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Microsoft Office PowerPoint 2007 Intermediate
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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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Microsoft Office PowerPoint 2007 Intermediate

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.

Cf:‘! KI‘ LI Rl ] i Introduction to PowerPoint.pptx - Microsoft PowerPoint Table Tools - X
g -
A Home Insert Design Animations Slide Show Review View Add-Ins Design Layout @)
i Header Row Eirst Lolunin S=mE e p——— ¢ R l\fz ; A - ﬂ —’]t:
Total Row Last Calumn  ——— == | m———— | ————— ,’_/ - 1pt ’
] S Q) s ] S e [ SR -~ Quick = Draw Eraser
V| Banded Rows Banded Columns 2 KT R Styles~ A4~ &£ Pen Color ~ Table

Table Style Options Table Styles WordArt Styl... ™ Draw Borders

@

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

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

St. Josephds Coll ege 2
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Microsoft Office PowerPoint 2007 Intermediate

Modifying the Table Layout

Using the options found in theayouttab undefMableTools you can adjust the number of rows and
columns, merge or split cells, adjust text alignment in the cells, change the overall table size, and
arrangethe table on the slide.

d?‘ d L Ba ) ¥ Introduction to PowerPoint.pptx - Microsoft PowerPoint Table Tools =N
—J/ Home Insert Design Animations Slide Show Review View Add-Ins Design Layout @)
N E ‘, —3,(] L—l}‘tj t;:i Insert Below || [LLE Cclmzi 5] |65 <\at | [“AQ -‘| 1] Height: [1.62" s | ©gBringtoFront v |2~
Y : A insert Left - E o I o4 Width: |9° 2 ||| B4 sendtoBack + Ig]

s G,\,/(;T,‘:es DEIjte S;S;,:; il insert Right : éf:f: oL e jj =il D,,J;fm . Mafge:;s v Lock Aspect Ratio ‘4:;;, Selection Pane
Table Rows & Columns Merge Cell Size Alignment Table Size Arrange

Figure 4: Many table layout options are available on the Designtab when you click in a table.

To add a row to a table 2 B Insert Below
1) Click a table cell in the row above or below where you want th{ | 2 ﬁ e e

A Insert Left
new row to appear. Delete | Insert

2) UnderTable Toolson theLayouttab, in theRows & Columns - Above [l Insert Right
group,choose one of the options based on the following: Rows & Columns

e To add a row above thactiverow, click Insert Above. Figure 5: The Rows & Columns

e To add a row below thactiverow, click Insert Below. group found in Layout tab under

3) To add a row at the end of a table, click the last cell of the last 732/ 700's
and presshe TAB on the kgboard

To add a column to a table
1) Click a table cell in the column to the left or the right of where you want the new column to
appear.
2) UnderTable Toolson theLayouttab, in theRows & Columngroup,choose one of the options
based on the following:
e To add a column to the left of thelscted column, clicknsert Left. i OR1T
e To add a column to the right of the selected column, dhiskrt Right.

To merge table cells E ‘ﬂ

1) Select the table cells that you want to combine. It is not possible to select

multiple, noncontiguous cells. Péifge g:flf
2) UnderTable Toolson theLayouttab, in theMergegroup, clickMerge Cells Merge
. Figure 6: The Merge
To split table cells group found in Layout
1) Click the table cell that you want to split. tab under Table Tools

2) UnderTable Toolson theLayouttab, in theMergegroup, clickSplit Cells
and then do one anoreof the following:

e To divide a cell vertically, in thBlumber of columnkox, enter the number of new cells
that you wanti OR/

e To divide a cell horizontally, in thumker of rowsbox, enter the number of new cells
that you wanti OR/

e To divide a cell both horizontally and vertically, in tRember of columnkox, enter
the number of new columns that you want and then ilNthmber of row$ox, enter
the number of newows that you want.

St. Josephds Coll ege 3
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Microsoft Office PowerPoint 2007 Intermediate

To delete a column or row
1) Click a table cell in the column or row that you want to delete.
2) UnderTable Toolson theLayouttab, in theRows & Columngroup, click the arrow under
Delete
3) Do one of the following:
e To delete a column, clickelete Columnsi OR1
e To delete a row, clicbelete Rows

To delete the contents of a table cell
1) Select the cell contents that you want to delete
2) PresstheDeletekey on the keyboard.

