. 

 

To close the Clip Art Task Pane, click the small ñXò in the upper right corner of the Task 

Pane (image above on right ).  You will see the Task Pane disappear. 
 

Slide 4 
 

 

Click the down arrow in the lower right corner  of the New Slide button once 

again.   

  
 

 
 

Slide 4 will be another Title and Content 

slide.  Click  the Title and Content image 

in the New Slide menu screen. 

 

 

 

 

Click  on the top Click to add title box and type:  Directions 
 

Click  on the bottom ¶ Click to add text box and type: 

 

Open jars of peanut butter and jam (tap Enter) 

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

Use a spoon to get jam and spread it on the other slice of bread (tap Enter) 

Put two slices together and cut the sandwich in half (tap Enter) 

Put the sandwich on a plate (tap Enter) 

Pour a glass of milk (tap Enter) 

Enjoy 


