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ADVANCED POWERPOINT 2007 Tips & Tricks 

When you open PowerPoint you will see a screen that looks like this: 

 

And really PowerPoint is as easy as that. 

The Set Up of PowerPoint 

1) On the left side of the screen, you will see a small pane, with two tabs: 

The Outline Tab shows the text that is on each slide in an outline format.  An 
outline is generated in every presentation based on the text you type into each 
slide.   

If you like, you can also add or edit text in this outline pane. 

The Slides Tab shows thumbnails of each slide.  You can change the order of the 
slides by clicking and dragging a slide to a new location. 

Selecting a slide in either mode will immediately display that slide in the main 
window.  You can also scroll through the slides using the scroll bar on the mouse 
to go up and down through the slides. 

2) In the center, is the slide you are working on. 
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LetΩǎ ŎǊŜŀǘŜ ŀ ǎŀƳǇƭŜ ǇǊŜǎŜƴǘŀǘƛƻƴΦ 

1) In the main window, where it says Click to Add Title, click and type My 
Presentation. 
2) In the section below that where it says Click to Add Subtitle, click and 
type By Me 

¸ƻǳ ŎƻǳƭŘ ƘŀǾŜ Ƨǳǎǘ ƻƴŜ ǎƭƛŘŜ ƛƴ ȅƻǳǊ ǇǊŜǎŜƴǘŀǘƛƻƴΣ ōǳǘ ŦƻǊ ǘƘŜ Ŧǳƭƭ ŜŦŦŜŎǘ ƭŜǘΩǎ 
add another.  In the top right of the ribbon is a section called Slides.   
 
3) Click on the New Slide icon--the white square with a star όǿŜΩƭƭ ƭƻƻƪ ŀǘ ŀƭƭ 
of the options shortly).  A new slide will appear and it will look like this Ą 
4) Where it says Click to add title, click and type Page One. 
5) Where its says Click to add text, click and type, this is the Best 
Presentation Ever! 
6) Next, click the Insert Tab (Next to Home at the Top) and select Clip Art.  A pane 
on the right will open.  In the box that says Search for, type number 1 and click Go. 
7) When the pane populates with pictures, select the 3rd one on the left (the yellow 
ball with its finger up).  The picture will be added to your presentation. 

Okay, you have two slides.   

²ŜΩƭƭ ƴƻǿ ƳŀƪŜ ƛǘ ŦƻǳǊ ǎƭƛŘŜǎΦ 

Click on Slide #2 in the left 
pane.  Up in the Ribbon, on 
the left side, you will see a 
pair of scissors.  Just below 
that is two pages (copy).  Click 
on that.  Next, click on the 

clipboard that says Paste.  A new slide will be added under Slide #2.  Click Paste again, and a fourth slide 
will appear.    

8) Click on the slide next to the #3 in the left pane. It will change in the window, but it will look the same.   
9) Click on the word One.  Dotted lines will appear.  Delete the word One and type Two. 
10) Click on the picture and Delete it.  Then click on the blue ribbon.  It will be added. 
11) Click on the slide next to the #4 in the left pane 
12) Click on the word One.  Dotted lines will appear.  Delete all the words and type The 
End.  Click on This is the best presentation ever! And delete the text.  Type Thank you.   
13) Click on the picture and Delete it.   

hƪŀȅΦ  bƻǿ ƭŜǘΩǎ ǿŀǘŎƘ ȅƻǳǊ ǎƭƛŘŜ ǎƘƻǿΦ  /ƭƛŎƪ ǘƘŜ F5 key (above the numbers on your keyboard.)  Your 
first slide will appear.  Click your mouse anywhere (or press the Enter Key) and it will move to the next 
slide.  Keep clicking to get to the end.  Ta da!  Note: The arrow keys navigate back and forth through the 
slides. 

THE TWO MOST USEFUL POWERPOINT SHORTCUTS: 

Ctrl+M = Insert New Slide     F5 = Begin the Slideshow 
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AND WHAT ABOUT THOSE ICONS? 

On most new pages, you will see these six icons.  They are shortcuts for inserting 
these various items directly.  As you mouse over the icon, it will highlight and you 
can click to Insert. 

