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Get your bearings .
changed and why




The tabs: Devoted to the main tasks

The Ribbon is made
up of several tabs—
the Home tab and
others.

Other tabs include Insert, Design, Animations, Slide
Show, Review, and View.

The picture shows you the contents of three of them:
Insert, Design, and Animations.
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Display the galleries

—

PowerPoint often
s UEITPREE  offers many choices
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For example, say you wanted to add transition effects to
a slide. In that case:

@ Afew types of transition effects show on the Ribbon.

@® To see the full gallery of choices, click the More arrow.
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Display the galleries
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PowerPoint often
s UEITPREE  offers many choices
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For example, say you wanted to add transition effects to
a slide. In that case:

® Point to any effect in the gallery to see it previewed on
the slide. Then click to apply it.
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Use advanced options

T cater e N EoEEEEt P Y Clearly, there are
e |[B 2 U e 8 - ac|A]) = SN ERSYEEYRE  more commands and

i options than will fit into
a group.

Character Spacing

Latin text font: Font style: Only the mOSt

b | [Regiar v - commonly used
commands show up.

[] strikethrough [] Small Caps
[] Double Strikethrough [] all caps
[] superscript Offset: |0% % | [ Egqualize Character Height

When you don'’t see an option that you want in a group,
such as the Font group shown here:

@ Click the diagonal arrow, called the Dialog Box
Launcher, that appears in the lower corner.

® A dialog box opens with more options to choose from.
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Use advanced options
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2 Ldtlrl text font: Font style:

[] strikethrough [] Small Caps
[] Double Strikethrough [] all caps
[] superscript Offset: |0% % | [ Egqualize Character Height

The arrow appears in
the group when you're
doing work on the
slide that might call for
commands in that

group.

For instance, when you click within a text placeholder on
the slide, the arrow appears in every group of the Home
tab that has commands related to working with text.

Tip: You can gain screen real estate by
temporarily hiding Ribbon commands. Just
double-click the name of the displayed tab.
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Changing views

- ..

You need to change
your view often in
PowerPoint, and
you've always done it
easily by using
buttons.

e Performance reviews

e Mentoring program
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That hasn’t changed.

0 om o

The buttons for Normal, Slide Sorter, and Slide Show
views are still there.

But now they’re part of a new toolbar that includes a

zoom slider and a button that refits the slide to the
window after you've zoomed in or out.
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Changing views

_ You need to change
e Performance reviews your view often in
PowerPoint, and
you've always done it
easily by using
buttons.

e Mentoring program

That hasn’t changed.

The picture shows the changes:

@ View buttons are the same but have moved from the
lower left of the window to the lower right.

® You drag the zoom slider to enlarge or shrink your view
of the slide. Or click the minus (-) and plus (+) buttons.
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Changing views

_ You need to change
e Performance reviews your view often in
PowerPoint, and
you've always done it
easily by using
buttons.

e Mentoring program

That hasn’t changed.

The picture shows the changes:

® Click this button to refit the slide to the window after
zooming.
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Get to work In PowerPoint

— ———

Ready to get to work?

Here’s a primer for
doing what you're
used to doing when
you create a
presentation.

You'll find out how to start a new presentation in
PowerPoint 2007 and how to give your slides a
background and set of colors.

You'll also learn how to use the Ribbon tabs and tools
to insert elements into the slides, style them as you
want, and then set up the show and get ready to print.
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Start a new presentation

1@ = A | NeV\_/ pre_sentations
[ h Recent Documents : begln Wlth the

2)( s Microsoft Office

NMew Presentation 9 BUttOﬂ, |Ocated a.t the

Templates : Upper Ieft Of the
Blank and recent WI n d OW.

Installed Templates
Installed Themes
My templates.., g 1 H e re,S hOW tO Sta rt

Mew from existing...

Presentation |

[ On
@ Click the Microsoft Office Button .
@® Click New on the menu that opens.

® Choose an option in the New Presentation window. You
can start with a blank slide or base the presentation on a
template or existing presentation.
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Choose a theme

A theme supplies the
look and feel of the
presentation design.

Choose a theme for
the presentation right
at the start, so you
can see how all your
content will look.

The Design tab is the place to go for themes.

A gallery appears there under Themes. Each theme has
a name, which shows in the ScreenTip.
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Choose a theme

You can see a preview
of how your theme will
look, before you apply
It.

Seeing the effect
before you apply it
saves you the step of
undoing it if you don't
like it.

@ Rest the pointer over a theme thumbnail (the one shown
Is called Flow).

@® The temporary preview appears on the slide.

