Creating a PowerPoint 2007 Presentation

Created: 28 November 2006

Starting PowerPoint 2007

Double click quickly on thePowerPoint 2007icon on theWindows desktop
(seeimageonright), orclick the Start button in thdower left corner of the
screen, and therlick All Programs, next move your cursor ovéficrosoft
Office, then clickMicrosoft PowerPoint 2007

In this tutorial, whenever we indicate that youdhézclick amouse button it will mean to
click theleft mouse button— unless we indicate that you should click thétrigouse button.
So, always move the cursor over the “place” wedatd and “click left” unless we tell you
otherwise.

If you have been using PowerPoint 97, 2000, XP/2002 2007 this will be a wonderful
journey. You will find many exciting new featuresand enhancements. Almost everything
is “graphical.” When PowerPoint opens, the appeanace of the screen will be very
different. Once you get used to the new 2007 feaas, we think you'll find it much easier
to use as you create and edit your PowerPoint slide

In the image below you’ll immediately see that khenu Bar has beemeplaced by Tabs and
Ribbons. TheTabsandRibbonsare therdivided into Groups. We’'ll be working with these
new features in detail as we move through the imltor
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Notice, in the imageon thelast page that thescreenis “sort of” divided into three sections

Across the topare theMicrosoft Office Button, theQuick Access Toolbarand the Tabs,
Ribbons and Groups (indicated on the last page).
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On theleft side of the PowerPoint screen you'll see an
areathat indicate®©utline andSlidesat thetop. When
you first open PowerPoint 2007 youlibtice that the
Slides Tabis “white.” This means that you'll be able to
see a small version of each slides we create it.

To thelower right-center of the
screen, you’'llseea PowerPoint
Design Template We’'ll be

using these templates to create Click to add title
our slide show. We’'ll come

back to this in more detail later
in the tutorial. Click to add subtitle




Beginning the presentation

Slide 1

In PowerPoint 2007 &lide Layout namedTitle Slide always appears first PowerPoint
“thinks” that you want to start your presentationiwva title. So, logically, the Title Slide appsar
in the main section of the screen.

After you understand PowerPoint a bit more, youdawose any of the layouts you desire. We'll

show you how to do this as we proceed throughutuzitil.
|

. L . Slide 1 of 1
You will notice, in thlower left corner of the screen, Slide 1 of b s—— E—

indicated. 15 Start

You will also see that yowscreen looks liketheimage below

___________________________________________________________________________________________________________________________________________

Now we’ll have some fun and create a PowerPoint 20(resentation on how to make a
Peanut Butter and Jelly sandwich.

Place your cursor in theClick to add title” box andClick the left mouse button. Your text
box, after you click, will look similar to the orelow.
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To insert the text in this formatted text box, iy enter fype-in) the title:How to Make
a Great PBJ —go ahead and type this text in the box
3



Now, Click in the second boxClick to add sub-title” andtype:

A Gourmet Recipe (ap theEnter key)\

From (tap theEnter key)
Your Name (type in your name like
Janie Schwark or Greg Butler)

New Slide Button

Now it’s time to create the next slide in your
presentation. To do this, we’'ll needfiod the
New Slidebutton.

At the top left of the screen, in thiome Tab
you will see aNew Slide “button” which looks
like theimageon theright.

When youmove your cursor arrow over the
button you willseea Microsoft Help Text box
appear that saydew Slide

Now this is abit tricky ..... Look carefully at thdower right |
corner of theNew Slide buttonand you will see down
arrow. | Mew |

Slide -

Click-on the down arrow to create younext slide.

If you accidentally click the button, and a new slide appeadan’t worry , we’ll show you how
to change to the slide format you desire latehen t
tutorial.

When youclick thearrow animage similar to the one
on theright will appear. We’ll use th&itle and
Content slide for our second slide. li€k this choice.



Slide 2
Your newSlide 2should look like themage below—even if you did not click the arrow

For those who are familiar with previous versioh®owerPoint, you will notice that several
different Slide Layouts have been combined inte #maller number of choices. All of the
Layouts are available, but in new “combinations.”

TheTitle and Content
slide (on theight)
combines several of the
Text and Content
Layouts. We can choose
to use the Bulleted List,
or the Content choices.
For Slide 2 we'll use the
Bulleted List. We'll use
the Content choices later.

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 of white breadtap Enter)
Milk

Your Slide 2 should
look like the image on
the right.

Notice how each line appears with a “bullet” ¢ ) in front of it.

As soon as you began typing “Crunchy peanut blittgyu probably noticed that PowerPoint
guessed that you wanted to use this Layout aslatBdllist — so 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 \ll

work for the first time.
Notice, youhavethesmall save /
diskette in theQuick Access Toolbar

However, there iso longeraMenu

Bar with File - Save. Th#licrosoft
Office Button is now used for File menu
choices.

Click theMicrosoft Office Button and
themenu on theright will appear.
Notice that wepurposely moved ou
cursor overSave Asand it turned
orange. We did this so you cseethe
various Save choicesn the right side of
the menu screen und8ave a copy of
the document

Notice............... You now have several new choices for saving yoes@mtation.

PowerPoint Presentation- saves your presentation as a .XML (ExtensiblekiMa
Language) file. This is a new saving format thratates a smaller file size. However, this file
type is not compatible with older versions of Pd®a@nt. So, if you share your XML
presentation with someone they will have to dowdlaaCompatibility Pack. They will see a
message similar to the one below when they tryptndhis file on an older version.

If they click “Yes” — they should be taken to a Misoft Compatibility Page site for this
download. The current site is: http://www.micrtismm/office/preview/beta/converter.mspx.

“The presentation they see may not look exactly thie one you created if it contains features
from PowerPoint 2007 that they don’t have. But tbag open, edit, and save it in the format for
PowerPoint 2007.” (2007 Microsoft Office Previewhpage)



PowerPoint 97-2003 Presentatior as indicated, this choice is totally compatiblehwit
older versions of PowerPoint.

PDF or XPS— You can now save your presentations as PDF! Fisw!

For this tutorial we are going to save our fileadBowerPoint Presentation.

In theupper left corner, of the Menu Screen that appears, you will seave in (seetop

arrow). Click-on thesmall “V " to theright of the area next to Save in(seearrows) and it
will show you the varioudisk drives availableon which you can savarfage below. Point to
thedrive you desire,andclick-on it. If you choose th8%2 Floppy (A:) — make sure you have a
formatted diskette in the A drive. If you choose the C: drive, choose the foldewimch you
want to save, by double clicking quickly on thedi.

rd
~
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Now click in the box to the right dfile name and you will see that How to Make a Great PBJ
has already been entered. PowerPoint assumes gwa ttename your presentation with the
name of your first text entry in your first slidé.you do not want this name, delete How to
Make a Great PBJ and type in the file name youdedihen clickSave(seearrows above.

One of the really nice things about Office 2007 BoaverPoint 2007 is an auto-save feature that
will save your file if you forget to — if somethir@auses your computer to “crash.” However, we

still think it's a good idea t&aVeyour PowerPoint presentation after each slide So we’ll
remind you to do this.



Other Slide Views

Thearea running down the left side of the screerwhich containedlittle” views of your
slides, is calledNormal View. This is the “default” view for PowerPoint.

I Slide Sorter View I

In thelower right corner
of the screen you will see *
some buttons” that look

like the image on the right:
Normal View Slide Shov

This is thePowerPoint View Toolbar.

Slowly point (move) your cursor arrow over each buibn andpauseamoment (don’t click-
on any of them yet). Note what the Text Help baxeécate. The first box (which looks
“depressed”) indicate®ormal View. The nextSlide SorterView. Then,Slide Show

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

Each button has its own unique use.

TheNormal View gives you a view of thentire slide as well as the “mini-previews” of each
slide in the area on the left. This is the onehaee been using so far.

You'll also notice aClick to add notessection at théottom of the Normal Viewscreen In

this area you can type “speaker notes” for eacle st the lower portion of the screen. When we
cover printing, you will see that there is a pgstection to print your speaker notes for each
slide. Then, during your presentation, you caerréd your printed notes.

Click-on Slide Sorter View.

In Slide Sorter View you can see small images of each slilahethis view you canleft click-on
aslide and, whileholding down the left mouse button, drag your slideéo any position in
your show that you desire This view assists you in arranging your slidethie order that you
desire for your presentation. This view is sorliké the old, round 35mm slide show trays
where you pulled-out and stuck-in slides, in theéeoryou desired.

The last button iSlide Show. Anytime you want to view your presentation, clmk this button.
If you click on it now, you will see how the sliden which you are working, will look. Give it a
try if you desire. When you are finished lookirigyaur slide, tap th&sc button/keyin thetop-
left part of yourKeyboard. This will take you back to the View in which yawere working.



Click NormalView to return to your slide creation area. We’ll wavith Slide Sorter View a bit
later.

The Undo Button

One of the really handy “things” about most Micrbagwograms is thé&Jndo

Button (it looks like theimage on theright). If you make a mistake— no need

to panic —lick 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 the Undo bytRowerPoint will “go backbne
change. If you “click too far, there is a “Redotouat’ that will “undo the undo.” They are both
very handy when you need them.

Slide 3
Click thedown arrow in thelower right corner of theNew Slide buttononce
again
h

When the New Slide choices menu screen appelas,

theTwo Content Slide \

Your screenshouldlook like theimage below

You may use the two lower
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 - and type: Tools Needed

Click in theleft Text or Content Box-- and type:

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

Right Text or Content Box A

Notice thesmall imagesin theright Text or Content Box of

the newslide. There areix “tiny” icons in this areathat will

allow you insert a Table, Chart, SmartArt, Picti@ép Art or Media Clip. For this slide we
want to insert a lip Art image in this area. Saarefully,
move your cursor over the tiny image in the centeof the
bottom row (seearrow above). When you do, the box will
be highlighted and you’seea smalltext help box appear
which indicates €lip Art .