Move or Resize a Table or Cells
After you insert a table into a slide, you may find that you need to move it to a new lamatibange
the size of the tabl@dditionally, you can easily adjust the row heights and column widths.

s s

To move a table to a new location on a slide I
1) Click anywhere irthe table that you want to move. . 2005 1000

2) Rest the pointer on the outer most border of the table (but not on th 206 5004
resizedots) When the pointer becomest, click and drg the border 2007 gooo

to move the tabléseeFigure 7). Figure 7: The move

3) Release the left mouse button when the table is positioned correctly.ingicator appears over the

border of a table.
To move a table from one slide to another

1) Click anywhere irthe table that you want to move.

2) UnderTable Toolson theLayouttab, in theTablegroup, click the arrow und&electand
chooseSelectTable.

3) On theHometab in theClipboardgroup, choos€ut or use the keyboard shortcDi RL+X.

4) Move to the slide in your presentation where you'd like the table taappésert a new slide.

5) On theHometab in theClipboardgroup, choos®asteor use the keyboard shortcDi RL+V.

To resize a table
1) Click anywheren the table that you want to resize.
2) On the table border, point to a sizing handlesizing handlds the cluster of dots that appears
at thecorners and sides of the table.

3) When the pointer becomeglauble headed arrov I), click and drag the handle to make the
table larger or smaller.
4) Release the left mouse button when the table is sized appebpriat

0
g | TIP: To keep the table centered on the slide, press andCfiéttl while you drag to resize the table|

To resize a column or row
1) Click in the table that contains the column or row that you want to resize.
2) Do one or both of the following:
e Tochange the width of a column, rest the pointer over the border of the column that you
want to resizeWhen the pointer become: 4} |, drag the column to the right or left.

St. Josephds Coll ege 4
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Microsoft Office PowerPoint 2007 Intermediate

e To change the height of a row, rest the pointer over the border of the row thaaybtow
resize When the pointer becomessg drag the row up or down.

3) You can also choose the options in @&l Sizegroup to resize the rows [ . "

and columns. UndeFable Toolson theLayouttab, in theCell Sizegroup, | %] 04 < 5F

enter the size that you want in tHeight and Width boxes(seeFigure 8). | = 15 St
The minimum cell height depends on the font size of the text in the table —
cell. —

Figure 8: The Cell Size
group found in the Layout
tab under Table Tools.

Inserting and Formatting Charts

When presenting numerical information, charts are often more effective and efficient than text or lists

of numbersPowerPoint makes it easy to add and customize charts for use in your preseyiation.

can enter information into d&excelworksheet and PowerPoint will generate a chart to appear on your
slide.Charts can be added directly to any existing slide or yowsamne of the slide layouts that

contain a content placeholder. Once inserted, you can use a set of powerful chart editing and enhancing
tools to adjust the appearance of the charted data.

To insert achart on an existing slide follow these steps:
1) Moveto the slide in your presentation where you want to acithet
2) On thelnsert tah in thelllustrations group click theChart option
3) Choose a chart layout in thesert Chartdialog box §eeFigure 9) by reviewing the category
list on the left side and then clicking the appropriate choice from the right side.

2]
-_'J Templates —.:. I m\ “
o[l 28] (28] g0 o8] B3] 35
& P =5
B Area
a xve) ] ) bia) A A | b
i stock
@ surface LIE
o :z:::;nut ; } X J ' l !t {, L’ J‘/:\\t o
Manage Templates... l Set as Default Chart I [TI Cancel |

Figure 9: The /nsert Chart dialog box.

4) Click the OK Hlutton.

5) Thelnsert Chartdialog box closes and Microsoft Ex&@)07opens in a split window,
displaying a table with data and labels to be entered into the chart.

6) Type your data into the Excel worksheet by clicking on the appropriate cell and then simply
typing over the placeholder text. The chart in PowerPoint updates automatically as you enter
data.

7) Click the "X" in the upper right cornef the Excel program window to close Excel when
finished The chart is available in the selected slitielearn howo update and format the

St. Josephds Coll ege 5
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chart, continue on to the next sections titleghdating Chart Informationand”Customizing
the Chart Appearancé

To insert achart on a newslide, follow these steps:
1) Move to the location in your presentation where you want to add the new ﬂg
slide. | Lo
2) Insert a new slide that slide contains the content placeholder \Insert Chart
3) Click the icon for theChartplaceholdeseeFigure 10). Figure 10: The Chart
4) Choose a chart layout in the Insert Chart dialog boxKgpee 9) by content placeholder.

reviewing thecategory list on the left side and then clicking the appropriate
choice from the right side.

