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Concept Maps  

 To minimize text and make the organization of our topics transparent, we use 
strategies from cognitive psychology, the study of how people reason, learn, and solve 
problems. The diagram below is a cognitive tool known as a Concept Map. It satisfies 
the same needs as a roadmap in your car. 
 Time spent studying the few phrases of a Concept Map is spent effectively. 
Brevity makes slide shows more powerful (effective) and interesting. This book teaches 
cognitive strategies and tools plus what to click in the user interface and why. 
 

 

This map was drawn using ñFreemindÉò software, which may be downloaded free at 
PCWORLD.com. Browsing the Map lets us link the key concepts meaningfully. 
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5 Menu Time Savers for MS Office© 2007   

We offer five tips for playing hide-and-seek with the many new choices in 

Powerpoint© 2007. From most time saved to least: 

 

1) Keyboard shortcut combinations from Powerpoint© 2003, called hotkeys, 
still work, saving the most time. For example, Ctrl + M is still ñMore slides.ò 

2) Right clicking any object shows a useful ñcontext sensitiveò or shortcut 
menu. 

3) The new menu choice ñHomeò holds miscellaneous-but-frequently-used 
commands. ñHomeò often has exactly what the right click menu is missing. 
Return to ñHomeò between navigation adventures. 

4) The Function 1 key (F1) starts the Help menu. Rest the pointer on a Ribbon 
command. A ScreenTip tells what that command does. If you press F1 key 
you get more information targeting that specific command. 

5) Download and leave open a MS help document that cross-references 
where to find 2003 commands in 2007 software. It is an Excel file whose 
numerous bottom tab headings are the endangered 2003 menu choices.  
 

 

 Type into Googleôs Search box the phrase ñLocations of 2003 commands in 
PowerPoint 2007.ò You will quickly find the site http://office.microsoft.com/en-
us/powerpoint/HA101490761033.aspx?pid=CH100668131033  

 
 The Excel file below1 comes from that cross-reference help file. It shows View, 

Header & Footer, was changed to Insert, Text, Header & Footer.  The navigation 
buttons on the bottom left will display the 41 tab headings as needed.  

 

                                            

1 The Excel© Screen Print was retrieved from: http://office.microsoft.com/en-
us/powerpoint/HA101490761033.aspx?pid=CH100668131033 
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Overview: Quick Access Menu & Ribbon 

 

 

The ñQuick Access (QUACK!) Tool Barò occupies the top-most line in the left 
corner of the screen print above. It resembles the old Title Bar. 
 
The File menu is now a round Office button with a clover leaf pattern done in 
the four familiar Google colors: red, yellow, green, blue. It is in the top left corner. 
   
The Quick Access (QUACK!) Menu Bar is the old Menu Bar now context 
sensitive ï what line two on the Ribbon reveals depends on what is selected.  
The Ribbon will expand or hide when a menu word is double clicked. 
 
The phrase ñPicture Toolsò is shown at the upper right of the QA Tool Bar 
because a picture was selected before the screen print was captured.  Ribbon 
buttons related to pictures will appear as long as the picture stays selected.  

 

The Ribbon holds task-related toolbar buttons, grouped by tab headings 
beneath the Ribbon such as Clipboard, Slides, & Font. Above the Ribbon the 
revised menu bar resides. Clicking the Format menu choice above the Ribbon 
brings picture tools into view because a picture had recently been selected. 
 

On the QA Menu Bar select the menu choice ñHome.ò The Ribbon changes. The 
ñSlidesò Tab Heading is now the second from the left. Home holds highly 
probable next-click candidates not found on the right-click menu. Home Ribbon 
buttons come from widely different 2003 menu categories. 
 
Tab headings (Clipboard, Slides, and Font above) appear under the Ribbon. 
Tab headings group related Ribbon buttons by function. 
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Create A New Presentation  

 

We start the software program and save the new project with a descriptive filename in 
two relevant locations: primary and backup.  

The first two choices we make are:  

1) Whether to start with a design template (we wonôt) and then  

2) What type of new slide Auto Layouts we will insert (usually a bulleted list, for 
good reasons). 

 Selecting a design template was once thought to speed productivity by not 
having to think about formatting decisions. Today it takes so much time to preview the 
many design templates that it no longer serves that purpose.  

 Choose a ñBlank New Presentation.ò Most existing templates have unwise color 
schemes that make it hard to read the text. Avoiding them entirely is a public service for 
your audience. Fill out the initial Title Slide then insert new slides.  

 Beneath the New Slide button on the Home Ribbon Menu (not on the Insert 
menu), the words ñNew Slideò next to a down-arrow symbol signify a drop down list box. 
That list box has options including the Slide Layout pattern. Use it to change the default 
Auto Layout choice of the New Slide button on the Ribbon when a change is needed. 
Now we can add some slides. 
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Control + M is the keyboard shortcut for More Slides; it also works in Open 
Office 2.0 Impress software and Star Office 8.0 Impress, two excellent free 
presentation programs.  

 
We select an Auto Layout for the new slides next. 
 

 

 

 

 

 

 

 

 

 

 

 

---Home, New Slide in PPT© 2007--- 

 

 Click the Home ribbon 
menu choice to see New Slide 
options for Slide Layouts. Expect 
to use one Title Slide. Nearly all 
the other slides will be Title and 
Content (i.e., Single Bulleted List). 

 If a bulleted list slide has 
custom animation to reveal one 
point at a time it prevents a 
cluttered screen or cognitive 
overload. Cognitive psychologists 
like that approach. 

 Title Only slides show our 
best graphics, enlarged, with just 
a label (Title) at the top.  

 Using more Title Only 
slides is the wave of the future. It 
eliminates reading aloud the 
words on the slide (there is only a 
title). 

 

Concept Map ï Initial Design Choices 

 The diagram below is a Concept Map. If read counterclockwise, in the direction 
suggested by the curved arrow, it is also a flow chart. It diagrams choices to make when 
creating a presentation. Connecting lines show how all 25 phrases link to each other 
and to the main topic. The sequence flows from the top left. Concept Maps are learning 
roadmaps. 

 Sprinkled throughout this book are self quizzes which reinforce the material. Your 
instructor may assign the short quizzes for a grade.  
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This Concept Map was drawn using ñFreemindÉò software, which may be downloaded 
free at PCWORLD.com.  

 

 
 

 Choices that face us when we start a new slide show include what kinds of slide 
layouts to pick for new slides. The choice is pretty simple. The default choice is Title and 
Text (a single bulleted list). It is ideal for most slides for valid cognitive psychology 
reasons. PPT©2007 touts the all-in-one placeholders but older versions also would let 
users insert multimedia without special placeholders. 

  
 Most texts ignore the choice of where to type the text of a new presentation. Most 
novices type in the text placeholders, since after all, thatôs what theyôre for, right? This 
book takes the space to show how bypassing the text placeholders shaves several 
hours off the typical development time. The Concept Map above reveals the secret. 
  
 

 
  


