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Use Multiple Slide Masters
INSEIt @ BIAaNK MASter......cviuiiiiiiiiiiieitiee ettt st
INSErt @ Theme SHAE IMSTEN ......c.viuiiiiiiiieieerte ettt er et n e 201
USE the NEW SIAE IMASTEIS. .. .ivreuieiiriirieieieie sttt ettt ettt b nenes 202
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DElEte SIIAE MASTEIS.c..ccviiiiieiiriiietee ettt sttt st be et sa st sre e e 203
Preserve SlIA IMIASEEIS ...c..c.eiuiiirreieieiert ettt ettt st a e ea e be s ne et nes 204

HANAOUL IMIBSEET ..ttt sttt st e b e bbbt se e enis

Open the Handout Master View

Edit the HANOUT IMASTET .....ccuiitiieiieiiriieetet ettt sttt ee et s eneenes

Print HANAOULS.....c.oiiiiiiiiicic s 206
NOTES IMASTET ...ttt 207

OPEN the NOTES IMASEEI VIEW ...eveeuiiiieieieeiesiee ettt et ee et esaessesee s ste et e sbe e e e besneesesasseenseseeeneenes 207
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Edit the NOTES IMIASTEI ....eeiieeieieciieie ettt ettt se b s et ae e b e s e s beentesbeesten e sesseensesbeennensesnnansn 207
PIINEINOTES .ot e e e e e st e e s e e s b et e s ear et e s e ree e e s eneenaee e ennee 208

Self-Run Presentations

Insert Videos

Insert @ Video from YOUT COMPULET ......couiiieiirieee ettt ettt ettt e se et seesbe b ee e 210
MOTITY VIBOS ...ttt st st sh et b et e se st e st et e s ae e b sae e b e nae e b et naeennenees 212
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Record Narration @and TiMING.......eeeeiireeiereeieiee sttt st sttt s ae e eesbe et esaeeaeenseesesensesbesnnensenses 222
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PowerPoint Fundamentals

Microsoft PowerPoint is a presentation application that
helps you transform your ideas into professional
presentations that are convincing and informative.
Whether you’re delivering annual sales statistics to a
large audience or creating a personal slide show of
your recent trip abroad, PowerPoint has all the tools
you need to get your message across.

This module is an introduction to working with
PowerPoint. You'll learn about the main parts of the
PowerPoint screen as well as the basics for creating
and navigating a presentation.

Objectives

Understand the Screen
Create a New Presentation
Open a Presentation
Save a Presentation
AutoRecover

Navigate a Presentation
Change Views

Print

The Quick Access Toolbar
Share a Presentation
Help

Close and Exit

© 2025 CustomGuide, Inc.
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| Commented [IG1]:
Practice File: 01-understand-the-screen.pptx

]Understand the Screen\

There is a lot going on with the PowerPoint program screen, so this lesson will help you become more
familiar with it.

rThe PowerPoint Screen\ Commented [IG2]:
Discuss the appearance of the PowerPoint window.

Review the labeled items in the images below, then refer to the corresponding tables to see what everything
does.

Point out how the ribbon and its tabs contain most of the
commands needed to put together a presentation.

o 1y . 5 the- _ e ovla Cle . i :
AR L B understand-the-screen - Pow.. Kayla Cle (C = When you are done reviewing the screen, click the File tab
and then click Close. This will close the 01-understand-the-
screen.pptx file but leave PowerPoint open.

File Home Insert Draw Design Transitions Animation A gle Show | Review View Help 2 Tell me [} =

‘@@E%a@@xfczqm E

Mew Tahle Images | lllustrations Forms Add- Links Comment Test Symbals | Media
Slide - . o o == o < | - o
Slides Tables Forms Comments
4 Title Slide
1
&
4 |ntroduction T
; Giving a Great
~ .
: Presentation

\ CustomGuide Interaciive Training
3
&
4 Good vs, Bad
4 — Introduce the presentation topic and give a brief description of CustomGuide's
o e outstanding services.

