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Up to Speed with Microsoft Office PowerPoint 2007
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Up to Speed with Microsoft Office PowerPoint 2007

Using the Ribbon in PowerPoint 2007

TheRibbonis the backbone of the Office 2007 applicatians it's now your control center for
creating a presentatioRour tabs remain constant in each of@fce 2007 applications that use the
Ribbon (Word, Excel, and PowerPoint): Home, Insert, Review, and View. PowerPoint 2007 uses
several additional tabs including Design, Animations, and Slide $eefFigure 1). The tab groups

and features of each are outlinedhe tablebelow.To reduce clutter, some tabs are shown only when
needed. For example, tRecture Toolgab is shown only when a picture is selecad theChart
Toolstab is show only when a chart is selected.

7,3\ = g )+ Presentationl - Microsoft PowerPoint = =
y Home Insert Design Animations Slide Show Review View Add-Ins ©
=0 X - |5 Layout ~ = ik T‘)‘ = % Sha 34 Find

j 23 —J EReset = | L‘—} =l > LZ sha 2.c Replace ~
Pafte y Swg‘:ﬁ 4 Delete (2B o Shavpes Arravnge ;v:'.:!, g Select -
Clipboard ™ Slides Font Paragraph Drawing Editing
Figure 1: The new Ribbon in PowerPoint 2007.
Tab _Functions
Contains the Clipboard group, Slides grotne, typical formatting buttons for font type and
Home tab size, bold, italic, coloralignmentand so orin the Font and Paragraph grou@ptions also

available for Drawing tools and Find and Replace settings.

Containsall the things you might want to put on a sli@lefrom tables, pictures, diagrams,

Insert tab charts, and text boxes sounds, hyperlinks, headers, and footers.

Contains the revamped presentation Themes and options for customizing thefaaisrsnd

Design tab theme effects

Animations tab All the animating effectsincluding Transitionsare here.

Slide Show tab Options for setting up the show, rehearsing timings, and hiding slides can be found on t

Find the spelling checker amdher proofing toolshiere.Markup the presentation with

Review tab comments to share with another individual working on thegmtasion.

Make a quick switch tany one of the seven viewsirn on gridlines, or arrange all your ope

View tab presentations in the window.

If your screen resolution is not set high enough, or if you do not have the PowerPoint 2007 window
maximized, you will not see the full listing of Ribbon todter example, with a higher resolution you
will see all the commands in tlliting group on theHometab. However,with 800 by 600 resolution,
you will see theéediting button only not the commads in the groupsgeFigure 2)

In that case, click the arrow on tkeliting button to display the commands in the group.
Generally, the groups thdisplay only the group name at a lower resolution are those with less
frequently used commands.
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Cla d ¥ Presentationl - Microsoft PowerPoint - aXx
2/
- Home Insert Design Animations Slide Show Review View Add-Ins L7
= CER = = = .h: 1) _j | #
A A | :
_J :J = s=||BE 3 _J
Paste New - B Z U abe S , A = —a Shapes Arrange 3 Editing
~ Slide ~ = - Y t '
Clipboard '« Slides Font Paragraph Drawing
0, d s Presentationl - Microsoft PowerPoint - X%
>
Home Insert Design Animations Slide Show Review View Add-Ins L7
— 5 Layout ~ = = ===l 1Y 2 Find
] _l Y 4 AT A - B S =_ |l [ _JJ H
— o) Reset a & 23 Replace ~

Paste 3 S 3 Shapes Arrange

. 3 £ U e \ 3 3
Slide » % Delete B ! Aa | & = = E

Font Paragraph Drawing Editing

L Select ~
Clipboard =

Figure 2: The top image shows the PowerPoint 2007 Ribbon at a lower resolution. Notice the collapsed Ediiting
group with a small arrow below the group name and the taller Paragraphand Drawing groups in the top image. The
bottom image shows the same Ribbon when displayed at a higher resolution.

If necessary, adjust the screen resolution used with your mddogerthe maximize button in the upper
right corner of the PowerPoint window to expand the program so it fills the samdeghe Ribbon
expands to full size.

Locating Basic Commands

TheHometab holds the commands most people use frequently when thelpplgvesentationdhis
includes all the options for changing font types, styles, paragraph alignment, adding slides, changing
slide layouts, and pasting content from other applicatibysu need to add bulleted or numedr

items to a slide, you'll fiththe commands for it in tHearagraphgroup of theHometab. TheInserttab
contains all of the objects (PowerPoint refers to some of them as "lllustrations™) and text based
components that you can add to the presentation.