5) Click the OK button.

6) Thelnsert Chartdialog box closes and Microsoft Excel opens in a split window, displaying a
table with data and labels to be entered into the chart.

7) Type your data into the Excel worksheet by clicking on the appropriate cell and then simply
typing over the placeholderdte The chart in PowerPoint updates automatically as you enter
data.

8) Click the "X" in the upper right corner of the Excel program window to close Excel when
finished. The chart is available in the selected slide. To learn how to update and format the
chart continue on to the next sections titledptiating Chart Informatiohand”Customizing
the Chart Appearancé

Updating Chart Information
Once you have created a chart, you may want to update it by adding or deleting data. You can do this
by switching tathe worksheet used to create the chart, changing values, and entering new data or
deleting existing data. The chart is automatically updated, including the Jefyma change the data
labels.To update the data used to create a chart, follow these steps

1) Move to the slide in your presentation that contains the chart you need to update.

2) Select the chart tbe change. — =

3) UnderChart Tools on theDesigntab, in theDatagroup, clickEdit Data. I S

4) Microsoft Excel opens in a split window and displays the worksingsd | " Sl gg;;%‘; e
to generate the chart Data

5) In the Excel worksheet, click the cell that contains the title or the data Figure 11: The Edit Data
you want to change and type the new informatibyou type data ina  option found in the Data
new row or column adjacent to the table, it will automatically be includ9™"*
in the chart.

6) Press thé&nterkey on the keyboard to apply the change in data. The chart is updated on the
slide.

7) Click the "X" in the upper right corner of the Ex@ebgram window to close Excel when
finished.

To delete a chart from a slide, simpblect the chart that you want to delete and pilesBeletekey
on the keyboard

St. Josephds Coll ege 6
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Customizing the Chart Appearance

PowerPoint automatically assigns specific colorslagduts to the charts that you crebssed on the
existing presentation design theme you are usilogvever, you can customize the appearance of your
chart at any time. PowerPoint allows you to change the colors of chart elements, add or remove chart
elements (e.qg., gridlines, data labels, or error bars), or change the appearance of the entire chart.

To select a predefined chart layout
1) Click the chart that you want to format. This displays@heart Toolscontextual tab on the
Ribbon, adding th®esign Layout andFormattabs(seeFigure 12).
2) On theDesigntab, in theChart Layoutggroup, click the chart layout that you want to use.
3) To see all avdable layouts, click th&lore button.

To select a predefined chart style:
1) Click the chart that you want to format. This displays@hart Toolscontextual tab on the
Ribbon, adding th®esign Layout andFormattabs(seeFigure 12).
2) On theDesigntab, in theChart Stylegroup, click the chart style that you want to use.
3) To see all available layouts, clithe More button

/ E“"J H )~ 9 __; __T ¥ Introduction to. PowerPoint.pptx - Microsoft PowerPoint Chart Tools
L)
,,/ Home Insert Design Animations Slide Show Review View Add-Ins Design Layout Format
o, T B 5 = |15l (e (Mol (el (el
: e Sl e S || = | B i ‘
-6 =1 1= e ¥ | . | 5% R . = - %
Change Save As Switc Select Edit Refresh il .Ju__i[L g ey ey —ry | Y ||
Chart Type Template | Row/Column Data Data Dat = || [ : : L ¥
Type Data Chart Layouts Chart Styles

Figure 12: The Designtab found under the Chart Tools contextual tab on the Ribbon.

To add and removechart elements:

1) Click the chart that you want to format. This displays@hart Toolscontextual tab on the
Ribbon, adding th®esign Layout andFormattabs.

2) Click theLayouttab.

3) Select one of the chart elements fromlthbels Axes Background or Analysisgroups §ee
Figure 13). For example, to adjust the position of the chart legend, clickegendbutton in
the Labelsgroup.

4) To remove a chart element, chooseNmme selectionfound within each option.