Click-on theClip Art image (arrow above). Animage
similar to the one on thkeft will appear.

Since our presentation tells how to make a peamt¢band
jelly sandwich, weyped sandwichin theSearch for: box
Then weclicked theGo button gee left arrows above A
Microsoft Clip Art Task Pane theappearedas you see on
theleft.

Notice that there ara lot of sandwich clip art images
available. You cafrun down” the choices by using the
“elevator bar” on theright side of the Clip Art Task Pane.

Move up and down the selections until youd one you like.
Don’t worry that there aren’t many selections tloak just
like what you want. We’ll show you how to finda@ imore
clip art as we go through this tutorial.
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We moved downthe selections until our Clip
Art menu screefooked like the one on the
right. Wechosethe“sandwich” on the

right. You find an image you like. We then
moved our cursor over theRIGHT EDGE of
theimagewe chose and blue selection bar
with a “vV” appeared. Welicked theblue
bar and thamageanddrop down menuyou
see on theight appeared. Wemoved our

cursor over Insert andclicked. \

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 agrror message
pleasaead onbelow (where an explanation is
given).

Microsoft 2007 Clip Art

As you've noticed, Microsoft Clip Art 2007 Seleati&creen is different than “old” Microsoft
Clip Art screens that were used in the 97, 2000aKé 2003 versions. There are a lot more
pictures and some other unique features.

As we continue through this tutorial we’ll be usiadditional methods to insert images in our
PowerPoint presentation. Once you “get used t@™2007 way,” you'll see that the folks who
created this neat feature were trying to assistoyoliaving everything you need on the right side
of the screen.

If you choose a slide and the following message agars:
Insert CD-ROM or other removable volume
This means that when the Microsoft Clip Art Gallergs installed on your computer, not all of

the images were loaded (to save hard disk driveegpeso, if you have your installation CD you
can place it in the CD drive and click a Retry batthat will also appear. If you don’t have the

CD, then choose another image and try agdife’ll show you a way to “get around
this” dilemma later in the tutorial.
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Slide 3 should look similar to the image on
the right.

Don’t forget to save your work!

Closing the Clip Art Task Pane

Before we go to Slide 4, we'tlosetheClip Art Task
Paneon theright side of the screen This will give us
more room in the center to work on the next slides.

To closetheClip Art Task Pane, click thesmall “X” in the upper right corner of the Task
Pane image above orright). You will see the Task Pane disappear.

Slide 4

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

-

Slide 4will be anothefTitle and Content
slide. Click theTitle and Content image;
in the New Slide menu screen.

Click on thetop box andype: Directions

Click on thebottom - box andype:

Open jars of peanut butter and jam(tap Enter)

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

Use a spoon to get jam and spread it on the othelice of bread (tap Enter)
Put two slices together and cut the sandwich in hia{tap Enter)

Put the sandwich on a platgtap Enter)

Pour a glass of milk(tap Enter)

Enjoy

12



If your text won't fit in the box completelyclick thebox and aborder will

appear around the boX.ou will notice “little circles” at thefour corners,

and in themiddle of thetop andbottom, and oreach side of you text box

Point to either theenter top or center bottomcircle. Yourcursor will \
changeto atwo headed small arrowlike the one on thaght. Click-on

either circle and hold down the left mouse buttoranddrag thetop circle

up, or thebottom circle down to enlargethe text area so that text fits on the screen.

If your “Directions” are now ‘mixed-in” with the bulleted text below click-on .
Directions. Then click-on theédgé€ of the “box” (a small up-down-left-right "{%
arrow will appear — like the one on thight), hold down the left mouse button

anddrag the box up a bit

Slide 4 should look similar to the
image on the right.

Time to save your work!

Slide 5
Click thedown arrow in thelower right corner of theNew Slide buttononce
again
b

For this slide we’ll becreating a bar chart that shows
what type jam/jelly people like the most on thesaput
butter sandwiches. To create this of slide wstdirt by
clicking thesame imagewe did forSlide 3

When the New Slide menu screen appedick the
Two Content Slide

—

13



Your Slide 5screenshouldlook like thebottom of Page 9

Click the Text box at thetop and typeWhy use strawberry jam?

Click theleft - Text or Content box and type:

100 Children and adults were surveyed to find out Wat goes best with peanut
butter. 33 Selected grape jelly, 11 honey, 46 stsdberry jam and 10 sliced
bananas(you don’t have to tap enter, as this is one Istagement).

Now we’ll make a graph to show the survey data /

In theText or Content box, on theright side of theslide, we’ll %
click thecenter icon in the top row(it looks like a bar chart— see

arrow atright). When youclick thisicon, thebelow image will

appear.

)

We'll begin with atwo-dimension, Column Chart(seetop two arrows in the imagebove.
Click theOK button and all kinds of things will appear!

14



When youclick theOK button your screen will 8plit” in two. On theleft half of the screen,
you’'ll seeyour PowerPoint presentation — with @hart in theright side Text or Content box
On theright of your screen, you'll see thisticrosoft Excel 2007 has opened with a number of
entries. Theentries you se®n theExcel screen createdhe chart you seeon theleft in

PowerPoint. We'll leave both screens open so you can seeeadter the text and numbers in
the Excel screen, how the Chart changes in PowettPoi

I PowerPoint I

Chart numbers
and text

N

Chart from
numbers and
text in Excel

For this PowerPoint lesson, wedhangethe sample Excel text and numbers to create our

chart. If you desire additional training in Excel spiisheets and charts, please see our Excel
2007 tutorial.

To assist you, we've enlarged ttefault PowerPoint
chart on theleft andExcel spreadsheet below

Pleasdake a few momentgo look at both and

familiarize yourself with theSeriesandCategoriesand
where they are located in both PowerPoint and Excel

\

/
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Notice that theSeriesare the' bars” in the chart. We see three Series in both the Excel
spreadsheet and Power Point Chart. We Ffawe“things” that people like with their peanut
butter sandwiches, swe need to add another seriesToadd another Seriego your
spreadsheeatarefully move your cursor over the small trianglein the lower right corner of
highlighted area.

When you have yowursor
over the triangle, you will see
thetwo headed sizing arrow
appear. When you see the
arrow,click andhold down the
left mouse buttonandslowly
move your mouse to the right
As you doyou will see
another Series appeallike the
image below).

When youseethisimage —

with Series 4—take your

finger off the mouse We're
now ready to type in our
peanut butter sandwich data to
replace this data.

Click in cellB1 andreplace \L \L \L t

Series 1with Strawberry.
Thendo the saméan thenext

three cellslike we've done in
the image on the right. The

type Bestin Cell A2.

As you enterthe choices you will seethemappear
in thePowerPoint slideon theleft side of your
screen

But we still have &light problem — Categories 2, 3
and 4 are still there Let's nowremove them

If you make a mistake, don't
forget the Undo Arrow!

16



We need to remove the rows with Categories 2, 3ando that these bars will disappear from
the PowerPoint chart — and we’ll only see our data.

This can be tricky, so don't forget the Undo Arramerks in Excel just like it
does in PowerPoint.

Move your cursor over the 3 (for the
third row in the spreadsheet and you
will seea blackarrow appear. When
you seethearrow, click andhold
down theleft mouse buttonand
slowly move your mouse to the dow
to highlight rows 3, 4 and 5
(Categories 2, 3 & 4)

When youseetheimage (©On theright
— with rows 3, 4& 5 highlighted) — —)
take your finger off the mouse

We’'re nowready to deletetheserows.

Move your cursor over the
highlighted areaandclick the

RIGHT MOUSE BUTTON.

A drop-down menu (like theimage
on theleft) will appear. Move your
mousecursor overDeleteandclick

theLEFT mouse button

The Excel spreadsheet data area
should look like the image below.

17



Your PowerPoint Chart shouldlook like the
image on theright.

If it does not, please try again Click onSlide 5
on theleft side of your PowerPoint screepandtap
theDelete keyon yourkeyboard. Thenreturn to
Page 13 and try again

If everything isOK, go ahead andosethe Excel spreadsheet (that is open on the right side of
your screen).Click the Close X” in the upper right corner of thescreen

[ ——

—

When you close the Excel spreadsheet, YfmwerPoint presentation should agdifi your
screen |If, for some reasoi does not click the Maximize $quare’ in the upper right corner
of thescreen

If need to edityourchart you carreturn to Excel at
any time.

To open Excel againmove yourcursor over your
chart andDOUBLE CLICK theLEFT MOUSE
BUTTON — TWICE QUICKLY . Yourchart should
look like theimage on theleft.

As soon as you double click tihart Tools
Tab/Ribbon (image belowwill appear.

18



To openyour Excel spreadsheet
(again), move your cursor over
the Edit Data button in theChart
Tools Tab/Ribbonandclick the
Edit Data button.

Your Excel spreadsheewill open
again on theight side of your
screen

When you have finished editing your Excel data, ymat chart looks OK in PowerPoint, close
the Excel spreadsheet and return to working witlvd?Boint.

You may or may not desire to alter the appearancefgour graph. It should be OK.

The Excel 2007 tutorial has additional detail omtio edit your Excel charts. These skills work
the same in PowerPoint charts. You may referitotthorial as needed.

Slide 5 should look similar to the image
on the right.

Save your work!

Slide 6
Click thedown arrow in thelower right corner of theNew Slide buttononce
again
h

We'll use theTitle and Content slide again.
Click this slide. —

Your Slide 6screen shoultbok like thetop of Page 5
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Click the Text box at thetop and typeOccasions for Eating
PBJ’s

Click the- Text box at thebottom and type:

School lunchegqtap Enter)

Birthday parties (tap Enter)

Picnics(tap Enter)

Visits from persnickety grandchildren (tap Enter)
Late night snacks(tap Enter)

At the pool

Slide 6 should look similar to the image on
the right.