They are: Tables, Chart and SmartArt and 
Picture, ClipArt and Media (video or audio).  ²ŜΩƭƭ ǘŀƭƪ ŀōƻǳǘ ŀƭƭ ƻŦ ǘƘŜǎŜ ǎƘƻǊǘƭȅΦ 

hY!¸Σ bh² [9¢Ω{ !/¢¦![[¸ [hhY !¢ th²9wPOINT 

 

Welcome to the new look of PowerPoint 2007.  The blue part across the top of the screen is called the 
RIBBON.  The 7 tabs across the top of the ribbon (HOME, INSERT etc.) are general areas.  When you click 
on one of them, their subcategories will fill the ribbon. 

But the most important question is: HOW DO I SAVE?   In the top left of the screen you will 
see this large circle with the multi coloreŘ ǎǉǳŀǊŜǎΦ  LǘΩǎ ŎŀƭƭŜŘ ǘƘŜ .¦¢¢hbΦ   ²ƘŜƴ ȅƻǳ 
click on it, the following window will drop down.  As you can see, it contains all of the most 

basic commands: Open, Save, Print, etc.  
There is also a list of recently opened documents. 

Most of the items are simple to use.  For a New 

Document, click NEW.  To open a folder click OPEN.   

PRINTING 

Print Preview is in the Print menu.  If you move your 
mouse over the Print icon, a new window will open with 

three options.  Just 
select Print Preview to 
Preview.   

Click Close Print 
Preview to close the 

preview and return to your document. 
   And to EXIT PowerPoint, click Exit PowerPoint. 
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Often, you will be printing handouts for your presentation.  PowerPoint offers 
many different options for printing.  In Print Preview, you can determine which 
best suits your needs. On the top it says Print What: with a drop down menu.  
You can scroll through the options to see what the printout will look like.  The 
most popular ones are 3 
slides per page and 6 
slides per page (9 slides 
per page tends to be too 

small).  Also, if you have typed notes, the Notes 
Pages can be printed for you to read while you 
present.  

You can print directly from here by clicking Print.  
The Print Window will open with your selections 
filled in.  OR 

You can also select changes directly in the Print 
Menu.   

At the bottom left, select the type of printouts 
you would like: Handouts, Slides, Notes or 
Outlines.  

Slides is one slide per page. 
Handouts allows you to choose how many per page in the drop down to the right. 
Notes Pages will be the Notes at the bottom of your Slide. 
Outline is the outline from the Outline Tab (more on that later). 

SAVING 

SAVE AS calls up a new menu with a couple of options on it.  
Hold your mouse over SAVE AS to access this menu.  The two 
most common functions will be the first and third ones:  
 

PowerPoint Presentation.  This will save the file in 
PowerPoint 2007 format, which can only be opened on other 
PowerPoint 2007 computers.  This is the same as clicking the 
little disc at the top of the screen.  The file will 
be saved in .pptx format. 

 PowerPoint 97-2003 Presentation.  Clicking this will save 
your file in a PowerPoint 2003 compatible format.  If you save 
the file this way, you will be able to open it on any computer 

with either Word 2003 or Word 2007.  The file will be saved in .ppt format.  You can save a file in both 
formats if you like. 

When you save the documents, they will show up in your folder with the above icons next to them to 
help you distinguish between them. 
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You can also save directly as a PDF format which is very useful for creating files that cannot be altered. 

hCCL/9 нллтΩ{ !¦¢h tw9±L9² 

With Office 2007, any of the changes you may make from Font to Color to Style will automatically be 
Previewed for you.  Highlight any text or even a whole document.  Then roll over any of the options and 
the screen will change to show you what it will look like.  Click on the option and it will take effect, move 
your mouse away and it will go away. 

QUICK ACCESS TOOLBAR 

At the top of the screen is a Quick Access Toolbar.  You can customize 
this with whatever icons you use most.    They are mostly familiar from 
Word 2003.  Save is the disc.  Undo is the blue arrow.   

By clicking on the arrow at the right, you can add whichever icons you like. 

 The most frequently used options are listed when you click that arrow.  But near 
the bottom is 
More 
Commands.   
 
