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How to:

START
 Access PowerPoint

 Local and online
options

* Open PowerPoint

* Understand the
workspace

BUILD
* Create a presentation
* Add text

* Add images, video,
and audio

* Add links
* Organize slides

FINISH

e Make slides
easier to read

e Save and share

* Present with
confidence



PowerPoint is a slide show.
It’s best used to visually
present ideas.



You don't need to become a
PowerPoint expert.

You only need to learn a few basics.



You don’t need to be a designer

You already know how to communicate.




First Things First

Accessing Different Versions of PowerPoint.



Keyboard Shortcuts

* In the notes below you will see Smart tips for using keyboard
shortcuts.

e On a Mac: 38 (Command) + Key or Cmd +Key
* On aPC: Control + Key or Ctrl + Key




Microsoft 365 Paid vs. Free

Free Web Access Paid Subscription

* Online-only access * Desktop + Online Application

* Web-based application on your * One-Month Free then $19.99/mo
browser * Action: Goto

* Action: Goto https://www.microsoft.com
http://www.powerpoint.new/ * Create or sign-in to a Microsoft

* Create or sign-in to a Microsoft Account
Account * Follow prompts to install

e Start using PowerPoint application


http://www.powerpoint.new/
https://www.microsoft.com/en-us/microsoft-365/try-premium?var=M&ocid=cmmpgjb8841

Same but Different

Free Web Access

* Browser-based

* Access from anywhere

* Automatic cloud saving

* Requires internet for access
* Auto-save default

Paid Subscription

* Installed application

* Works locally or online

* More advanced features
* Can work offline

* Auto-Save optional



Find PowerPoint every time!

* Mac: Applications / Dock / Spotlight
* Windows: Start Menu / Search
* Web: Browser 2 go to Microsoft 365

SmartTip
Make it easier to find- Pin or Dock it



Save & Share

Best practices for saving and sharing your files



Turn on AutoSave ©

* This will save your file to Microsoft OneDrive
(the Microsoft "cloud”) 2.9 a+ #7

Years Old Productivity

* Auto-save only saves to OneDrive- it won’t
save to Apple Cloud, Google Drive etc.

* You will need to download One Drive to your
computer to use Auto-save from PowerPoint
on your Desktop



Save for redundancy

To the Cloud

Use AutoSave

Save a Backup

To your choice of drive on your
Computer

Go Analog

Use athumb drive, especially if
you need your presentation
accessible offsite.


https://www.bhphotovideo.com/c/product/1920709-REG/kingston_dtdeg2_128gb_128gb_datatraveler_duo_usb_a.html/?ap=y&ap=y&smp=y&smp=y&store=420&smpm=ba_f2_lar&lsft=BI%3A514&gad_source=1&gad_campaignid=21413748368&gbraid=0AAAAAD7yMh3jIecnpXsh8h9i7DULvpviv&gclid=CjwKCAjwoOjVBhArEiwAUwDak8H_lx6JIzQfwI4RI6E1On6NV0hToNlRnwRVTP-okPklOCTClI_67hoCXrwQAvD_BwE

Use Friendly File Naming Conventions

* Project_ Name_Date_Version

* Examples:

* PowerPoint Basics 101_Update_2026-09-02_Working Draft_v1
* PowerPoint Basics 101_Update_2026-09-02_OneDrive_v1

* PowerPoint Basics 101_Update_2026-09-02_Desktop_v1

* PowerPoint Basics 101_Update_2026-09-02_ Thumb_v1



Share Your Presentation

Click on the Share button
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PowerPoint vs. PDF

PowerPoint (.pptx) * PDF (.pdf) best for:
* Editing * Sharing / viewing
* Seamless Media * File » Save As / Export > PDF

* Won’t support inserted media.

* Create hyperlinks to embed
videos and sound



Explore the Workspace

Getting Comfortable.



The PowerPoint Workspace
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Most Used Tools

Main Menu

Edit
View

Insert
Format

Tools
Slideshow

Ié
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o
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Ribbon, Tools & Tool Types

Transitions- special effects between slides
Animations-special effects for objects on a slide



When You Can't Find
Something

* You don't have to remember where
every tool lives.
 Use Help (located in the main menu)

Smart Tip
 Use Google or other web-based
search tool if Microsoft isn't helping




Ribbon Tools

* Most tools on the ribbon contain options within them that you will
need to access

* Click the little arrows to open up the options
 Example below: Insert > New Slide >gets you to slide layout

options B
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m Office Theme

Title Slide Title and Contant Saction Header Two Content Comparison

rrrrrr
rrrrrr

1€

Title Omly Blank Content with Caption Picture with Caption



Build a Presentation

Create and edit slides, the building blocks of a presentation.



The Three Things
You'll Do Most

Home

INSERT

e Slides

 Text boxes

* Images/graphics

TYPE
 Add text

ARRANGE + EDIT
* Move things around and
change them

ARRANGE

]NSERT




Add a New Slide

* Home > New Slide
* Choose the layout that is o e

closest to what you need.