All keyboard shortcuts you may have used in previous versions of PowerPoint work in 2007.

To help you find Microsoft Office PowerPoint 2003 commands in the new PowerPoint 2007 interface,
you can use the interactive command reference guide found onc¢hasbft Office web site. The

guide maps all the previous menu commands to their new location in the Ribbon or elsewhere in
PowerPoint 2007. You can find the guide at the following web site:
http://office.microsoft.com/enis/help/HA101490761033.aspx

TIP: If you have thé&etting Startedab installed, you can find the Interactive Guide inRhrel a
Commandyroup on this tab.

Ca

Additional file level options (new, opesave save asprint, close, etc.) can be found by clickiu‘.‘j
the Microsoft Office Button in the upper left corner of the PowerPoint window.

St. Josephds Coll ege 2
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Adding Sides

When adding slides to your presentation using\ee Slidebuttonfoundin

the Slidesgroup of theHometab (click the wording "New Slide" on the button)
you can choose from among nine slide layofe&veral of thee layoutsnclude
"content” placeholders, which you can use for either text or graphics. An
example is thditle and Contentayout. In the middle athelargeplaceholder Figure 3: The content
on this slideyou'll find a group of sixcons(seeFigure 3). Click any of the placeholder.

icons to insert that type of conténta table, chart, SmartArt graphic, picture from aditedip art, or
video file.Otherwise ignore the icons amsimply type textinto the placeholder

If you add slides to the presentation using any other method, (via right click, copy and paste, etc.) you
will not see the listing of available slide layouts. The default lagenerallyused in tosecase is the
Title and Contenslide.

TIP: Remember, th&ibbonoption for adding a new slide to the presentatiaroisfound on the
Inserttah. It is locatecbn theHometab.

Changing Slide Layouts

If you have already added text, objects and animati@slideand you find that =) Layout ¥
you need to changeeslide layout you careasilydo so with just a few clickdNo _] . Reset
need to recreate the slide or copy and paste content from one layout to @mwther.new —

the Hometab, in theSlidesgroup, clickLayout and then select the layout that yoli $19e ~ * Pelete
wantto use(seeFigure 4). Or, rightclick an empty area of theide - away from olides

any objects on the slideand point td_ayout in the context menu. Then choose gigure 4: The Siides
one of the available layouts from the lishderstandhat djects may change group on the Hometab.
positionafter applyinghe new layout.

=

Inserting Objects

As stated in a preous section, most of the commands for inserting objecsides are found on the
Inserttab. PowerPoint 2007 has the following groups onnbkerttab: Tables, lllustrations, Links,
Text, and Media ClipgseeFigure 5). Inside thdllustrationsgroup, there are six types of objects you
can addo a slide InsertingPictures, ClipArt and Shapésisn't changed much with one exception
live searching for cps on Microsoft's web sitsee the next sectian)

‘tg.‘,., ¢H ™ _/ _; ¥ Introduction to PowerPoint.pptx - Microsoft PowerPoint
2
- Home Insert Design Animations Slide Show Review View Add-Ins Get Started
f Ellgl } 1) D [ A ] | C = = 3 %0 g‘
L P ey £ 5 ¥ \e = wdbll
b | % U 4= iLﬂ o = 4 by L # ] ‘_ﬁbij o5 ¢
Table Picture Clip Photo Shapes SmartArt Chart - Text Header WordArt Date Slide Sy Object Movie Sound
x At Album~ X Box & Footer Y & Time Number e ¥
Tables Ilustrations Links Text Media Clips

Figure 5: The /nsert tab in PowerPoint 2007.
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Creation of &hoto Albumis now integrated with the rest of the illustrations; whereas, in previous
versions it was listed as a template or a separate download from Microsoft's web Sithaftke

option wasavailable in previous versionsut working with this featurdnas beenoverhauledsee

related sectioon pageb). SmartArt is an entirely new feature and is one of the best additions to the
Office 2007 suitdsee related sectian page?).

