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1 Exploring
PowerPoint 2007

In this chapter, you will learn to:

Work in the PowerPoint environment.
Open, move around in, and close a presentation.
Display different views of a presentation.

SN

Save a presentation.

Using Microsoft Office PowerPoint 2007 is the easiest way to efficiently create effective
presentations. Need a slide show to convince management to invest in that new piece of
equipment? Need to present the new annual budget to the Board of Directors? Need to
give a report about a recent research study? PowerPoint can help you get the job done
in a professional, visually appealing way.

PowerPoint 2007 has been completely redesigned to make sophisticated features more
accessible. As a result, even novice users will be able to work productively with PowerPoint
after only a brief introduction.

In this chapter, you will first familiarize yourself with the new features of the PowerPoint
working environment, including the Microsoft Office Button, tabs and groups, galleries,
and live preview. Then you will open an existing PowerPoint presentation, learn ways of
moving around in it, and close it. You will explore various ways of viewing slides so that
you know which view to use for different tasks and how to tailor the program window
to meet your needs. Finally, you will save a new blank presentation and then save an
existing presentation with a new name.

See Also Do you need only a quick refresher on the topics in this chapter? See the Quick
Reference entries on pages xxxix—Ixiii.

Important Before you can use the practice files in this chapter, you need to install them
from the book’s companion CD to their default location. See "Using the Book's CD" on page
xxv for more information.
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Troubleshooting Graphics and operating system-related instructions in this book reflect
the Windows Vista user interface. If your computer is running Microsoft Windows XP and you
experience trouble following the instructions as written, please refer to the "Information for
Readers Running Windows XP" section at the beginning of this book.

Working in the PowerPoint Environment

As with all programs in the 2007 Microsoft Office release, the most common way to
start PowerPoint is from the Start menu displayed when you click the Start button at
the left end of the Microsoft Windows taskbar. If PowerPoint is the first program in the
2007 Office system that you have used, you are in for a surprise! The look of the pro-
gram window has changed radically from previous versions.

Microsoft Office Button
[Tab — Quick Access Toolbar Title bar ~ Group Ribbon Help button—l
@ W9 -3 )+ Presentation] - Microsaft PhwerPaint - %
= Home l Insert Design Animations Slicle Show Review View

D =) Layout - |:v|:v A It~ @ EE‘) “7) <% shape Fill - 34 Find

B Reset == & 7 Shape Outline - || 5, Replace ~
Hew e Shapes Arrange Ouich
Slide~ % Delete ‘E Lojp | abe - ) £ A EENd - - S%,HSV < ShapeEffects = || [ Select~
Clipboard = Slides Font

Paragraph IFi Drawing IF} Editing

Click to add title

Click to add subtitle

| Click to add notes

Slided of 4 | "Office Theme" |

Status bar Dialog Box Launcher View toolbar
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Important What you see on your screen might not match the graphics in this book exactly.
The screens in this book were captured on a monitor set to a resolution of 1024 by 768 pixels
with the Windows Vista Standard color scheme. The Windows taskbar is hidden to increase
the space available for the program window.

The new PowerPoint environment is designed to more closely reflect the way people
generally work with the program. When you first start PowerPoint, this environment
consists of the following elements:

® Commands related to managing PowerPoint and PowerPoint presentations as a
whole (rather than presentation content) are gathered together on a menu that is
displayed when you click the Microsoft Office Button.

® Commands can be represented as buttons on the Quick Access Toolbar to the right
of the Microsoft Office Button. By default, this toolbar displays the Save, Undo, and
Repeat buttons, but you can customize the toolbar to include any command that
you use frequently.
See Also For information about customizing the Quick Access Toolbar, see “Making
Favorite PowerPoint Commands Easily Accessible” in Chapter 12, “Customizing
PowerPoint.”

® The title bar displays the name of the active presentation. At the right end of the
title bar are the three familiar buttons that have the same function in all Windows
programs. You can temporarily hide the PowerPoint window by clicking the Minimize
button, adjust the size of the window by clicking the Restore Down/Maximize button,
and close a presentation or quit PowerPoint by clicking the Close button.

® Below the title bar is the Ribbon, which makes all the capabilities of PowerPoint
available in a single area so that you can work efficiently with the program.

® Commands related to working with presentation content are represented as buttons
on a set of tabs that make up the Ribbon. The Home tab is active by default. Clicking
one of the other tabs, such as Insert, displays that tab’s buttons.

Tip If Microsoft Outlook With Business Contact Manager is installed on your com-
puter, you will have a Business Tools tab in addition to those shown in our graphics.
If you have turned on the Developer tab for any Office program, it will also appear in
PowerPoint.