\ h -
Slide 1 of 13 B = B T -8+ + 4%

PowerPoint Program Screen

o Title Bar: Displays the name of the current e Display Options: Here you can change how
file. much of the ribbon is displayed, minimize,
maximize or restore the screen, or close
PowerPoint altogether.

Quick Access Toolbar: This is a fast way to Q Ribbon: This is where you’ll find all the
access some of the most used features. options you need to create a presentation.
The options are grouped into tabs.

14 [Your Company Name]



AutoSave '.E' 3 - (—"J oI

File Home Insert Draw Design Transitions Animations  Slide Show  Review  Vig E elp | O Tellme [ =
fﬂ 4 Ej B- | calibi <z - d Je [

[ ) & B T US a 2% =
Paste New - o Drawing | Editing | Dictate

- ¥ | side-T- | £-A-Aa AN A - - @
Clipboard Slides Font F] Voice -~
4 Title Slide E

= 9
f o) 0

Slide 1 of 13

outstanding services.

01-understand-the-screen -

Introduce the presentation topic and give a briom'ption of Cust0m6|°

Kayla Claypool

Pow...

Giving a Great
Presentation

‘CustomGuide Interactive Training

B 8 B T -—F—+——+ um

Microsoft Account User Info: Shows
current user information. Click to view
account options.

PowerPoint Program Screen

Slide Pane: Shows a large view of the
selected slide. This is where edits are
made and objects are selected.

Thumbnails Pane: Shows thumbnails of
all the slides, numbered in the order
they'll appear.

Q

Notes Pane: Holds notes for the
presenter to read while presenting.

=)

0 Status Bar: Displays information about the
presentation, such as slide numbers and buttons

to view notes or comments.

View Shortcuts: Quickly switches between the
available View options.

Zoom Slider: Zooms in or out of a slide by simply
clicking and dragging. Or use the + or — buttons
to zoom.

© 2025 CustomGuide, Inc. 15



]Create a New Presentation

Commented [IG3]:
Practice File: None. Begin with PowerPoint open.

Creating a new presentation is one of the most basic commands you’ll need in PowerPoint. You can create a
new, blank presentation, or create a new presentation based on a variety of pre-designed templates.

]Create a Blank Presentation|

Click the File tab.

Presentation - PowerPoint KaylaClaypool @ —

File  Home Insert Draw Design Transitions Animations | Slide Show | Review  View Help O Tellme

New. -
Select e [ TS — a] | C=hha
_ ) B - ; L g
Click Blank Presentation. ” B | 2-A-ner | &8 A e e
Gipbora 5| sides Font e votee
Shortcut: Press Ctrl + N to
create a new, blank
presentation. Presentation- PowerPoint Kayla Clayposl 2 —
New

Account

Feedback

ear(h for online templates and themes )

Suggested searches: _ Presentations Education Themes Business Charts
Diagrams  Inf <

v
Take a tour

G

Blank Presentation Welcome to PowerPoint

Get started l

with 30 QuickStarter

» 3

A + A
= AR
Bring your presentations to life... Start an Gitiine.

16
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Commented [IG4]:
1. Click the File tab.

2. Select New.

3. Click Blank Presentation.




Create a Presentation from a Template\

Using a template allows you to begin with a presentation that has already been designed and formatted so
you can just insert the information. This saves you time and you will end up with a professionally designed

presentation.

Click the File tab.
Select New.

Type a category in the Search
field or select one beneath it.

Select a secondary template
category to further narrow the
search.

Select a template.

Click Create.

00 © 000

The presentation is downloaded and
opens in PowerPoint. You can now fill
in the placeholders. You can delete
elements of a template that you don’t
need, such as extra slides, images, and
text.

ort) Presentation - PowerPoint Kayla Claypool B8 4

Commented [IG5]:
1. Click the File tab.