* Layouts
* Title Slide
* Title & Content

e Two Content
* B l-a n k -------------------------

----------------------------------

Blank Content with Caption Picture with Caption



Add Text

* INSERT » TEXTBOX - Click and type

Y 4.8

Header & WordArt EI'_
Footer -

Taxt

Smart Tip:
* You can always COPY/PASTE an existing textbox to add a
nhew textbox



Format Text

Select Text

Experiment by clicking into tools in Font and Paragraph on the Ribbon
*Font Size

* Bold

* Alignment

* Spacing
Aptos Display « 26 « AT A A = v = 52 1= == .
B I _-I-EI-IEI-K: K:&Evlﬁlav ﬁvﬁv = — — = li-.- %:l-.- %v

Faragraph



Add a Link

e Insert @ Link

* Alink can take you to:
* Awebsite
* Adocument
* Another place in the presentation

SmartTip
* Highlight the text you want to link and type Cmd/Ctrl K



Ad d a P i Ctu re Insert Draw Design Transitions

- lady 51 4

el PHhoto Browser...

* Insert @ Pictures

rables ) Picture from File...
g% e @ Ldl Stock Images...

I’é +[~=~]+}| [ Online Pictures...

Smart Tip:
* Prepare your pictures and know where you can browse for them

* You can also copy/paste (cmd C/ctrl C » cmd V/ctrl V) images, such as
screenshots - or images from another slide or document

* Experiment!



Insert a Placed Picture

Placed Picture

* Click to add text * Click to add text

o
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Use an available layout.
Clickinto the picture icon,
select yourimage and it will
fillthe Text Box- see next
slide for an example.



Placed Pictures

o
LA
B




Resize Without Distorting
_ i .

* Drag from corner
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Rotate a Picture

* Click and drag

-
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Crop a Picture

* Double click picture

 Go to to Ribbon Menu > Choose
Crop then click and drag any of the
little black handles

SmartTip:

* If crop tool is missing, select
Picture, then click

 Picture Format from the Ribbon
Menu.




Change a Picture

* Select image

e Left click on Mouse or

|

hold down the control T e >

Reorder Objects

b u tto n 0 n key bo a rd = Reorder Overlapping Objects

while clicking to bring i

Bring to Front
Send to Back >

up an options menu.

 Select Change Picture —

Save as Picture...

View Alt Text...
Crop

Auto Crop

Size and Position...
Format Picture...

Action Settings...

New Comment
TTT L = e — YO0



Arrange

* Objects on your slides: textboxes, pictures, or videos, etc. are on
layers- think of it like a collage. If objects overlap, you can change
their order. Move an one object in front or behind another.

* Select the object you want to move and use the Arrange tool.

: Arrange Tools Slide Show  Window

From Main Reorder Objects From Ribbon

i 1~ " ~
Reorder Overlapping Objects W & ™ -~ I'_| o ,L_l] 1.01 - =1
Menu ‘ | 2% 2
Bring to Front - n -
i =il v Alt Arrange 4.63 v
! Send to Back ft ‘Iﬁ‘ Tast -~

0

Bring Forward b _

Send Backward e W —_— — - Froup
A A =

Bring Send Selection Reorder Align - Rotate v
Forward Backward Pana Objects

Arrange
Rotate or Flip >
Align or Distribute »

Selection Pane...



Group Objects

* Select separate elements and group them so they stay in the same
orientation and can be selected as one object

Arrange Tools  Slide Show  Window

Reorder Objects
Reorder Overlapping Objects

Bring to Front
Send to Back
Bring Forward
Send Backward

Group NHG

Rotate or Flip

Align or Distribute

Selection Pane...



Add Video

* Insert 2 Video
 Link or Embed

SmartTip:

* Links to YouTube etc. take less time to load and keep your file smaller-
but you MUST be online for it to play.

* PDF exEort does NOT automatically supportinserted videos. You must
link a photo or text to a video file address online.


https://vimeo.com/649298350

Adding Sound

* Insert » Audio

* If you plan to export to PDF then you must create a static
image or text that can be linked to a file address online.

Click here to play an audio
file from a One Drive

location whose link has

been copied and pasted as AN
ah erlink to this text. Or link to a static picture:

Click here to play an audio



https://1drv.ms/u/c/be445a3b3554ec8e/IQB5kLDv1QpqRp3OiT9nKCkoAVTq2OjEG9SfAMQY3dRWVQo?e=XdorEf
https://1drv.ms/u/c/be445a3b3554ec8e/IQB5kLDv1QpqRp3OiT9nKCkoAVTq2OjEG9SfAMQY3dRWVQo?e=XdorEf
https://1drv.ms/u/c/be445a3b3554ec8e/IQB5kLDv1QpqRp3OiT9nKCkoAVTq2OjEG9SfAMQY3dRWVQo?e=XdorEf
https://1drv.ms/u/c/be445a3b3554ec8e/IQB5kLDv1QpqRp3OiT9nKCkoAVTq2OjEG9SfAMQY3dRWVQo?e=XdorEf
https://1drv.ms/u/c/be445a3b3554ec8e/IQB5kLDv1QpqRp3OiT9nKCkoAVTq2OjEG9SfAMQY3dRWVQo?e=XdorEf
https://1drv.ms/u/c/be445a3b3554ec8e/IQB5kLDv1QpqRp3OiT9nKCkoAVTq2OjEG9SfAMQY3dRWVQo?e=9Eb1J4