Eﬂ N\ Y- EFd )+ introduction to PowerPoint.ppix - Microsoft PowerPoint Chart Tools - X
>4 Home Insert Design Animations Slide Show Review View Add-Ins Design Layout Format @
Plot Area b =) a=] =1 | " i A = it 1 ey
p i al P A i i T | | ois| | offis l |
V¥ Format Selection S e o e B
% Picture Shapes Text Chart Axis Legend Data Data Axes Gridlines Plot Chart Chart 3-D Trendline  Lines Up/Down Erro
& Reset to Match Style b Box Titlev Titlessr v Labels~ Table~ v v ‘rea - Wall v Floor~ Rotation Bars

Current Selection Insert Labels Axes Background Analysis

Figure 13: The Layout tab found under the Chart Tools contextual tab on the Ribbon.

Changing the Chart Type

You can change the chart type of your chart even once you have already applied formatting.
1) Left click the chart you wouldike to change
2) Click theChange Chart Typeoption on theDesigntab under Chart Tools.
3) Sdect the desired new chart type aslidk the OK button.

St. Josephds Coll ege 7
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Animating Charts
When running a presentation in full screen mode that contains a chart, you may aramaie the
chart elements so each item appears on screen individually. To animate chart objects, follow these

steps:
1)
2)
3)

4)

Move to the slide in the presentation that contains the chart you want to animate.

Click once on the chart to select it.

Click the Animatontab and from thé\nimationsgroup select an option from taimate

drop down list. You can choose to have the chart elements enter thass{iee ObjecByYy
Series By Categoryetc. using the options found in this liseéFigure 14).

Watch the live preview of the animation on the slide and choose a new entrance effect if
needed.

3;_; Animate: No Animation |¥

| - S
Egb Custom A' No Animation

| No Animation

ANl Fade
Qutline’ | As One Object
’ By Series
By Category R§

By Element in Series
By Element in Category

Wipe
As One Object
By Series

Figure 14: There are several options
available for animating chart objects.

Inserting and Formatting Clip Art and Images

You can insert images directly from the Chpt gallery or from a folder location on your hard drive,
flash drive or other media devidenages can be added directly to any existing slide or you can use one
of the slide layouts thatontaina content placeholde@nce inserted, you can use a set of graphics
editing and enhancing tools to adjust the appearance of the image.

To insert a Clip Art imageon an existing slide follow these steps:

1) Move to theslidein your presentation where you want —
to adda Clip Art image | j‘ij Ej LT}’I Eﬁ .'Lil
2) On thelnsert tah in thelllustrations group click the Picture Clip  Photo Sh;pes T
Clip Art option(seeFigure 15). At Album= -
3) IntheClip Art task pangin theSearch fotext box, type lustrations
a word or phrase that describes the clipragigethat Figure 15: The /ustrations group found on the
you are looking for Insert tab of the Ribbon.
4) To narrow your search, do one or both of the following,.
e To limit the search results to a specific collectioilCty Art, in theSearch inlist, select
the checkbox next to each collection that you want to search.
e To limit the search results to clip amd photographsn theResults should biest,
selectonly the Clip Artand Photographsheck boers
5) Click the Go button
6) In the list of results, left click th€lip Art imageto insert itinto the slide
St. Josephds Coll ege 8
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To insert a Clip Art image on a new slidefollow these steps:
1) Move to the location in your presentation where you want to add the new slide.
2) Insert a new slide that contains the content placeholder
3) Click the icon for the Clip Art placeholdéseeFigure 16). LA
4) In theClip Art task pangin theSearch fotext box, type a word or phrase Elg
that describes thdip art that youare looking for &
5) To narrow your search, do one or both of the following:

e To limit the search results to a specific collectiolCtyp Art, in the
Search inlist, select the check box next to each collection that yo
want to search.

e To limit the search results to clip amd photographsn theResults
should bdist, selectonly the Clip Artand Photographsheck boes

6) Click the Go button
7) Inthe list ofresults,left click the Clip Artimageto insert itinto the slide

|Clip Art]

Figure 16: The Clip Art
Lf:on'[ent placeholder.

To insert an image savean your hard drive, flash drive or other media device follow these
steps:

1) Move to theslidein your presentation where you want to asaved imagéinsert a nevblank
slide if needed).

2) On thelnsert tah in thelllustrations group click thePicture option.

3) Inthelnsert Picturedialog box, browse to the folder location where the saved image is stored.
Use the drop down list in tHeook inarea athe top of this dialog boto navigate through your
folders.

4) When you locate the image you want to insert, simply double click it.