2. Select New.
3. Select Business under the search bar.

4. Select the Marketing Category at the right.

Fle  Home  Insert Draw Design Transitions Animations Slide Show Review View Help| © Tellme & &
Q £ 11 8- & =-=-= 8- a) | [ol] B 5. Select the Business wireframe building template.
I - E B I ’u S o B3~ | brawing | Editing | pictate
- | side-E- | L£-A-Aa- | A A A = ° o - .
Clipboard | slides Font Paragraph Vaice - 6. Click Create.
Kayla Clayposl 7 = o X

Presentation- PowerPoint

New

‘ Search for online templates and themes Al

Suggested searches:  Presentations  Education Themes Business  Charts
Diagrams  Infographics

e/
Take a tour

-

Welcome to PowerPoint

Blank Presentation

Get started

with 3D QuickStarter

Account.

Bring your presentations fo ffc.. Start an outline

Feedback

Presentation- PowerPoint KyylaClypool 2 — O X
& Al | Business el

[l Category S
Business 250
felinga Technology 40
B Industry 2
Design Sets 30
Business sales presentafion on p... S— .
Analysis 2
Matketing 21
o Paper 10
Presentations 18
Schedules 18
Lists. 7
Business direction presentation (... Personal 17
Brochures 14

Pz [ Database 1 L
7 Labels 14
Feedback | Sales “
2025 CustomGuide, Inc. 17




]Open a Presentation\

Before you can work on a presentation that you or someone else has previously created and saved, you
need to open it. You can locate a presentation on your computer and simply double-click to open it, or you
can open a presentation from within PowerPoint.

]Open an Existing Presentation\

Click the File tab.

Click Open.

Shortcut: Press Ctrl + O.

The Open screen appears and
gives you a few ways to find a
presentation to open.

Select the location where the
file is saved.

Recent displays a list of
presentations that you've
recently opened.

Shared with Me displays
files others have shared with
you on OneDrive or
SharePoint Online.

OneDrive lets you browse
through your files stored on
the cloud, if you have it.

This PC lets you browse
through your Documents
folder for files to open.

Browse opens a dialog box,
where you can browse
through your computer’s
folders, drives, and network
shares.

PowerPoint

Kayla Claypaol

Commented [IG6]:
Practice File: None. Begin with PowerPoint open.

File Home Insert Draw Design Transitions Animations Slide Show Review View Help O Tellme = =]
@ =-i=- = 1 G ||p
Iu
Pz BIUSSa Drawing | Editing
g o A - Aa A == - -
Clipboard | Slides Font Paragraph Voice -
PowerPoint Kayla Claypoal 7 - o x

Account

Feedback.

(D Recent

Open

AR Shared with Me
CustomGuide

r. ‘OneDrive - CustomGuide

E_‘? Sites - CustomGuide

Other locations.

[y mhisec

@ Add a Place
[~ eBrowse

‘" = Documents

Name T

] custom Office...

7] powerPoint

Date modified

12/10/2018 10:]

3/12/2019 %:32

Commented [IG7]:
1. Click the File tab.

2. Click Open.

Review the different locations where presentations might
be stored.

3. Click Browse.

4. Navigate to and double-click the 03-open-a-
presentation.pptx file.

18
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Navigate to and double-click
the file you want to open.

The presentation opens in PowerPoint
and you can begin making edits.

Nran

@ Open X
« v 5> ThisPC » Documents v & | Search Documents P

Organize v New folder EE~ ™ @

o Quick access | ] 03-open-a-presentation

N Authors: Instructor Guide Size: 42.1 KB
[3 Microsoft Power?
£ OneDrive 6

3 This PC

B Desktop
Documents

& Downloads

D Music

[&=] Pictures

[ Videos

e LocalDisk (@) o

Account

Femma[ ] [niverontrersion v

Cancel

Feedback

D]

te modified

10/2018 10:

2/20199:32

2025 CustomGuide, Inc.
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Save a Presentation

After you've created a presentation, you need to save it if you want to use it again. You can choose to save a
copy of an existing presentation under a new name, to a different location, or using a different file type. You

will also want to save periodically when you’re creating and editing a presentation to prevent any loss of

work.

