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Status Bar

PowerPoint’s Views

=] Normal View

Pictured above, it shows the Slide/Outline Pane on the left.
The main part of the window shows the current slide view.

o= Slide Sorter view
— Shows a thumbnail image of each slide. Click and drag a
slide wherever you want and the presentation will update.

E' Start Slideshow
Starts the slide show from the current slide. Useful if you

are testing the animation of a slide, the current slide will
open in full screen as if you were in the audience.

Slide View vs. Outline View

each slide in the presentation.
| slides ™ Outline

Slide View displays a thumbnail of

+

View/Zoom Tools

Outline View displays the text content
of each slide; you can edit the text.

| Slides ™ Outline ™

4 Superior Text
Text in PowerPoint 2007
has learned new tricks.
There are handy features
like strikethrough and
advanced features like
character spacing control.
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The Quick Access Toolbar

Office 2007 has dispensed with all toolbars used =~ Adding commands is easy. You can

in previous versions. Instead, there is a Quick click the pull-down icon to the right of C“; ) = v h.

Access Toolbar which is always located at the the toolbar and add a common | Home | infht | Customize Quick Access Toolbar
top of your screen which can be used to add command, as shown on the right. " k. New

any command you like. You can also right-click any command =] = Open

. . - . P ’:J R(
in the ribbon and click Add to Quick Paste New 7,
Access toolbar. - Slide > % D

’b N @d9-0 - 44— In PowerPoint options, you can further Chpboard = Shides|
! ‘% customize such that when you open a Slides \ Outline X
.--’)l certain presentation, a custom toolbar Print Preview

[ I V| speling =

will appear just for that presentation.
Inserting a Basic Table

A table is a grid where each row and column

Save

E-mai

Quick Print

I

intersects to create a cell. Information of nearly :_l Ta ble
any type can be stored in a cell like text or Table
pictures. x
3x5 Table
The big advantage of a table is that you can [ O CO'vn 2 Row1  [Column2  [Column3 |
enter in as much information as you like, and the OO0OooOod Row 2 Note that PowerPoint has
table will still keep things neat and organized on T o applied some formatting
your slide. ] O foryou.
Inserting a basic table is easy. Click the Insert DDDDEEEEEE Row3 The title row is dark blue.
ribbon, and then click Table. Click the lower- OO oooon Row4 And each alternating row is
rightmost cell of the table size you need. o o e e [ a different color...
At right, a 3x5 (column x row) is selected. E| mnsertTable.. Rows ~making the table easier
At far right, the table is inserted and pre- 4 | DrawTable toread
formatted to make data easier to read. G| Excel Spreadsheet

General Font Commands Paragraph Formatting Commands

Calibri (Heading: = Click the pull-down arrow to choose a new font.

. := . i= _| Inserts a bulleted/numbered list
4 - Choose a font size = i—
. . =l = Decrease/increase the indent of a paragraph.
A AT Incrementally increases/decreases font size. == =
| i”_,',zl Removes any formatting applied to a font. [ Ii* [ Specify the space between lines of text,
B 7 U Makes text bold, italic, or underlined. “fi ] Turn the text a degree of rotation.
= . e 0 Change how text is aligned in the text box.
ahe Draws a line through text. ] ] o )
__"T‘ilv Change a list of information into a SmartArt diagram.
Dr h nderneath th . . .
s aws a shadow undemeath the text = = | = Alignstextto the left margin, the center of the
AV . Adjusts space between each character. placeholder, or the right margin. _
— = Aligns text to the left and right margins, equally spacing
Aa~ Make a selected block of text all upper or lower _— out text.
case. == Split a text area into two or more columns.
A - Change the color of the font. i
L
Using Find and Replace Using the Format Painter
Find will search the entire presentation for an instance of a word or phrase. The Format Painter is found in the Clipboard
Replace (commonly called Find and Replace) will search, and then chunk of the Home ribbon. It allows you to
substitute any matching text with text you have specified. copy the formatting of a block of text rather .
than copy the text itself. If you decide to make &
Replace @ a formatting change that has to be done on | )
N several slides, there is no easier way! = |
- ] Highlight the source text, click Format Painter, Paste

] o — and then highlight the target text. The - \}’
eplace WIth:

formatting will be applied. Double-clicking the

d command will let you ‘paste’ the formatting over Clipboard 's

[ 1Match case and over until you click the command a final
[]Find whole words only time to stop.
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