Adjusting Picture Properties and Styles

You can adjust the appearance of images iederto a presentatiomusing the grapls editing and
enhancing toolsAll of the picture formatting options are found on the contextual tab that appears
when you select (click) the imagseeFigure 17). This includes the following options:

e Brightness e Border

e Contrast e Effects

e Color e Arrangement (see the related sectiorAaljusting Object

e Styles Size and Positign

e Shape e Size (see the related sectionAdjusting Object Size and
Position

The numerous combinations of picture settings you can change allows you to create professional
looking graphics for use in your presentations. You no longer have to use a separats guhitg
program to design kigh quality imagelf you are unsure of the function of@matting optiorthat is
not listed here, simply holdhe mouse pointer over the button (without clicking) arBicaeenTipwill
appear with a short description of thyetion Experiment with the options until you find the right
combination of adjustments for the selected image.

St. Josephds Coll ege 9
Technology & Information Services



Microsoft Office PowerPoint 2007 Intermediate

‘37:' d o) - ¥ Introduction to PowerPoint.pptx - Microsoft PowerPoint Picture Tools =

/ Home Insert Design Animations Slide Show Review View Add-Ins Format
7 .-
st 3l 2

@ Brightness v :J: Compress Pictures J) Picture Shape _b Bring to Front » |~ =
Crop 1267 2

—— | — — --
rast~ B3 ictu | | T icture Border v __’] v :’:
D Contrast~ B Change Picture il | il el -‘ ‘ ‘ L2 Picture Borde 2 Send to Back ‘

‘»‘@; Recolor » "'] Reset Picture ¥ (! Picture Effects v s Selection Pane o

Adjust Picture Styles ] Arrange Size

Figure 17: There are many picture formatting options available on the Formattab under Picture Tools

NOTE: The enhanced picture formatting tools are only available in presentations saved in the new
PowerPoint 2007 format (.pptx). If needed, convert your old presentation formats into the new using
the option found inhe Microsoft Office Button (upper left corner of the program).

You can change an image, even after you've changed many of the properties of the image. Click the
image to select it and then choose @eange Pictureoption found in theddjustgroup of the~ormat

tab underPicture Tools In thelnset Picturedialog box, browse to locate the new image you want to
use and double click iGenerally,PowerPoinwill preserve the formatting and size of the previously
used image and appthose stings to the new image.

Adjusting Picture Size and Position

After inserting a picturento a slide, you may find that you need to reposition the image or change its
size. There are several ways you can adjust the size and position of pictures iniseyieor

PowerPoint presentationsor a select few Clip Art images you cannot adjust the i |mages using the
tools listed below.

Selecting Pictures

Before you can manipulate a picture, you must select it. To select (active
a picture simply click it once with the left mouse button. When you selec
the picture, you will see eight smahapes (circles and squarasjund the
object. These are the &bjselectiorhandles

Figure 18: Selection handles
appear around the outside of an
object when you click it.

@)

v TIP: To select multiple pictures and move them together for example, hold dowhitRe key
while you click each picture. To deselect one of the objects, hold 8&iAT and click the object yo
want to deselect.

Resize Pictures

You can change the size of the object by dragging one difath@lesto stretch or shrink the image.
Position you mouse over a handle and you will seel@eaded arrowas shown irFigure 18). Drag in
towards the center of the image to shrink it and drag away the center to stretch it. If you use one
of the corner handles, you can proportionally change the size of the image.
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Moving Pictures

You can move aimageto a new location on the slide by holding down the left mouse button and
dragging themageto the desired location. Make suhe arrow is located somewhere within the

object in order to move it you should see aHeaded arrow when you position the mouse on the
image. This is thenove symbol(seeFigure 19). Do not position your mouse over the border of the
object to move itAs you drag the image to a new location on the slide, you will see a faded version of
the image move across the slid his allows you to see a preview of the new image location.

)

Figure 19: You'll see a transparent copy of an image when moving it.
This helps you visualize what the image looks like in the new location.

Cropping Pictures
You can easily crop (remove) portions of a pictusedin your presentatiorCropping is often used to
hide or trim a part of a picture, either for emphasis or to remove unwanted portions.
1) Select the picture (click it) thgou want to crop
2) UnderPicture Tools on theFormattab, in theSizegroup, click the
Crop option. = al
3) Drag one of theropping handle in towards the center of the image to S y
cut off portions of a sidéseeFigure 20). -
4) Click the crop button again to turn off the feature.
5) To reduce the file size of your picture and delete the cropped parts ¢
the picture from the file, undéicture Tools on theFormattab, in the
Adjustgroup, clickCompress Pictures Click the OK button in the Eigure 20: Crop handles

dialog box that appears. appear around an object once
the crop tool is activated.