Save your work!

Inserting Animated Images and Sounds into PowerPotrslides

You can insert images thatove -called
animated images 4into your slides. . You
caninsert ananimated Clip Art image on
any slide You'll then want to move and
resize the image for your slide. Tnsert
animage,click thelnsert Tab, and then
click the Clip Art button in thelnsert
Ribbon (imageonright).

When youclick theClip Art button aClip Art Task Pane will open This is thesame Task
Panethat you saw oage 10- however, we’re now going tese it in a new wayto find
animated clip art and sounds on thiernet. Theright side of your Power Point screen
should look like themage at thetop of thenext page You can use this Task Pane as you did
on Page 10, or the new way we’ll show you now.

20



Once again, you’lhotice thearea on theright side of the
screenhaschangedto assist you with the next task —
inserting Clip Art . Notice that theemage on theleft
indicatesClip Art at thetop.

\ Notice thetwo selectionsunder &arch In: andResults

\ should be: All collections andAll media file types.
Click-on thesmall down pointing arrows on theright
side of each of these selections (see arrows at)lef

When youclick on thetriangle for All collections you
will see

When youclick on thetriangle for All media file types
you will see

Thesetwo areas Search in:andResults should be:
indicate (by the check marks ALL the little boxes)
that youdesire to search EVERYWHERE —for
EVERYTHING . This makes sense at this point.
Later, as you become more skilled in Clip Art
selection, you can just check the boxes you desire.

21



We'll “get into” sounds later, but now is a goothé to
learn abouMotion Clips or Animated Clips. First we'll
do asearchto see if we can find a cartoon motion clip
that might fit into our Peanut Butter and Jellyrtiee
Look at theupper portion of theright side of thescreen
again. First, we'll do a Clip Agearchfor cartoonsand
“hope” we get a motion/animated image.

Type-in cartoonsin thearea under Searchtext:

Thenclick-on theGo button.

A screensimilar to theone on the left will appearon the
right side of your PowerPoint screenyeur screen will
probably not look like this one— butyou will be ableto
follow thesequence below

Notice in thelower right corner of eachimagethat there is
either no “symbol” or there is d&small yellow star.” The
yellow star indicatesthat theclip art is animated. If you
don’t see the star, this indicates that the imaget

/ animated.

If none of your images have a star, not a probl&ve’ll
select an image you like, and later show you hofintb
animated images.

To “seé more about an imagemove your

cursor over the “right edge” of an image

You will seealight blue bar appear on the E—
right edge of the imagewith asmall down

pointing arrow . Move yourcursor over the

arrow and click on it.

When youclick thearrow, animagesimilar to the one at
thetop of the next page will appear —

22



From theimage on theright you canseethat thedrop
down menufurnishes you with a number of selections.

Move your cursor overPreview/Propertiesandclick-on
this selection.

This image gives
specifics on the Clip
Art picture you
chose. If thisis an
animated image
you will seethe
animation moving

in the left preview
area.

This is a handy
feature where you
can check the many
details of any image
you select.

When you are
finished looking at
Preview/Properties
click theClose

-~ button in thdower
right corner.
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Microsoft PowerPoint 2007 — Clips Online

Since wemay not have found an animated imagéor this slide, let’s try something elseClips
Online. Even if you found an animated clip — try this'to

You cango onlinefrom thelnsert ClipArt Menu Screen and get even more clip art. Not only
is everything in the ClipArt Gallery available but even moré

If you look at thebottom right of yourClip Art Task Pane area,
you will see themageto theright. Notice that one of the

selections i€lip art on Office Online. Move yourcursor over
Clips Online andclick-on it.

NOTE: In order to go to the Office Online area, yoed to be on the Internet You
will either need to have your modem active, or bean active network connectioff.you are
not “online” the below procedure will not work.

You may seeaninformation screensimilar to theone below or youmay go directly to the
Microsoft Office Online web page.

/

Normally, the above Microsoft Office Online scresgpearsthefirst time that you accesshis
web page. If this page appears, read the Terniés®fand thewlick the Accept button (arrow
above.
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When youclick the Accept button, you will be taken to thdicrosoft Office Template and
Media Control Screen below This screemdicatesthat it would be wise tdownload this
feature to enhance your work with the Clip Art selectiodalownloading. When yaelick the
Continue Button (arrow below), you will see a screen that indicates that theegss is
occurring. Please read this screeand therclick the Continue button.

/

It will take a few moments, but thdicrosoft Office Online screen will open. Your screen will
look similar to the image belowrlhis image changes everydawith new Clip Art updates.
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Look at this screen carefully- it contains all kinds of useful information.” On theleft there
arelinks to interesting Microsoft sites In themiddle, you'll see the fimages of the dayy and
current clip art collections — they change with the seasons. We frequentlyltgg’ on this

page as we spend so much time clicking on theks.liBut for this tutorial, we’ll concentrate on
clip art.

Look at thetop left l l

corner of the

Microsoft Office

Online screen It will

look like theimageto

theright. We’'ll use \
this portion of the

screen tesearch for

animated clip art.

Notice - in the image above - there are a loaobws pointing to several areas.
Thetop-right arrow points to adown pointing arrow, click-on thisarrow. -

This causes drop down menuscreenlpwer right arrow ) to appear. lindicatesthat, when
we do a search, we wiiihd all of the images and sound& the drop-down menuAll Media
Types Notice thdeft top arrow points to the White area’ — we typed cartoons in this area
so that we can search for cartoons again. Go amhtype anything you would like to search
for in this white area. For this tutorial we’ll ski with cartoons - for now.

Next, notice theSearch button (top middle arrow). If you move your cursOssss-

over the Search button, aall pointy hand’ appears indicating that if you

click theSearch button it will begin asearchfor theclip art choice you typed-in. After you
enter what you want to search folick theSearch button

A menu screen similar to the one below will appear.

—  \
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Notice all the arrows in the image at the bottom of the Ist page Theleft arrow confirms
that wesearchedfor “cartoons” And theright arrow indicates that there aneore images to

be viewedif we click theNext button.

Now look closely at one of your images
(like the one on the left)Notice the
small square below the image If you
desire to downloadthis imageo your
computer, simplyclick in the little

If you move your cursor overthelittle
magnifying glassat thebottom of theimage and
click on it you will seean enlargednenu screen

like the onebelow.

/ You couldalsg moveyourcursor over the image

until you seethe ‘little pointy hand” andclick the
left mouse button. Both methods will cause the

screen below to appear.
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TheProperties
Screen on the left
will furnish all of
thedetails on the
image. When you
have finished
looking at the
image,click the
“red X” in the
upper right corner
of theProperties
screen (see arrow
above)



A new choicewith Office 2007 is thépages”
icon below the image. If you click this icon, it
will place the image on your Clipboardfor
you to paste into your PowerPoint
presentation, Word document, etc.

If you see any image that you desire to save on yeamputer, simply click-in
the small box below that image.

We clicked-in thesmall box belowthe Alarm Clock andtwo “things” happened immediately.
As soon as the check mark appeared, the two intadew changed a bit.

When the check mark
appeared below the hat, the
blue bar at thetop of the

screenindicatedDownload
1 item.

In theSelection Basketarea,

/ on theleft side of the screen,
it now indicatesthat there is
one item to download

As youselect more imagesthesawo areaswill changeto showthenumber of imagesyou
have selected.

As youmovethrough theimages by clicking theNext
button in theupper or lower right corners of the screen,
you will notice thatanimated images “move.”

You'll also see little speakers indicating sounds

If you're like us, we’ve clicked through about tenfifteen screens, and vden’t seeany of the
image moving—indicating animation. So, let’s take care of this byefining” our search

28



We'll continue to search for cartoons, loumly “look” for
animated clip art. To do this we’ll need to go back to the
Search areain theupper left corner of theMicrosoft Office
Online Clip Art Screen(image orright). Click thedown
pointing arrow (see right arrow) to theright of All Media
Types a drop down menu will appear. Move your cursor
overAnimations andclick on Animations.

T

Now click theSearch button againto start anew clip art
search

You should nowsee onlyanimated clip art. Every clip art image should be moving!

As indicated beforgglick in thesmall squares below any image
that you would like to download. Click theNext arrows to see
more clip art. As you click, thenumber of downloadswill
increaseto reflect your choices.

We found a “dancing pig” and
“feeding cow” that we liked.
You'll see that we put check
marks below these two images
so that we can download them.

— —

You search until you find some Clip Art images Yike. Check any of the boxes below the
images you select.

We'll now download the images you selected to yowomputer.

If you look at thetop of your

Microsoft Office Online Clip Art

screenyou will seethenumber of

Clip Art images that you selected t0 -
download.
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You will also see theame information on theleft side of
your screen.

To downloadtheimages, move your cursor over either of
the Download 2 itemgor however many items you chose)
andclick theleft mouse button(seearrows on bottom or

last pageor to the right). —

A Download screen, similar to the one below, will apggar. We chose two images, so our
screen indicates “2 items.” Your screen will irate the number of images you selected for
downloading to your computer.

When you see this screen, follow the instructions ithe box on the image below.

\

When you have read over this screditk the Download Now button.

A File Download Menu Screen

will appear (imageon left). The
Click the Open button.
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Note: If you have never used Microsoft Clip Art Online bdore, you may see a menu
screen asking if you desire to organize your clipsow or later. If this screen appears, go
ahead and select now. Clip Organizer will findALL of the Clip Art on your computer and
place it in the Clip Art Organizer.

Clip Art Organizer
When the download is completes@eensimilar to the one
on theleft will appear. There are several things to notice

\ here.
First,look at the top of the screert indicates: Collection

list. This is important — you'll see why in a few mias.

Notice thatDownloaded Clips has been “expandédo
show all of thdittle yellow folders belowit.

