St.]oseph’s TECHNOLOGY

College® on

INFORMAT ION SERVICES

NEW YORK

M icrosoft Office
PowerPoint 2007 Intermediate

Providedby Technology & Information Services

Faculty & Staff Technology Training
Last revisedNovember2007

Y 095
‘ ,"-/\".f"f"
NI N o

AN

)
ob
=
VT
Q
S
=
o [
3 D w
O 2
TS
~C’)z
o x



Microsoft Office PowerPoint 2007 Intermediate

Table of Contents

STARTING POWERPQOINT. ...ttt ittt ettt et et et e asee ettt ettt e et et e tataeaeaaaaamt et e e eeeeaeaaaaaaaaaaaaaaaeaaimtaaaaaaaaaaaaaans 1
CREATING A TABLEDELL......ceiiiiiiiiiiit ettt e e e e e 1
Modifying the Table DeSign (QUICK STYIES) . ... uii ittt eeee et e e e et e e e e e e e et teaneeeatbaa e e e e e eeeessnnnnns 2
T To 113 T o I (g TS I 1= 2N I T | S PPTR 3
Move or Resize a Table OF CelIIS.........ouuii e et eene e e e e e e eenbnn e e e e eeeeseneeeneennnns s
INSERTING AND FORMMBG CHARTS. ... e e nenee 5
Updating Chart INFOMMALION. ........ooeieiiii e r e et e e e e e e e e e et it e e eana s e e e e eeeesbaa e e eeeee e eeaeeeesannnnnnns 6
Customizing the CRaAr APPEAIANCE...........uuiiii e ettt e e et attaaeeetaa e e e eeeeeesaaen e e aanaaeeeeeeestsnnnsseeeseeeanaeaaeees 7
(O{aF= T o TaTo IR T @ o =T 1Y/ o TP 7
N o110 11T Vo T O o = Vg PURTS 8
INSERTING AND RRIATTING CLIP ARTOANMAGES. ... ..o e 8
Adjusting Picture PropertieS and SEYIES. ... ...u i iiiiiiiieee et eeem e e e e e e e ettt e e e e e e e et anaaaeeeetba e e eeeeeearran e 9
ADJUSTING PICTUREESAND POSITIQN. ... uiiiiiiiiiiiiiiitieititiieiebeeeeteeeeeee e e eeeersbsbeseseseeeeeeeeeeeeeeeeesamteeeeeeeeeetaseeeeans 10
Y= (= Tox (1T I T (L= RSP 10
(RIS A= o (1] = UPPPRTTRPIN 10
[0 1V T N ol (U= SRR 11
(o] o] o1 o [N =4 o1 11T =13 USRS 11
(O 0 =T g 0o T = Tor (1] (=SSP 11
Y 1o | T o T Tox (1 1 PSP, 12
(0] 2= LA o T o (o3 (1 (=SSP 12
INSERTING AND FORMAPNG SHAPES...... oottt ittt ettt emt e s s e et e e s s s b e et e e e sme e s e nber e e e e e e s e nnrne s 12
[ V1T T ] F= T o = USSR 12
PN (o 1o [ =t (e = g T o 1= SSPPPPPPNS 13
FOrMALLING SRAPES. ... i ee et e e e e e e et e ettt seeea e e e e e e e ettt e e e e e e e e e eeeeear i aaaeeeeraaran 13
(O gF= T o Ta o RS oY o TSI Y (= SPPPUPPNS 14
INSERTING AND FORMAPIG SMARTART. ...ttt ettt e sttt eme e e e s e s s e e e e e e ssb b ee e e et e e e e e nnnbnneeeaee s 14
(= 1Yo 111 QO] o) o]0 - SO PPPPPPPPPPPRRIR 14
yaXo [ [T aTo Jr=TaTo I Lo [ iTgTo N OO PPPPPPPPI 15
AddING IMAGES 10 SMBITAIL .....etttiitiieiittteeeet e e e e e e e e e s s eaa et e ettt eeeeeeeaaaeeaaaaaasaaattbbbbsssbsessssseeee e e e e s nnnn 16
Modifying the Design, FOrmat, @nd LAYQUL............uuuuuiiiiiiiaae e et e ee ettt e e e e e e e e e ama e aanaananne 16
Converting EXisting BUllet LIStS 10 SMAITAIL.........uuiiiieee et e e mme e 18
ANIMAtiNG SMAITATIT GraPRiCS ... . e ettt s e e e e e e e eaeeas 19
CREATING A PHOTO IBIBL.......eoieiiie ettt ettt e ettt e e e et e e e st e et e e e e 4 e n b e be et e e e 1me e 1 b bbbt e e e e e aannbe e e e e e e e ameesnnnrees 20
FINE TUNING PRESEINDINS........oooiii ittt ettt e e e e s am e e et e e e e 42 bbb e et e e e e s ams b b be et e e e s e aabbbeeeeeesesanbmsnnnees 21
HIAINGSIAES FIOM VIBWW. ...t ee ettt ettt e e e s aae e e e s ettt e e e e s s bbb s e mee et et e e e e s nnnbeeee e 21
USING SPEAKEI'S NOTES. ...t iiiiiie i i eee ettt ettt e e e e oo oo e ee ettt bttt ettt ettt e s e oo oo oo e oo oo e e e aan e e e e e e e aaaeaeeeaaaaans 21
Sending Slides to MICrOSOft WOIT 2007..........uuuueiiieieeeta e eee s e ees e eee e e e e e e e e eeeaeaaeaaaaaeeeeeaaatetsasasseseensssseeseeeesann 22

