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Objectives

1. Explain The PowerPoint environment in MS-Word 2007.
2. [llustrate The Power Point Window of M S-Word 2007 .

3. Explain The PowerPoint Help in M S-Word 2007 .



| The Power Point Tabsin M S-Word 2007 [P
d Tabsin MS-PPT 2007

** The main tabs are:- |
> Home tab, These are the 7 main tabs

> Insert tab,

» Design tab,

» Animations tab, 4

> Slide Show tab. 7| Home | lnset  Desion  Animations  ShdeShow  Review View
» Review tab, and o larout

» View tab. an —

“* When you open PowerPoint, the tab always displayed to start out with is
the Home tab. You start at the Home tab because it has all the common
tasks you'll want to use in making your presentation.

“*When we stop on any active option within these groups, we can be seen
dialog box talk us about the task of this option.

“*The main tabs are organized into specific Groups containing graphically
illustrated buttons. Each Group breaks a key task into subtasks.
Note:- Seethislink “http://www.actden.com/pp20oo7/uniti/1 2.htm “
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The Power Point Tabsin M S-Word 2007

U The Home tab has 6 groups:-

+_Clipboard group, A I e e B R bjenge: | 21,200 LJ i s
v Sl‘d - - “agu:r { bt ; et ,-_‘.L"-q;’;--;&bh it &
o ; iy cifde =

¢ 1de€s group, : Jbamithte ;t:—utl!ha Bl fowid ESIEE Pommttter 5000 165 ".r"gf,’,f.,-smhmr s
+_Paragraph group, e 6 S o o iy
’:’ DraWing group' and -—-3} Home Insert Design Animalion: Shde Show
“ Editing group. B () [ ayen Sl

. . il Ty resat

O Within each subtask are more | e | fwmew T 0 s o oo w8 0 Ao
controls - either buttons, galleries or === = | officeiheme

- Shdes, o
dialog boxes - that allow you to carry out =
a command. For example, there are four = | || |

. . Title Slide Title and Content Section Header
commands to choose from in Slides:
New Slide, Layout, Reset and Delete. G
O Each command becomes highlighted 5
Comparison

as you move the mouse around in any
group, such as Slides. When you have
picked which command you want to do,
click on it. The command will either
execute, or you will be presented with
options to select from first before the
command is carried out.

=l bl Dukr dewben Sihew dmen Ve
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Duplicate Setected Slides
Slides from Outline...
Reuse Slides...

Two Content Title Oniy
S
Blank Content with Ficture with
Caption captmn




~ ThePowerPoint Window in MS-Word 2007 P

] The Insert tab is where you go to add in objects to a slide as well as edit any
objects you add. -
4 Its include these groups:- Home  Iset | Degn  Anmations  SideShow  Redew  View

 tables group, — —um ﬁ = 3
g . = | Y . (]
g0 5E08 6

% Illustrations group, j Iﬂ | J d @J [J)
% _Links group, |

- b Table e Clp  Photo Shapes Smartdrt Chat  Hiperboh Sion | Ted Header Worddd Date Slide Smio Objed  Mowe Smmi
v o Abume Bor Krooter v g Time Number '

% Text group, and
- S
* Media Clips group. Tils Tatons ks Tut eda lp

O Each group has many options which give us espial task, for example the first
group in the insert tab is Tables which deals with the insertion the tables within
our slide as shown bellow:

- s}' Home insert Dﬂ-iw -_-f-l"} Home [l'll.tl't Clesign : In n D - h s a!
§ "— T ) B 5 esign nimations \Q
j £ ] g] _J'J Table | | Rcture Clio  Phicts, Shaoes

Art  Adbium *
Table | | Ficfure I‘.'.]:p Phato Shapes |uumnma g

_ | Suundl
- S o | mi] _J') )ﬂ
Tables Mustrations| | (101 _—I!:| JI:]:II:II:

Sound from Fil
==~ cnp 'Photo |Shapes Smartart Chart G| Sound from Fke.

[

et I _
Iﬂi‘lé—:;‘.mc:nt:rmarabrzln!utre r%%%%%%HHHH Art .A!hurn' v Sound from Clip Organizer. .
!%%%%F%E%%% Q Ph Play CD Audio Track...
In Word, you can also convert = ' 4| NewPhoto Album.. £
isting text into atable, [nserl Table., " |
_Hﬁ = | Braw Table ' \ rf' EEEEIU Sound..
& Press F1 for more help. 4% EscelSpreagshest — £l ————




~ ThePowerPoint Window in MS-Word 2007 P

d The Design tab is contains three groups:- S
.Lﬁ'l

>Page Setup group, e e E»rsigni Aimations  Sidefhow  Feview e
- KGlrr p
niaurl ﬁﬁ!ﬂm};mnﬁtﬁasf
1 EFM'

»>Themes group, and J ﬁ _ - —
»Background group. = 1 k A ﬂ B Wik & :
Mg Sl [omn || v s || .
; 'Emm'
FageSeug Themes Bogond 7

Fie Backqround Graghics

fup Qrentilion

O It is where you go to control how your entire presentation will look: it's theme, colors,
fonts, style and even add in theme effects.

__H fs ¥ Background Shles =
) . - [arens~
-:y i Dag Texlen  Awer e |n Coladin | | Pl s ko nnsnd Sretes. = Effects 'l Hide Backgraund Graphic
Home  Insedt | Design P Busitt i - S|
N R Srtice

Kk NN cConcourne
NN Equty

T - I Gragscals | [ .
e = O IR Apex | .