® You can click the More arrow to the right of the Themes
group to get more choices and information.
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Tallor the theme

The theme you
choose is a complete
design.

But where’s the fun if
you can’t do some
tweaking?

The Design tab has other galleries in case you want to
modify the theme.

Each provides a preview on the slide as you rest the
mouse pointer over gallery choices.
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Tallor the theme

Here’s how to tweak
the theme.

@ Use the Colors, Fonts, and Effects galleries, all on the
Design tab.

@® Look at other Background Styles. The choices use the
theme colors.
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Tallor the theme

Here’s how to tweak
the theme.

® Point to a thumbnail to get a preview of the alternative
background.

@ To apply your own background, such as a photograph,
click Format Background.
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Add slides, pick layouts

When you insert a
slide, you can insert
one that automatically
applies a layout.

You can also choose a
layout before you
Insert the slide.

To choose a layout before you insert a slide:

@ On the Home tab, click New Slide (below the slide icon).
This displays the layout choices.

® Click a layout to insert a slide with that layout.
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Add slides, pick layouts

— )

PowerPoint 2007
layouts are more
robust than before.

Several of them
include “content”
placeholders, which
you can use for either
text or graphics.

An example is the Title and Content layout. In the
middle of its one placeholder is this set of icons:

Get up to speed



Add slides, pick layouts

PowerPoint 2007
layouts are more
robust than before.

Several of them
include “content”
placeholders, which
you can use for either
text or graphics.

Click any of the icons to insert that type of content—a
table, chart, SmartArt™ graphic, picture from a file, piece
of clip art, or video file.
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Insert a picture

Time to insert a
picture—a photo or
piece of clip art, for
example.

You can do so right
from the slide, from
within a content
placeholder.

@ 7o insert a picture of your own, click the Insert Picture
from File icon.

To insert a piece of clip art, click the Clip Art icon.

® e

The picture will be positioned within the placeholder
border.

Get up to speed



Insert a picture

Time to insert a
picture—a photo or
piece of clip art, for
example.

You can do so right
from the slide, from
within a content
placeholder.

@ After your picture is inserted, you may want to resize it or
give it special effects. First, select the picture on the
slide.

@ Picture Tools appear on the Ribbon. Click the Format
tab, and use the buttons and options there to work with
the picture.

Get up to speed



Insert a picture

Inserting a picture
from the slide itself is
handy.

It's an especially good method if you have more than
one placeholder on the slide because when you insert
by using the slide icons, the picture goes within the
placeholder that contains the icon.
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Insert a picture

Finally, don’t forget the
Insert tab.

You can use the Insert tab to insert a picture, too—as
well as many other slide elements.

The only difference in using this method is that
sometimes PowerPoint has to guess which placeholder
you want the picture to go in.

Get up to speed



Insert a text box caption

——————..

For your picture’s
caption, insert a text
box.

You'll find this on the
Insert tab.

When you insert the text box, Drawing Tools appear.

@ Click the Format tab.
® Display the shapes gallery and point to any style.

® A preview of the style appears on the slide, applied to
the text box.
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Insert an org chart

As you saw earlier,
you can insert a
picture and other

graphics by using
Type your text here \ |C0nS In the Tltle and
2 )= Amy Rusko . Content layout.
CEO Q

-+ Nancy Davolio,
Admin. Asst)|

® [Text]
® [Text]

These include an icon for SmartArt graphics. SmartArt
graphics offer org chart layouts as well as all other
layouts for diagrams in PowerPoint 2007.
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Insert an org chart

As you saw earlier,
you can insert a
picture and other

graphics by using
Type your text here \ |C0nS In the Tltle and
2 )= Amy Rusko . Content layout.
CEO Q

-+ Nancy Davolio,
Admin. Asst)|

® [Text]
® [Text]

When you click the SmartArt graphic icon...

...you get a full gallery of the graphical layouts available.

Get up to speed



Insert an org chart

The picture shows
some handy features
of working with a new
org chart.

Type your text here

E * Amy Rusko

CEO

-+ Nancy Davolio,
Admin. Asst)|

® [Text]
® [Text]

@ \When you insert the org chart, it adopts the colors of the
applied theme.

@® A Text pane appears next to the chart where you can
type text.

® Text you type in the Text pane maps to chart shapes and
appears in the chart as you type.
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Insert an org chart

— ——

Also, now you can work in the other direction: convert an existing bulleted
list on a slide into a graphic.

Just use the Convert to SmartArt button &=M on the Home tab.