® On each tab, buttons are organized into groups. Depending on the size of the
program window, in some groups the button you are likely to use most often is
bigger than the rest.
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Tip Depending on your screen resolution and the size of the program window, a tab
might not have enough room to display all of its groups. In that case, the name of the
group resembles a button, and clicking the button displays the group’s commands.

® Related but less common tasks are not represented as buttons in the group; instead
they are available in a dialog box, which you can display by clicking the Dialog Box
Launcher at the right end of the group's title bar.

® Some button names are displayed and some aren’t. Pausing the mouse pointer over
any button for a few seconds (called hovering) displays a ScreenTip with not only the
button’s name but also its function.

® Some buttons have arrows, but not all arrows are alike. If you point to a button
and both the button and its arrow are in the same box and are the same color,
clicking the button will display options for refining the action of the button. If
you point to a button and the button is in one box and its arrow is in a different
box with a different shade, clicking the button will carry out that action with the
button’s current settings. If you want to change those settings, you need to click
the arrow to see the available options.

| i Select = — Clicking this type of button always displays a list of options.

A~
—

I Clicking this type of button carries out the command with the current settings.
& - Clicking this button'’s arrow displays a list of options.

® The Microsoft Office PowerPoint Help button sits at the right end of the Ribbon.

® Across the bottom of the program window, the status bar gives you information
about the current presentation. You can turn off the display of an item of informa-
tion by right-clicking the status bar and then clicking the item you want to turn off.

Customize Status Bar

v | View Indicator 1afl
v | Theme "Office Theme"
v | Spell Checl

v | Language

v | Signatures Off
v | Information Management Palicy Off
v | Permissions Off
v | View Shortcuts

v | Zoom 4%
v | Zoom Slider

v | Zoomto Fit
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® At the right end of the status bar is the View toolbar, which provides tools for
adjusting the view of presentation content.

See Also For information about adjusting the view of a document, see “Displaying
Different Views of a Presentation” later in this chapter.

You can display the content of the active presentation in three primary views: Normal
view, Slide Sorter view, and Slide Show view. You carry out most of the development
work on a presentation in Normal view, which is the default.

Normal view consists of three panes:

® Overview pane. Contains two tabs: the Slides tab, which displays small images
called thumbnails of all the slides in the active presentation; and the Outline tab,
which shows all the text on the slides displayed as an outline.

® Slide pane. Shows the currently selected slide as it will appear in the presentation.

® Notes pane. Provides a place for entering notes about the current slide. These notes
might be related to the development of the slide or they might be speaker notes that
you will refer to when delivering the presentation.

Da\\ 90 ) Presentationl - Microsaft PawerPoint = x
G
Home 1 Insert Design Animations Slide Show Review View @

= = - —
B, = 2 HEEEEE
7| dlaee s pelete [BIZ U abe & 2% a-|[A -]

I

Clipboard ™ Slides Fant

' = Ll @ DLEI ‘_,‘ Sashapefil- | @A Find

=k ) 2 shape Outline - || 84, Replace -

Shapes Arrange uick
| ST o

es - =) Shape Effects ~ || [3 Select~
Paragraph &

Paste

Drawing = Editing

[ Slides

Click to add title

Click to add subtitle

Click to add notes

Slidelofl  "Office fneme’

Overview pane with Notes pane Slide pane
Slides and Outline tabs
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The goal of the redesigned PowerPoint environment is to make the process of creating
a presentation more intuitive. Commands for tasks you perform often are no longer
hidden on menus and in dialog boxes, and features you might not have discovered
before are now more visible.

For example, when a formatting option has several choices available, they are often
displayed in a gallery of thumbnails. These galleries give you an at-a-glance picture of
each option. If you point to a thumbnail in a gallery, an awesome new feature called live
preview shows you what that choice will look like if you apply it to your presentation.

L)\ H -8 ) 04_Correcting - Microsaft PowerPaint - = x
W& T
Home  Inset | Design | Animations  ShdeShow  Review  View

L] [ aa lf‘»—Aa ta!—
SP:la: {mef\lt[:zun' e (|| me——— menee || || | ===
Page Setup

.| [ cotors ~
- [R]Fonts -

= =
= [0] rrects - || | HideBackaround Graphics

] Background Styles ~

Themes Backgraund 5

ing the deal

When you point to a thumbnail, live preview
shows the effect of that choice on the slide.

In this exercise, you will start PowerPoint and explore the Microsoft Office Button and
the tabs and groups on the Ribbon. Along the way, you will see how to take advantage
of galleries and live preview. There are no practice files for this exercise.

