
Shortcut Action

Ctrl + N New Presentation

Ctrl + O Open

Ctrl + P Print

Ctrl + W Close Presentation

Ctrl + D Duplicate Object

F5 Go To Slide Show from Beginning

Shift + F5 Got To Slide Show from Current 

Slide
F1 Activates Help

Alt Activates Keyboard Options to Select 

Ribbons and Quick Toolbar

Microsoft PowerPoint 2007 Quick Reference

Office 
Menu

Quick Launch 
Toolbar

Tabs

Ribbon, Within the Ribbon if you see an 
arrow this will open a dialog box, giving you 

more options



How To Action

Add Slides Select the Home Tab, and in 
the Slides Group you can add 
slides and change Layouts, 
use Rest and Delete Or use 
Ctrl + M for a New Slide

Use Designs Select the Design Tab, and 
you will be able to select a 
Theme for your presentation

Drawing Objects Use the Insert Tab to Add 
Drawing Shapes, you will 
activate Addition Galleries 
and Tabs to help format the 
shapes

PowerPoint 2007 File Extensions. 

.pptx PowerPoint Presentations

.pptm Macro-Enabled Presentation

.potx PowerPoint Template

.potm PowerPoint Macro Template

.ppsx PowerPoint Show

.ppsm PowerPoint Macro Show

Use the Office Logo to select 
the Save As, 

Please ensure you Save to a 
previous version if sending 
out of the company

How To Action

Insert Tables Select the Insert Tab and the 
Table Option, a New Gallery 
will be activated for preset 
formatting options

Animations Select the Animations Tab,
and in the Animations group 
you can place on Animations, 
or use the custom Animation 
option

Charts Select the Insert Tab, to  
define your Chart. Additional 
Galleries will become 
available once you start the 
process. For quick Charts use 
F11

Illustrations Select the Insert Tab, and 
you will see the Illustrations
Group the SmartArt is the 
new feature here for 
Diagrams (The same options 
here as per the other Office 
Applications

Slide Show Select the Slide Show Tab, 
and you will find the Slide 
Options. Press F5 to Start a 
Slide Show from the 
Beginning