Working with Images

Inserting images saved on a flash drive or from your computer's hard drive hasn't changed. Locating
images in the extensive Clip Agallery has changatlyou had not used this feature in the more recent
versions of PowerPoint (2003 and 280R). When you look for ClipArt using the task pane, yoe
searcimg Microsoft'sOffice web site for clips without actually leaving PowerPointprevious

versions, you had to launch a browser window and go through a series of steps to download clips into
the ClipArt Gallery.You'll need a live Internet connectionltxatethe clips on Microsoft's web site.

1) Choose how you want to add the griapi the slide. Clip Art TR
a. Insert a new slide and choose a slide layout that contains a copient for:
placeholderClick theclip art place holdefseeFigure 3). T ORI books
b. Move to a slide in the presentation where you want to atijd a | «...c i
art image On thelnserttab, in thdllustrationsgroup, clickClip all collections i
Art. Results should be:

2) In theClip Art task panehat appears on the right side of the scr@en | selected media file types -
the Search fottext box, type a wat or phrase that describes the clip
artimagethat youare looking for ¢eeFigure 6).

3) To narrow your search, do one or both of the following: = y

¢ To limit the search results to a specific collectioClyp Art, in ..;;\ o
the Search inist, select the check box next to each collection that
you want to search.

e To limit the search results to cliptand photographsn the
Results should blest, selectonly the Clip Artand Photographsheck boes

4) Click theGo button

5) In the list of results, left click the Clip Art image to insert it into the slisages with a small
globe in the lower left@rner come directly from Microsoft's web site.

Q)

Figure 6: The Clip Art task pane.

Once inserted, you can useexampedset of graphics editing and enhancing tools to adjust the
appearance of the imadgeee the related section below.

Enhanced Image Editing Tools

You can adjust the appearance of images inserted into a presentation using the graphics editing and
enhancing tools. All of the picture formatting options are found on the contextual tab that appears
when you select (click) the imagsegFigure 7). This includes the following options:

e Brightness e Border
e Contrast e Effects
e Color e Arrangement
e Styles e Size
e Shape
St . Josephodés Coll ege 4
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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 separate graphics editing
program to design a high quality imadfeyou are unsurefdhe function of dormatting optiorthat is

not listed here, simply holithe mouse pointer over the button (without clicking) anceahanced
ScreenTipwill appear with a short description of thption Experiment with the options until you find

the riht combination of adjustments for the selected image.

'é",‘ d ) - ¥ Introduction to PowerPoint.pptx - Microsoft PowerPoint Picture Tools - 9
29
7/ Home Insert Design Animations Slide Show Review View Add-Ins Format
& Brightness ~ :_.1': Compress Pictures — = — — — - _j) Picture Shape ~ _g Bringto Front ~ |=~ ‘.“r‘ YJ > =
=~ . —g 4 x
(D Contrast ~ ?14 Change Picture ‘ d | ‘ d ‘ d A 2 Picture Border ~ J__'] Sendto Back v f] o
. X - f ; : C — 1267 -
1‘/}; Recolor ~ *”j Reset Picture ¥ ! Picture Effects v “{[;, Selection Pane  SA~ tas 267 &
Adjust Picture Styles [ Arrange Size

Figure 7: There are many picture formatting options available on the Formattab under Picture Tools

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

Compress Images
Inserted images arewelly the most common reason for bloated presentation sizes. This is especially
true of images that were taken with a digital camera and not-da®d outside of PowerPoifthe
image compression tool in PowerPoint 2007 makes it easy to reduce imaugefile
1) Click a picture on a slide
2) Click theCompress Picturebutton available on thEeormattab under Picture Toals
3) Click theOptions button.
4) Click the check box tolmoseE-mail (96 ppi)as the target output and click the OK button

| Compression Settings j 21 x|

Compression options:

[V Automatically perform basic compression on save

v éhDTelete cropped areas of pictures:

Target output:
" Print (220 ppi): excellent quality on most printers and screens
(" Screen (150 ppi): good for Web pages and projectors
¢ E-mail (96 ppi): minimize document size for sharing

OK I Cancel

Figure 8: The Compression Settings dialog box.

This will change all the pictures used in your presentation to an optimal size. Resave the presentation
with a new file name. Make sure you compress images after inserting new ones or afeer all
assembled in the presentation.

St. Josephds Coll ege 5
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Working with Charts

Depending on the version of PowerPoint you used prior to 2007, adding and working withmayarts
look different than what you are used @hartsare created using Microsoft Excel 2007 &ade their
own set of robust tools (Design, Layout, and Format) on the Rildmlonger are you using MS
Graph to insert a charty¢ entire charting engine has been overhauled in Office 2007.