Next, youseetheimagesthat youdownloaded on the right
side of your screen Since these aanimated images,
notice the ‘yellow star” in the lower right corner of the
images This indicates that the image is animated. This
not shown here, bute’ll look at the right side in a
moment

Notice that thé=antasy folderis highlighted in gray — on

our screen This isvery hard to see, so look carefully
Another folder, under Downloaded Clips may be hgjtted
on your screen. It depends on the clips you doshl@ his

is very important as this is where your downloaded

images are locatedNotice there are a lot of folders that can
“hold” clips in the Collection List.

Sometimes, if you've forgotten where a clip was
downloaded, you’ll need to click on several of the
Downloaded Clips folders to find the clip you want.

The right side of your Microsoft Clip
Organizer menu screen should look
like the image on the right. You'll
notice the cow and sun that we
downloaded. You should see the
images you downloaded.

31



To insert aclip in your presentationmove your cursor
over the right side of the animated imag€you wish to
insert), anctlick thesmall down arrow.

A drop down menuwill appear select Copy

This will place the image on your Clip Board. Yate now ready to paste the image into your
slide.

In theupper right corner of your Microsoft Clip Organizer
screen you will notice three small boxesThe one on thieft
has a tlash” the one in theniddle a "little square,” and the one
on theright a “X.” Thesebuttons allow you tomake your Clip
Organizer screen bigger (the square in the midd)eor close
thisscreenso it “goes away” (the “X”). Click on thedash Gcee
arrow onright). You'll notice that thescreen seems “to
disappear” into the blue bar at the bottom of the sreen. This
Blue bar is called theTask Bar. If you need to use the
Microsoft Clip Organizer again, simply click on the Clip
Organizer in the Blue Bar Task Bar.

You should see Slide 6
again. In PowerPoint
2007 you will have to
click “outside” of the
Text Box to Paste your
image

Click in themiddle -
of your Text Box

and youwill seethe

dashed border
around your Text —

Box appear.

Move yourcursor to somewhereutsidetheText Box. Click theRIGHT mouse button

When thedrop down menu appearsclick Paste You
will now seeyour animatedmagein thecenter of your
slide.

ﬁ
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We’ll movetheimageto thelower right corner
of theslide. Move your cursor over your $
image and you willseethecursor change to a
four-headed arrow (see image on left and aboye

When youseethefour-headed arrow, click and hold

down the left mouse buttonand move your image to
the lower right corner of your slide.

If you desire tanake the image larger
or smaller, move your cursor over one
of the little circles on one of the
corners. You'll seeyourcursor change to a two-headed
arrow. When yousee the two-headed arrowglick and
hold down the left mouse buttorand move your two-
headed arrow to make the image larger or smaller.

f—

If you “grab” the circles in the middle of the top, bottom, left or right sides of the image,
and move them, you will either make your image “skiny” or “fat.” So, most of the time,
it's best to use the corner circles.

The lower right corner of you Slide 6 should
look something like the image on the rigiads

One more “thing” about Clips Online

If you don’t want to go through the Clips Online donvnloading clips process, you can use
the procedure below. This procedureconnects to Clips Online through theCollection List.

Make sure that you are “on-line” and logged
in through your modem on network cable.

Move to thebottom of theClip Art Task Pane on the
right side of yourscreenandclick Organize clips...
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At the bottom of theCollection List screen (on
theleft), you will seeaWeb CollectionsFolder.
Click-on thelittle plus sign (+) to theleft of
theWeb Collections folder Eeearrow on left).

Notice, when you click on the “+” to the left of
Web Collections,afolder namedMicrosoft
Office Online nowappears below Web
Collections (like the image below).

Click-on thesmall plus sign “+#0 the left of Microsoft
Office Online.

TheCollection List Task Pane for the entire MicroSoft s
Office Online will now appear.

We clicked on Animals (seeimage andarrow below). TheClip Art images to theight of
animals appeared You caninsert theseimagesjust like you didon Page 32 In essence, you
are “live-on-line” inMicrosoft Office Online. Some folks find this method easier to use when
downloading a specific clip — than the one we gigiwed you. You choose the one you like.
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B ey After you haveclicked Copy, close the Microsoft Clip
Organizer by clicking on the small X” in the upper
right corner of theClip Organizer screen

You may seea Microsoft Clip Organizenformation screen appear(like the onéelow) which
asks if you desire to retain images on your Clipoa

Answer *Yes' if this screen appears.

You should now be back in the last slide we wor&rd- Slide 6.

Save your work!

Slide 7

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

-€

Slide 7will be aTitle Only slide. Click the
Title Only image in the New Slide menu n.

Click on thetop box andype: Enjoy your sandwich!
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Now, let’'smake theletters larger. Highlight your title Enjoy your sandwich!) Placeyour
cursor at thebeginning of the first word, click and hold down theleft mouse button andrag
your cursoracross the wordsthenreleasetheleft button. TheTitle should béhighlighted and
look like theimagebelow. Since you are “really” in Microsoft Word whenware working
with text in PowerPoint 2007, you catsoplace your cursor on Enjoy your sandwichland
quickly click the left mouse button_threetimes and you will notice that the phrase is
highlighted.

First, we’ll change the fontfor thetext. /

Click-on thedown triangle next toCalibri

in thebutton bar at the top of the screen

Usetheelevator bar, on theright of the /
font screenthat appears, armdove down

andselect Times New Romat(lseeimage/

andarrows atright).

Next, place youcursor on thesmall down triangle next to
the number in the ribbon bar (when your cursor is on the
number, the Text Help box wilthdicate Font Size — see the
image and arrow on the righ). Click on thedown triangle
andscroll down to60 andclick on 60. You text shoulchow
be largerthan before.

One of theneat new featuresof PowerPoint 2007 — that you
might have noticed — as you wem®ving your cursor down
the Fonts, and then th&ont Sizes— was thathe highlighted
text “changed” to theFont or Font Sizeover which your
cursor was located

If you did not see thisrepeattheaboveFont type and size
change again. This time, slowly move your cursardhe
Fonts and watch the change, and then over thes&vatch
the change. Awesome!
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Another new PowerPoint 2007 feature

You may also haveoticed, once yothighlighted “Enjoy your sandwich!,” that as youmoved
your cursor arrow over the highlighted text, that aText Formatting box “hazily” appeared
(like theimage below. When yowseethis hazyimage if you move your cursor over the Text
Formatting Box, you will have all of the formatting features in the box avdable to you! A
real time saver! You can use this box just asdidithe ribbon on the last page.

However, youwill not see the different Fonts appeain the highlighted area (like you did on
the last page) as you move you cursor over thenthandizes.

You can do this to any text in your PowerPoint presntation.

Save your work!
é
AutoShapes

We’re now going tdry something new— a
technique for adding clever shapesnd a few
“secret things to our slides!

First, point thecursor away from theTitle box and
click the leftmouse buttonin a*“white” area. This
is called ‘tlicking away.” This will “turn-off” the
square box” around the Title.

Click thelnsert Tab at thetop of your PowerPoint
screen Next, click the Shapes buttonin the
lllustrations Group on thelnsert Ribbon (see
arrows at top of imageonright).

When youclick theShapeshutton adrop down
menu (like theimage on theright) will appear.
Look over the Shape choicem this menu screen.
We will work with a Callout shape. Thechniques
we useto place a Callout shape in our sligi
work with all of the other shapes as well
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Look at thebottom of theShapes drop down menwand findCallpouts. Move yourcursor over
the choicesand dick Cloud Callout.

When youclick, your cursor will changeto “cross hairs?” =

Move thecross hairsto thearea belowthe title. Click andhold down the left mouse button,
and drag down and to the right about two inchesReleasethe button. A cloud shape should
appear - similar to the orlow.

If you don’t see the cloud shape- try again. If your cloud is very small, use #ieng
techniques on Page 33 to make it larger.

Drag this Cloud callout to theupper right
corner of your screefust under your title
(moveyourcursor over the Clouduntil yousee
thefour arrow shape, click and hold down the
left mouse button and dragthe cloud).

Enhancing the presentation
Not too spectacular? Let’s jazz it up!

Click-in the cloud. Then,type the wordWOW! You will see WOW!appearin the cloud.

It's sort oflike a“hidden” text box (this is the secret). Click theleft mouse button in front of
WOW!, hold down the left mouse button anddrag across WOW!to highlight the word. Or,
since you are in Wordriple-click quickly onWOW! and WOW! will behighlighted.

learned orPage 36to changetheFont in the C , and make it larger.
Make sure WOW! Is still highlighted. You s#ould see th@aghlight square around
“WOW!” - like the image below.

/

Click theHome Tabat the top of the Powerliyreen. Now we’ll ttechniqueswe
lo
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Click on thedown triangle to theright of theCalibri fon d adrop down menuof all of the
fontswill appear. Move your cursor slowly down the font sefsgtiamsil you see a font you

like. Notice — as youmove your cursor over a font- you will see th nt replace the font in
the cloud When you see font you like, click the font. We liked Comic Sans MS — as you can
see in the image above. You choose one you like.

Now we’ll “enlarge’ our font. “Wow!” should still

be highlighted.Click on thedown triangle to the

right of the font sizes,and a drop down menu of all

of the font sizes will appeaiotice again — as you

move your cursor over a font size — you will ses th

font size replace the font in the cloud! We dedida

font size 32. You choose a font size that you. li /

~

Now we’ll “Color” our font. “Wow!” should still be
highlighted. Click on thedown triangle to the right of the
Font Color button, and a drop down menu of all of the font
colors will appear. Notice again — as you moveryusor over
a font color — you will see that font color replabe font color
in the cloud! We decided on red. You choose & doior that
you like.

Finally, we’ll “Bold” our font. Move your cursor
over the Bold button in the Font Groupandclick

the “B.” You should see your font get bigger./

Your cloud and font should look similar to the
image on the left.
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From now on you can “change”any of your text using this method.