]Save a New Presentation\

0 Click the Save button on the
Quick Access Toolbar.

Shortcut: Press Ctrl +S.

If this is the first time you've
saved the presentation, the
Save As screen will appear.

e Choose where you want to
save your file:

e OneDrive is a cloud storage
folder accessible to all
computers and mobile
devices that you’ve
connected to your Office
365 account.

e You can select a SharePoint
site, if you're part of an
organization that uses one.

o Select This PC to save the
file locally in your
Documents folder.

o Click Browse to open a
dialog box, where you can
browse through your
computer’s folders, drives,
and network shares.

o Enter a file name.

o Click Save.

The file is saved and can be safely
closed to reopen later.

AutoSave (8 0f)

9-Q E =

Presentation] - PowerPoint Drawing

Commented [IG8]:
Practice File: None. Start with a new, blank presentation
open.

Commented [IG9]:
Start by adding some content to the blank presentation.
Type “My Presentation” in the title text box.

1. Click the Save button on the Quick Access Toolbar.

In the Save As screen, click through the different locations
available. OneDrive and SharePoint may not be available,
depending on the student’s configurations.

2. Select This PC.

Your Documents folder should be the default location for
This PC, but you can navigate up a level by clicking the Up
arrow at the top, or open the Browse dialog box by
clicking the folder name.

3. Enter “My Presentation” in the file name field.

4. Click Save.

File  Home In; 1 Draw Design Transiio Animatio Slide Shc Review |View Help Format 2 Tell me [ =
5 1=
Lﬁi X + ~ Calibri Avv 16 1=- lrw =Y 0 @J
pacte 27 | ew f B &UE S B3 | Drawing | Editing | Dictate
- Side- E- | £ - A-Aa- A A A b=l b o -
Clipboard =l Slides Font o Paragraph o Voice s
1
o °
Click to add subtitle
= Notes B 5 2 = -—1 + 45% [
Presentationl - PowerPoint Kayla Claypool 7 - o X

Save As
@ Recent

[5 OneDrive - CustomGuide

My Presentation]

CustomGuide

S OneDrive - CustomGuide

m Sites - CustomGuide

Oteriocations
[ misec
D Addalace
= Browse

PowerPaint Presentation ("ppt)  ~ | | [ Save

More options.. !

Name T Date modified

[ Attachments 1142772017233 AM

[ pocuments

5/31/20139:21 AM
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r'l'oggle AutoSave

Notice up next to the Quick Access Toolbar, that because we saved this file online, the AutoSave feature is

automatically turned on.

Click the AutoSave toggle
button to turn the feature on

or off.

\Save Progress

My Presentation- PowerPaint Drawing

Autosave D [ O O =

nsert Draw Design Transitio Animatio Slide She Review | View Help Format

P Telime &
i2e e | =Y el @J

Calibri -6

ﬁDg EI B IUSaaA- - M-

Paste — - = - Drawing | Editing | Dictate
c & | side-E- | 2-A-nar | A A - - - o
Cipboard | Siides Font & Paragraph n Voice

1
o (?\)

My Presentation

Click to add subtitle

B T -1

Znots | B 38

+ 4% [

If you’re working with AutoSave turned off, you’ll want to manually save any changes you make periodically.
This way, you won't lose progress if you experience an unexpected crash.

Click the Save button on the
Quick Access Toolbar.

Shortcut: Press Ctrl + S to save
the changes in the same
location with the same file
name.

