Using PowerPoint 2007  --  Quick Guide

Tabs, Ribbons, Groups, Quick Access Toolbar (QA)
Quick Access Toolbar:   New Slide, Save, Undo, Redo, Text Box, Quick Print
Add a New Slide:  Home…  Slides…  New Slide
Delete a Slide: Home…  Slides…  Delete 
Set Slide Layout:   Home… Slides … Layout
Set Background Color:  Design… Background … Background Styles… Format Background 
Add a Text Box:  Insert… Text … Text Box 
Add Bullets or Numbering:  Home… Paragraph… Bullets or Numbering 
Change Font Colors:  Home… Font  (or highlight word and right click) 
Change Font Style:  Home… Font    (or highlight word and right click) 
Bold, Italics, Underline:  Home … Font
Left, Center, Right:  Home … Paragraph 
Check Spelling:  Review…  Spelling 
Add Word Art:  Insert… Text… Word Art 
Add a picture from Clip Art or from a File: Insert… Illustrations… Clip Art or Picture 
Draw an Arrow:  Insert… Illustrations…Shapes…   Change direction of arrow by how you  
    draw it in the beginning    Change its fill or outline color:  with arrow  highlighted,  go to 
    Format (Drawing Tools) for Shape Fill, or Outline Fill   Change the thickness of the arrow: 
    Outline Fill … Weight          
Add a movie clip or sound to your slide:  Insert … Media Clips 
Look at the Different  Slide Views:  View… Presentation Views… 
Put Animations on your slide:  Animations… Custom Animation (same as PowerPoint 2003)
Set Slide Transitions:   Animations… Transition to This Slide 
Print out your slides with 3, 6, or 9 on a page:  Office Button… Print … Print What? 
The recommended size font for a heading in P/P is size 36, 40 or higher

The recommended size font for the text in a slide is 32 or 36  (smallest: 28)
The recommended number of lines of text on a slide is six. 
Rather than complete sentences, you should use words, phrases, bulleted lists; NOT sentences!
