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Introduction  
Learning shortcuts, tips and tricks can help maximize your productivity while reducing your time and 

effort with Excel 2007. The tips in this self -help document are divided into categories.  

Creating a New Presentation Based on a Template  

1.  Click the Office Button .  

2.  Click New . 

3.  Under Microsoft Office Online , click on the templates within the various categories (Fig 1, 1).  

A sample will show up in the middle pane or additional categories may show up in the middle 
pane. Simply double click on a category in the middle pane to open it up.  

4.  When you find a template you would like to use, click on it once to select it (Fig 1, 2).  

5.  Click Download in the bottom right corner of the dialog box (Fig 1, 3). The Microsoft Office 

Genuine Advantage  dialog box will appear. Click Continue .  

6.  Your template will appear on the screen.  

7.  Fill in the various areas of the presentation you have selected.  
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Keyboard Shortcuts  

Save a PowerPoint Presentation as a Show  

When you save a PowerPoint Presentation as a Slide Show, the show will automatically begin to run 

as soon as it is opened. This is especially useful when you are mailing a presentation to someone.  

1.  Click the Office Button (Fig 2, 1)  

2.  Move to Save As (Fig 2, 2) and click PowerPoint Show (Fig 2, 3).  

3.  The Save As dialog box will appear. Give the presentation a name. Notice the extension is ppsx .  

 

 

 

 

 

 

 

 

 

E- mail a Presentation directly from PowerPoint  

1.  Open the presentation.  

2.  Click the Office Button and move to Send .  

3.  Click E- mail . Outlook will open (if it is not already opened) and you will be in a new message 

form.  

4.  Address your message (Fig 3, 1) and click the Send button (Fig 3, 2).  

 

 

 

 

 

 

 

CTRL+N  Creates a new blank presentation  

CTRL+S  Saves a presentation  

CTRL+O  Opens an existing presentation  

CTRL+F4  Closes a presentation  

ALT+F4  Closes PowerPoint  

Figure 2  
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Add a New Bullet Slide using your Keyboard  

Press CTRL+M on your keyboard.  

Import Slides from one Presentation into Another  

1.  Open the presentation you wish to import slides into.  

Click on the slide preceding where you want the imported  

slide to go.  

2.  Click the Home  tab on the Ribbon.  

3.  Click New Slide In the Slides group, and then click Reuse 

Slides located at the bottom of the menu.  

4.  In the Reuse Slides  pane which will appear on the right 

hand side of the window (Fig 4, 1), click Open a  

PowerPoint File  (Fig 4, 2).  

5.  The Browse  dialog box will appear. Locate and click the 

presentation file that contains the slide that you want, and  

then click Open . The slides will appear in the Reuse Slides  

task pane (Fig 5).  

In the Reuse Slides  pane, Microsoft Office PowerPoint 2007 displays thumbnails of the slides 

from the presentation that you selected. Rest the pointer on a thumbnail to see a larger version 

of the slide's contents.  

6.  In the Reuse Slides  pane, do one of the following:  

¶ To add a single slide, click the slide.  

¶ To add all of the slides, right -click any slide, and then click Insert All Slides  on the shortcut 

menu.  
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Find a Specific Slide in a Presentation  

1.  Click the first slide in the presentation.  

2.  Click the Home tab on the Ribbon and click the Find button in the Editing group. The Find  

dialog box will appear (Fig 6, 1).  

3.  Click the white box under Find what and type what you are looking for (Fig 6, 2).  

4.  Click the Find Next  button (Fig 6, 3).  

5.  When you are finished, click the Close  button (Fig 6, 4).  

 

 

 

 

 

 

 

 

Replace the Font in an Entire Presentation  

1.  Click the first slide in the presentation.  

2.  Click the Home tab on the Ribbon and click the down arrow beside 

the Replace button in the Editing group. Click Replace Fonts from 

the drop down menu (Fig 7, 1).  

3.  The Replace Font dialog box will appear (Fig 8, 1).  

4.  Click the down arrow under Replace and choose the font 

you wish to replace from the menu (Fig 8, 2).  

5.  Click the down arrow under With and choose what you wish 

to replace the font with (Fig 8, 3).  

6.  Click the Replace button (Fig 8, 4).  

7.  The font will be replaced wherever it is found in the presentation.  

8.  Click the Close button (Fig 8, 5).  
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Skip a Line Between Bulleted Items on a Slide  

1.  Click at the end of the first bulleted line.  

2.  Press SHIFT+ENTER  on your keyboard. A blank line will appear without a bullet.  

3.  Press ENTER again on your keyboard to resume the bulleted list.  

 

Export a Word Outline to PowerPoint  

If you want to give a presentation based on an existing Word document, you can use the outline 

structured document in Word to create a PowerPoint presentation.  

1.  Open a new blank presentation in PowerPoint.  

2.  On the Home tab on the Ribbon, click the down arrow on the New Slide button in the Slides 

group.  

3.  Click Slides from Outline . The Insert Outline dialog box will appear.  

4.  Locate and click on the name of the Word document containing the outline you wish to import 

into PowerPoint.  

5.  Click the Insert button. The outline will be imported into PowerPoint.  

 

You may have to delete the first slide in the presentation because it will probably be blank.  

 

Create a Photo Album from Pictures  

To display your personal or business photographs, you can create a PowerPoint photo album. You 

can then add slide transitions, colorful backgrounds and themes to spice up the presentation.  

1.  Click the Insert tab on the Ribbon.  

2.  Click the down arrow under Photo Album in the Illustrations group.  

3.  Click New Photo Album (Fig 9, 1) . The Photo Album dialog box will open.  
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4.  Under Insert picture from , click File/Disk.  The Insert New Pictures  dialog box will appear. 

Locate the drive and directory where your pictures are.  

5.  Click on the first picture.  Hold down your CTRL key and press A on your keyboard to select all 

the pictures.  

6.  Click Insert . The pictures will appear under Pictures in album (Fig 10, 1).  

7.  You may also choose from a variety of options as outlined below:  

¶ Picture layout : Click the down arrow and choose how many pictures you would like to  

appear on each slide (Fig 10, 2).  

¶ Frame shape : Click the down arrow and choose how you would like the picture framed  

(Fig 10, 3).  

¶ Theme : Click the Browse button and choose a background theme for the entire presentation 

(Fig 10, 4).  

8.  Click Create  (Fig 10, 5). Your photo album will be created. The first slide will have the title 

Photo Album.  You may wish to change the title to reflect your subject matter.  
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