By clicking on 
this, it will open 
a new window 
full of virtually 

every command you can think of.  
The drop down at the top lets you 
select ALL COMMANDS.  This lists 
hundreds of things you can add, like 
Cut, or Columns or Find, or even 
Strikethrough. 

²ŜΩƭƭ Ǝƻ ǘƘǊƻǳƎƘ ŀƭƭ ƻŦ ǘƘŜ ¢abs in a 
ƳƻƳŜƴǘΣ ōǳǘ ŦƛǊǎǘ ǿŜΩǊŜ ƎƻƛƴƎ ǘƻ ƭƻƻƪ 
at the pop-out features. 

POP-OUTS 

At the bottom right of many of the subsections, there is a tiny square with 

an arrow. If you click on that little box, a menu will open up allowing you to 

do many of the detailed features that you were used to from PowerPoint 

2003. 

Three of them are in the HOME Tab: Font, Paragraph and Drawing.  The Fourth is on the DESIGN TAB: 

Background.  The next page shows what each of these pop-outs look like.  But most of the items on 

these pop outs can be done through the ribbon.  
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FONT       PARAGRAPH

  
DRAWING     BACKGROUND 

ONE LAST THING ABOUT THE RIBBON 

LŦ ȅƻǳ ŎŀƴΩǘ ǎǘŀƴŘ ǘƘŀǘ ǊƛōōƻƴΣ ȅƻǳ Ŏŀƴ ƳŀƪŜ ƛǘ Ǝƻ ŀǿŀȅΦ 
Click on the arrow to the right of the Quick Access bar and 
on that drop down menu, select Minimize the Ribbon. 

When you minimize the ribbon, you are left with just the Tabs.  If you click on any of the Tabs the ribbon 
will come back and let you do anything.  Once you click back in your document, the ribbon will go away 
again.  Uncheck Minimize the Ribbon to  have it show up again.  

 

bh² [9¢Ω{ Lb±9{¢LD!¢9 ¢I9 ¢!.{ 
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THE HOME TAB 

 

hƪŀȅ ƭŜǘΩǎ ƭƻƻƪ ŀǘ ǘƘŜ Tabs.  The first Tab is HOME TAB.   
The first section is the ClipboardΣ ǿƘŜǊŜ ǿŜΩǾŜ ƭƻƻƪŜŘ ŀǘ /ƻǇȅ ŀƴŘ tŀǎǘŜΦ  
The next section, Slides, allows you to insert a new slide.  From the bottom: Delete allows you to Delete 
the current slide.  Reset returns all of the settings on that slide to Default (in case you changed them).  
Layout is worth looking at.   

LAYOUT 

Any slide can be changed at any time.  And, regardless of 
the layout you choose, you can override it while you are 
working with the slide.  Having said that, these pre-designed 
Slide styles are designed to give you a quick and easy layout 
for the most common Slides available for presentations.  
You have already seen the first one, Title slide.  You have 
also seen Title and Content.  The rest are variations on those 
themes: either two small windows for content, or a Title 
only, or even a blank one.  But as I said, whatever Layout 
you choose, you can change it to however you would like 
while you are working on the slide. 

FONT 

The Font section lets you do all kinds of Font modification.  
¸ƻǳ Ŏŀƴ ǎŜŜ ǘƘŜ Cƻƴǘ ǎǘȅƭŜ ŀƴŘ ǎƛȊŜΦ  ¢ƘŜ !Ωǎ ǘƘŀǘ ŀǊŜ ƴŜȄǘ ǘƻ 
the Font Size (44) are automatic increase (large A) and 
decrease (small A) of the font size.  The double A with the small white square quickly clears the text of 
any formatting (Bold B, Italics I, Underline U, Strikethrough abc, Shadow S (adds a shadow to text), text 
Spacing AV (lets you put your own spacing between letters), Change Case Aa or color A).   

 
Speaking of Change Case.   This icon allows you to automatically 
change the style of the highlighted text.  Options are Sentence 
case; lowercase; UPPERCASE; Title Case and tOGGLE cASE (which 
automatically changes what you have to the opposite)  
 

SHORTCUT for this: to change the case of your text from UPPER to lower to First Letters Capitalized, 
highlight the text with the mouse, then hold down Shift and click F3 to cycle through these options.  

 

 