Diawing &

AutoSave (8 .0f)

£ Tellme

File  Home | InadDraw | Design Transitio | Animatio | Slide She Review | View | Help | Format
C'D %X | 15 - | | Calibri N = BE=a - [E jeol @
L= B [as) B I U e -
paste B ) Ysaeod 53 | Drawing | Editing | Dictate
Side- B~ | £ -A-Aa- A A A - - B i
Clipboard | Slides Font & Paragraph ® Voice
1
[o} §
June 16 T
o o
[o}
=nNotes [[EBE B F -4

=1 “

+ 45% [
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Commented [IG10]:
1. Click the AutoSave toggle button to turn the feature on

or off.

© 2025 CustomGuide, Inc.

Commented [IG11]:
With AutoSave toggled off, make a change to the
presentation. Type today’s date in the lower text box.

1. Click the Save button on the Quick Access Toolbar,
press Ctrl + S, or click the File tab and select Save.




]Save As a New File and/or Location

Sometimes, you may want to make a copy of an existing presentation and save it to a new location and/or
save it with a new name.

(2]
o
@
(5]

The presentation is saved in the new
location with the new name. The
original file is automatically closed, and
you can start working on the new one
right away.

Click the File tab. @D E O E - B Drawing

File  Home Insert Draw Design Transitio Animatio Slide Shc Review View Help Format 0 Tellme & 9

Click Save As. L | g | e T - =u-[ [l |0 &
O3 - @ B Ius A B -
. New Drawing | Editing | Dictate
Select a location. © B | s B | 2 A-as | KA = e
Cipboara | sides Font d emmm vece o

Enter a new File name.

Click Save.
My Presentation- PowerPoint Kayla Claypool 7 ~ o X

Save As

I3 OneDrive - CustomGuide

(D) Recent
CustomGuide | [ Powerpoint presentation ("pp) ¥ ‘ [F’SSEVE‘

More options...
S ‘OneDrive - CustomGuide

Name T Date modified
m Sites - CustomGuide I ] Attachments 1142772017923 AM
Other locations [ pocuments 5/31720138:21 AM

[y misee I
D Addalace

L = Browse _I J

Commented [IG12]:
1. Click the File tab.

2. Click Save As.
3. Click Browse and select Desktop.
4. Enter “New Presentation” in the name field.

5. Click Save.

Y]

C A
@ saveas X
« v 4 > ThisPC > Desktop v | | Search Desktop »p
Organise ~ New folder (]

. 1

> # Quickaccess
> [ Microsoft PowerP
> f@ OneDrive
~ [ This PC
> [ Desktop
>[5 Documents
> ¥ Downloads
> B Movies v

File name: | New Presentation|

Save as type: |PowerPoint Presentation

Tags: Add atag

Tools ~ Save Cancel

A~ Hide Folders

22

[Your Company Name]




Save to Different File Formats

PowerPoint files are normally saved as PowerPoint Presentations, but you can save the information to other
file formats as well. For example, you may want to save your file as a PDF so someone who doesn't have
PowerPoint can view the presentation.

o Click the File tab. AutoSve @00 [T D 5 NewPresentation - Saved to this PC Drawing
) File  Home Insert Draw Design Transitio Animatio Slide Shc Review |View Help Format 0O Tellme 1§ 0
o Click Save As. K| g @ | e e = 4| o] |[5l] 8
- New ou) B I US M- w- Drawing | Editing D‘L;Jm
o Choose where you want to C S | S B | 2 A-na- | xx b | | e
save yOUr flle Clipboard & Slides Font. ] Paragraph o Voice -
o (Optional) Enter a new File
name. New Presentation- Saved to this PC Kayla Claypool 7 = o x
o Click the Save as type list Save As
arrow.
@ E— /P [ Documents 9 9
Mew Presentation
You can choose to save your Powerpoint resetaton (pp) ~ | (G Sare
i T PowerPoint Presentation (*.ppt) ~
pI’ESEI'.ltatlon as any of th_e file @ OveDive - CustomGuide L S
typesin the drop-down list. PownerPoint 97-2003 Presentation (* ppt)
PDF ()
" Sites - CustomGLlid PS Document (*xps)
o Select a file format. w fhes - Customgle PonerPoint Template (" pote)
PowerPoint Macro-Enabled Template (*.potm)
. Other ocations PowerPoint 97-2003 Template (*pot)
o Click Save. = Office Theme (*thmy)
E@ This PC PowerPoint Show (*.pps)
PowerPoint Macro-Enabled Show (*ppsm)
2 P owerPoint 97-2003 Show (*.pps)
@ e, - PowerPoint Add-in (~.ppami

