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Editable area 
Make all your changes 
here. Click in the Text 
Boxes to edit them 

Thumbnail 
Viewer 

Shows all the 
slides in order, 
also allows for 

easy changing of 
the order  

Screen Breakdown 

A place to add notes 
that doesn’t show up 
during the slideshow 

Office button 
replaces the File 
Menu with all the 
choices like save 

and print 
 

Tabs allow you to see all the rest of the categories 

Ribbons 
Click the tabs to 
change all the button 
choices 

Zoom Bar 
Slide to make view 
larger or smaller to see 
detail 

Change every aspect 
Choose from color schemes, font 
schemes and different effects 
 

Design Tab 
Use the design templates to change the look 
of your presentation 

Always consider your audience when making 
these choices 

Inserting new slides 
Choose from the list of different 
styles of slide including picture, 
text, media 

Click on the 
appropriate template 

When choosing media 
choose from the 
choices below 

 

Chart Graph 

Movie Clipart Graphics 

SmartArt 

Graphic More 
choices 
 

Scroll 
for more 

Undoing a mistake 

Click the left 
arrow to undo 
one step at a 

time 

Click the right 
arrow to redo 
one step at a 
time 

Use the small arrow to see the 
list of actions to undo or redo 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Printing 

Print What: 
Slides- Prints all or certain slides 
Notes pages- Print a list of speaking 
notes Handouts- Prints mini slides to 
hand out (turns on handouts section) 
 

Color/Grayscale: 
Color- prints in color includes backgrounds 

Grayscale- prints in grays only includes 
backgrounds 

Pure Black and white - prints only the text 
and pictures, not backgrounds 

 

What slides 

Change 
what is to 
be printed 

If you only want 
a piece of text, 

use the 
selection button 

Change how 
many are to be 

printed 

Change how 
the handout 
sheet is 
printed 
 

Handout Section 

Animating text is more complicated in the 2007 
version. Select the object to 
animate (text box, graphic…) 
Then select animate. You can 
choose from the simple list or 
choose custom animation. 
The task pane will appear on 
the right. Click add effect and 
choose from the list and then 
choose an effect. 

Animations 

This is the set of effects that will show up between slides. The last one 
in the list is random which will shuffle between all the choices 

Transitions 

Other choices 
 

Sounds between 
slides 

 (use sparingly) 
 
Allow you to alter 
the speed of the 
slide transitions 

Apply effects to all slides 
for consistency (this does 
not apply to Animation 
effects) 

Set times for advancement. Be 
very careful about too long or 

too short 

Allows you to use the 
mouse to advance slides 

More 
choices 
 

Scroll 
for more 

Point to slide 
and hold down 

and drag to 
reorder 

Slide order number 
 

Animated or has transition 
effect 

 

Order of Slides 

Slide view 
 

Outline View 
 

Viewer options 

Normal View 
 

Slide Sorter 
Very useful for 
sorting and 
organizing 

Begin 
Slideshow 

The Slideshow will 
begin on whatever 

slide you are 
looking at.  

To begin a slideshow 
at the beginning press 

F5 Key 


