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II nntt rr oodduucctt ii oonn  ttoo  PPoowweerr PPooii nntt   

PowerPoint is a presentation graphics program that allows you to create professional-looking 

presentations, incorporating text, graphs, clipart, drawing objects, sound and video.  A PowerPoint 

presentation is also known as a slideshow.  It gives you the flexibility to make presentations and 

display them using a projection device attached to a computer.   
  

SSttaarr tt ii nngg  PPoowweerr PPooii nntt   

To start PowerPoint, click on the Start Button, then point to Programs, and then click Microsoft Office 

PowerPoint 2007. Note: The procedure for opening PowerPoint may vary depending on the setup of 

the computer you are using. 
 

WWoorr kk ii nngg  WWii tthh  SSll ii ddeess  

Creating the Title Slide 
The first slide of a presentation is called the Title Slide. Its purpose is to introduce the presentation to 

the audience. When you open PowerPoint 2007, the title slide is immediately visible and is already set 

up with two text boxes; place holders for the title and subtitle. Entering text in slides is a little different 

from typing text in Microsoft Word (actually it's more like entering text in Publisher). All text on your 

slides must be contained within a text box. The text boxes can be created anywhere on your slide and 

can be moved, resized, filled with colors, and formatted using many of PowerPointôs tools.  

 

Notice in Figure 1 the slide has two placeholders - a title placeholder and a sub-title placeholder. This 

opening screen of PowerPoint 2007 is referred to as Normal View.  

Figure 1: The opening screen of PowerPoint 2007 with init ial title slide placeholder. 
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Adding Text to a Slide 
1) Left click once inside the title placeholder (text box) and enter the presentation title. The text 

you type will replace the place holder text (e.g., "Click to add title") within the text box. 

2) To deselect the text box, left click outside of the box when you are finished. 

3) Left click once inside the sub-title placeholder and type in a possible sub-title. For example: 

 

   Presented by   (Press the Enter key)   

   (Your Name)   (Press the Enter key) 

   St. Josephôs College   

 

Editing Text and Spell Check 
There are two keys you can use to remove text: Backspace and Delete. Backspace will remove text by 

erasing any text to the left of the flashing cursor. Whereas, using the Delete key will erase any text to 

the right of the flashing cursor. Pressing CTRL+Backspace (or CTRL+Delete) will delete entire words. 

 

If you notice a red squiggly line under a word, you can right click the word to view a list of possible 

spelling corrections. Simply left click on the correctly spelled word or manually edit the misspelling. 

Additionally, you can run a complete spell check of the entire presentation at any time by pressing the 

F7 key on your keyboard or by clicking the Spelling option found on the Review tab of the Ribbon. 

The Spelling dialog box appears and you can use the options presented in the Suggestions list area and 

the buttons on the right side of the box to correct the word (see Figure 2).   

 

Inserting New Slides and Working with Layouts 
You can use multiple slide layouts to arrange objects and text on a slide. Layouts contain placeholders, 

which in turn hold text, such as titles and bulleted lists, and slide content such as SmartArt graphics, 

tables, charts, pictures, shapes, and clipart. Layouts themselves just define positioning and formatting 

for content that will appear later on a slide. 

Microsoft Office PowerPoint 2007 includes nine standard layouts. Each is explained in Figure 3 and 

the table below. 

Figure 2: The Spelling dialog box presents many correction options. 