St. Josepho6s Coll ege
Technology and Information Services



Microsoft Office PowerPoint 2007 Intermediate

Starting PowerPoint

To start PowerPoint, click on tfgtart Button, then point to Programs and then click Microsoft Office
PowerPoint 2007/Mote The procedure for opening PowerPoint may vary depending on the setup of
thecomputeryou are using

Creating aTable Side

Entering text into a table makes it easy for you to align text, insert new data or display columns and
rows of information tdhe audienceAfter you add the table to your presentation, you can use the table
features in PowerPoint 2007 to quickly changettble style or add an effedthere are two ways to

add a table to a slide: "manually" ade ttable using an option found the Ribbon or insert a new

slide that uses a layout containing a table content placeholder. Both methods are listed below.

To "manually” add the table using an option on the Ribbon, follow UZ/ 'i:onz ——
these steps: — e =
1) Move to the slide you want to add a tableltmecessary, insert a j |l =8 By ]
new blank slide or one with a title only. ' Table | | Picture Clip  Photo_Sh;
2) On thelnserttab, in theTablesgroup, clickTable (seeFigure1). |~ i inil
3) Do one of the following:
e Move the pointer to select the number of rows and columns tHL %%E%E%E%g
you want and clicki OR'1 [ o [ [
e Click Insert Tableé , then enter a number in tivumber of | 'k. I [
columnsandNumber of rows lists. LG DDDDD;
4) Tq add text to the table cells, cligka cell andype in thetext. %%%%%%%%%%
Click outside the tablefter you entethetext ‘ o o o o
] InsertTable... l

. . L Figure 1: The Insert Table
To insert a new slide that uses a layout containing a table content option on the /nsert tab.

placeholder, follow these steps:
1) Move to the location in your presentation where you want to add the new slide.

2) On theHome tab in theSlides groupclick the arrow next ttNew Slideand then click a slide

layoutthat contains the content placeholder

3) Click the icon for the table placeholdeeeFigure 2).

4) Choose the appropriate number of columns and rows imseet Table & |
dialog box. Insert Table|

5) Click the OK button. T

6) To add text to the table cells, cligka cell and thetype in thetext. Figure 2: The table
Click outside the tablefter you entethetext. content placeholder.

)
v TIP: Use therabkeyor the arrow keys on your keyboaadquickly move around the table and entfr
data.
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Modifying the Table Design (Quick Styles)
You can change the font used for text inside a table by simply selecting (highlighting) the text you
want to change anchoosng the options on thelometab, in he Fontgroup

A quick way of formatting the appearance of an entire table is to taddestyle (orQuick Style). A
Quick Styleis a combination of different formatting options, including color combinatibosier
settingsand fontghat are derived from the theme colors. Any table that you add has a table style
applied to it automaticallylT o change the tabl®uick Style, follow these steps:

1) Click in the tablewhereyou want to apply a new or different table style.
2) UnderTable Toolson theDesigntab, in theTable Stylegroup, click the table style that you

want (seeFigure 3). To see more table styles, click tMere ™ button. When you place your
pointer over a Quick Style thumbnail, you can aébve preview" ofhow the Quick Stylevill

alter the appearance thietable.
Change table style colors,
borders, and effects here.

/

/

@

Figure 3: Many table formatting tools are available on the Designtab when you click in a table.

3) To remove a table style, undgable Toolson theDesigntab, in theTable Stylesgroup, click

theMore 7 button and then clickitherClear Table at the bottom or thilo Style, No Grid
choice

You can apply a table style to specific partshaftable by selecting options in tfi@ble Style Options
group.This includes the following options:
e To emphasize the first row of the table, selectHbader Rowcheck box.
To emphasize the last row ¢ifet table, select thEotal Row check box.
To have alternating striped rows, selectBamded Rowscheck box.
To emphasize the first column of the table, selecFtrs& Column check box.
To emphasize the last column of the table, seledtdlseColumn check box.
To have alternating striped columns, selectBhaded Column check box.

You can change the cell or table shading, bgmeeffects using the options found in the three buttons
just to the right of the table Quick Styles liseeFigure 3). Choose the area of the table you want to
modify before changing the optio@lick inside one cell, select a group of cefislect a columnro

row, or select the entire table using thelectoption found on théayouttab undefableTools

the color that you want on the Standard tab, or mix your own color on the Custom tab. Custom

TIP: To change to a color that is not in the theme colors, Migie Fill Colorsand then either click
olors
and colors on the Standard tab are not updated if you later change the document theme.
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