
    
                               Microsoft Office PowerPoint 2007 

 

 By Janelle Francis, RN MSN                                                                                                                         
Page 1 of 11 

CLASS OBJECTIVES:   

1) Demonstrate how the new interface works and use the Ribbon. 

2) Identify how to use features of PowerPoint to create and prepare a presentation. 

Part One: What has changed and PowerPoint Basics 

 OFFICE BUTTON:  

 

 NEW: starts a new blank document.  Templates are available for many types of documents. 

 OPEN: allows you to open document from other sources (My Documents, or other network 

drives) 

 SAVE: used to save document.  Should NOT be used the first time you save a document. 

 SAVE AS: will allow you to name the document and where the document should be saved.  

ALWAYS use Save As the first time you save a document and save as PowerPoint 97-2003 

document. 

 PRINT: options-Print, Quick Print, Print Review 

 PREPARE: Prepares the document for distribution. 

 SEND: Email or fax a copy of document to other people. 

 PUBLISH: Distribute the document to other people by CD, Slides, or Handouts. 

 CLOSE: only closes the document.  Does not close PowerPoint 2007 

 POWERPOINT OPTIONS: (button at bottom of window) 

 POPULAR: shows options that can be enabled or disabled.  Change the color scheme of 

PowerPoint 2007 

 PROOFING: Auto Correct Options.  Corrects common spelling mistakes and improper 

capitalization. Shows what to type to create symbols, ex. create © by typing (C) 

 SAVE: PowerPoint 2007 has Auto Recover feature.  This feature can set to save 

documents as PowerPoint 97-2003 doc.   You can also specify how frequently you want 

your work saved. 

 ADVANCED 

 CUSTOMIZE: add options to the “Quick Access Toolbar” 

 ADD-INS 

 TRUST CENTER 

 RESOURCES 
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 QUICK ACCESS TOOLBAR:    

The Quick Access Toolbar is located directly to the right of the Office Button.  Used for quick 

access to frequently used functions.  Add options to tool bar through Office Button, Customize 

feature or by clicking on the ▼ and clicking on the options you want to add. 

 RIBBON TABS and RIBBON GROUPS:  

 
 

Ribbon tabs contain Word‟s primary tools and commands.  Ribbon groups further organizes 

related tools and commands within the ribbon tab.  

You will be able make changes to your document without opening additional windows.  

 

 MINI TOOLBAR:  
 

 

 

 

When you highlight a word or section of text the mini toolbar appears and you can access 

many of the FONT ribbon group options. 
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 Notice in some of the ribbon groups there is a small     (Dialog Box 

Launcher) in the bottom right corner.  

 Clicking on this arrow gives you a box with additional options to use within that Ribbon group. 

 

 
 

 

   PowerPoint often offers many other choices, such as styles for a shape, or 

types of WordArt or animation effects. By clicking the more „arrow‟ you will see 

the gallery of more choices. 
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 What if you want to hide the Ribbon groups or you accidently lose the 

Ribbon groupsL.   

Double click the active tab and the ribbon groups disappear.  Double click again and they 

reappear 

 

 

 

 

 

 

 

 What if you like to use keyboard shortcuts? 

There are shortcuts for every single button on the Ribbon. The shortcuts are now called Key 

Tips.  To use these press ALT  

                                                     

 

 

 

 

 

 

 

You notice boxes with letters and numbers will appear, simply press the letter or number and 

all the Key Tips for that tab‟s command will appear. 

Shortcuts that start with the CTRL key remain the same.  You can still use the old ALT+ 

shortcuts that accessed commands and menus in Word 2003 

NOTE:  The old menus are no longer available and there are no screen reminders so you will 

need to know the key sequences by heart in order to use a shortcut. (See attached handout for 

keyboard shortcuts for PowerPoint 2007) 

 

 Help is available by clicking on the ñ?ò in the upper right hand corner.  Type a 

specific question you need help with and Word will search and bring up options, choose the one 

that best answers your question.  There are also demonstrations available to show you how to 

perform Word functions. 
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 Changing Views: The buttons for Normal, Slide Sorter, and Slide Show views are found in 

the bottom right corner of your document. 

 
 

 PowerPoint 2007 Saving 

o Save 97-03 unless you know you will always be working with a „07 product. 

o Save 97-03 if you will be sending it to someone or working on a computer 

that doesn‟t have ‟07. 

 New Format: 

 
 

 Convert: This command will convert your presentation document to the newest 

format.  So if you want to convert old presentations in 97-2003 to 2007. Note that 

when converting you may see upgrades in your presentation.  So it may not look 

exactly the way it was before, but should look better. 
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Part Two: Ribbons  

 

 Home: set of most-used commands extends across the first layer. 

o Displays buttons, text boxes, and menus, support for frequent tasks such as 

copying and pasting, adding slides, changing slide layout, formatting and 

positioning text, and finding and replacing text. 

o Some of the commands were present in the 2003 version, they are just more 

visible. 

 Insert: all things you may want to put on to a slide—tables, pictures, diagrams, 

charts, text boxes, sounds, hyperlinks, headers, and footers 

 Design: a choice in looks for the slides that includes backgrounds, fonts, and color 

scheme-you can customize the designed looks. 

 Animations: animating effects 

 Slide Show: select pen color or a certain slide to start on.  Narration recording, run 

through the presentation, and other prep tasks. 

 Review: spell checker and research service.  

 View: switching to Note page view, turn on gridlines, or arrange open presentations 

in a window. 

 Virtual tabs: tabs that appear as you need them.  These have special formatting 

tools for items like tables, pictures, smart art, etc. 
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Part Three: Starting a New Presentation 

1. Microsoft office button  

2. New 

3. Choose option in the presentation window. 
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4. Choose a theme 

 

 

 

 

 

 

 

. 

 

 

 

 

 

 

 

 

 

 

 

5. Tailor it! 

6. Add Slides, pick layouts 
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7. Insert pictures or sounds 

 
 

 Choose from your file of pictures or choose any of the other icons to insert the 

picture. 

 Use the picture format tab to edit the picture 

Apply Animation 
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Set up show. 

 
 

View: 

 
 

This allows you to change the way your view them on your screen. 

How to put a YouTube video into your PowerPoint 
1. Go to the Developer Tab 

2. Go to the More Control button and click 

3. Scroll down to “Shockwave Flash Object” click 

4. Click to drag size of video wanted 

5. Right click on Properties 

6. Click on Movie 

7. Go to YouTube Video you want and copy URL 

8. Paste URL in Movie spot in Properties 

9. In the URL erase “watch?” and replace the “=“ with a “/” 

10. Click out of Properties and video will show up when you run the slideshow 

and click the play button 
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Go to YouTube.com on the Internet and type in “How NOT to use PowerPoint” 

www.youtube.com/watch?v=cagxPlVqrtM  

Good to know about is  

 

Resources 

PowerPoint Home Page - Microsoft Office Online 

http://office.microsoft.com/en-

us/powerpoint/FX100487761033.aspx 

TeacherTube.com 

http://office.microsoft.com/en-us/powerpoint/FX100487761033.aspx