PowerPoint 97-2003 Add-in (*.ppa)

[~ Browse PowerPoint XML Presentation ("xmi)
—— MPEG-4 Video (*.mpd)

Windows Metafile (*.wmf)

Common PowerPoint Fi m‘
. ‘

PowerPoint Presentation (.pptx) This is the default format for PowerPoint presentations.

PowerPoint Macro-Enabled This is a version of the default PowerPoint file type that supports
Presentation (.potm) macros, which allow for small tasks to be automated.

PowerPoint 97-2003 Presentations in this format can be read by all previous versions of
Presentation (.ppt) PowerPoint but lack some advanced features. They are also larger

than .pptx files and more prone to corruption.

PDF (.pdf) A PDF preserves a presentation as it would appear when printed.
PDFs, when shared electronically, can be viewed on many kinds of
devices. The PowerPoint software is not needed to view a PDF
presentation.

PowerPoint Show (.ppsx) This is a read-only presentation file. When you double-click a .ppsx
file, the presentation is automatically launched. You don’t need to
first open PowerPoint.

Video Formats (.mp4 or .wmv) These formats save a presentation as a video that can be viewed
without having PowerPoint installed. MP4 is an international format
that’s broadly supported; WMV files can only be viewed in Windows.

Commented [IG13]:
1. Click the File tab.

2. Click Save As.
3. Click This PC to return to the Documents folder.
4. Click the File Type list arrow.
5. Select PDF.
6. Click Save.
Navigate to the Documents folder and open the newly

created PDF file to show students the result of saving as a
different file format.
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AutoRecover

Commented [IG14]:
Practice File: None.

Computers don’t always work the way they’re supposed to. Nothing is more frustrating than when a
program locks up and stops responding, or worse, completely crashes—especially if you lose progress on an
important presentation that you’re working on.

Fortunately, Microsoft realizes that people might want to recover their presentations when something
catastrophic happens. If PowerPoint 2019 encounters a problem and stops responding, you can restart
PowerPoint or your computer and try to recover your lost presentations.

]Recover a Presentation

0 Following a crash, restart
PowerPoint.

If an unsaved presentation can
be recovered, a Recover
unsaved presentations heading
will appear on the Welcome
screen.

e Click Recover unsaved
presentations.

The Recovery pane appears,
listing all recovered
presentations that were found.

e Select the presentation from
the Document Recovery pane.

The last autosaved version of
that presentation opens.

o Click Close.

The Recovery pane closes, and
you can get back to work.

PowerPoint Kayla Claypool 2 - O x
PowerPoint Good morning
Take atour ;:Hh {b‘ w
G G

Blank Presentation Welcome to PowerP... 57 Bring your presentati... 57

More themes —>

Recent  Pinned Shared with Me

Ve haven't opened any presentations recently. Click Open to browse for a presentation.