(# BE SURE TO start your computer, but don't start PowerPoint yet. I

1. On the taskbar, click the Start button, point to All Programs, click Microsoft
Office, and then click Microsoft Office PowerPoint 2007.

Start The PowerPoint program window opens, displaying a blank presentation. If your

program window is not maximized, maximize it now.



Microsoft Office
Button

2.
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Click the Microsoft Office Button.

Commands related to managing presentations (such as creating, saving, and
printing) are available from the menu that appears. This menu, which we refer to
throughout this book as the Office menu, takes the place of the File menu that
appeared in previous versions of PowerPoint.

AL | ¥
j Recent Documents

Hew

7 Qpen

Save

Z L G

Save As Pk

rint 3

“| Prepare ¥

=y

é. o 4
wn
w
=
(=4
-

Publish  »

==

The commands on the left are for tasks related to the presentation as a whole.
After you work with a presentation, its name appears in the Recent Documents list
so that you can quickly open it again. At the bottom of the menu are buttons for
changing program options and for quitting PowerPoint.

See Also For information about changing program options, see Chapter 12,
"Customizing PowerPoint.”

Press the [esc] key to close the menu.
On the Ribbon, the Home tab is active. Buttons related to creating slide content
are organized on this tab in six groups: Clipboard, Slides, Font, Paragraph, Drawing,

and Editing. Only the buttons representing commands that can be performed on
the currently selected presentation element are active.

(D) v Presentation. - Microsoft PawerPoint - = x
.
—/ | Home | Inset  Desion  Animations  SlideShaw  Review  View @
=] Layout - LF‘J y =N Shape Fill 3 Find
= L
] 5| Reset o £ | 2 Replace ~
Paste || Mew I u s Shapes Amange Cuich
Slide~ % Delete 8 T abs s diin l3 select~
Clipbaard = Slides Fant Drawing Editing
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4. Hover the mouse pointer over the active buttons on this tab to display the
ScreenTips that name them and describe their functions.

Important Depending on your screen resolution and the size of the program
window, you might see more or fewer buttons in each of the groups, or the buttons
you see might be represented by larger or smaller icons than those shown in this
book. Experiment with the size of the program window to understand the effect

on the appearance of the command interface tabs.

5. Click the Insert tab, and then explore its buttons.

Buttons related to all the items you can insert are organized on this tab in five
groups: Tables, Illustrations, Links, Text, and Media Clips.

(O =] g =

-

— Home Insert Design Animations slicle Show Review View L7

El@ h [T S i = [z ﬂ (=°;
EE e ‘] = = [x; L

j | Kk -d A I LET ﬂﬂ -, = b [ # aﬂﬂ &'/?. '

Table | Picturs Clip  Photo Shapes SmarArt Chart | Hypsrlink Action | Tedt Header WordArt Date  Slide Symbol Object | Movie Sound

- Album~  * Box & Footer & Time Number - -

Tables Tiustrations Links Text Media Clips

6. Click the Design tab, and then explore its buttons.

Buttons related to the appearance of your presentation are organized on this tab in
three groups: Page Setup, Themes, and Background.

() g ) Presentatian] - Micrasoft PowerPaint - 7 X
a
-7/ Home Insert Design Animations Slicle Show Review View @)
= [ colors - 2
s Backgraund Styles -
e o [ [ | - i
Page Slide f— [ mmmm momm e e - Hide Background Graphics
Setup  Orientation ~ = * [O]efreds - : Gt
Page Setup Themes Backaround

7. In the Background group, display the ScreenTip for the Hide Background Graphics
button.

The ScreenTip tells you that the button hides the background graphic that is part of
the selected theme.

= 8. At the right end of the Background group'’s title bar, click the Background Dialog
Dialog Box Box Launcher.
Launcher

The Format Background dialog box opens.
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Farmat Backgraund @
(T Fill
Pieture || @ solid fill

) Gradient fill

() Pickure or kexture Fill

[ Hide background graphics

Transparency: r/} 0% =
[ Close ] [ Apply ko Al ]

In the dialog box, you can fill the background with a solid color, gradient, or picture,
as well as hide the background graphic.

Click Close to close the dialog box.

In the Themes group, point to (but don't click) the third theme thumbnail from the
left.

In the Slide pane, PowerPoint displays a live preview of what the slide will look like
if you click this theme thumbnail. You can see the effect of the selection without
actually applying the effect.

In the scroll bar to the right of the thumbnails in the Themes group, click the scroll
down arrow.

The next row of theme thumbnails scrolls into view.
In the Themes group, click the More button.