Save your work!

Click away againin a white area on your slide.

Now that we have a cartoon cloud box (like in then funny papers) that says WOW!, we
need to add a animated comic character (clip athetsaying this phrase. ®ack to add clip
art.

You'll need to have th€lip Art Task Pane visible on theright side of your screen If it is not

there, follow the instructions beginning on Page 20

Once the Clip Art Task Pane is visible the rigliesof

your screen, well once again goQbp art on Office

Online (like we did onPage 23. /
We thought we’'dsearch for /
animated people so wetyped-in

peoplethen chosénimations

(as you carsee in the image on

the right).

We then clicked the Search button. —

We then browsed through the pages, as we did hefodechose several images we liked. You
do the same. Choose several images that you liik@u want to search for images other than
people, great - go for it!

We thenclicked onDownload (so /

many) clips (like pictures at the
right), thenclicked-on Download

Now. We then clicked-on Open and
were taken to th®licrosoft Clip Organizer screen.Please look

at your Clip organizer screen carefully. On theleft sideit will
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indicate thefolder in which the clips will be saved (all of this wesvered on Pages 31 to 35).

/Chooseaclipart image that you like analick thesmall
down triangle on the right side of the image When the
drop down menu appeardick-on Copy.

-

ThenclosetheMicrosoft Clip Organizer by clicking on the small X” in the upper right
corner of theMicrosoft Clip Organizer screen. Don’t forget to also click the “X” on the
Microsoft Office Online screen if it is also visibé.

Move yourcursor over the white area in your slideandclick theRIGHT mouse button In
the pop-upmenu thatappears selectPaste Your image will now be somewhere on your
screen. You'll probably have to drag it down andhe left and make it larger (like we did on
Page 33). Go ahead and do that now. When wdédisour slide looked like the one below.

One more

“trick.” Click on yourcloud again. Your image
should look similar to the one on the rigiNotice
thesmall yellow diamondat theend of the “tail”
at thebottom of thecloud. This is a special
diamond that will let you move the tail of your
cloud around.
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Move your cursor over the diamondand it will changeto anarrow with
“no tail.” When you see this arrowlick and hold down the left mouse === v
button anddrag the diamond toward your animated clip art.

When we finished dragging the yellow
diamond closer to our clip art, our image
looked like the one on the left.

Neat!
Any time you see a yellow diamond with

an object you can get special effects for
the object be “dragging the diamond.”

We'll work with the yellow diamond again when weoshyou how to create WordArt in your
slides.

Save your work!

Slide 8
Click thedown arrow in thelower
right corner of theNew Slide button
once again
-

Slide will be aBlank slide. Click theBlank
imagein the New Slide menu screen.

WordAurt:;

Now we’ll add soméVordArt to our slide.Click thelnsert Tab and themove your cursor
over theWordArt button in the Text Group.

/
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Click theWordArt button . A drop down menu screen (on {b&) will appear.
Move your cursor over one of the WordArt selectiong/ou like andclick that selection

We liked the “red A” you see on the left. You ceBemne you like and click on it.

Several “things” will happen
immediately. First, the center of Slide 8
will show your WordArt selection —
similar to theimage on theright.

You'll also notice a WordArt Drawing Tools Tab — with aWordArt Tools Ribbon — appear.

AN

We could create a tutorial on the new featuregfdrancing text and WordArt in PowerPoint
2007. However, for this tutorial, we’ll take yourdlugh many of these features and let you
explore on your own. From what we show you, yoousth have no problems exploring further.

Below we’ve enlargeda portion of thdrawing Tools Tab andWordArt Ribbon .

V'

/

Notice (in the image above) tighape Styles Group We’ll use one of these | More Arrow
Shape Styles to improve our WordArt selectidio. see all of the Shape StyleS
click the More Arrow in thelower right corner of the Group.
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When you click the More
Arrow a screen similar to the
one on the right will appear.

As we moved our cursor over

the Shape Style choices we

noticed that a “temporary”

preview of how our text would \
look appears on Slide 8. We

liked the Shape Style indicated

by the arrow on the right. So

we clicked that Style. You

browse the Styles and choose

the one you like.

When we clicked our
style the WordArt area
looked like the image
on the right.

Let’s replace the textour Text Herein our WordArt area with:Enjoy your sandwich.
Highlight the text in your WordArt area by either clicking and holding down the left mouse
button and dragging your cursor over the text.cli@k three times quickly to highlight the text.
When the text is highlighted, type Enjoy your sanduch. Your WordArt area should now look
similar to the image below.

Now, let's see how to us&’ordArt Styles. Click on yourEnjoy your sandwich WordArt and
make sure you can see your WordArt Drawing Tools Ribon.

In the image below we’ve enlarged the WordArt Stydection of the RibborMove your
cursor over the More arrow andclick the More arrow.
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When you click the More arrow an
image similar to the one on the
right will appear. Once again, as
you move your cursor over the
letters you will see your WordArt
area change to that WordArt Style
effect.

Notice that thetop portion of the
drop down menu indicates
Applies to Selected Text When
your cursor is over one of these
selections you will see that only a
single word is changed.

Thelower half of thedrop down
menu, indicates Applies to All

Text in the Shape’.

We chose the orange Style you see
at the bottom of the last page. You
choose a Style you like and click on
it. Our WordArt area now looks
like the image on the right.

él More Arrow I

Now that you have a “feel” for how the Drawing
tools work for WordArt, look at your Ribbon again.
You'll see an area similar to the image on the left
Make sure your WordArt image is “clicked” and
thenclick thedown triangle next to Shape Filland
move your cursor over the selectionsOnce again
you'll see a preview of how your image would look,
if you chose the different Shape fillblext, try

Shape Outline and Shape Effects.
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Now do the same thing with Text Fill, Text Outliaed Text Effects.

For past users of
Microsoft WordArt
you are probably
wonderingwhere the
neatWordArt Shapes
are locatedin all of
this.

If you click Text

Effects (as indicated —
above — on the right)

and therchoose

Transform, you'll see

the Shapes (now called

Warps) appear. As you \
move your cursor over

the Warps, you'll see

the Warp Effect in yotr

WordArt area.

Rotation Tool

On Page 33 you learned how to resize and move ignageu probablyoticed a small green
circle or dot at thetop of theimagesyou placed in your slides. This is called B&tation
Tool. -

-
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If you move your arrow cursor over this green circleyou’ll notice that thearrow changes to
a curved arrow. This curved arrow indicates that tRetation Tool is “active.”

If you click andhold down the left mouse buttorwhen you see this curved arrow, andve
your mouse a bit to the left or right you’ll notice that th&VordArt image rotates similar to
the image below.

Any time you see the green circle on an image
you can rotate it as you desire. When we

finished our WordArt image looked like the
image on the right.

Save your work!

Text Box

The last “tool” we’ll work with is thelext Box. We'll add a Text Box to Slide 8lick the
Insert Tab and themove yourcursor over theText Box button in the Text Group.The Text
Box button will allow you tansert text in your slides if the template you chose doeshase
the desired Title and Bullet boxes. ihsert text, click-on theText Box button.
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After youclick theText Box button, move the cursor into aogen’ white area on -I-
Slide 8. It will look like a fittle sword.” .

When you get to an appropriate placigk theleft mouse button and &kt entry
area” will appear {t looks like the image on the righj.

Don't worry about its size. Justtype the following: THE END. Our text

box looked like the image on the right. No probleliove your cursor over

one of the center sizing squares, click and holdrdthe left mouse button,

and drag your cursor to the right. You're THE EBIuld now look similar

to the image below. -

@

Highlight this text, and using the Font formatting method$?ages 36 & 37 — make the text
larger, change the font, maybe add Shadow, andapackor that you like.

We enlarged our WordArt and enhanced THE
END and moved them around until our Slide
8 looked like the image on the right. You
enhance your Slide 8 as you desire

Save your work!

Motion Paths

Slide 9

PowerPoint 2007has some reallgeat featuresthat you might like to try. You cartrace a
path” for an image to follow around or across the slideYou can have a porpoise jumping in
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and out of the water at the bottom of the slidanaybe a bat or bat flying around in the top
portion. If you want to do this we’ll show you how If not, skip to Page 47

Click thedown arrow in thelower
right corner of theNew Slide button
once again

-

Slide 9will be aBlank slide. Click theBlank

imagein the New Slide menu screen. \

First, following theproceduresoutlined onPages 24-33we went
to ClipArt on Office Online and found &ute bat We then
downloadedthebat into ourOrganize Clips.

Then, wecopiedthebat from Organize Clips andpastedit onto
theblank slide template (Page 32) Wseadethesizeof the bat
fairly small and thermoved the batto thelower left corner of the
Slide 9 (Page 33). Wadicked on the bat torhark it.”

The bat we chose is already an animated clip

art image. To have it “fly” around Slide 9
we need to add a Motion Path from Custom \
Animation. To do this welicked the

Animations Tab, thenclicked thedown

triangle to theright of Custom Ani....

When thedrop down menuappeared we

clicked Custom Animation... (seeimages

andarrows on theright). >

Theimagebelow appeared
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4.

When weclicked Custom Animation, aCustom Animation Task Paneappearedon theright
side of our screen. We saw Add Effect Button ( 1.). Weclicked theAdd Effect button( 1.).
In themenu thatappeared weclicked Motion Paths (2.). In the next menu, we moved down
andclicked Draw Custom Path (3.). In the last menu to appear aleked Freeform (4.).
After clicking Freeform, we moved our mouseinto thetemplate slide

andnoticed that ourcursor image had changed to “cross hairs."We — ommgp -+
moved thecrosshairs over the batin thelower left corner of the slide.