G
£ | TIP: You can,at any timereset the picture to its original siaad appearanc&elect the picturand

chooseReset Picturein the Adjustgroup on thd=ormattab undePicture Tools

Ordering Pictures

If a slide contains more than one image, you can order the irmaga® appears over the other. This
method works well if you want to use a picture as a slide background and include a second image or
object over the backgroun@ihe Arrange group(underPicture Toolsand then thé&ormattab)is

wher e youb Inand$ thahlet you place agiotune in front of or behinddexther pictures.
Alignment options are in this group as wellclick Align, then exploréistribute Vertically or

Distribute Horizontally and watch how PowerPoint 2007 positions the picturgda on the slide.

To order slide images, follow these steps:
1) Move to a slide in the presentation that contains more than one image. If necessary, insert a few
images on a slid® use for practice
2) Position (drag) one image so it appears to overlapttier image on the slide.
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3) Click one of the images and choose an optignm@ to Front, Send to Back etc.) from the
Arrangegroup on thd=ormattab undefPicture ToolqseeFigure 21). Each option is
explained as follows:

Bring to Front i Brings the object on top (front) of all other —
objects. 43, Bring to Front » |2~
Send to Backi  Sends the object behind (back) all other object$. 41, send to Back ~  [F]
Bring Forward i Brings the object one step closer to the front.
Send Backwardi Sends the object one step towards the back.
4) Move the objects as necessary to create the desired arrangement Arrange

Figure 21: The Arrange group
found on the Ribbon.

) . \
iy Selection Pane  Sh~

Aligning Pictures
If a slide contains more than one image, you can align the images so edges or centerBdine up.
example, this is useful when you want to line up the tops of three images on a slide. To align objects,
you need to select more than one
1) Move to a slide in the presentation that contains more than one image. If necessary, insert a few
images on a slide to use for practice.
2) Left click the first image on the slide that you want to align.
3) Hold down theCTRL key and left click the addition&hages you want to align.
4) Click theAlign option found in théArrangegroup on thd=ormattab undePicture Tools
5) Choose from one of the six available alignment settings (Left, Center, Top, etc.) to line up the
image edges or centers.

Rotating Pictures
You can change the positioniofagesby rotating or reversing them. Reversing a shape is also
referred to as creating a mirror image or flippifg rotate an image, follow these steps:
1) Move to a slide in the presentation that contains an imagec#ssary, insert a few images on
a slide to use for practice.
2) Left click the first image on the slide that you want to rotate.
3) Click theRotate option found in theArrangegroup on thd=ormattab undePicture Tools
4) Choose from one of the four availab@gation settingsRotate Right 98 Rotate Left 90, Flip
Vertical, and Flip Horizontalor click theMore Rotation Optionso access additional rotation
settings.

Inserting and Formatting Shapes

Whether it is adding basic geometric shapes, arrows, lggtion shapes, flowchart shapes, stars,
banners, or callouts, the PowerPoint drawing tools are easy for anyone to use in a presentation. You
can add text tghapedy just clicking in the shape and typing. Text you add becomes part of the
shaped if you rotate or flip the shape, the text rotates or flips with it.

Drawing Shapes
To add ashape to a slide, follow these steps:
1. Move to the slide in your presentation where you want to add a new shagerba new slide
to use for practiceUse any oftie simple slide layouts such&isle onlyor Blank
2. On thelnserttab, in thdllustrationsgroup, clickShapes
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3. Click on one of the shapes from the availdisie

Insert Design Animations Slide Show Reviey
Shapes are grouped based on type (Lines, Rectanglgs, g =) = e @
Block Arrows, etc.)There are dozens of possible | AR " M-
shapes you can add to your slid¢sseFigure 22). SRR e el e
4. Move your mouse into your slide and drtéve shapéy JUER) Secenty Used Shapes
holding dowrthe left mouse button and dragging acrogs— = E E%D NNHOOATL
the slide. Release the mouse button wihenshape is I
drawn The positioning of the shape isimmediately NN 2 2R NG Y
important. It can easily baoved if needed. Rectangles
5. Theshapds automatically filled in with a preet color pDobhobobO
. . . Basic Shapes
(determined by thpresentation desigimemeyou EOANDOASOO®®®

applied and may contain an outline style/color. You c¢
change these elements using dn@wingtools on the
shape contextual talsee beloy

o=l al LI

Figure 22: There are dozens of shape types
you can add to slides.