Look for SmartArt on the Insert tab if you prefer to insert your diagram
that way.
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Apply a simple animation

Home Insert ‘ Slide Show Review View Design TO apply a Slmple
= NELJLEZUE  gnimation to your or
. "}‘ = 1M | Fast

Zoh Mo Animation I : o

Teview || 33y Custom A Mo Animation - ; : T il Apply To All Chart’ go to the
Praview ANl Fade Transition to This Slide An | m atl ons tab.

IEJ_E As One Object
All At Onece
By branch one by one
By level at once

By level one by one

AL

Wipe
As One Object
All At Once
By branch one by one
By level at once

@ \ith the chart selected, click the arrow next to the
Animate box to get the list of effects.

@® Select an option for making the org chart pieces appear
on the slide.

®

As you point to an option, PowerPoint shows you a
preview of the animation effect.
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Set up the show, check spelling, review

Time to put the final
Insert Design Animations 5lide Show Review Wiew tOUCheS On your Sllde

l:fj L-u .1.5 Translate > \j _J :J:; ala If : t ShOW.

Lanquaqe
Spelling Research Thesaurus Show MNew Edit Protect
Markup | Comment Comment _-J Mext Presentation =

Proofing Comments Protect The commands for the
finishing tasks are on
the Slide Show and
Review tabs.

-

Comparny

Suggeskions: Company

Narration, setup, and more: Use the Slide Show tab to
create narration and run through the show.

Spelling, research, and comments: On the Review
tab, run spelling checks, use the Research service and
thesaurus, and use comments to review the
presentation.
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Set up the show, check spelling, review

3 How do you check
Insert Design Animations 5lide Show Review Wiew your Spelllng?

" l:fj Lu -L!' Translate \j —J <] Delete |
spelling Research Thesaurus Lanquaqe I|| Mew Edit - Protect The Same Way yOU

Markup | Comment Comment _J“ et Presentation =

Proofing Comments Protect alwayS h ave.

Comparny

Suggeskions:

@ On the Review tab, click Spelling.

@® Seclect from the options you're used to.
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Preview and print the document

@ Print
@ Quick Print

I+ Print Preview
" Preview and make changes to pages before
[ printing.

2 | 23 Powerpoint Options | | X Exit PowerPoint

Print, distribute, and set program options

Now it’s time to set
options for previewing,
printing, and
distributing your
presentation.

Start by clicking the
Microsoft Office
Button.

Then:

@ Point to Print to open Print Preview.

® Click PowerPoint Options to change program-wide
settings such as your default view or whether to turn
spelling checker on or off.
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A new file format

One of the big
changes in
PowerPoint 2007 is its
new file format.

What does this mean
to you?

The new format has several benefits, including a
reduced file size and greater information security for
your presentations.

In this lesson, you’ll learn about those benefits and find
out how the file format affects presentation sharing
between PowerPoint 2007 and older versions.
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Benefits of the new format

— )

The format is part of
the new Office Open
XML Formats.

It's based on the XML
programming
language, and it offers
many benefits.

« Safer presentations

* Reduced file size

« Improved information security

* Improved damaged-file recovery

« Easier integration

Get up to speed



What the new format looks like

PowerPoint will
automatically save a
new presentation in
the new format.

E.'l Presentations

A My
lD Dacurnents

) My
-'i Camputer

File name: annual Feport.ppks

You can see what format your file is being saved in by
opening the Save As dialog box.

Look in the Save as type box: For new presentations,
the new file format is there by default. It's called
PowerPoint Presentation. (In earlier versions, it was
called Presentation.)
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Opening a presentation in an earlier version

You've just saved a
presentation in the

Microsoft Office PowerPoint

new format.
was created by a newer wersion of Microsoft PowerPoint, Do you wank
at you can work with this file?
But your colleague,

who needs to work on
It, IS using an eatrlier
version of PowerPoint.

Can she open the PowerPoint 2007 file? Yes.

Say your colleague is working in PowerPoint 2000.
When she opens the presentation, she will be asked If
she wants to download a converter that will let her open
your presentation.

Get up to speed



Opening a presentation in an earlier version

You've just saved a
presentation in the

Microsoft Office PowerPoint
new format.

L This File was created by an rsion of Microsoft PowerPaink, Do you wank

u can wark with this File?

But your colleague,
who needs to work on
It, IS using an eatrlier
version of PowerPoint.

The presentation she sees may not look exactly like the
one you created if it contains features from PowerPoint
2007 that she doesn'’t have.

But she can open, edit, and save it in the format for
PowerPoint 2007.
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Opening a presentation in an earlier version

— ——

Notes:

* The official name of the converter is the Microsoft Office
Compatibility Pack for 2007 Office Word, Excel, and PowerPoint
File Formats, and it’s offered free by Microsoft.