Recover unsaved presentations More presentations —

-

Account
Feedback

Options

Presentation - PowerPoint

2-C¢ ¥ =
File  Home | Insert Draw  Design Transitions Animations Slide Show Review View Help| O Telme 5 &
[l =- 11~ |[a
fha | Ee RNEIN
[iE] fas
New

[
Paste N — N N -
- T | siee-B- | £- A A A =

Drawing | Editing | Dictate

Cipboard &l Stides Font Paragraph Voice ~
Document Recovery 4 TitleSlide
1= |
PawerPoint has recavered the fallowing * |
files. Save the ones you wish to keep.
4 Introduct...
Presentation.pptx [Original] 2
San0ra 1131 Giving a Great
3 1 Presentation
! - o

&

4 Goods..
4
* | h‘ \

5 -
x |79
° L
6
(@) Which fle do | want to save? * =‘ Introduce the presentation topic and give a brief
Close. description of CustomGuide’s outstanding services.

Slide 1 of 13 B = # 7 -4 + 2%

»

Commented [IG15]:

Unfortunately, this topic isn’t easily demonstrated, as a
system crash isn’t easily simulated. Instructors are advised
to explain how the PowerPoint AutoRecover feature works.

AutoRecover is a feature that, if enabled, will automatically
save your presentations at an interval you specify (for
example, every 10 minutes). You can, and should, still
regularly save your presentations; AutoRecover is simply a
backup plan that helps ensure you don’t lose all your work if
your computer or the PowerPoint program suddenly
crashes.

After a crash, simply restart the PowerPoint program. Then
click Recover unsaved presentations to view any recovered
files.
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V—\utoRecovery Settings

You can further protect your work by using the AutoRecover feature to periodically save a temporary copy
of the presentation you're working on. To recover work after a software failure, you must have turned on
the AutoRecover feature before the problem occurred. You can set the AutoRecover save interval to occur
more frequently than its default setting of every 10 minutes.

Click the File tab.

Presentation - PowerPoint Kayla Claypool

File  Home | Insert Draw Design Transitions Animations Slide Show Review View Help | 0 Tellme &

Click Options. 5 B | [camn e | EqE-E k- a0l @
) 4] o D B I USa2- - Diawing | Editing ut::ﬁ
Click Save. S S| side- T | A AAa AN A B - - E

Clipboard Slides Font. 5 Paragraph [} Voice -

Make sure the Save
AutoRecover information

check box is checked. Presentation- PowerPoint Kayla Claypool 7 - o x

Info

Adjust the time interval.

Tip: You can’t specify the
interval if the check box is not
selected.

o Click OK.

Presentation
Desktop

P Upload |& Share @ Copy path | | B> Open file location

IE Protect Presentation Properties ~
H int’ = Control what types of changes ize
Even with PowerPoint’s recovery Prosect e can SR 1 ;d T.00ME
Presentation~ | presentation. s =
features, the best way to ensure that Hiddensides 0
B .
you don’t lose much progress is to save ) Tite R .y
@ Inspect Presentation Tags Add atag
your work regularly. e i e e Gmms Aseesm
Export Check for that it contains:
Issues~ = Document properties, author's Related Dates
Close name, related dates and
cropped out image data Last Modified
Options 2 = Presentation notes Created
= Embedded documents
Last Printed

Content that people with
disabilties are unable to read
Rolated Dannla

Commented [IG16]:
1. Click the File tab.

2. Click Options.
3. Click Save.

4. Make sure the Save AutoRecover information check
box is checked.

5. Adjust the time interval to every 5 minutes.

Try not to set your time interval too low, especially if you
are working on an extremely long presentation. The
AutoSave process takes a second or two (or more
depending on how much information is being saved)
every time it runs, and it briefly freezes the program
while doing so. If you have the AutoRecover feature set
to run every minute, your workflow is going to take a
pretty big hit.

6. Click OK.
Remind students that the AutoRecover feature is best

used as a backup and they should still be careful to save
regularly.