To add a chart to a slide, follow these steps:
1) Choose how yowant to add thehartto the slide.
a. Insert a new slide and choose a slide layout that contains a content plac&lalki¢he
chart place holdeseeFigure 3). 1 ORI
b. Move to a slide in the presentation where you want to adicid On thelnserttab, in the
lllustrationsgroup, clickChart.
2) Choose a chart layout in tiesert Chartdialog box §eeFigure 9) by reviewing the category
list on the left side and then clicking the appropriate choice from the right side.

= Templates '; ~ Column &
) ) ) i8] 99 9
@ Pie - = = |

£ - i ol )08 B b Jad] JAL

PA  Area

5 XY (Scatter \ A\ A A A f

rpead | L TINSLYAPY

@ Surface Lz

Tt EEEEEES
e | ‘ : ‘ : i
Manage Templates... I Set as Default Chart | ITI Cancel L

Figure 9: The /nsert Chart dialog box.

3) Click the OKbutton.

4) Thelnsert Chartdialog box closes and Microsoft Excel 2007 opens in a split window,
displaying a table with data and labels to be entered into the chart.

5) 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 uptesiestlyas you enter data.

6) 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.

PowerPoint automatically assigns specific colors and layouts to the charts that yobasedten the
existing presentation design theme you are usilogvever, you can customize the appeaeaof your
chart at any timeClick the chart once to select it and then use the options available on the Design,
Layout (pictured irFigure 10), and Format tabs.

C"’-": H9-0Ec ) - Introduction to PowerPoint.pptx - Microsoft PowerPoint Chart Tools - 8
Y,

7/ Home Insert Design Animations Slide Show Review View Add-Ins Design Layout Format ©

Plot Area v =5 = ; : dn : : =y

- a| L( I» A I | |"O% i ] :"} {riln |dlneE o] | ot ’

V¥ Format Selection o

p Picture Shapes Text Chart Axis Legend Data Data Axes Gridlines ot Chart Chart 3-D

&% Reset to Match Style - Box Titlev Titlesv +  Labels~ Table~ - Area~ Wall~ Floor~ Rotation

Current Selection Insert Labels Axes Background Analysis

Figure 10: The Layouttab under Chart Tools.
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Working with 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 messadggmartArt is useful ilPowerPoint 2007 prestationsbecause thes#ten
cortain slides with bulleted lists.

To add a 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@Rie
b) Move to a slide in the presentation where you want to add a SmartArt graphic. I0setthe
tab, in thdllustrationsgroup, clickSmartArt . i ORI
c) Convert an existing bulletllist into a SmartArt graphic (see related section on @age
2) TheChoose a SmartArt Graphdialog box appears.
3) From the category list, select All or select a category of Smdrt#ut the list on the left side.
4) From the galleryn the right side select a SmartArt graphic.
5) Click the OK button and the graphic appears on the slide inside the SmartArt canvas.

PowerPoint allows you to change many of the design features used in a SmartArt Ym@plan do

this by choosing from differeércolors,outlines 3-D effects, shape fillsr typesand layoutof

SmartArt. When you click a SmartArt graphic, two contextual tabs appear @mdartArt Toolon the
Ribbon:DesignandFormat. Both of these tabs hold dozens of features and settings you can adjust to
change the appearance of your SmartArt grapggeRigure 11). For examplethere are groups within

the tabs related tibayouts Styles ShapesandShapeStyles WordArt Styles andPositioning(arrange

and size).

; L-J..) = B I Introduction to PowerPoint.pptx - Microsoft PowerPoint SmartArt Tools
—/ Home Insert Design Animations Slide Show Review View Add-Ins Design Format
55 Add Bullet @ Promote " 0. [g — (= - = @
(A = e °* |l 1] \ i i
& Right to Left | & De (O == v o ] e
; 3 (=] = Change ‘ e Reset
3 ] Text Pane ™ || Colors~ — ™ || Graphic

Create Graphic Layouts SmartArt Styles Reset

Figure 11: The Designtab under SmartArt Tools

Converting Existing Bullet Lists to SmartArt
Changingyour existing PowerPoint bulldéext
to a SmartArt graphic is a quick wayddd a

professionatiesigntouch to a presentatiofror | - 2vervievercurentprocedures

« Description of pending changes

Contents

example, witha fewclicks, you can convert a  introductibntsewprocedures Contents
Contentsslide to a SmartArt graphisee * Rakanslenehlid nesmetniio gy
Figure 12).