PowerPoint displays the entire Themes gallery.
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13.
14.
15.

16.

17.

All Themes ™
This Presentation

Aa N

[ LT T

Built-In

EEEEEE =

Mare Themes on Micrasoft Office Online...
=] Browsefor Themes..,

Eﬁ Save Current Theme..,

Point to various themes in the gallery, observing the effect on the slide.
Press [esc] to close the gallery without applying a theme.
Click the Animations tab, and then explore its buttons, gallery, and live previews.

Buttons related to slide animation are organized on this tab in three groups:
Preview, Animations, and Transition To This Slide.

L]
®

‘D H9 06+ Presentation!. - Microsaft PowerPoint =

®

Home Insert Design Animations Slice Show Review
e m A, Transition Seund: | (Mo Sound] - || Advance Slide
e | I M Transition Speed: | Fast - || W] on Mouse Click
Frevien | 3y custom Animation ’ = QIApp\yTn Al Automatically After 00:00  *
Preview Animations Transition to This Slide

Click the Slide Show tab, and then explore its buttons.

Buttons related to displaying your presentation are organized on this tab in three
groups: Start Slide Show, Set Up, and Monitors.

D) "2 -0 ) Presentation. - Microsaft PowerPoint B
Home  Insert  Design  Animations | SlideShow | Review  View @
Tt = 2 B3 Recard Narration (@] Resolution: Use Current Resolution  ~
q._p) ?’ BE i1
= = =3 —5 ﬁkehememmngs 57 Show Presentation On
From Fram Custom SetUp  Hide
Beginning Current Slide | Slide Show~ || SlideShow  Slide ¥/ UseRehearsed Timings Use Presenter View
Start Slide Show SetUp Monitars

Click the Review tab, and then explore its buttons.

Buttons related to comments, changes, and editorial tools are organized on this
tab in three groups: Proofing, Comments, and Protect.

gn d9-0 )+ Presentationl - Micrasoft PawerPoint =
Home Insert Design Animations Slide Show Review View ‘@
%"ﬁiﬂ%w 'Q_J_J_J;J\?ﬁ
Spelling Research Thesaurus Translate Language | Show Edit  Delete Previous Mext Praotect
Markup Cumment Comment Presentation ~
Proofing Comments Protect
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18. Click the View tab, and then explore its buttons.

Buttons related to changing the view or the display of the presentation are organized
on this tab in five groups: Presentation Views, Show/Hide, Zoom, Color/Grayscale,
Window, and Macros.

MO0 ) Presentation. - Microsoft PawerPoint - = x
a -
Home  Inset  Design  Animations  SlideShow  Review | View @
=== — = ==y - =
= == = Ruler ) - Color ] Arrange All
I ED |2 | Q |m o=
= . Gridllines —— || j Grayscale B cascade =
MNormal| Slide Motes Slide | Slide Handout Notes Zaom  Fitta New — Switch || Macras
Sarter Page Show | Master Master Master Message Bar Window ||l Pure Black and White || window 59 Move SpIt | Wincows ~
Presentation Views Show Hide Zoom Color/Grayscale Window Macros

Opening, Moving Around in, and Closing a
Presentation

To open an existing presentation, you click the Microsoft Office Button and then click
Open to display the Open dialog box. The first time you use this command, the Open
dialog box displays the contents of your Documents folder. If you display the dialog box
again in the same PowerPoint session, it displays the contents of whatever folder you last
used. To see the contents of a different folder, you use standard Windows techniques.
After you locate the file you want to work with, you can double-click it to open it.

(5 Open Es)
Qu |'[| <« Documents » - | 4 | | Search o
‘ Organize ~ g28 Views ~ [ Mew Folder (3
Eavorite Links Name Date madified Type Size Tags

. MSP

Recently Changed
Iy Data Sources

[Ea)
'Eu Documents
Bl Deskiop

=i Recent Places
& Computer

'E Pictures
'B" Music

J Searches

Falders ~

[AII FowerPoint Presentations v]

4

File name:

Tools ~ [ Open iV] [ Cancel ]
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Tip Clicking a file name and then clicking the Open arrow in the lower-right corner of
the Open dialog box displays a list of alternative ways to open the selected file. To look
through the presentation without making any inadvertent changes, you can open the
file as read-only, or you can open an independent copy of the file. You can open a file
in a Web browser. In the event of a computer crash or other similar incident, you can tell
PowerPoint to open the file and attempt to repair any damage.

