The PowerPoint 2007 Ribbon

One of the most obvious changes confronting any new user of Office 2007 is the lack of
the old Menu Bar, where you used to find menu
have been replaced in Office 2007 with Bibbon. Below, the main Ribbon views are displayed
and explained, along with a couple of the specialty Ribbon views.
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The Home Tab

This iIis the tab that you first view when vy
commonly used commands aredted. As you look at this ribbon (or, indeed, any of them)
youol | notice that the ribbon is divided into

Clipboard This contains the Cut, Copy, and Paste commands
Slides This section allows youtoinsererw sl i des (cli cking on t he
allows you to select the slide type you wish), as well as adjust the layout of your
individual slides, reset slides to default, and delete slides
e Font Select your font here. Adjust the font type and size. Malkeld, italic, or
underlined. Change the color or highlighting
Paragraph Bullets or numbered lists. Change the alignment
e Drawing: Insert shapes. Arrange objects on a given slide.
Editing: Find, edit, select, and replace text.
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The Insert Tab

Whenyou need to insert anything into your slideshow, this is where you come to do it.
The groups available to you are:



e Tables Insert tables into your slide. These can bemagle, or you can make them as
you go. You can also create tables based on dataMiorosoft Excel

ctures, clip art, entire photo al

all be inserted with the click of a button

o |llustrations

e Links Add a hyperlink, to take you out of your slideshow to a web resource. Add an

Pi

action to cause sonteng to happen in your slide show if you point to an object with

your mouse

e Text It 6s

not

AfWord Arto.

0a) ¢

a
/ Home Insert Design

Animations

_J Lﬁ Aa
Page Slide

Aa

L L L L
Setup Orientation ~
Page Setup

[ clidac [ Quitlina w !l

The Design Tab

just about typing text i

with the location and orientation of words. Insert headers and footers. Turn yomtdex
nsert date, times, slide
e Media Clips Insert video and sound into your slide, to create a truly vibrant presenation
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Adjust the look and feel of individual slides withet contents of the design tab. Change
just one slide, or apply your changes to the whole presentation:

o Page SetupAdjust margins, page size, and orientation (portrait or landscape)
ThemesPowerPoint 2007 comes with 20 bdiitthemes (combinations of color, layout,

and font). You can browse the web for more themes, or create your own custom ones.
e Backgroundadjust the background look of your slides by changing the color, or adding

specal images like watermarks

The Animations Talb

How do your slides transition from one to the next? This is where you make those
decisions. Be as simple or as complex as you like, depending on your topic, and your audience:
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