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Dialog BoxLauncher 

o	 To Cut or Copy Text:Select the text you want tocut orcopy and clickthe 

Cui or ~ Copy button in theClipboard group onthe Home tab. 
o	 To PasteText: Placethe insertion pont where you want topasteand click 

theU Pasle button in theClipboard group onthe Home tab. 
o	 To Format SelectedText: Use the commandsintheFont groupon the 

Home tab, orclick the Dialog 90x Lau ef' intheFontgroup toopen the 
Fontdialog box. 

• To CopyFormatting with the Format Painter: Select Ihe text with the 

formatting you want to copy and click the I Formal Pinier button in the 
Clipboard group ontheHome tab. Then, select the text youwantto apply 
thecopied formatting to. 

o	 0 Change Paragraph Alignment: Select theparagraph(s) and click the 

ap ro nate alignment button ':§ Al 9 Len,~Cen ter , ~ Ari n Right, 
o ~ Ju Ity) in the Paragraph group on the Home tab. 

o To Create a Bulleted or Numbered Ust: Select the paragraphs you want 

to bullet or numberand clickthe g] BuI o r~ Nu ring button in 
the Paragraph group on theHome tab. 

The Outline Pane 
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The Slides lab contains a 
thumbnail image of every slideIn 
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the presentation; simply clicka 
thumbnail to jump to that slide. 
You can also rearrange, add, or 
delete slides here. 
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-' - The Outlinelab focuses onthe 

content of the presentationrather 
than its appearance. Use this tab 

·h llo,.",,10 .""'C whenyouwant toadjust the textual . ~: ~ ...~ " 
~<l n I Soot, I structure of apresentationor add 
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Delivery, Transitions and Animation 
•	 ToAdd a SlideTransition: Navigate to the slideyou want toadd a 

transitionto. Click the nimlliOOI tab onthe Ribbon, click the orebutton 
In theTransition toThis Slide group, and select a transi tioneffect. 

•	 To Addan AnimationEffect 10 anObject: Select the object that youwant 
to animate, clickthe n mallon tab on the Ribbon, and click Ihe Cu 10m 

lion buttonin the Animations group. Click the Add EI cl button, 
select acategory, and select the effect you want to use. 

o	 To Present a Slide Show: Click the Sf S ow button onthe statusbar. 
o	 To UsethePen: InSlide Show view, press .:Ctrl> +<P> and then draw on 

the screen. Press <Clr!> + <A> toswitchback to the arrow pointer. Press 
<b toeraseyour doodles. 

•	 To AddSlideTimings: Click the SlideS ow tab on the Ribbonand click 
tho R rae Iming button in the Set Up group. Navigate through the 
presentation, pausing on each slide forthe amount of time you wish to 
displayit durinqyour show. Click Yes tosave your liminqs. 

o	 To Apply a Documenl Theme (calleddesign templates in previous versions 
of PowerPoint): Click the n tab on the Ribbon, clickthe Morebuttonin 
the Themesgroup. and select a theme from the gallery. 

o	 To Change lheSlfde Background: Clickthe Design tab onthe Ribbon, 
click the ckground Slylesbutton in the Background group , and select a 
background. 

o	 To View the Slide Masler: Clickthe View tab onthe Ribbon, click the Slid 
ler button inthe Presentation Views group, and click the S1l t or 

the appropriate Layoot M t f in the Outl ine pane. 
o	 To Change Paragraph Line Spacing: Select the paragraph(s), click the 

' ::- Une S ng buttoninthe Paragraph group on the Home tab, and 
select anoption fromthe list. 

o	 ToInserta Header or Footer: Clickthe Insert tab onthe Ribbon and click 
the H FOD r button in the Text group. Select the option(s)thaiyou 
want and click pply orAp Iy 10All. 

• To Correct a Spelling Error: Right-click the error and select a correction 
from the contextual menu. Or, press <f7> to run the Spell Checker. 

Drawing and Graphics	 . 
o	 ToI sert aClipArt Graphic: Click the In n tabontheRibbonand clickthe 

Clip buttonintheIllustrations group. Type the name of what you're 
lookingfor in the "Search for' box and clickGo. 

•	 To Inserta Picture: Clickthe In rt tab onthe Ribbon and click the Picture 
buttonin the Illustrations group. Find the picture you want to insert and click 
n 11. 

., To Draw a Shape: Click the r tab onthe Ribbon, click the Sha 
buttonin the Shapes group,and select the shapeyou want to insert. Then, 
click where you wantto draw the shape and drag until the shape reaches the 
desiredsize. Hold down the <Shift> key while youdrag to draw a perfectly 
proportioned shape or straight line. 

•	 To Format an Object: Double-click the object and use the commandslocated 
on the Formattab. 

o	 To Move an Object: Click the object and drag it toa newlocation . Release 
the mouse buttonwhenyou'refinished. 

•	 To Resize an Object: Click the object 10 select it, click and drag one of its 
sizing handles(o) , and release tho mousebutton when the object reaches 
the desired size.Holddown the <Shllb key while dragging to maintain the 
object'sproportions while resizing it. 

o ToDelete an Object: Select the object and press the < 

I View buttons 

1m 
Normal view: This is 
the default viewin 
PowerPoint2007. 
Normal view includes 
the Outlinepane, Slide 
pane, andNoles pane 
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Slide Sorter view: 
Displays all the slides in 
the presentation as 
thumbnails (tiny images) . 
Use Slide Sorter view 
when youwant to 
rearrange the orderof 
slides or add transition 
effects between slides. 
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Sli Showview: 
Displays the 
presentation asan 
electronic slideshow. 
Wheneveryou deliver a 
presentation in front of 
anaudience, Slide Show 
view is definitelythe 
viewyou want to use. 
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