When a presentation is open, you can move from slide to slide several ways, including
the following:

® By clicking the slide you want to move to on the Slides tab of the Overview pane

® By using the scroll bar on the right side of the Slide pane

® By clicking the Previous Slide or Next Slide button at the bottom of the Slide pane's
scroll bar

® By pressing the Page Up and Page Down keys on the keyboard

If more than one presentation is open, you can close the active presentation by
clicking the Close button at the right end of the title bar. If only one presentation is
open, clicking the Close button closes the presentation and also quits PowerPoint.
If you want to close the presentation but leave PowerPoint open, you must click the
Microsoft Office Button and then click Close.

In this exercise, you will open an existing presentation and explore various ways of
moving around in it. Then you will close the presentation.

(@ USE the 02_Opening presentation. This practice file is located in the Chapter01 subfolder
‘ under SBS_PowerPoint2007.

BE SURE TO start PowerPoint before beginning this exercise.

Ml 1. Click the Microsoft Office Button, and then click Open.
‘ 3 ‘ The Open dialog box opens, showing the contents of the folder you used for your
Micrcsot Offce last open or save action.

2. If the contents of the Chapter01 folder are not displayed, in the Navigation
Pane, click Documents. Then double-click the MSP folder, double-click the
SBS_PowerPoint2007 folder, and double-click the Chapter01 folder.

3. Double-click the 02_Opening file to open it.

The 02_Opening presentation opens in the PowerPoint program window.
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4. In the Overview pane, on the Slides tab, click Slide 3.

‘ Tip You can scroll the Overview pane to bring more thumbnails into view.

m 5. At the bottom of the scroll bar on the right side of the Slide pane, click the Next
Next Slide Slide button to move to Slide 4.
|£| 6. Click the Previous Slide button to move back to Slide 3.

Previous Slide 7. Drag the scroll box slowly down to the bottom of the scroll bar.

As you move down the scroll bar, a ScreenTip tells you the number and name of
the slide that will be displayed if you release the mouse button at that point.

8. Press the key until Slide 7 is displayed.
9. Press [cw]+[reme] to move to Slide 1.
10. Click the Microsoft Office Button, and then click Close to close the presentation.

Troubleshooting If you click the Close button at the right end of the title bar in-
stead of clicking the Microsoft Office Button and then clicking Close, you will close
the open presentation and quit the PowerPoint program. To continue working, start
PowerPoint again.
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Compatibility with Earlier Versions

PowerPoint 2007 uses a different file format than previous versions of the program.
You can open a presentation created with previous versions, but the new features
of PowerPoint 2007 will not be available. The name of the presentation appears in
the title bar with [Compatibility Mode] to its right. You can work in Compatibility
Mode, or you can convert the presentation to the PowerPoint 2007 file format by
clicking the Microsoft Office Button, and clicking Convert. The Save As dialog box
opens so that you can save the presentation in the new format as a different file.

You cannot open a PowerPoint 2007 presentation in a previous version of
PowerPoint unless you install the Compatibility Pack for the 2007 Office system,
which is available for free download from Microsoft Office Online.

Displaying Different Views of a Presentation

PowerPoint has three primary views (the views you will use most often) to help you create,
organize, and display presentations:

® In Normal view, you can work with a presentation in four ways: with a set of slide
thumbnails on the Slides tab of the Overview pane; with a text outline on the Outline
tab of the Overview pane; with a slide in the Slide pane; and with development and
delivery notes in the Notes pane.
See Also For information about working with text on the Outline tab and in the Slide
pane, see "Entering Text” and “Editing Text” in Chapter 3, “Working with Slide Text.” For
information about working with notes, see “Preparing Speaker Notes and Handouts” in
Chapter 10, "Delivering a Presentation Electronically.”

® In Slide Sorter view, the slides of the presentation are displayed as thumbnails so
that you can easily reorganize them. You can also animate the transition from one
slide to another in this view, as well as specify how long each slide should remain
on the screen.
See Also For information about changing the order of slides, see “Rearranging Slides
in a Presentation” in Chapter 4, “Adjusting the Layout, Order, and Look of Slides.” For
information about applying transitions, see “Adding Transition Effects” in Chapter 7,
“Adding Animation, Sound, and Movies.” For information about adding slide timings, see
“Rehearsing a Presentation” in Chapter 10, “Delivering a Presentation Electronically.”

® |In Slide Show view, each slide fills the screen. You use this view to preview the pre-
sentation and deliver it to an audience.

See Also For information about delivering an electronic presentation, see Chapter 10,
"Delivering a Presentation Electronically.”
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Slide Sorter Slide Show

You can switch among these views by clicking the buttons on the View toolbar at the
right end of the status bar.

