[image: image1.jpg]


Introduction Microsoft PowerPoint  2007

Document Length: 77 pages
Slide Show Design Guidelines
Working with PowerPoint
Starting PowerPoint
Naming and Saving Presentations
Understanding and Using 2007 File Formats
Re-saving Existing Documents
Using Save As
Creating a New Blank Presentation
Opening a Presentation
Closing a Presentation
Exiting from PowerPoint
PowerPoint Basics
Creating a Presentation
Why a Title Slide? 

Selecting Text  Placeholders
Text Techniques
Undo and Redo Functions
Selecting Text on a Slide
Text Enhancements
Changing Size of the Text Option 1
Change Size of Text Option 2
How to Change the Font Style. 

Changing the Colour of Text
Changing Line Spacing
Working with Bullet Slides
Multiple Levels of Indents
Changing the Distance Between Bullet and Text
Changing the Type of Bullet
Picture Bullets
Picture Bullets
Character Bullets
How to Create a New Slide
About Layouts
Typing Text Using Text Box Tool
Typing Text Using Outlines
Printing the Outline
Understanding Themes
Applying a Built-in Theme
Applying a Background Style
Removing Graphics From Background
Changing Theme Colours
Changing Theme Fonts
Applying Animation Text
Transition Slides
Transition Sound
Transition Speed
Working with Slide Shows
How to Give a Slide Show
Moving from Slide to Slide during a Show
Annotating Slides during a Presentation
Changing Annotation Pen Colour
Putting a Presentation on-hold
Quick Keyboard Summary
All Slide Views
Slide Sorter View
Changing the Order of Your Slides
Duplicating Slides
Deleting Slides
Drawing Shapes in PowerPoint
Moving a Shape
Adding Text to a Shape
Changing the Size of the Shape
Deleting a Shape
Duplicating a Shape
Select All Shapes on a Slide
Select More than one Shape on a Slide. 
Arranging and Aligning Shapes
Order - what sits on top or behind
Grouping and Ungrouping Objects
Ungrouping
Regroup
Rotate or Flip
Fill a Shape with Colour Option 1
Fill a Shape with Colour Option 2
Changing Line Colour, Width or Style
Adding Shadows to a Shape
Adding 3D Effects to a Shape
WordArt
WordArt Shapes
Smart Art Diagramming Tools
Inserting SmartArt
Add More Shapes
Change Layouts, Colour And Shading Of Diagrams
Working with ClipArt
How to Add ClipArt to Your Slides
Deleting a Picture
The Picture Format Ribbon
Picture Styles
Picture Shape
Picture Border
Picture Effects
Brightness
Contrast
The Recolor Button
Cropping a Picture
Cropping a Picture
Wrapping Text around a Picture
How to Add Animated Clip Art to Slides
Working with Charts
The Chart Design Ribbon
Creating Notes Pages
Printing Notes Pages
Printing a Presentation
Printing a Selection of a Presentation
Printing the Current Slide
Printing a Range of Slides 
Printing Handouts
Slide Numbers
Footer Text
Saving a Presentation to Start as a Slide Show