We thenclicked and held down the left mouse button With the left

button held down, weslowly began tanove the cursorto the top of the

template. We noticed that tiearsor now looked like a little pencil AS -

long as we held down the left mouse button péecil traced a path

around the slide Since we were drawing the Motion Path for a Wat,

drew circles around our slide

When we finish, we need tdurn off the pencil. We clicked the left mouse button
twice — quickly — and the pencil went away. As soon a<isked twice quickly, wenoticed
that ourbat “flew” very, very fast around the path we had drawn. The image below is what
our slide looked likewhen we finished.
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You canseethe ‘flight path” for our batbeginsin thelower left corner and goes up, down
around the slide arekits at the right

We'll slow ourbat down - a lot - anghsert achirping sound as the bat flies around.

On theright side of thescreen,in theCustom
Animation Task Pane, waoticed that when
we completed that bat “flight path” that

something new appeared (Picture 2)You
Task Pane may indicate something differen\t,ﬁﬂ'l\
don’t worry about it.

We moved ourmouseover the small down
arrow on the right of thisarea andclicked the

small down arrow. Adrop down menu, /
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similar to the one on thight appeared. Weclicked Effect Options and thamage below

appeared.

Since we selecte@ustom Path,to
create our flying bat effect, the
menu screenat theright appeared
when we clickedEffect Options.
Notice, at the top of the menu,
there arégwo tabs. We are
“clicked” the Timing tab. Our bat
flew very fast and we would like to
slow it down. So, wehose5
seconds (Very Slow) We also
wanted our bat tavait a few
seconds after we moved to Slide 9
to begin flying. So, we alschose

a delay of three secondésee
arrows to theright). To complete
this menu screen clidRK.

/
—

To slow our bat down even more, we chose Effect Optisragain and typed in 19seconds).
This will really slow the pathExperiment and choose a time that you like. You may also
desireto have the “bat fly” when you move to Slide 9 If so,choose After Previoudnstead of

On Click. Experiment as you like.

yd

To insert a soundwith ourbat image
(chirping), we went tcClipArt on Office
Online andsearchedfor “bat sounds and
found a number of chirping sounds. We
downloaded these as we’ve done before.

To add a soundto your image is ait

tricky . You agairclick Effect Options
(top of Page 52) as you did before. When

the menu screen appears (like the one to the
\Ieft) choosetheEffect tab (se¢op arrow).
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Thenclick thedown arrow to the right of Sound andmove downthe menu until you see
Other Sound. Click Other Sound. A menu screen, similar to the doelow, will appear.

Click thesmall down arrow to theright of

Look in. When the drop down screen appears,
select My Documentgdouble-click twice
quickly onMy Documentsor click-on Open),

then selecMy Pictures (double-click or
Open) and then seledtlicrosoft Clip
Organizer (double-click or Open).

You should theseeamenu screersimilar to the
one on thdeft. The“goofy” numbers youseeare
the “names of the sounds you downloaded We
said this wasricky .

\

Click one of the soundsnd therclick OK. This will take you back to the menu screen at th
top of this page You will hear your sound play if your volumesist high enough. To complete
your menu screen cligkK.

Note: if you areunable to find, or don’t see the path, the dashelhe that you drew for your
image, go to the top of Page 50 and repeat theigigins again. This will cause the path to
reappear and the right side of your screen to agjaw the Custom Animation Task Pane.

right side of the screen, you will notice that the doeks
like theimageto theright. Anytime you are working with

an animation you will see this image. Notice @i can \

At the bottom of theCustom Animation Task Pane, on the\

Play your animation effectanytime by clicking thePlay
button. If you desire teee how thisslide will “look”
when you present your PowerPoint slide shoyelick the
Slide Show

Viewing your Slide Show
You have just completed the first stage of your preentation Go back to Slide 1 You

cando this by using the “elevator bar’ on the leftedge of your screen If youclick at thetop
of theelevator bar you will keep moving upuntil you come to your first slideClick-on Slide
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1. It will indicate Slide 1 of 9in thestatus areain thelower left corner of your screen. You
should recognize this slide as your first slideHow to make a Great PBJ.

To view how your slide \

show will look when
you project it onto a
screen or monitoglick
the View Tab thenclick
the Slide Showbutton
(like theimage on the
right).

Or, you carclick the smallSlide Show
Screenbutton in thebutton bar at the
lower right of the screen

There areseveral waysto advance throughyourslide show You cantap the space bar, tap
the Enter key, taptheright arrow key, orclick theleft mouse buttonto moveforward from
one slide to the next (during the show). When getto the endof the “show” the presentation
will return to yourslides Anytime you want to endthe show, simply tap tHesckey in the
upper left corner of thekeyboard or click theright mouse button andick onEnd Showin
the pop up menu that appears. If ymd your show “early’ you will be on the slideyou were
viewing when you tapped Esc or clicked-on End Show.

To “go backward, to a previous slide in your show, you dap theBackspace keyor theleft
arrow key. If you are using the mousdo “click” through your presentation aiésire to go
back, click theRIGHT mouse buttonand you willseeamenu screenappear that allows you to
choose &reviousslide orGo to any slide.

Transitions:

Now we'll add some pizzazzo our presentation. When you viewed your slidevs a few
moments ago, it was like “flopping down” plastiatsparencies on an overhead projector.”
Nothing really fantastic. Now we’ll add some mati@nimation, sound, and color and really

make our presentation something to view. /
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Go to theSlide Sorterbutton at thdottom right area of your screeglick on thebutton with
four white squares

You cannow seeall nine slides(as showrbelow). Notice that Slide 9 (the one with the flying
bat) does not show the path of the bat. This ¢taibse of the motion path — not a big deal.
Lightly, click onceon thefirst slideto highlight the slide (arrange borderwill surround the
slide —see arrow belowy. Now point in theVIDDLE of Slide 1andclick on yourRIGHT
mouse button.

If you accidentally quick twice on Slide 1, thislltake you to the Slide View, again. If this
happens, simply click on the Slide Sorter View butat the bottom of the screen, just like you
did on the last page.

With Slide 1 “marked,” click the Animations Tab.h& Animations Ribbon will again open.

—

—

For previous PowerPoint users, this is another “tally new” method.

Notice in - the Animations Ribbon a Groufgransition to This Slide.
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Transitions are neat, visual actions, as we mawa §lide to slide in our show. To get a “feel”
for what Transitions daslick theMore Arrow in thelower right corner of theTransition to

This Slide Group. él I
More Arrow

A Transition
selection screen
similar to the
image on the right
will appear.

So, let’s get started

in creating somemovement (transitions)as weenhanceour PowerPoinslide show
Remember that we clicked-on Slide 1 to begin thixgss.

We have enlarged the Fades and Dissolves and Wgotiens of the Transitions image on the
last page. We moved our cursor over Wipe Up aicted on it. Immediately our Slide 1
Transitioned with a Wipe Up.

At thebottom of theTransition to This Slide Group there is a
Randomarea. One of the choices ha@uaestion Mark ( ?).
We chosethis selectionand therchose Apply to All Slides So,
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when we show our slides, each slide wainsition with adifferent effect.

Go ahead and try as many Slide Transitions as you
desire. When you have one you likegk at the

lower left corner of Slide 1 You will seeasmall
“shooting” star. This means that a transition has
been applied to this slide. If yalick thestar, you

will see the transition you selected willay again.

You canrepeatthe above process lalicking on

each slideand selecting a different transition for

each slide. Or Notice -on theright side of the

Transition to This Slide Group — you can select

Apply to All. And the transition you choose wileb

applied to all of your slides. It's up to you oovh \
you want each slide to transition — or not trapsiti

Also notice that there is &ransition Speed
selection in this same area. You may change your
transition fromFastto Medium orSlow.

ﬁ

You may also add Soundto your transition. Click
the small down arrow to the right of Transition 8du
A drop down list of sounds will appear. We chose
Chime for our Slide 1 Transition.

Notice at the bottom of the “list” it indicates @th \
Sound.... When we found the bat sound on Microsoft

Office Online, it placed the sound in our Clip Art

Organizer. To use this sound we had to chooserOthe

Sound. When we did, it was added to our list at th

top.

As you get more comfortable with sounds, you cad fi
some really neat sounds all over the internet.

q
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Note: many audiences do not like a lot of “soundivhen watching a PowerPoint
presentation. So, you may desire to use sound “gagly” in your presentation.

Try it out!

Go ahead and run/play your slide show again. $eeylou like the transitions and sounds.
Adjust as you desire.

Don’t forget to save your work!

Text Effects - Build:

Building is aterm indicatinghow each line of the text@n a slide) willenter the screen. The
lines, words, letters, pictures and chartg€anmove inor appear from almost any direction. To
Build thetext on each slide, follow these directions.

Go backto Normal View. You can do this islide Sorter View by double
clicking quickly on thefirst slide or byClicking on theNormal View
button on thelower right corner of the screen.

Enhancing Text

When the Slide Normal View screen appearslick on the first line of text. The first Text
Box will appear adelow.

When you see the above Text Box, highlight the. t&%hen you do, you will again see the
Drawing Tools Tab appeaClick theDrawing Tools Tab and the Drawing Tools Ribbon will
again appear — just like it did for WordArt.
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Please refer back to Pages 43 — 4vhere we showed you how to use this Ribbon to
enhance your WordArt. To enhance your text yaldlithe same things you did with WordArt.
So, click on the Shape Styles and WordArt Stylesus and change your text as you desire.
You can also use the Text Fill, Text Outline andtTEffects, just like you did before. Be
creative and give your text some zing.

This is new in PowerPoint 2007 — using one Tab ariRibbon for both Text and WordArt!

Animating Text
This will be very similar to what we did on Page 5@vith our Motion Path.
Make sure your text is still highlighted

Click theAnimations Tab again, therctlick
thedown triangle to theright of Custom
Ani.... When thedrop down menuappears
click Custom Animation... (seeimages
andarrows on theright).

