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Links to helpful tools on MS PowerPoint and Word 2007: 
2003 verses 2007: http://office.microsoft.com/en-s/powerpoint/HA101490761033.aspx?pid=CH100668131033  

Install and run a PowerPoint viewer:  http://office.microsoft.com/en-us/powerpoint/FX100648951033.aspx 

New MS Office templates to choose from: http://office.microsoft.com/en-us/templates/CT101527321033.aspx 

 

File Menu tab in 2003 now looks like this   
Where the old File button was in 2003 is now an icon for Microsoft.  It still contains the New, Save, Open, Print options 

along with some new things.  Click on the icon to see all the details.  At the very bottom of the window box, there are 

two options: Word Options and Exit Word. Select the Word Options button to see all kinds of features you can turn 

on/off.   

These options will save time and create 

defaults that can be changed anytime as 

needed.  

 

 

 

 

 

 

 

 

 

 

 

 

http://office.microsoft.com/en-s/powerpoint/HA101490761033.aspx?pid=CH100668131033
http://office.microsoft.com/en-us/powerpoint/FX100648951033.aspx
http://office.microsoft.com/en-us/templates/CT101527321033.aspx
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Customize the Quick Access Toolbar:  
The Access Toolbar allows you to add favorites so you do not have 

to switch back and forth on the menu tabs.  Right click on your 

favorite option like the B (bold) on the Font sub group and select 

Add to Quick Access Toolbar, you will then see it on the bar.  

To format a picture in 2007 :  
(You must first select the picture to see these options) Click on the picture.  Note on the menu tabs, there is now a Picture Tool 

over the format button.  Click on the άCƻǊƳŀǘέ button to see all you options.   You can now pick what format you want.  

In 2007 you have several new options to make your picture look awesome.   To 

see how something might look, just mouse over them.  For instance, mouse over 

the frames and colors areas so you can preview the option without clicking on it.  

You can now adjust the picture by clicking on the one you do like.  

 

Note: To re-size a picture without 

losing ratios, click and hold down 

the Ctrl key and left click your 

mouse and pull on the corners or 

sides.  Look at the Adjust  group to 

make changes to the brightness, 

contrast, color etcΧ of any picture 

(These same options work in PowerPoint 2007) 

 

 

 

 

Inserting Hyperlinks:  
You will need text or an object such as a picture selected to insert the hyperlink.  Click on or highlight the item you wish 

to make a hyperlink.  Then select the Insert tab, under the links submenu click on Hyperlink.   
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In the Address: box type or paste in the location of where you want the link to go.  Such as: 

http://office .microsoft.com/.  Click OK.  Your selected text will now have an underline to show the link is there.  Both 

text and picture/object will show the link as you mouse over the item.   Click on it to see if the link works.   

If the link changes over time simply highlight the hyperlink word or item, right click with your mouse, and select edit  the 

hyperlink and following this same procedure.     (These same options work in PowerPoint 2007) 

 

 

 

 

  

Inserting Text boxes  
Select the insert tab, under the submenu TEXT select Text box. Select 

the style of the text box then just start typing.  You can use the 

adjustment tools on the box to resize, change data or rotate the box. 
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How to save a Theme Design for future presentations.   
 Under the Design tab select the theme type ȅƻǳ ǿŀƴǘΣ ǎŜƭŜŎǘ ǘƘŜ ŎƻƭƻǊǎΣ Ŧƻƴǘǎ ŜǘŎΧ ŀƴŘ ǘƘŜƴ Ǝƻ ōŀŎƪ ǘƻ ǘƘŜ 

Themes group and click the more button, ό5ǊƻǇ Řƻǿƴ ŀǊǊƻǿύ ŀƴŘ ǳǎƛƴƎ ǘƘŜ Ψ{ŀǾŜ /ǳǊǊŜƴǘ ¢ƘŜƳŜΩ name the 

presentation so you can recall it next time.   

 Select the Page Layout tab and select the Themes down arrow.  You should now see your saved template.   

 

Inserting master design template to new slides 

 Insert a new slide from the HOME tab 

 On the HOME tab find the SLIDES section, select Ψ[ŀȅƻǳǘΩ ǘƘŜƴ locate the layout that works best for your needs.   

 Inserting slides from another presentation 

o On the HOME tab find the SLIDES section and click on the down arrow for NEW SLIDE, at the bottom you 

will see ΨwŜǳǎŜ {ƭƛŘŜǎΩ, click on it once.  You should see a new task pane pop up on the right side of your 

PowerPoint window.  Click on the Browse button and select Browse from file, locate the presentation 

with the slides you want to use. Click once on the presentation to select it and then click Open.  All the 

slides from that presentation will show up in the task pane.  You can select one or more slide to insert.   

Á You can now decide if you want to keep the old theme presentation or use the current theme.  

Right click on the slide you wish to add.  You will get 4 options: 

1. Insert slide 

2. Insert all slides 

3. Apply Theme to all slides 

4. Apply Themes to selected slides 

 Select or de-select 

what choices you 

want. 

Change colors, 

fonts and effects. 

In order to get back to 

the main tab view, you 

must close the master 

view. 

To see all the 

short cut options 

push and hold 

Řƻǿƴ ǘƘŜ Ψ![¢Ω 

button 


