Customizing PowerPoint 2007

PowerPoint 2007 offers a wide range of customizable options that allow you to make
PowerPoint work the best for you. To access these customizable options:

= Click the Office Button
= Click PowerPoint Options include picture of OB menu.
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These features allow you to personalize your work environment with the mini toolbar, color
schemes, personalize your user name and allow you to access the Live Preview feature.

The Live Preview feature allows you to preview the results of applying design and formatting
changes without actually applying it.



PowerPoint Options El EI

] _m Change the most popular options in PowerPoint.

Froofing
Save Top options for working with PowerPoint
advanced Show Mind Toglbar on selection

Enable Live Preview
Customize
= ' [#] Show Qeveloper tab in the Ribbon
Add-Ins [#] anways use ClearTyps
Trust Center Colar seheme: _EI'" b
Blesources ScreenTip style: | Show feature descriptions in SoreenTips b

Personalize your copy of Microsoft Office

Lser name: | Jennif er Sparraw

Initisls:  |js

Choase the languages you want to use with Microsoft Office Language Settings...
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This feature allows you personalize how word corrects your text. You can customize auto
correction settings and have word ignore certain words or errors in a document through the
Custom Dictionaries.
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When correcting spelling in Microsoft Office programs.
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Save
This feature allows you personalize how your workbook is saved. You can specify how often
you want auto save to run and where you want the workbooks saved.
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This feature allows you to specify options for editing, copying, pasting, printing, displaying,
slide shows, and other general settings.
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Customize
Customize allows you to add features to the Quick Access Toolbar. If there are tools that
you are utilizing frequently, you may want to add these to the Quick Access Toolbar.
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