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Get your bearings ðwhatôs changed
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The most noticeable 

change in PowerPoint 

2007 is at the top of 

the window.

Instead of menus and 

toolbars, thereôs a tall 

band across the 

screen.

This band is called the Ribbon, and it contains many, very 

visual commands arranged into groups.

The Ribbon is now your control center for creating a 

presentation.  

The tabs: Devoted to the main 
tasks
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The Ribbon is made 

up of several tabsð

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.



3

Display the galleries
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PowerPoint often 

offers many choices 

for something, such as 

styles for a shape, or  

types of WordArt or 

animation effects.

1

2

A few types of transition effects show on the Ribbon.

To see the full gallery of choices, click the More arrow.

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. 

3

Start a new presentation

6 October 2008

New presentations 

begin with the 

Microsoft Office 

Button, located at the 

upper left of the 

window.

Hereôs how to start. 

1

2

3

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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Add slides, pick layouts
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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. 

1

2

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. 

To choose a layout before you insert a slide:

Insert a picture

6 October 2008

Time to insert a 

pictureða photo or 

piece of clip art, for 

example. 

You can do so right 

from the slide, from 

within a content 

placeholder. 

1

2

3

To 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. 

The picture will be positioned within the placeholder border. 

After your picture is inserted, you may want to resize it or give it special effects. First, 

select the picture on the slide.
4

5 Picture Tools appear on the Ribbon. Click the Format tab, and use the buttons and 

options there to work with the picture. 
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Insert a text box caption

6 October 2008

For your pictureôs 

caption, insert a text 

box. 

Youôll find this on the 

Insert tab. 

1

2

3

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. 

When you insert the text box, Drawing Tools appear.

Insert an org chart
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As you saw earlier, 

you can insert a 

picture and other 

graphics by using 

icons in the Title and 

Content layout. 

When you click the SmartArt graphiciconé 

éyou get a full gallery of the graphical layouts available.

1

2

3

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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Apply a simple animation
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To apply a simple 

animation to your org 

chart, go to the 

Animations tab. 

1

2

3

With 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. 

Layouts and placeholders

The picture shows the 

basic placeholders on 

a slide. 

1

2

Title and Subtitle placeholders (boxes with dotted borders)

Text placeholder with placeholder selected

3 Content placeholder used for both body text and slide content such as clip art, 

SmartArt graphics, tables, shapes, pictures, and charts

4 Header and footer (Date, Footer, Slide Number) placeholders
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Create a custom layout

Hereôs how to add a 

custom layout. 

1

2

Click Insert Layout.

Newly inserted custom layouts have four placeholders: the Title and three 

Footers (Date, Footer, and Slide Number). 

3 To easily find and reuse your custom layout later, click the Rename button, 

type a name you can easily recognize in the Layout name box in the 

Rename Layout dialog box, and then click Rename.
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Add a logo

If you want the 

company logo to 

appear on the tropical 

vacation slides that 

use your layout, youôll 

add it to the custom 

layout. 

1 Click Picture, locate the logo file, and then click Insert. 

Do the following:
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Save as a template

Hereôs how to save 

the presentation as a 

template file. 

1. Click the Microsoft Office Button, point to Save As, and then click Other 

Formats. 

2. In the File name box, type a file name that you will recognize. 

3. In the Save as type list, click PowerPoint Template (*.potx), and then click 

Save.

6 October 2008

Change or customize a theme

A great way to make 

your presentation 

stand out from other 

travel company 

presentations is to 

change or customize 

the theme by using 

the options on the 

Design tab. 

You can change the theme using built-in combinations of theme colors, fonts, and 

effects. Or you can customize the theme by creating new combinations of theme 

colors or fonts. 

You can save your customizations to use again and again, saving you time in the 

long run.
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