Alternatively, you can click the buttons in the Presentation Views group on the View tab.
This group also includes buttons for the following views, which you will probably use less
frequently:

® You can add fancy speaker notes in Notes Page view. Although you can add speaker
notes in the Normal view's Notes pane, you must be in Notes Page view if you want
to add graphics to your notes.

See Also For information about creating more elaborate notes, see “Preparing Speaker
Notes and Handouts” in Chapter 10, “Delivering a Presentation Electronically.”
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@ USE the 03_Viewingl and 03_Viewing2 presentations. These practice files are located in the
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@® You can control the default look of a presentation by working with the masters dis-
played in the Slide Master view, Handout Master view, or Notes Master view.
See Also For information about masters, see “Viewing and Changing a Presentation’s
Master Slides” in Chapter 9, “Creating Your Own Presentation Elements.”
You can use other buttons on the View tab to display rulers and gridlines to help you posi-
tion and align slide elements, to change the magnification of the current slide, to see how
a colored slide will look if rendered in black and white (usually for printing), to arrange
and work with windows, and to view macros.

Tip You can adjust the magnification of the current slide by using tools on the View tool-
bar at the right end of the status bar. Click the Zoom button and select (or type) a percent-
age; drag the slider to the left or right; click the Zoom Out or Zoom In button at either end
of the slider; or click the Fit Slide To Current Window button.

When you are working in Normal view, you can adjust the relative sizes of the panes
to suit your needs by dragging the splitter bar that separates them. When you point
to a splitter bar, the pointer changes to a double bar with opposing arrows, and you
can drag in either direction. You can hide a pane by dragging the splitter bar to shrink
the pane as far as it will go. Simply drag the splitter bar back to widen the pane again.
If you adjust the width of the Slides tab in the Overview pane, the size of the slide
thumbnails is adjusted accordingly—that is, you can see more small thumbnails in

a narrow pane and fewer large thumbnails in a wide pane.

Tip Any changes you make to a view, such as adjusting the sizes of panes, are saved with
the presentation that is open at the time and do not affect other presentations.

In this exercise, you will switch among different PowerPoint views and adjust the slide
size. You will view a presentation as a slide show and then return to Normal view, where
you will adjust the size of the panes. Finally, you will see how to display more than one
presentation at the same time.

Chapter01 subfolder under SBS_PowerPoint2007.
OPEN the 03_Viewingl presentation.

1. In the Overview pane, click the Outline tab.

The pane switches from showing thumbnails of the slides to showing an outline of
the text of the presentation.
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2. On the Outline tab, click the title for Slide 3.

Slide 3 of the presentation is now shown in the adjacent Slide pane.

Do)\ H 9243 )+ 03 Viewingl - Micrasoft PowerPoint - T X
JEE ) A
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15| Buying Trips B
Wide World Importers
2| Overview
= Preparing for a buying trip
= Traveling internationally
» Meeting the client
« Choosing the merchandise
 Closing the deal
» Following up
Sg Preparing for the Trip
* Know your needs
—Know your customers
—Know the current trends
* Set up your meetings
« Plan the itinerary
» Read the Buyer manual
= Pack what you need
|+|#= Traveling Internationally
* Know the culture
* Read the latest advisories
= Check your passport
~+ Update your immunizations
5| Meeting the Client
« Make proper introductions
= Dress appropriately
= Build good relationships
5 Choo

g the Merchandise

3. On the View tab, in the Presentation Views group, click the Slide Sorter button.

= All the slides now appear as thumbnails in one large pane. Slide 3 is surrounded by

slide a border, indicating that it is selected.
Sorter
@‘E fN-§ )= 03 Viewingl - Micrasoft PowerPoint - 7 X
o st Design  Amimations  Sligeshow  Revew | viaw | @
= [ Ruler q |@ = Arrange Al % o
=l [ Griclines = Graysaale Iy cascade 2
Normal | Slide | Motes  Slide Slide Handout Motes Zoom  Fitta Mew = Switch Macros
Sorter | Page Show | Master Master Master || | MessageBar Window || sl Pure Black and White || window S0 Mave Splt | windows
Presentation Views

| Showitide || Zoam Colar, Grayscale Window Macros

4. Hold down the [a] key, point to any slide, and then press and hold the mouse button.

While you hold down the mouse button, only the slide’s title is visible against a
white background, making it easier to locate the slide you want.
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5. Release the [ar) key and the mouse button to restore the display of formatting.
6. On the View tab, in the Zoom group, click the Zoom button.