a Overview of Description Introduction

To convert existing bullet lists to SmartArt, s | el
follow these steps:
1) Click the placeholder that contains the
text on the slide that you want to

convert. Figure 12: Convert your plain bullet lists into eye -catching
2) On theHometab, in theParagraph graphics with a few clicks.
St. Josephds Coll ege 7
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group, clickConvert to SmartArt Graphic (seeFigure 13). :
3) In the gallery, click the layout for the SmartArt graphic that you
want.The gallery contains layouts for SmartArt graphics that || £ = = |52 -
work best with bulleted lists. To view the entire set of layouts, Paragraph i

click More SmartArt Graphics.

Figure 13: The Convert to
SmartArt button.

)
¢

TIP: Choose the new SmartArt layout carefully since some text may be removed if the new layou
holds a limited number of shapésse theUndo command if necessary to cancel the selected change.

Contextual Spelling Checker

While the familiar Office spelhg checker has not changednew contextual spelling checker was

added to the proofingols. Everyone knows the red wavy lines under misspelled words and typos and
the green wavy lines under potential grammatical er@ms. of the problems with the traditional

speling and grammar checker is thats usually not able to spot contextuatas, i.e. when an

existing word is used in the wrong contexbr example, look at the following sentences:

He bought a pear of shoes. (pair)
He was loosing too much time. (losing)
You cannot associate this account on more then one mailbox. (than)

If you type thesentencelisted above in PowerPoint 200F Word 2007 for that mattethe word in
italics will have aredwavy lineunder it(blue in Word 2007)right-click on the word and ydusee the
correct instance of the word (Bsted in theparentheseabove) Thenewsquiggles appear under
words whid are used in the wrong context.

. " . When correcting spelling in PowerPoint
The new feature is ndbn" by default You haveto click onthe

Microsoft Office Button, then thé®owerPoint Options button, [V Check spelling as you type
choose théroofing category and check th&5e Contextual V' Use contextual spelling
Spellind' check boxseeFigure 14). Click the OK button to close | [ Hide spelling errors

the PowerPoint Options dialog box.

Figure 14: The new contextual spelling
checker is usually not activated by default.

Presentation Views

PowerPoint has several views you can use to create and review the presefatianalways
changed viewsasily by using buttonsr menu commads That hasn't changeduch The buttons for
Normal, Slide Sorter, and Slide Show views are still th¢iney've just moved from the lower left of
the window to the lower righThey're part of a new toolb&eeFigure 15) that includes aoom slider
and a button that refits the slide to the window after you've zoomed in drhaue's &/iewtab, too,
and it has the wholassortmentf viewsd Notes Page view, Master view, a list of other open
presentations, and so on.

EEEt T e o ()]
Figure 15: The three slide show view icons,

along with the new zoom slider and the "fit slide
to current window" icon.

St. Josephds Coll ege 8
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File Formats and Compatibility with Other Versions

Saving as PDF

Generating a printable version of your presentation hasn't chanBeaverPoin2007.You canstill
print your outline, speak&rnotes, and audience handouts on p&p@w to this version is the ability to
save a PDF version of the presentation. With just a few clicks you can generatecitable PDF file

that can be emailed, distributed on CD, oapled into your Blackboard course.
{ Dn
1) Click theMicrosoft Office Button “* in the upper left corner of the program.

2) Point tothe Save Asoption in the Office Button menu.

3) Click thePDF or XPSoption in the Save as submenu

4) In thePublish as PDHRlialog box, browse to the location where you want to save thesiihg
the drop down list in th8ave irfield at the top.

5) Enter a meaningful file name in the bottom of the dialog lseeKigure 16). If you plan to
distribute the PDF via email or Blackboard, avoid using spaces in the file name. Instead, use a
hyphen or underscore.

6) In theOptimize forarea, choosklinimum size.

7) Click theOptions button to view additional options available before the PDF is created.

8) Click thePublish button to save the PDF.

File name: IMy Presentation File Name Goes Here LI
Save as type: IPDF {*.pdF) L]

I~ Open file after publishing
Optimize for: €+ Standard {publishing online and printing)

" Minimum size {publishing online) Options. .. |

Figure 16: Creating a PDF version is as easy as saving the file.

