


To insert a picture from a file:

. From the Insert tab, find the lllustrations section.

. Click the Picture button to open the Insert Picture dialog window.

. Browse through your files for the picture you want to add.

. Select your file and click Insert.

. Use the Picture Tools | Format tab to access features for adjusting
your picture’s style, shape, border, and more.
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Note: As you hover over the features used to adjust your picture, the
live preview will show how your picture will appear.

A new feature in PowerPoint 2007 enables you to create a
presentation to display a photo album.With easy-to-use tools, you can
quickly customize the look and feel of your album before sharing it
with others.

To create a photo album:

1. From the Insert tab, find the lllustrations section.
2. Click the Photo Album button and select New Photo Album to
open the Photo Album dialog window.
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3. Click the Insert picture from: File/Disk button to search your
computer for the photos you want to add.

4. Select your picture and click Insert. Your file will now display in the

Pictures in album area, with your photo displaying in the preview

window to the right.

Follow the same steps to add additional pictures to your album.

6. Use the arrow buttons underneath the Pictures in album area to
change the order in which a picture is to be displayed. You can also
rotate, adjust the contrast,and alter the picture’s hue.

7. Inthe Album Layout section, click the drop-down arrow to select
from the Picture Layout options. As you select an option, the layout
preview will show how your picture will appear.

8. Select your frame shape from the list of available options.The
layout preview will show what shape your picture will take. Note:
You can also apply a predefined theme to your album.

9. Click Create.
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To edit a photo album:

1. From the Insert tab, find the lllustrations section.

2. Click the Photo Album button and select Edit Photo Album to
open the Edit Photo Album dialog window.

3. Use the photo album features to edit your album, from reordering
which picture displays first to changing your picture layout and
shape.

4. When you have completed your edits, click Update.

Charts can be used to provide a visual comparison of data, enriching
your presentation with information viewers can easily grasp.

To add a chart to your presentation:

Note: Excel 2007 must be installed to ensure the charting features
function properly in PowerPoint.

1. In PowerPoint, from the Insert tab, find the lllustrations section.
2. Click the Chart button to open the Create Chart dialog window.
3. Inthe left
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Note: Upon clicking OK, an Excel window will open. Your PowerPoint
slide and chart will show on the left, and your Excel spreadsheet with
the data to create your chart, i.e, source data, will show on the right.
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To adjust the data values in your chart:

1. In the Excel window on your right, adjust the source data to reflect
the information you want to display by replacing the values in each
cell with your customized data.

2. After you have changed the numerical values, and the column and
row categories, click back on your slide in the PowerPoint program.

3. Your chart will be automatically updated with the new data.

After you have created your chart, PowerPoint 2007 enables you to
customize every aspect of your chart's appearance.

To customize the look and feel of your chart:

1. Click on your chart to open the Chart Tools contextual tabs on the
Ribbon.Each tab will provide you with myriad options for adjusting
the look and feel of your chart.

2. To change the style
of your chart, for
example, from the
Chart Tools | Design
tab, find the Chart
Styles section.
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3. Select one of the chart styles, or click the drop-down arrow for a full
list of chart styles for your chart format.

Note: The Chart Tools contextual tabs provide you with the features
for adjusting chart formats, editing source data, defining axis titles,
and much more.
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Working with Presentation Views

In addition to the main editing view, or Normal View, PowerPoint
enables you to select a viewing mode that corresponds with your
specific needs.

Using the Slide Sorter View

The Slide Sorter view enables you to see all your slides at once, in
thumbnail form.This viewing mode is especially useful when
arranging slides.

To switch to the Slide Sorter viewing mode:

1. From the View tab, find the
Presentation Views section.

2. Click the Slide Sorter button.

3. Your slides will automatically
display in thumbnail form.

Note: You can also access the
Slide Sorter view by clicking . 5
the Slide Sorter icon in the window appearance section Iocated in
the bottom, right-hand corner of the window.

Using the Notes Page View

The Notes Page view enables you to type and
edit speaker notes in a full-page format.

To switch to the Notes Page viewing mode:

1. From the View tab, find the Presentation Views
section. ‘
2. Click the Notes Page button. !
3. Your slide automatically displays atop a |- . ‘
textbox used to type and edit speaker notes. - —d

Viewing Your Slide Show

When you select the option to view your slide show, each slide in your
presentation will take up your full screen, giving you an idea of your
presentation’s look and feel.

To view your slide show:

1. From the View tab, find the Presentation Views section.

2. Click the Slide Show button.

3. Your presentation will automatically begin.

4. Use the navigation toolbar that appears, or a shortcut key to move
through your presentation.
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Description Shortcut
A. Previous slide PgUp, left-arrow, up-arrow Backspace
B. Highlighter None
C. Slide Menu None
D. Nextslide PgDn, right-arrow, down-arrow, space bar,

Enter, left mouse-click

Other Functions

Description Shortcut

E. Firstslide Home

F. Lastslide End

G. Specific slide Slide number and Enter
H. Exit slide show Esc

Saving Your Presentation

PowerPoint 2007 enables you to save your presentation in PowerPoint
2007 format, PowerPoint 97-03 format, in Portable Document Format
(PDF), or in XML Paper Specification (XPS) format.

To save your presentation:

1. Click the Office Menu button.
2. Hover the mouse over Save As to access all of the Save As features.
3. Select the type of file you want to save as.
4. Determine where to save your file. g’g e s i
5. Enter afilename. S dm—
6. If you did not yet specify a file e Y

type, next to the Save as type

section, click the drop-down , !

arrow to select the file formatyou | ... R

want to use. e
7. Click Save. i e

st e =

Printing Your Presentation

To print your presentation:

1. Click the Office Menu button.
2. Hover the mouse over Print to access all of the Print features and
make a selection.
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3. In the Print dialog window, Pt
specify your printer settings. | 5 & seomtemne [ %
4. In the Print range, specify B Swdsatise :ﬂ:
whether you want to print all u,;,"
the slides in your presentation 2o B = L)
or only select slides. 2 syt d@ Ijﬂ
5. Specify the number of copies | B e o
you want printed. i g S e
6. Select whether to print slides, |wues B @
handouts, notes pages, or = T — e et e
outline view. E—
7. Select whether to print your Crom ) Co Jlems ]

slides in color, black and white,
or grayscale.
8. Click OK to begin printing.
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