) The Zoom dialog box opens.
Zoom
Zoom (-5 |
Zoorn ko
Fit Percent:
00% (66 3%

200%

7. In the Zoom dialog box, click 100%, and then click OK.

Notice that the Zoom percentage on the View toolbar at the right end of the status
bar also changes, and the slider moves all the way to the right.

8. Double-click Slide 1.

PowerPoint displays the presentation in Normal view, with Slide 1 active. Notice
that the Zoom percentage in this view has not changed.

E1 9. At the left end of the slider on the status bar, click the Zoom Out button twice.

Zoom Out Each time you click the button, the slider moves to the left and the Zoom percent-
age decreases.
E1 10. At the right end of the slider, click the Zoom In button.
Zoom In The Zoom percentage increases.
@ 11. At the right end of the status bar, click the Fit slide to current window button.
Fit slide to PowerPoint restores the view to 64% (the original Zoom level).
current window
|E| 12. On the View toolbar, click the Slide Show button.
Slide Show PowerPoint displays a full-screen view of the first slide in the presentation.

13. Without moving your mouse, click its button to advance to the next slide.

Tip To stop a slide show before you reach the end, press the Esc key.

14. Continue clicking the mouse button to advance through the presentation one slide
at a time.

After the last slide in the presentation, PowerPoint displays a black slide.
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Tip If you don't want a black slide to appear at the end of the presentation, click
the Microsoft Office Button, click PowerPoint Options, and in the left pane of the
PowerPoint Options window, click Advanced. Then under Slide Show, clear the End
With Black Slide check box, and click OK.

15. Click again to return to Normal view.

16. Point to the splitter bar between the Slide pane and the Notes pane, and when
the pointer changes to a double bar with opposing arrows, drag the bar down
until the Notes pane is completely closed.

17. Drag the splitter bar at the bottom of the Slide pane upward as far as it will go.

9= ) - 03 Viewing L - Micrasoft PawerPoint =il

Home  Inset  Design  Animations  SlideShow  Review |V\ewl @

- . 17| Ruler . | =1 = Amrange All @ |
= L&
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Soter Page Show | Master Master Master || || MessageBar Window || s Pure Black and White || window F2 Move Split | windows ~
Presentation Views Windaw

Show: Hide Zoom Color/Grayscale Macros.

0u|lme .
19 Buying Trips
Wide World Importers
2 Overview
= Preparing for a buying trip
« Traveling internationally
» Meeting the client
 Choosing the merchandise
= Closing the deal
__+ Following up
|31== Preparing for the Trip
* Know your needs
—Know your customers
—Know the current trends
* Set up your meetings
« Flan the itinerary
» Read the Buyer manual
_» Pack what you need
|+|#=| Traveling Internationally
* Know the culture
= Read the latest advisories
» Check your passport
~+ Update your immunizations
5| Meeting the Client
« Make proper introductions
= Dress appropriately
~» Build good relationships
|5+ | Choosing the Merchandise
« Is it available?
» Isitgood quality?
s What's the production time?
= What's our profit margin?
7|+ Closing the Deal
» Negotiate terms

Buying Trips

WigeWod Imporiers

l

Click to add notes

« Mutually commit to a schedule
__ Sign the appropriate contracts
|3/== Following Up
Slide 1 of 8 | "Snowy road design template” |

Splitter bar

18. Open the 03_Viewing2 presentation from the Chapter01 folder under
SBS_PowerPoint2007.

19. On the View tab, in the Window group, click the Switch Windows button, and
QEJ ‘ then click 03_Viewingl.

| Switch

o Notice that customizing Normal view for one presentation does not affect Normal
INCOWsS =]

view for the other presentation.
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| Arrange All| 20. In the Window group, click the Arrange All button.

In the workspace, you can now see both open presentations at the same time.
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21. Experiment with the other commands in the Window group, and then at the right

x
Close end of the 03_Viewing? title bar, click the Close button.
You can close a presentation this way only when more than one presentation is open.
= 22. At the right end of the 03_Viewingl title bar, click the Maximize button.
Maximize

BE SURE TO reset the size of the Notes pane.

CLOSE the 03_Viewingl presentation.

Saving a Presentation

When you create a new presentation, it exists only in your computer's memory until you
save it. You save a presentation the first time by clicking the Save button on the Quick
Access Toolbar or by clicking the Microsoft Office Button and then clicking Save. Either
action opens the Save As dialog box, where you can assign a name and storage location.



@ BE SURE TO close any open presentations before beginning this exercise.