—_I ﬁ L - sspec G_’ ‘C‘:’ GE!,
| { |  (— -I I Cheic |~ omice T Apex Aspedt
e | < |

|
ey [ 'E.E- m——— e ;@’.ﬁ Ji 11 1
— | Lae)  FLETH I [T T

Page  Slide

nnnnnnnn

Sftup Orientation ™| G edien | o _
' ﬂlll AN e S
L NN  Opuent | ; el _J-
Pt [ = T o | Wean THews Mo Opuen
5% -' T T Ongin 1
c By =———faic i€ Jie Ji€-
e e || smmn - Soltice | : . - e t.
e 1 ] ] B | Criel Origin Paper Solitice
U N o R e Ol N N Tk : ==y Nl pr— s —
. | e I 17 1 F 1 | rtmr -
Landstape B i, | mm— vere | @ @ CZ, G_“
i It Tem. Create Mew Themes Colors... [ Tethnic Trek Lirizam Verve
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‘Window in M S
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Thenes
J'uu:"" n 'EE}' ;
E'“"_*| Fill u
Febrt || sl |
0 Gadentd
P or benture
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e R x| | Pl idpend
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st | "
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Hotare 1th shave
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thow the Frmst Bachground
diakeg b,

—_— Colors =
- @ Background Styles -
' | - e
I = [C]tttects - | [[] Hide Background Graphics

| Background M|
Format Background Hide Background Graphics
l ' l 5 Don’t show the background
p— | Fi graphic included in the theme you
Picture @ Solid fill have seledted.
) Gradient fil Format Background

) Picture or texture fil

colr: [ 7]

dialog box

Show the Format Background

Transpl- - Automatic
HE EEESEET
Standard
EE JEEEEER
Mare Colors...
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The PowerPoint Window in MS-Word 2007 P

JAnimations Tap:- Animations is the movement to slides or objects.
'We can use animations to make our text and images appear on the screen
dramatically or to make smooth transitions between slides and topics.

I'.

d
j Home Inset  Design  Animations = SideShow  Review  View

ey _ = ) Transttion Sound: [No Sound)  ~ Advance Slde
’ 7:‘ .I‘ !‘ ‘I‘ F“EE‘. « 9 Transtion Speed: Fast 'V On Mouse Click

T E*_ ) | il B . .

a4 Custom Animation  yToAl Addonatialy er 0000
Préview Animations Transtion to This Slide
Sides \ Qutine | %
'We can see three main groups though this tab:-
% Preview group,
“_Animations group, and HOW-+TO +1
’:’ TranSitiOn to ThlS Shde ® | Amimations Sl

EllS



PowerPoint 2007 includes many different types of slide transitions, including (but not limited to) the

following:

ONONO, ® ® @O 6 O
Qiiﬂ\ﬂlﬂhﬁ\:ﬂlﬁ\ﬂ@

1 No transition 6 Checkerboard Across
2 Blinds Horizontal ? Checkerboard Down
3 Blinds Vertical 8 Comb Horizontal

4 BoxIn 9 Comb Vertical

S Box Out

To see more transition effects, in the Quick Styles list, click the More button t], as shown in the
diagram above.



The Power Point Window in MS-Word 2007

JAs you can see, there are lots of
Groups and Command buttons in
each main tab, but you don't have
to try and learn them now. We'll be
covering in more detail all the
crucial ones as we go along to help
you make your presentation.

~
|



The Power Point Window of MS-Word 2007 P

11. Ribbon Tabs: Each Ribbon Tab displays a Ribbon that provides a
set of Tool Groups. These Ribbon Tabs and the Tool Groups correspond to
the MS Word 2007 with some differences .

e — .

MS Office Button
] ! Quick Access Toolbar|  [Ribbon Tabs Ribbon
M——

e O —— — —— —— i ——
e — e S S S e S e

R | 3 A& == E i EV 1 | dafind) )
508 i) e ST o e
Pajte . Sll?::' = B 7 UM a|A-||EEFTE B nfE Sha’pu Arra'nge . o I
L Clipboard Slides - Drawing Edmng"!

_ > opens a related dialogbox | | Group Name| | Tool Group
Fopt | Character Spacing | or task pane

| _ Dialog Box Launcher




The PowerPoint Help in M S-Word 2007

12. PowerPoint Help:

»In PowerPoint 2007, help from hints to
links to the online Microsoft Office
resources is always easy to access. The first
way PowerPoint 2007 offers help is with
ScreenTips.

»When you hold the cursor over any Command
button, a small window appears with text
telling you about the command, what it does.
This is a ScreenTip.

»>Some of the ScreenTips direct you to more
assistance by telling you to click F1 or click the
Blue and White question mark button
found at the far right of the Ribbon.

Home

J || siide ~ # Delete

Insart Desig

| 25| Layout = .—_I_

3&&5&1

" Holding your cursor over
W

the Layout button makes

its ScreenTip appear
SHdes
| Layout J

' Change the layout of the selected
slide,

Insert

£ Layout -

— c":'| Reset
New |
Slide ~ % Delete

rd Ts Slictes

Haoma Dresiy

A descriptive ScreenTip

|
| New Slide l
|

Add a sfide to the presentation.

/| Press F1 for more help.

Where to go for more assistance
with a given command

¢Obad
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F=r — A <

- = BV !
; Microsoft Office PowerPoint Help (F1)

Get help using Microsoft Office.

Click this button or press F1
to activate PowerPoint Help

'ﬂw&mnﬂp —— e
SO &AW
| ~ 5 Search

i)

PowerPoint

L1
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Questions
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