Getting Started
with PowerPoint

Fe first step of any journey through PowerPoint is to start up the
program and either create a new presentation or open an existing pres-
entation. Obviously, you can't do anything in PowerPoint until you launch
the program.

In this chapter, we talk about some methods you can use to launch PowerPoint
and how you can immediately begin to create a new presentation. We also
show you how to save a presentation after you've created it and safely exit
the program.

Note that, at this point, we assume that you have installed either the entire
Microsoft Office 2007 suite or just Microsoft Office PowerPoint 2007.

If you need to perform an installation, refer to the user documentation
accompanying your installer CD for installation instructions.
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Chapter 1: Getting Started with PowerPoint

Start PowerPoint Using
the Start Menu

1.

Start your computer and log on to Windows if your com-
puter is not on.

Choose Start=>All Programs=>Microsoft Office =
Microsoft PowerPoint 2007 (see Figure 1-1). Microsoft
PowerPoint opens, and you're ready to create a new
slide presentation or open an existing presentation.

Start PowerPoint Using
Keyboard Shortcuts

1.

Hold the Ctrl key down and press Esc.

Press the P key on your keyboard to select All Programs.

Press right, left, up, and down arrows to navigate
through the menu commands and folders until you
arrive at Microsoft PowerPoint 2007.

Press Enter to launch PowerPoint, and the PowerPoint
default window appears (see Figure 1-2).

You can also create a program shortcut on your desktop. Locate
Microsoft PowerPoint 2007 on your Start menu and right-click the
PowerPoint application icon to open a context menu. Choose Send
To=>Desktop (Create Shortcut). The program shoricut is created on
your deskiop. Just double-click the shortcut icon and PowerPoint
launches.

Figure 1-1: Open the Start Menu and choose Programs<>Microsoft Offices>
Microsoft PowerPoint 2007.
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Figure 1-2: The PowerPoint window.




Close a Presentation

Open a Saved Presentation

1.
2.

6.

Launch PowerPoint.

Click the Microsoft Office button and choose Open (see
Figure 1-3). Alternately, you can press Ctrl+O to open
the Open dialog box.

Using the Look-in drop-down menu, navigate to your
hard drive and locate the folder where you have a saved
presentation.

If you previously worked on PowerPoint files, a list of Recent
Documents appears in the Microsoft Office menu to the right of the
menu commands. Select a file in the list and it opens in PowerPoint.

Choose List from the View drop-down menu to display
slide presentations in a list (see Figure 1-4).

Click a presentation to select it.
If you want to open multiple presentations, press the Ctrl key and
click each presentation you want to open in the Open dialog box.
Click Open, and PowerPoint opens all the selected presentations.

Click Open, and the presentation opens in PowerPoint.

Close a Presentation

1.
2.

Open a PowerPoint document in PowerPoint.

Open the Microsoft Office menu and choose Close. Be
certain to not click the X appearing in the top-right corner
of the Document window. If you click this X, the program
quits.

Alternately, you can choose File=>Close to dose the document. After
closing a file, PowerPoint remains open and ready for you to create
a new presentafion or open another presentation.
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Figure 1-3: Click the File icon and choose Open
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Figure 1-4: Click the View icon and choose List to show the files in a list
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Create a Presentation

1.

Open PowerPoint.
Click File to open the drop-down menu.

Click New to open the New Presentation Wizard (see
Figure 1-5).

Alternately, you can press Ctrl+N, and PowerPoint opens a blank
new slide. If you want to begin working on a new presentation, start
with the document that appears when you press Ctrl+N or double-
click the Blank Presentation icon.

In the New Presentation task pane (see Figure 1-5),
select one of the following options to create a
presentation:

¢ Installed Templates: Click Installed Templates to dis-
play all the templates installed with PowerPoint that
reside locally on your computer (see Figure 1-6).

¢ Microsoft Office Online: Click any one of the cate-
gories listed below Microsoft Office Online to display
templates that you can download from Microsoft.
For standard PowerPoint presentations, click the
Presentations link and click a subcategory in the
middle pane in the New Presentation Wizard.

To create a blank presentation, double-click the Blank
Presentation icon in the New Presentation Wizard.
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Figure 1-5: Click File and click New to open the New Presentation task pane
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Figure 1-6: Click Installed Templates to browse the templates installed with PowerPoint



Create a Presentation Based on a Template

Create a Presentation Based
on a Template

1. Open PowerPoint.

2. Click File to open the drop-down menu.
3. Click New.
4

Click Presentations under the Microsoft Office Online
category (see Figure 1-7).

5. Click Business in the right pane on the New
Presentation Wizard.

6. Click a Business template (see Figure 1-8).

Click Download.
The template comes with a rating, tallied from user votes, displayed Figure 1-7: Click Presentations in the left pane in the New Presentation
in the lower right corner. When you click Download, the template Wizard to display a list of presentation categories in the right pane

downloads from Microsoft's Web site and opens in PowerPoint.
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Figure 1-8: Click a template thumbnail in the middle pane to activate the
Download button.



