The following Custom 1.
Animation Task Pane will ——
appear on thaght side of your

screen (very similar to the one
we used for Slide 9). When this
screen appearfrst, click Add 2

Effect (1.), thenclick
Entrance (2.), and finally
click More Effects (3.)

(because we want ALL of the

effects). —

TheAdd Entrance Effect menu screen will appear (like the one onldfi.

59



Move your cursor over the blue Add Entrance Effectbar” at the top of the menu screen.
Click and hold down the left mouse button and draghe menu screen to the right of your
screenso thatyou canseethetext in the Title text box. After you have moved this boaise
yourfinger from theleft mouse button

\ Choose one of the effectsy clicking-on it. You will now be able tgee the animation effect
in the Text box You may hear a sound that is “part” of your Blikansition. We’ll show you
how to add sounds for your text in a moment.

Try a lot of different effects. Notice that there is arlevator bar on theright side of this
menu. As younove downtheAdd Entrance Effectsmenu screen you witiotice that there are
“groups’ of effects —Basic, Subtle, Moderate, and Exciting Try a “bunch” of these to see
how they work.When you have an effect you likeclick the OK button at the bottom of the
Add Entrance Effect

screen.

Now click-on the

lower text boxand

repeat the steps we

outlined on Pages

59 and 60

Notice — on theright side of the screen - under
Custom Animation — that theTitles (on which we
added effects) arghownas gpart of this screen(just
like when we created our flying bat on Slide 9).

Also notice, on the right side of owgecond titlethere
is asmall, down pointing arrow. If you click-on this
arrow it will show you each line of texthat you
animated in the lower sub-title box.

Now we’ll enhanceour text some more.

—

Move your cursor over thefirst title andclick the left mouse
button. Nextlick thesmall down arrow on theright side of
thisbox. You will seeamenu screenmappear that will let you
enhanceyour title (just like you did in Slide 9). Choogaick)
— Effect Options and the menu scre&elow will appear.
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This screen isimilar to the

one inSlide 9 but a little

different. Notice that we

choseMagnify for ourtext /
effectand therchose Laser

for oursound

We'll cover Dimming and
All at once when weanimate
text in Slide 2

Go ahead and experiment
with Entrance Effects and
Sounds for your first Slide

Entrance Effects and
Sounds for Slide 2

Thequestionwereceive the mosis: “How do you get the text to enter one letter at aitne
and have it sound like a typewriter is typing the éxt?”

We’ll now show you how to do this

You should be on Slide 1 in the Normal View scredve need to

move to Slide 2 Look atleft side of theNormal View screen. You

will seethat this area looKge theimageto theright. Click-on

Slide 2in this area. Aorange borderwill go around the small sliN

and you willsee Slide 2n thecenter portion of your screen.

You will seeyourbulleted list of
ingredients in the large Slide 2
area. Move your cursor

anywhere over the listand click
on the list. Your bulleted list
should look like the image on the
right.
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Click theAnimations Tab again, therclick thedown triangle to theright of Custom Ani....
When thedrop down menuappearglick Custom Animation... (seeimagesandarrows on the
right).

>

You will seetheCustom Animation Task —
Pane appear on the right (as you did in

Slide 1).
SelectAdd Effect, thenEntrance and \

then More Effects (as you did in Slide 1).

This may not seem like much, but the
choice of the Entrance Effect is very
important here. Notice, in theimageto the
right, that wechoseAppear. We need the
text to enter, letter-by-letter, very quickly?
Appear will take care of this. Other choices
may “look funny” when the animation is
“running.” When you become more
accomplished with PowerPoint — try all
kinds of effects.Click theOK button when

you have selectefippear.

Look down the Custom Animation Task Pane on the
right side of the screen until you see an area thaslook
like theimageon theleft. Click thesmall down arrow
on theright edgeof the Content Placeholderandselect

—

Effect Options.

When youclick Effect
Options armAppear menu 1.

screen (similar to the one on /
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theright) will become visible. We've gone ahead amdered the effectdo make our textook
andsoundlike an “old timey”"typewriter typing.

We clicked thedown trianglesto theright of each featureand did 1 4. owing:

Sound Weclicked thedown arrow to the right of Sound 1. ) andchose Typewriter.
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After animation (Dimming):

We noticed that before we clicked the down arrdnaf the wordsDon’t Dim” appearedin the
area to theight of After animation. We therclicked on thedown arrow and chosethelight
blue color that appearedd. ). When you are making your PowerPoint presematiou might
like to have the bullet, about which you are spegkbe more noticeable than the bullets about
which you've already spoken. By choosing the lighie color, as you move through the
bulleted items, you will see the last bullet dinddhe new bullet be more noticeable. In a
moment, when we complete this Appear Effect mereill Wlay our slide and you’lsee what

we mean.

Animate text:
We clicked-on thedown arrow and chos@y letter ( 3.).
Seconds delay between letters

We used the small “up and down” arrows to indicated.1 seconds between letters4(. ).
When you “play” this slide you may desire to sloameh or speed up the typing sound. To do so
simply repeat the above and vary the seconds.

When youcompleteyour Appear menu screent should look like the one at thbottom of
Page 63 Click OK.

Now, click-on Play at thebottom right of your screeﬁ\
You will see the text enter like it's being typédar the
typewriter sound, and see the bullets dim as youqed

on to the next bullet.

Sound
Be Careful with Sound

Be carefulwhen using sound for transitions and text animatiSBometimesioo many effects
canoverwhelm anddetract from a presentation. As you become more expertentd sounds,
and PowerPoint slides, you will find many web padegoted to sounds and clip art. In the
Front Page tutorials, there is a section on WAWsisu If you desire a copy of any of these
tutorials, simply e-mail the addresses at the drdig tutorial. You may want to experiment
with some other sounds you “download and save” fibreninternet.

Don’t forget to keep saving your presentation as ywenhance it with these
effects.
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Adding Color

There are a several methods you can use to addasadoother effects to your slides. We'll
begin with Color Schemes and then move to Themes.

Slide Color Schemes

For those of you who have used PowerPoint Coloe®es in the past,
Color Schemes takes on a whole new look in PowatR&07. You'll
be able to do all of the schemes you used prewioushd a lot more.

Click the smallSlide limageon theleft side of your screeitw —

Next, click theDesign Tah

e

The Slide Design Tab/Ribbonwill appear. T

Notice theThemes Grouptakes up much of this ribbon.
Once again, as yamove your cursor over these
Themes you'll notice that th&hemesbecomevisible

on Slide 1.

Since many PowerPoint users I&€elor Schemesthisis
where we’ll to begin our slide coloring process.

Look at thearrows on theright side of this page To
color your slide, using a Color Scheme, you'll nézd
click the smalldown arrow to the right ofColors.

&~
—

When youclick Colors, theimage aboveon theright will

appear. These are tha@efault (Built-In) Color Schemes ===
You can choose them as you desire. Witk theCreate

New Theme Colorsselection at thbottom of this menu to
create our own Color Scheme.
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When you clickCreate New Theme
Colors, the image on the right will appear.

When youclick thesmall down arrowsto
theright of severalTheme colors

selections theSample area on the right

side of this menu screen, changes with each
selection.

Below is an image of th&heme Colors
drop downmenu for Text/Background —
Dark 1. As yowchoose colors- you will
see theesult in the Samplearea.

&~

When we finished our color selection, our
Create New Them Colors selection, our
Color Scheme looked like the one on the
right.

We named our new theme — Your New
Theme Color. You can name your Thenaesss
anything you desire.

— but not
a problem! As soon as we clicked
the Save button ourENTIRE
slide show changed to the new
Color Scheme
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Our slides all changed to the new Color Schemesgauon the

If you like the Color Scheme you created, this is
not a problem. If yodo not like your scheme
you can click th&Jndo Arrow at the top of the
screen. When you click, your slide show will
return to the slides you created previously.

J/

Notice that younew

color schemehas been
addedto theThemes

in the Design ——
Tab/Ribbon.

You have a lot of flexibility in
PowerPoint 2007. Yooan apply any
of the Themes to specific slides, or to
all slides When youRIGHT click

on atheme, apop-up menu will
appear. You canchooseto Apply to

All Slides or toApply to Selected
Slides

We liked our new Color Scheme for Slide 1. But,wanted
another theme for Slide 2. We clicked on Slidél#n, we
RIGHT clicked onone of the white themesindchose

Apply to Selected Slides When we did, our Slide 2 changed
to the white theme. Our Slides 1 and 2 look Itk image on

the left.

As you become more comfortable with PowerPoint 2@f¥Il be able to create Color Schemes
and Themes that you can change, mix and applyuoslales. So, experiment as you like.
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Don’t forget to Save your work every now and then!

Changing Colors in Color Schemes

If you desire tachange the colorsn
your Custom Color Schemeclick the
down arrow to theright of Colors, and
move your cursor over your Color

Schemeandclick theRIGHT mouse
button. An image similar to the one on

the right will appear.Move your cursor

over Edit andclick. Your Create a /
New Theme Color menu (image in

middle of Page 66) will appear.

/

When your Create a New Theme Color menu appediswfthe instructions on Page 66 to

make additional changes.

Note of Caution: Be very careful when you are working with backgroum colors. Many
times color changesill make the text on the slide hard to readhgainst a background. All of
the templates in PowerPoint are OK with color and,tbut when you start changing either the
background or text color, you may create a slideretihe text is hard to see. So, again be

careful — and remember the Undo Arrow.

Backgrounds

Click Slide 2

We'll use some other
features in PowerPoint
2007 to enhance the
backgrounds of our
slides.

On theright side of theDesign Tab/Ribbonyou’ll
see aBackground Styleschoice. Click thedown
arrow to theright of Background Styles The
menu screen on the right will appear.
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Click theFormat Background selection.

