Microsoft PowerPoint 2007

Handout objectives:

How to open the PowerPoint.

How to work with a Slide.

Appling Slide Layout.

How to insert a New Slide.

How to insert Design Templates.
Manage Slides while Viewing the Show.
How to Apply Animation.

How to write live on your View Show.
Options on printing a presentation.

©CoNoO~WNE

1. To open PowerPoint, go &tart / Programs / Microsoft office / Microsoft office
PowerPoint 2007.

| 3 windows Messenger
El Windows Movie Maker

| :_,'G Microsoft Update

@) Set Program Access and Defaults

W windows Catalog A% windows Live Messenger

- % windows Update SourceTec
roolkit @ s S dﬁ Adobe Production Prermium C53
Adobe OnLocation C53

Lﬂ Adobe Dreamweaver C53

AIM

Lﬂ Dell Accessories

u‘j Games 3

I Macromedia

C237A_S1

/7 Internet ce I Microsoft OFfice Tools
\e Internet Explorer () Mozila Firefox v | 2 Microsoft Office Access 2007
—. . E-mail @ Movell GroupiWise 3 LI:‘ Micrasaft OFfice Excel 2007
12 Microsoft Office Outl p
B Mitosol S L{a Roxio 3 L@' Microsoft Office Groove 2007
=/ ) Macromedia ) Softwaresss | [E! Microsoft Office TnfoPath 2007
Dreamweaver § “
‘E] Startup » || 7! Microsoft Office Onenoke 2007
@ Symantec Client Security ¥ i~ Microsoft Office Outlook 2007

e |
= Motepad
I urae 3

FileZilla AL Acrobat Distiller 7.0

=i} Microsoft Office Publisher 2007

Microsaft Office Ward 2007

7K. Adohe Acrohat 7.0 Professional fiw,
e. Mozilla Firefox

@ Macromedia Fireword
m Adohe Dreamweavet

Q\ Adobe Photoshop €9

[ @mi

72 start

All Programs » -

¥ ndobe EBridge

O ndobe Designer 7.0

77 adobe Help Center

s} Adobe ImageReady C52
% Adabe Photoshop C52
& Internet Explorer

w msn

(%) outlook Express

Q PowerDWD

Remate Assistance

() windows Media Player




2. A Slide usually is divided in two parts, the head of the document and the body. The

head of the document is where you locate the title of your project, and the bodyas wher
you input your argument.
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3. Slide Layout enables you to create different formats on your pagesHgoi®/ Slide
Layout and try one of the many choices you have inside your library.

4. To insert a Slide, go tdome / New Slide
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5. To insert a Design Template, goResignand enter the desirdeemplate.




6. To view the slides, go t8lide Show / From Beginning.

This is how your show is viewed.




To go to the next Slidelick the mouseor presEnter.

To go to the previews slidRight click / Previews.

To Black-out the presentation, prdsen the keyboard.




Pressb again to go back to your presentation.




7. To apply Animation, go to Slidénimation / Select the animation.

8. To write live on your View Showijght click on theView Show,selectPointer
Options / Highlight.




Start underlining or emphasizing different parts on your text or pictures.

9. There are few ways you can print your presentation, first @dftoe Button / Print.
To print one slide for page, select slides urfeiént What selection.




To print more than one page, seldeindout under the samerint What selection, and
select how many pages you like to print for page uBtlides per pageOption.

10