Essential Keyboard Shortcuts

Learn these early to save time.
Cmd = 3£ button on amac
Ctrl= Control button on a PC

Undo Cmd/Ctrl+Z/Redo Cmd/Ctrl+Y
Select ALCmd/Ctrl +Z

Copy Cmd/Ctrl + C /Paste Cmd/Ctrl +V
Save Cmd/Ctrl +S

Link Cmd/Ctrl K

SmartTip
e Check the Main Menu for reminders



Edit Without Fear

* Try it! Just CLICK in a Textbox from a new slide > TYPE
* INSERT (try inserting different things to see what you get)

* SELECT any or your object then try to:
Edit LY

Move
Copy/paste
Resize
Delete
Change
Arrange
Group

You can always undo.



Organize Your Slides

Put the finishing touches to your presentation



Rearrange Your Slides

e CLICK > DRAG > DROP
* Add New Slide: Insert @ New Slide

* Delete a Slide: select slide from Thumbnail Panel/ hit
delete

* Use View - Slide Sorter to easily see and move multiple
slides at once.



Duplicate Instead of Starting Over

* Need another slide that looks similar?

* Want to use the same Font and Font size across multiple
slides?

* Want to use the same layout?
* Make one slide work
* Then: Select » Insert » Duplicate Slide » Change the content



Showtime!

What you see
What they see



Review Your Presentation

Before you send it:

Can |l read everything?

Are the links working?

Are the images visible?

Is the file named clearly?

Did | save the final version?



Presenter View = Your Backstage

Audience sees You see
* Your slide * Currentslide
* Next slide
Audience sees: .,  _You seet_ * Notes
o 5o « Controls (Timer, etc.)

& Timing

By

Ny




Your Notes Are Private

Use them for:

o Reminders
a Talking points

e Sources

0 Questions
e Transitions



Test Before You Present

Slides advance correctly

Links work

Video/Audio works

Fonts look right

Notes are visible to you & on correct monitor




Master some presenter controls

Keyboard shortcut for presenter view: Function F5

Go to slide: type the slide number and hit return

Swap Views: toggle between presenter and slide view

Look at the Tips available in Presenter View

Lost in Presenter mode? Remember ESC gets you back.



Design Tips

Make slides legible from the back of the room



Slides Are Your Building Blocks

A presentation is a collection of slides arranged in an order.
Keep it simple.

ONE SLIDE = ONE IDEA



Choose Text That Is Easy to Read

BIG




Limit Ideas

Instead of:
This slide contains a great deal of information about...

Try:

Three Things Matter

* People
* Place
* Purpose



Keep It Intentional

Check:

* Cluttered vs. clean

* Too much information for the medium
* Contrast vs. subtlety

* Colorful vs. use of color

* Too large vs. too small

* Too varied vs. too repetitive

* Image vs. text
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Same Information, Simplified

* Your first point Can you make out
 Your second point a narrative from

these elements?

* Your third point
* Your fourth point
* Your fifth point




Setting yourself up to use Themes

* Themes and Slide Master give you access to global automations
that will save you hours but you need to understand how they work.

* Build slides by entering your content on the default template
* Make no EDITS

* Apply Theme or change Slide Master

* See what happens!



More Shortcuts

General & File Management Editing & Formatting Text Presentation
« 3B +N: Create a new presentation. « 3B+ C: Copyselected textor * Esc: End orexit the slide show.
objects.

« 3B +S: Saveyour presentation.

« 38+ X: Cut selected text or
« 3B +P: Print the presentation.

objects.
« 3 +Z:Undoanaction. « 98 +V: Paste copied text or Screenshots
e 38 +Y:Redoanaction. objects. o 3B +Shift+4: Selectan areato

« 3B +A:Selectallitemsortexton screenshot

. . a slide.
Managing Slides
« 3B +B: Make selected text bold.
« 3B +Shift + N: Insert a new slide.
o 3B +1: Italicize selected text.
« 36+ D: Duplicate the selected

slide. « 38 +U: Underline selected text.
* Fn+Down Arrow: Go to the next « 38 +K:Insert a hyperlink.
slide.

* Fn+Up Arrow: Go to the
previous slide.



Embedding Fonts in a PDF

Font Embedding Steps By Operating System

1

Click File > Options.

Go to the Save tab.

Check Embed fonts in the file.

Choose Embed all characters and click OK.

Go to File > Export > Create PDF/XPS.

Click File > Save As...
Open the File Format menu and choose PDF.

Select Best for electronic distribution and
accessibility.

Click Save.

(Fonts are already locked in from Step 4)
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