TheFormat Background menu screen on the right
will appear. Notice that there aseveral choices
Solid fill, Gradient fill, and Picture or texture fill .
We'll now look at each of these.

Gradient

When youclick thesmall circle to theleft of
Gradient fill , the image below will appear.

\ As soon as you click Gradient fill, you'll

notice your Slide 2 changes to tdefault
Gradient fill (you see on the left image.)

Notice all of the choices. First, wedlick
Preset colors

When weclick thedown arrow to theright of

Preset colorstheimage on theright appears. —
Move your cursor over one of theelectionsan =

click on it. Slide 2 will change to this Gradient.

Click a couple of other choices.

When you have the “feel” for Preset colors, click
on several of the other choices below Preset colors
and try them. Needless to say, you can spend a lot
of time enhancing your slides with this feature.
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When you finish, if you don't like your choices,euthe Undo Arrow.

Picture or texture fill

Next we’'ll enhance our Slide 2 with Pictures andtliees. We'll start with Texturelick the
small circle to the left of Picture or texture fill.

As soon as youlick the circle, yourSlide 2 will look similar to
the image above It has taken the look of the first Texture cleoic
To “see” this, click the down arrow to the rightTéxture and your

screen will look like the image above. Click salaf the Textures
in the selection area.
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Picture

Now we’ll work with adding Picturesto the
background of Slide 2. Look at theéill
menu again and notice that when you
clicked on Picture or texture fill that an
Insert from: set of buttons appeared
This indicates that you can insert you pic
from a file on your computer, your
Clipboard or from Clip Art.

In theimage belowwe clicked theClip Art button . When weclicked, theSelect Picture
menu screen appeared The images showing in tl@ip Art menu screen are images that we
have used recently We chose the stack of books and clicked the Gioh. Our Slide 2 now
looks like the image to the left.
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You experiment as you desire with the various Bamlgds. Don't forget the
Undo Arrow if you need to try other effects.

Themes
Finally, we’ll apply Themesto our slides.

For those who are familiar with previous versioh®owerPoint, Themes are similar to the
Design Templates. For those using PowerPointiefitst time we’ll show you how to use
Design Templates on individual slides, or on altra slides in your presentation. If you are not
on the Design Tab/Ribbonlick theDesign Tah You will see thérhemes Group

e

—

We “cleared’ our Slide 2 (using th&ndo Arrow) so that
the Slide 2, on the left of our screen, looks tike image on
the right.

it

AN

Once again, as we
move our cursor
over a Theme, we
see that Slide 2
reflects our

ChOice. é
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To view additional Themes click theMore arrow
in thelower right corner of theThemes Group.

As you
move your
cursor over

these
additional \
Themes,

you will
see the
Theme

appear i —
Slide 2.

If you click aTheme,
PowerPoint willassumeyou

P desire to select this Theme
for ALL theslidesin your
presentation. We clicked on
the Verve Theme you see on
the left.

As you can see (in the image on the rigliitpf the slideswere
changedto the Verve theme except Slide 1 Since we
indicated that Slide 1 should use a Color Schetmemained
unchanged.
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If this is not what you desire, click the Undo Asrand begin again.

If want adifferent Theme for different
slides click on aslide, thenmove your

cursor over the theme you desirandclick
theRIGHT mouse button. Theop-up

\menu on theleft will appear. Choose Apply
to Selected Slides

We clicked Slide 2and followed the instructions above. Our
Slide 2 now looks like the image on the right. iNetthat Slide 3
remains the same.

Many PowerPoint users desire to have a single trerelor
scheme for their presentations.

It might be wise to check with folks who know yaudience
before you create a lot of different slides witlinagtions and
sounds to make sure you know what they desire.

You can choose the view you like best when youapmying Color Schemes and Themes. We
used the Normal View above. Many users like totheeSlide Sorter View as they select their
choices — so they can see all of their slides.

I Slide Sorter View I
To change your view to Slide

Sorter View (like we did no Page 8),
look at thelower right corner of %
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your screen and click on the Slide Sorter button.

When we clicked the Slide Sorter View button, oznesn looked like the image below.

We decided to have the same Theme for all of ades) so we chose one we liked. Our Slide
Sorter View now looks like the image below.

You choose a Color Scheme, Theme or combinatidrythalike for your slides.

Notice thatwhen theThemewasapplied that, in addition to the background changing,téx,
formatting, andcolors of some of your objects also changedn a minute we’ll view our
entire slide show agairAs you go through your show, you might want to make note of
color changes that do not enhance your presentatiorMost notably, when you choose
Dimming for text, theDimming often is more noticeable than the text So, you might want to
change your dimming color to work with your slideosv.
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Run the show:

Now you have areal presentation! Make sure you are on Slide #.1Go to Slide # 1 either
in Slide Sorter View or Normal View.

\

To view your show, you can click the View
Tab and then click the Slide Show buttOT =

s

Or, you can justlick on theSlide Show button
at thebottom of thescreen(on thelower right). ————

To advance(goforward to the next slideor have textor graphics entel), you cartap theleft
mouse button Space Bar, Right Arrow keyor Enter key. If you want to “gdack’ to a
previous slide (or effectjap either theback arrow key or theBackspacekey on the keyboard.
You canalso clicktheRIGHT mouse buttonatany time and amenu will appear that will
assist youto move between the slides.

If you desire taend the show, either tap thiesckey, in theupper left portion of the keyboard,
or click theright mouse button and thetick End Show.

Practice moving through your slide show a number ofimes to get the “feel”
of how PowerPoint 2007 works.
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If you createdset timeson theAnimations Tab for your /
slides (Pages 55-58), and desire to have the stiown /
“automatic,” click the Slide ShowTab and therclick the
Set Up Slide Show button.
p é

The followingSet Up Showmenu screen withppear.

In theAdvance slidesbox jmageabove), click thecircular area to the left ofUsing timings, if
present Look over the other choicesn this menu screernNotice that there are lat of
enhancementsn thisSet Up Showmenu screenExperiment, as you desireYou can always
come back and change themClick the OK button when you have made your changes. One
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thing people findnost helpful, if theydesire to have the show repeat continuouslys the
Loop continuously until ‘Esc’ selection This isindicated by anarrow to theShow options
area.

To really get precise timing for each sliddransition, /

sound,andbuild, you can use Beature to set each
movement precisely Click on Slide Show Taband
then selecRehearse Timings e

A small,
rehearse
timings “box”
will appear
(image above) It will “show’ a running clock on the
right side of the menu — thahdicatesthetime for the
entire show. In thecenter you will see anotheime
for each “click” —transition, build, etc. When you
click through your show, as indicated abovethe
timings will be recorded When you click the “last
time” and the slide show transitions to the blaglesn, you will see Klicrosoft Office
PowerPoint menu screersimilar to the onéelow.

You can choose Yes or No. When you themthe show, it will run at therecorded pace
You can do this as often as you like, and changeghiming anytime you desire

Save your presentation

When you have saved your presentatiatick theMicrosoft
Office button in theupper left corner of your screen andxit
Power Point.

These are the basics for a PowerPoint 2007 pragenta

To openyour PowerPoint

presentationagain, open Power W
(Page 1) andlick theMicrosoft
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Office Button. Click onyour presentationin Recent Documents
A nice feature — saving to a CD

é

A really nice featurein PowerPoint 2007

is the ability tosaveyour PowerPoint

2007 presentation to@D andtake it
anywhere And when you take the
presentation with youyou won’t need
PowerPoint 2007 to show the
presentation When the CD is created it
includes a PowerPoint viewer that will
show your CD, regardless of the computer
you are using!

To use this featurelick theMicrosoft

Office button andmove your cursor

over Publish. On theight side of the -
menu screenlick Package for CD(see

image andarrows on theright).

ThePackage for CDmenu screen will
appear (like themage on theleft).
Package for a CD wiltreate afolder
eitheron your computer or copy the
folderdirectly to a CD (if your CD
creation program allows for this).

The first thing we have to do @seate a
name for our folder andtype-it in the

Name the CD:area on the Package CD
\ menu.

We chose PBJ 2007 Preserit(as seen in thenageabove. Next, we decided tsavethis
folderto our C: drive. Last, we chos€opy to Folder... in the menu screen. When we clicked
on Copy to Folder... the Copy to Folder menu screxpeared (like thenage below.

Thenameof our Folder is shown in the

Folder name: area (created in the previous

menu screen). We chosesavethe Folder

to ourC: hard disk drive, so wetyped ~E—
C:\'in theLocation: area (as seen at the
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right). You can also choose the Browse button so thiatcan “browse” to any drive on your
computer to save the Folder. When you maade your selectionslick OK.

After you click OK, your computer will “run” for &w minutes and thereturn to thePackage
for CD menu screenon the last page. When this occurs, singibk the Closebutton and the
menu screen will go away.

You may see the Microsoft Office PowerPoint screelow. If you doglick theYesbutton.

If you then go to the drive on which you saved ymlder, you
will see a folder icon similar to the one on thghti You can
eitherdouble-click quickly on the folderto openit, or you can
right click on the folder and seleCtpen.

When yourfolder opens you are able to see the files created by PowstiPaickage a CD, they
will look something like the image belowf you go to another computer that has

PowerPoint 2007 the How to make a Great PBJ.ppt fileis available for you. If the

computer does not have PowerPoint 2007, you can ube PPTVIEW.EXE file to show

your presentation (see arrows below).
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Microsoft Office Tutorials

In addition to this tutorial, other Office tutorsahre available at:
http://www.officetutorials.com

This site is updated frequently with tutorial reeiss as well as tutorials from a number of
collegiate institutions. Please feel free to vasitl download as you desire.

This has been an introduction into the basics @fd?Boint 2007. If you have any questions
about PowerPoint 2007, or comments on this tutgoiabse contact:

murray.t@Ilynchburg.edu

Thank you for your patience and good luck.
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