See the relevant sectiobgginningon page @ if you need to move, resizerderor arrangethe shape.
The directions areelativelythe same for both images and shapes. However, you cannaheogs

Adding Text to Shapes

You can easily add text to asgape by clicking oncen the shape and then typing the text you want
inside.You canalsochange the font of the text inside the shape. Select the text, right click the shape
and choos& o n tfrém the popup menu. Make thecaessary font changes in the dialog box and click
the OK button.

Formatting Shapes

You can change theppeaanceof your shape by changing its fill or by adding effects, such as
shadows, glows, reflections, soft edges, bevels, and tlmeEnsional (3D) rotations to it Almost all

of the formatting options for changing shapes are found oRdhmattab undeDrawing Toolswhen

you click a shapéseeFigure 23). You can change the following shape properties using the tools in the
Shape Stylegroup:Quick Style,Shape Fill ColorShape Outline, an8hape Effects.

In addition to making simple font changes to the text inside a stapeheHometab onthe Ribbon
you can use the tools in tNéordArt Stylegroup to adjust the following shape properti@sick Style,
Text Fill Color, Text Outline, and Text Effects.

Additional shape formatting tools can be found by right clicking the shape and chBosingt Shape
from the menu that appears.

Shape fill and outline tools

A

Shape text tools

S
Drawing Tools

c;cj .,'d L B U] _/ __; b Introduction to PowerPoint.pptx - MicrosoN PowgfPoint =
) >
ot Home Insert D@ Animations Slide Show Review ‘\e(w Add-Ins Format \ @)
N\ = & i A~ § g + |2 Align ~ =
ENN OO P x =2 S2 Shape Fill - Aé 14 Bring to Front 'I,_' \lign 5 a7 -
ALLDUL G - Abc | = [ Shape Outline ~ A /,_}’3 r & - || BysendtoBack ~ I Group
L = ) = = = 9 =i =
”% NN { } wF =] ¥ () Shape Effects v &\ 2 &, Selection Pane S Rotate » || *3° ; b
Insert Shapes Shape Styles P WordArt Styles F] Arrange Size

Figure 23: The shape formatting tools found on the Ribbon.
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Changing Shape Styles
Don't panic if you create a shape aatet decide you need to changeNith a few clicks, you can
change a shape from a rectangle to a star, for example.
1. Click the shape that you want to change to a different shapehange multiple shapesyld
down theCTRL keywhile you click the shapdbat you want to change.
2. UnderDrawing Tools on theFormattab, in thelnsert Shapegroup, clickEdit Shape point
to Change Shapend then click the new shape that you waeeFigure 24).

FO®EN\ - F&Z ) -“~

OO A o —
i’ —L—L’ — |4¥ Change Shape »
R NS N
— ‘ (% Convert to Freeform
Insert Shapes ‘
Slides _Outline S

Figure 24: Changing shape styles after you
create one is easy.

Inserting and Formatting SmartArt

A SmartArt graphic is a visual representation of information and ideas. You can create SmartArt
graphics by choosing from among many different layouts to quickly, easily, and effectively
communicate your messagemartArt is useful irPowerPoint 2007 prestationsbecause thesgten
contain slides with bulleted list& ou can quickly convert slide teand existing bulleted list® a
SmartArt graphic. Additionally, you can add animation to your SmartArt graphic in PowerPoint 2007
presentations.