New Presentation Format (pptx)

PowerPoint 200automaticallysaves nevpresentatioriles in a new formafPowerPoint Presentation
.pptx). There are several benefits to using the new file format including: reduced file size, improved
blocking of malicious code, improved damaged fileokexry, and easier integration with other
applicationsYou can open old presentations just fine and save in the new fotova¢ver the file
format change does affect presentation sharing between PowerPoint 2007 and older versions of
PowerPoint.

There'sno problem opening and editing an older presentation in PowerPoint 2007. What you'll need to
decide is whether to keep the presentation in its original format or save it in the new format.
PowerPoint 2007 recognizes the presentation, when you openéingsrbthe old formaand

Compatibility Mode is activatedn compatibility mode, you can open, edit, and save PowerPdint 97
2003 presentations, but you won't be able to use all of the new PowerPoint 2007.fBaturesthe
scenesPowerPointakes note of anything you add to the file, such as a shiny new SmartArt graphic,
that may not work exactly the same in the old format.

Then, when you cliclSave PowerPoint displays tHéompatibility Checker dialog box.The
Compatibility Checker warnsoy about any content that may be incompatible with versions of

St. Josephds Coll ege 9
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PowerPoint earlier than PowerPoint 200@u can cancel the checker and select the new format in the
Save Asdialog box. Or, you can choose to continue and save in the old format.

Converting Older Presentations

TheConvert command in PowerPoint 20@rovides you with avay to save an older presentation in
the new2007format The effect is that PowerPoint does an "in place" replacement of the old
presentation filéformat, converting it to th@ew format.Converting an old presentation into the new
will replace the original version of the fillowever, you can convert a presentation into the new
format and retain the original file. Both sets of directions are listed below.

You do not have toonvert all of your old PowerPoint presentations into the new file format. Only
convert if you want to use some, or all, of the new features of PowerPoint 2007.

To use theConvertcommandfollow these steps:
1) Open the presentation.

Ca
2) Click the Microsoft Office Button “* and clickthe Convert option
3) Click the OK button in the warning dialog box that appears.
4) The original version of the presentation has been replaced with th&d#the presentation
as needed and resave it as you normally would.

To usethe Save Ascommandto save the presentation in the new format and retain the original
presentation in the old formdtllow these steps:
1) Open the presentation.

(Da
2) Click the Microsoft Office Button “* and click theSave Asoption
3) Browse to a folder location where you can save the presentation.
4) Enter a file name at the bottom of t8ave Aslialog box.
5) In theSave as typkeld, chooséPowerPoint Presentation
6) Click theSavebutton.Theold file will still exist in the old formain the original folder
location

Saving Down

If you are taking the presentation to a computer that does not have PowerPoint 2007, or you are
sending it to an individual who does not have the new version, you should save the file in the older
presentatioiormat. This makes the file more accessible for those users who cannot open the new
presentation file format.

[ On

1) Click theMicrosoft Office Button “* in the upper left corner of the program.

2) Point tothe Save Asoption in the Office Button menu.

3) Click thePowerPoint 97-2003 Presentatioroption in the Save as submenu.

4) In theSaveasdialog box, browse to the location where you want to save the file using the drop
down list in theSave irfield at the top.

5) Enter a meaningful file name in the bottom of the diddog

6) Click theSavebutton.
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Getting Help

The Microsoft Office Help system provides concise, printable descriptions and procedures for virtually
any Office feature. The Help system is useful for troubleshooting problems and explaining specific
subjectsThe topics found in the Help system are actually stored in an extensive help library on
Microsoft's Office web site. The Help system in the Office 2007 programs utilizes a direct connection
to this web site and allows for updated and new content (clidiutten in the lower right corner of

the Help window to check the connection).

To open the Help systenljak the HELP icon® in the upper right corner of the scref@n press the
F1key on the keyboardptopen théHelp dialog box There are a number of buttons availahléhe
Help toolbar at the top of theelp dialog boxto help you navigate through the Help syst&ack,
Forward, Home, Print, Show Table of Contents, s¢effigure 17).

There are two ways to search for help topics. You can use the search text box at the top or you can
browse Office Help for information on your subject using the links in the main areawirith@w ..

/V

/

Help toolbar buttons

Figure 17: The PowerPoint 2007 Help system dialog box.
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