J
Microsoft Office
Button

A

Save
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&) Save As =3
-\_/- N <« Chapterd 1 - | *y | | Search el |
File name: | -
Save as type: | PawerPaint Presentation - |
Authors: Mary Morth Tags: Add atag
* Browse Folders Toals - [ Save ] | Cancel |

If you want to save the document in a folder other than the one shown in the Address
bar, you can click the chevrons to the left of the current folder name and then navigate
to the folder you want. You can also click Browse Folders to display the Navigation Pane
and a toolbar. If you want to create a new folder in which to store the file, you can click
the New Folder button on this toolbar.

After you save a presentation for the first time, you can save changes simply by click-
ing the Save button. The new version of the presentation then overwrites the previous
version. If you want to keep both the new version and the previous version, click Save
As on the Office menu and then save a new version with a different name in the same
location or with the same name in a different location. (You cannot have two files with
the same name in the same folder.)

In this exercise, you will create a presentation and save it in a new folder. Then you will save
the same presentation with the same name in a different folder. There are no practice files
for this exercise.

1. Click the Microsoft Office Button, click New, and then in the New Presentation
window, double-click Blank Presentation.

PowerPoint opens a new, blank presentation containing only a title slide.
2. On the Quick Access Toolbar, click the Save button.

The Save As dialog box opens, with the folder you last used in the Save As or Open
dialog box in the Address bar.

3. If the Address bar does not display Chapter01, navigate to that folder now.

4. If the Navigation Pane and toolbar are not displayed, click Browse Folders.

Tip You can click Hide Folders to hide the Navigation Pane and toolbar.
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5. On the toolbar, click the New Folder button.

A folder named New Folder appears, with the name selected for editing.

i3] Save As ==
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Bl Desktop

= Recent Places

B 03 Viewing2

/& Computer
FE Pictures
'B" Music
J Searches
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File name: Presentation? -
Save as type: | PowerPoint Presentation v]
Authors: Mary Nerth Tags: Add atag
= Hide Falders Toals = [ Open ] [ Cancel

6. Type My Presentations, and then press [ ener].
My Presentations is now the current folder in the Save As dialog box.

7. In the File name box, click the existing entry, and then type My Presentation.

Troubleshooting Programs that run on the Windows operating system use file
name extensions to identify different types of files. For example, the extension .pptx
identifies PowerPoint 2007 documents. Windows Vista programs do not display these
extensions by default, and you shouldn't type them in the Save As dialog box. When
you save a file, PowerPoint automatically adds whatever extension is associated with
the type of file selected in the Save As Type box.

8. Click Save to save the My Presentation file in the My Presentations folder.

9. Click the Microsoft Office Button, and then click Save As.

Tip If you want to save the active presentation in a format that is compatible with
previous versions of PowerPoint, click the Save As arrow, and then in the list, click
PowerPoint 97-2003 Format to display the Save As dialog box with that format
already selected in the Save As Type box.
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The Save As dialog box opens, displaying the contents of the My Presentations folder.
10. In the Address bar, click Chapter01.

The dialog box now displays the contents of the My Presentations folder’s parent
folder, Chapter01.

11. Click Save.

PowerPoint saves the My Presentation file in the Chapter01 folder. You have now saved
two versions of the blank presentation with the same name, but in different folders.

CLOSE the My Presentation file, and if you are not continuing directly on to the next
chapter, quit PowerPoint.

Tip By default, PowerPoint periodically saves the presentation you are working on in
case the program stops responding or you lose electrical power. To adjust the time inter-
val between saves, click the Microsoft Office Button, click PowerPoint Options, click Save
in the left pane of the PowerPoint Options window, and specify the period of time in the
box to the right of the Save AutoRecover Information Every check box. Then click OK.

Key Points

® Because the new PowerPoint interface makes commands easily accessible, you can
quickly create sophisticated presentations.

® You can move around a presentation in several ways: by clicking slide thumbnails
on the Slides tab of the Overview pane; by clicking the Next Slide or Previous Slide
button; by scrolling the Slide pane; or by pressing the Page Up or Page Down key.

® PowerPoint has three primary views to help you create, organize, and display pres-
entations: Normal, Slide Sorter, and Slide Show. You can switch views by clicking
the buttons on the View toolbar or by clicking buttons in the Presentation Views
group on the View tab.

® In Normal view, you can change the magnification of your slides and the size of the
panes to suit the way you work.

® You can save a presentation in an existing folder or in a new folder that you can
create from within PowerPoint. You cannot store two presentations with the same
name in the same folder.



	Cover
	Contents
	Chapter 1: Exploring PowerPoint 2007
	Working in the PowerPoint Environment
	Opening, Moving Around in, and Closing a Presentation
	Displaying Different Views of a Presentation
	Saving a Presentation
	Key Points