To add é&SmartArt graphic to a slide, follow these steps:
1. Choose how you want to add the graphic to the slide.
a. Insert a new slide and choose a slide layout that contains a content placéi@Rier.
b. Move to a slide in the presentation where you want to add a Srngrgfphic. On the
Inserttab, in thdllustrationsgroup, clickSmartArt . 1 ORi
c. Convert an existing bullet list of text into a SmartArt graphic (see related section on page
18).
The Choose a SmartArt Graphdialog box appears.
From the category list, select All or select a category of Smairi#rt the list on the left side.
From the galleryn the right sideselect a SmartArt graphic.
Click the OK button and the graphic appears on the slide inside the SmartArt canvas.

arwn

Layout Options

When you create a SmartArt graphic, you are prompted to choose a type such as Process, Hierarchy,
Cycle, or Relationship. Eadf the sevenypes contairs several different layouts:or example, the

Cycle type contains 14 different cyclical layouts

When you choose a layout for your SmartArt graphic, ask yourself what you want to convey and
whether you want your information to appear a certain Wagp in mind thayou can quickly and
easily switch layoutsintil you find the one that best illuates your message. Experiment with
different types and layouts by using the tadotelFigure25 on the following pagas a starting point.
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To do this ~ Use this type Pictured Below
Show non-sequential information List Item 1
Show steps in a process or timeline. Process Item 2
Show a continual process. Cycle Item 3
Create an organization chartor decision tree Hierarchy Item 4
lllustrate connections. Relationship Item 5
Show how parts relate to a whole Matrix Item 6

g
B
.
(1]
im

| - | ] Q 0

Figure 25: There are seven types of SmartArt graphics you can create.

Theamount of text and number of shapes that you need often determine the layout that will look the
best. Do the details carry more weight than the summary points, or vice @Ganserally SmatArt

graphics are most effective when the number of shapes and the amount of text are limited to key
points.

Adding and Editing Text

When you create a SmartArt graphic, the SmartArt graphic aattashedrext pane are populated

with placeholder texthat you can replace with your information. At the top of the Text pane, you can
edit the text that will appear in your SmartArt graphic. At the bottom of the Text pane, you can view
additional information about the SmartArt graptgeeFigure 26).

The Text pane appears to the lefad@@martArt graphiclt works like an outline that maps information
directly to your SmartArt graphic. As you add and edit content in the Text therfmartArt graphic
is automatically updatet reflect the change$here are two ways to view the Text pane:

e Click the flyout handle to the left of the Smartgste the image to the right) ORT

e Click theDesigntab undeiSmartArtToolsand click theText Paneoption found in o
the CreateGraphicgroup.
St. Josephds Coll ege 15

Technology & Information Services



Microsoft Office PowerPoint 2007 Intermediate

To add text to a SmartArt graphic using the Text pane, follow these st¢ps:
1. Click the SmartArt graphic to select it.
2. Display the Text pane.
3. Click inside one of the text box areas of the pane and use the
following keys to add and remove entries:
a. To create a new line of bulleted text in the Text pane, pre¢ss
Enter.
b. To indent a line in the Text pane, préssto indent or
Shift+Tabto negatively indent from within the Text pane.
c. Use theBackspacandDeletekeys to remove lines of text.
d. Any of these manipulations updates the mapping betwegn
the bullets in the Text pane and the shapes in the layout|for
the SmartArt graphic.
4. To close the text pane, click thein the upper right corner of the
pane

Figure 26: The SmartArt Text
pane appears to the left of the
graphic.

| TIP: You can also lick in a shape in your SmartArt graphic and type text. \

Adding Images to SmartArt

Some of the SmartArt graphics are designed to hold pictundiext. When you use the poesigned
SmartArt graphics for use with pictures, you will be adding existing imstpesd somewhere on your
computer, flash drive, or other media devite.add gpicture to a SmartArt shape that contains a
picture placeholder, follow these steps:

1. Make sure you havieserteda SmartArt graphic that contains a picture placeholder. If not,
either add a new SmartArt graphic or change an existing layout to one pidttuise
placeholder (e.ghending picture accent listertical picture listor a continuous picture list).

2. On the SmartArt canvas, in the desired image area, click the Insert Pictyre
button.  Thelnsert Picturadialog box appears.

3. From theLook inpull-down list, locate and select the desired image.

4. Click thelnsert button.

5. The picture is insgrtedhto the SmartArt graphi_c. Repeat the steps to add Figure 27: A picture place
pictures to ther pieces of the SmartArt graphic. holder inside a SmartArt

graphic.
Modifying the Design, Format, and Layout
To move a SmartArt graphic, follow these steps:
1. Select the SmartArt graphic you want to move. The SmartArt canvas appears.
2. Position the mouse over the border of the SmartArt canvas. The cursor becomesidefbur
arrow (seeFigure 28).

Figure 28: Point to the border of a SmartArt graphic and look for the "move" symbol.
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