
1 

 

 
 

PowerPoint 2007 ς Creating a Basic 
Presentation 

 

 
Create Your Slides         2 
 
Choose a Theme and Add More Content     7 
 
Proof, Print, and Prep for the Show      11 
 
Getting Help          15 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2 

 

 

I. Create Your Slides 
 
A. The Ribbon 
 
 

 
 
 
The most noticeable area of change is at the top of the PowerPoint window. Instead of the menus and 
toolbars that you used to see, there's a tall band across the screen that contains many, very visual 
commands arranged into groups. 
 
This band is called the Ribbon, and it's now your control center for creating a presentation. You'll get 
some background on its design and see its structure in detail so that you start to feel comfortable using 
it. 
 
This set of most-used commands extends across the first layer, or tab, of the Ribbon, called the Home 
tab. Displayed as buttons, these commands support frequent tasks, including copying and pasting, 
adding slides, changing slide layout, formatting and positioning text, and finding and replacing text. 
 
There are other tabs on the Ribbon. Each tab is devoted to a type of work you do when you create a 
presentation. Buttons on each tab are arranged in logical groups. The most popular buttons in each 
group are the largest. 
 
The Ribbon is made up of several tabs. Along with the Home tab, there are these: 
 

 Insert tab: Here are all the things you might want to put on a slide τ from tables, pictures, 
diagrams, charts, and text boxes to sounds, hyperlinks, headers, and footers. 

 

 Design tab: Choose a complete look for the slides that encompasses background design, fonts, 
and color scheme. Then customize that look. 
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 Animations tab: All the animating effects are here. Basic animations for lists or charts are the 
easiest to add. 

 

 Slide Show tab: Select a pen color or a certain slide to start on. Record narration, run through 
the show, and do other preparatory things. 

 

 Review tab: Find the spelling checker and Research service here. Have your team use 
annotations to review the presentation, and then review those comments. 

 

 View tab: Make a quick switch to Notes Page view, turn on gridlines, or arrange all your open 
presentations in the window. 

 
You'll notice uniquely colored tabs that appear and disappear on the Ribbon as you work. These are 
contextual tabs, which contain special formatting tools for items like pictures and graphics. 
 
 
B. PowerPoint Workspace 
 
 

 
 
This is the view that first opens in PowerPoint; it's called Normal view. You work here to create slides. 
There are three main areas of Normal view: 
 

1. The slide pane is the big area in the middle. You work directly on the slide in this space. 
 
2. On the slide, the boxes with the dotted borders are called placeholders. Here's where you 
type your text. Placeholders can also contain pictures, charts, and other non-text items. 
 
3. On the left are small, or thumbnail, versions of the slides in your presentation, with the one 
you're working on highlighted. This area is the Slides tab, and you can click the slide thumbnails 
here to navigate to other slides, once you add them. 
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4. In the bottom area is the notes pane, where you type the notes that you'll refer to while you 
present. There's more room for the notes than shows here. 

 
 
C. Adding New Slides 
 
When PowerPoint opens, there's only one slide in the show. You add the other slides. 
The most obvious way to add a new slide is by clicking New Slide, on the Home tab. There are two 
ways to use this button: 
 

1. If you click the top part of the button, where the slide icon is, a new slide is added 
immediately, beneath the slide that's selected in the Slides tab. 
 
2. If you click the bottom part of the button, you get a gallery of layouts for the slide. You 
choose a layout, and the slide is inserted with that layout. 

 
If you add a slide without choosing a layout, PowerPoint applies one automatically. You can easily 
change it, if needed. 
 
 
D. Slide Layouts 
 

 
 
A slide layout arranges your slide content. For example, you may want both a list and a picture on the 
slide, or a picture and a caption. Layouts contain different types of placeholders and placeholder 
arrangements to support whatever your content is. 
 
The picture shows the layouts that PowerPoint starts with automatically: 
 

1. The Title Slide layout, shown here as it looks in the layouts gallery, is applied to the first slide 
in the show, the one that's already there when you start. 



5 

 

 
2. On the slide, the Title Slide layout contains placeholders for a title and subtitle. 
 
3. The layout you'll probably use the most for other slides is called Title and Content, shown 
here as it looks in the layouts gallery. 
 
4. On the slide, this layout has a placeholder for the slide title, and a second, all-purpose 
placeholder that contains text as well as several icons. This placeholder supports either text or 
graphic elements like charts, pictures, and movie files. 

 
Some of the other layouts have two of these all-purpose placeholders, so you could put a list in one 
and a picture or other graphic in the other. 
 
 
E. Adding Text to a Slide 
 

 
 
 
The default formatting for text is a bulleted list. 
 

1. You can use different levels of text within bulleted lists to make minor points under major 
points. 
 
2. On the Ribbon, use commands in the Font group to change character formatting, such as font 
color and size. 
 
3. Use commands in the Paragraph group to change paragraph formatting, such as list 
formatting, degree of text indentation, and line spacing. 

 
Automatic text fit: If you type more text than fits in the placeholder, PowerPoint reduces the font size 
and line spacing to fit it all in. You can turn this behavior off, if you prefer. 
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F. Create Speaker Notes 
 
 

 
 
Use speaker notes to elaborate on the points on the slide. Good notes can help you keep your 
audience engaged and prevent text overload on the slide. 
 

1. As you develop the content on your slides, type your notes in the notes pane, below the 
slide. Typically, as a presenter, you print these notes and refer to them as you give the 
presentation. 
 
2. You can enlarge the notes pane so that it's easier to work in by dragging the split bar. 
 
3. Your notes are saved in a notes page, which contains a copy of the slide along with the notes. 
This is what you print to refer to during the show. 

 
There is a space limit: If your notes exceed the space on the notes page, they will get cut off when you 
print. 
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