» This Compatibility Pack works only with Microsoft Office 2003 SP1,
Office XP SP3, and Office 2000 SP3. It works only on the following
operating systems: Microsoft Windows Server® 2003, Windows XP
SP1, and Windows 2000 SP4.
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Opening and saving existing presentations

What about all the
presentations you
_ created in earlier
:E.Imjiw will o langer be editable. 5 versions of

= PowerPoint?

Ay effects on this object will be removed.

This objeck will no longer be editable, although any kext on the object:
will skill be editable.

Check compatibilicy when saving in PowerPaoint 97-2003 formats,

There’s no problem opening and editing an older
presentation in PowerPoint 2007.

What you'll need to decide is whether to keep the

presentation in its original format or save it in the new
format. PowerPoint 2007 helps you make the decision.

Get up to speed



Opening and saving existing presentations

Checking for

compatibility
I:I:;:-il::n:;;l:il:t will no langer be editable, 7 Wh e n yo u O pe n th e
T = presentation,
| | PowerPoint 2007

objeck will no longer be editable, although any kext on the object:

wil 4l b cltabie recognizes it as being
In the old format.

Check compatibilicy when saving in PowerPaoint 97-2003 formats,

As you work, PowerPoint takes note of things you add to
the file that may not work the same in the old format.

Then when you click Save, PowerPoint displays the
Compatibility Checker dialog box. It details what will
happen to those elements if you save the file in its
original format, PowerPoint 97-2003 (.ppt).
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Saving Iin the old format

e ..
Why would you save

PowerPoint 2007 Hopie Bl JE A2 in the old format?

Development milestones

If someone needed to
work in the file who
didn’t have
PowerPoint 2007 or
the Compatibility
Pack.

Cr Lk | "
J P J o
:E" Dasign [ ] Code (€ £

As the Compatibility Checker on the previous slide
indicated, saving in the old format would mean some
differences for the person opening the file in PowerPoint
2003.

A new SmartArt graphic, for example, would become
one object, like a picture, and therefore uneditable.
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Saving Iin the old format

e ———————

The picture here
lllustrates the
differences in how a
SmartArt graphic is
treated in PowerPoint
2007 and when the file
IS saved to an earlier
version.

PowerPoint 2007 PowerPoint 2003

Development milestones

Cr L 8] "
"B Design (00 codn (K

@ ProwerPoint 2007: It offers full editing capability, so you
can select and change individual shapes and use all the
SmartArt tools.

® PowerPoint 2003: You can only select the whole graphic
and do things like add a backfill color or resize it.
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Saving Iin the old format

e e r—r———..

“Roundtripping”

PowerPoint 2007 PowerPoint 2003

If the graphic is
basically untouched
by the person working

Development milestones

L@\ [\ e S S Sl | in an older PowerPoint

@zk‘—‘m/ e _/ . e S | \crsion, it will retain all
its PowerPoint 2007
properties.

This means that when it's opened again in PowerPoint
2007, it will be fully editable.

If the graphic did get some change when in the older
version, such as a picture washout, it becomes one
object, and is thus uneditable when opened again in
PowerPoint 2007.
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Automatic upgrades in older presentations

You might have had
this seemingly odd
experience.

You open an older presentation in PowerPoint 2007,
you add no PowerPoint 2007 features to it, and when
you save it, the Compatibility Checker appears saying
that a PowerPoint 2007 feature won't be editable if you
save in the old format.

Huh?
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Automatic upgrades in older presentations

This happens because
PowerPoint 2007
automatically
upgrades certain
types of formatting
and elements so
they’ll look as good as
PowerPoint can make
them.

An example is WordArt.
If the older presentation has WordArt in it, the WordArt

IS upgraded so that it uses the latest effects, new in
PowerPoint 2007.

Get up to speed



Automatic upgrades in older presentations

The picture shows the
difference.

@ \WordArt logo created in PowerPoint 2003.

® The same logo when opened in PowerPoint 2007—
instant face-lift!
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The Convert command for quick conversion

A way to save an older
presentation in the
new format is to apply
the Convert

command in
PowerPoint 2007.

|l_] PowerPaoint Options | |)( Exit PowerPaint |

The effect is that PowerPoint does an “in place”
replacement of the old presentation file, converting it to

the new format. The file then no longer exists in the old
format.
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The Convert command for quick conversion

To use the command,
you open the
presentation, and then
click the Microsoft
Office Button.

Tel Me Mare. .,

|l_] PowerPaoint Options | |)( Exit PowerPaint |

Then:

@ Click Convert to save it in the new file format.

® A message appears explaining what the Convert
command will do. Click OK to complete the command.
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