
 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 

Esse non videri: òTo be, not to seem.ó 

 

Provided by Technology & Information Services 

Faculty & Staff Technology Training 
Last revised November 2007 

 

MM ii ccrr oossooff tt   OOff ff ii ccee  

PPoowweerr PPooii nntt   22000077  II nntteerr mm eeddii aattee 
 

TT EECCHHNNOOLLOOGGYY  
and 

II NNFFOORRMM AATT II OONN   SSEERRVVII CCEESS  



Microsoft Office PowerPoint 2007 Intermediate 

 

 

St. Josephôs College   
Technology and Information Services 

Table of Contents 

STARTING POWERPOINT .................................................................................................................................................. 1 

CREATING A TABLE SLIDE ................................................................................................................................................. 1 

Modifying the Table Design (Quick Styles) ................................................................................................................................ 2 
Modifying the Table Layout ..................................................................................................................................................... 3 
Move or Resize a Table or Cells ................................................................................................................................................ 4 

INSERTING AND FORMATTING CHARTS ............................................................................................................................ 5 

Updating Chart Information ..................................................................................................................................................... 6 
Customizing the Chart Appearance .......................................................................................................................................... 7 
Changing the Chart Type .......................................................................................................................................................... 7 
Animating Charts ..................................................................................................................................................................... 8 

INSERTING AND FORMATTING CLIP ART AND IMAGES ..................................................................................................... 8 

Adjusting Picture Properties and Styles .................................................................................................................................... 9 

ADJUSTING PICTURE SIZE AND POSITION ........................................................................................................................10 

Selecting Pictures ...................................................................................................................................................................10 
Resize Pictures .......................................................................................................................................................................10 
Moving Pictures .....................................................................................................................................................................11 
Cropping Pictures ...................................................................................................................................................................11 
Ordering Pictures ...................................................................................................................................................................11 
Aligning Pictures .....................................................................................................................................................................12 
Rotating Pictures ....................................................................................................................................................................12 

INSERTING AND FORMATTING SHAPES ...........................................................................................................................12 

Drawing Shapes ......................................................................................................................................................................12 
Adding Text to Shapes ............................................................................................................................................................13 
Formatting Shapes..................................................................................................................................................................13 
Changing Shape Styles ............................................................................................................................................................14 

INSERTING AND FORMATTING SMARTART......................................................................................................................14 

Layout Options .......................................................................................................................................................................14 
Adding and Editing Text ..........................................................................................................................................................15 
Adding Images to SmartArt .....................................................................................................................................................16 
Modifying the Design, Format, and Layout ..............................................................................................................................16 
Converting Existing Bullet Lists to SmartArt .............................................................................................................................18 
Animating SmartArt Graphics..................................................................................................................................................19 

CREATING A PHOTO ALBUM............................................................................................................................................20 

FINE TUNING PRESENTATIONS ........................................................................................................................................21 

Hiding Slides from View ..........................................................................................................................................................21 
Using Speaker's Notes ............................................................................................................................................................21 
Sending Slides to Microsoft Word 2007 ...................................................................................................................................22 



Microsoft Office PowerPoint 2007 Intermediate 

 

 

St. Josephôs College   1 
Technology & Information Services 

Figure 2: The table 
content placeholder. 

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. 
 

CCrr eeaatt ii nngg  aa  TTaabbll ee  SSll ii ddee  

Entering text into a table makes it easy for you to align text, insert new data or display columns and 

rows of information to the audience. After you add the table to your presentation, you can use the table 

features in PowerPoint 2007 to quickly change the table style or add an effect. There are two ways to 

add a table to a slide: "manually" add the table using an option found on 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 

these steps: 

1) Move to the slide you want to add a table to. If necessary, insert a 

new blank slide or one with a title only. 

2) On the Insert tab, in the Tables group, click Table (see Figure 1). 

3) Do one of the following:  

 Move the pointer to select the number of rows and columns that 

you want and click. ï OR ï  

 Click Insert Tableé, then enter a number in the Number of 

columns and Number of rows lists.  

4) To add text to the table cells, click in a cell and type in the text. 

Click outside the table after you enter the text. 

 

 

To insert a new slide that uses a layout containing a table content 

placeholder, follow these steps: 

1) Move to the location in your presentation where you want to add the new slide. 

2) On the Home tab, in the Slides group, click the arrow next to New Slide and then click a slide 

layout that contains the content placeholder.  

3) Click the icon for the table placeholder (see Figure 2). 

4) Choose the appropriate number of columns and rows in the Insert Table 

dialog box. 

5) Click the OK button. 

6) To add text to the table cells, click in a cell and then type in the text. 

Click outside the table after you enter the text. 

 

TIP:  Use the Tab key or the arrow keys on your keyboard to quickly move around the table and enter 

data. 

 

 

 

 

Figure 1: The Insert Table 
option on the Insert  tab. 
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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 and choosing the options on the Home tab, in the Font group. 

 

A quick way of formatting the appearance of an entire table is to use a table style (or Quick Style). A 

Quick Style is a combination of different formatting options, including color combinations, border 

settings and fonts that are derived from the theme colors. Any table that you add has a table style 

applied to it automatically. To change the table Quick Style, follow these steps: 

 

1) Click in the table where you want to apply a new or different table style.  

2) Under Table Tools, on the Design tab, in the Table Styles group, click the table style that you 

want (see Figure 3). To see more table styles, click the More  button. When you place your 

pointer over a Quick Style thumbnail, you can see a "live preview" of how the Quick Style will 

alter the appearance of the table. 

 

3) To remove a table style, under Table Tools, on the Design tab, in the Table Styles group, click 

the More  button and then click either Clear Table at the bottom or the No Style, No Grid 

choice. 

 

You can apply a table style to specific parts of the table by selecting options in the Table Style Options 

group. This includes the following options: 

 To emphasize the first row of the table, select the Header Row check box.  

 To emphasize the last row of the table, select the Total Row check box.  

 To have alternating striped rows, select the Banded Rows check box.  

 To emphasize the first column of the table, select the First  Column check box.  

 To emphasize the last column of the table, select the Last Column check box.  

 To have alternating striped columns, select the Banded Column check box. 

 

You can change the cell or table shading, border, or effects using the options found in the three buttons 

just to the right of the table Quick Styles list (see Figure 3). Choose the area of the table you want to 

modify before changing the option. Click inside one cell, select a group of cells, select a column or 

row, or select the entire table using the Select option found on the Layout tab under Table Tools. 
 

TIP:  To change to a color that is not in the theme colors, click More Fill Colors and 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. 
 

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

Change table style colors, 
borders, and effects here. 

 