PowerPoint Options H x
G Il -
e Customize how documents are saved.
Prosfing
= Save presentations
Language AutoSave OneDrive and SharePoint Online files by defautt an PowerPoint &

Ease of Access Save files in this format: PowerPoint Presentation -

Advanced &

Customize Ribbon

Keep the last AutoRecovered version ff | close witho

AutoRecover file location: G\UsershKayla Claypaol\AppD: \

Quick Access Toolbar [ Don't show the Backstage when opening or saving files with keyboard shortcuts

Add-ins Show additional places for saving, even if sign-in may be required.
Trust Center [ Save to Computer by default
Defautt local file location MMactHome\Documents\

Default personal templates location:
Offline editing options for document management server files
Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the

Office Document Cache.
b - Last savedﬁy -

Learn more
Cancel

Server drafts location: [\\Mac\Heme\Decuments\SharePoint Drafts\

Preserve fidelity haring this ic 7]

[ Embed fonts in the file G
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| Commented [IG17]:

’NaVigate a Presentation‘ Practice File: 06-navigate-a-presentation.pptx

Since each presentation is a series of slides, being able to navigate between those slides is pretty important.
The Thumbnails pane shows little pictures of all the slides, with the selected slide outlined in orange.

]Navigate a Presentation Commented [IG18]:
1. Click a slide in the Thumbnails pane.

o Select a slide in the Thumbnails o e
Home | Insert | Draw | Design | Transitions  Animations | Siide Show | Review View Help O Tellme 15 @ 2. Use the arrow keys to move up and down to other

pane to work with it in the L i
Slide pane. Click other fﬁé e e T a DFA Ef 0 slides
. . Paste New - rawing iting. Dictate
. B~ | 2+ A-aa- | & A ! i ) .
tumbrals o chargewnich | = | B |2-a-erixcis | ooz g TR . the o U Do btk i

slide you’re editing. headers and move directly to the next slide.

4 Title Slide
4. Use the Thumbnails pane scroll bar to view different
slides within the presentation and the Slide pane scroll
bar to move the selected slide higher or lower on the
screen.

Once a slide is selected, click an image,
graphic, or textbox on the slide to edit
it.

Giving a Great
Presentation

CustomGuide Interactive Training

5. Use the Home/End keys to move to the start or end of
the presentation.

= Notes B 8 B & - &+ 4% [

Navigate Using the Keyboard

You can also move around a presentation with the keyboard, using the methods described in the table

below.
e L NN
Arrow Keys (P4 €-) Move up or down to another slide or section.
Ctrl + Home Jump to the first slide.
Ctrl + End Jump to the last slide.
Page Up Jump to the next slide up.
Page Down Jump to the next slide down.
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\Change Views\

Commented [IG19]:
Practice File: 07-change-views.pptx

There are several ways to change how a presentation’s contents are displayed on the screen using the

preset views. You can also zoom in or out to see more details of the slide.

\Change the Presentation View

Click the View tab.
Select a view.

o Normal: Displays the full
slide, the thumbnails, and
the ribbon.

o Outline View: Displays an
outline of the presentation’s
contents at the left. It makes
it easy to focus on your text
without graphics.

o Slide Sorter: Gives you an
at-a-glance view of all your
slides, which is convenient
for rearranging them. Click
and drag the slides to
reorder them.

o Notes Page: Shows how the
presentation will look when
printed with notes. Each
page will have one slide and
its speaker notes, which can
be formatted in this view.

o Reading View: This is a full-
screen view. Use it if you
want to scan the
presentation content
without making any edits.

Tip: You can quickly access the
Normal, Slide Sorter, Reading,
and Slide Show views from the
status bar.

07-change-views - Pow...

File  Home | Insert Draw Design Transitions Animations | Siide Show Review View Help O Tellme

Elslide Master o = #
H [E] Notes p: [E] Handout Mast = o = LT
s andout Master
Normal Outfine = 2% = Show | Zoom Fitto Co Window | Macros
View [l Reading View | [E] Notes Master - Window | Grayscale= | -
Presentation Views Master Views Zoom Magros
4 Title Slide
1
*
) What Makes a Bad Presentation?
¥

4 Introduction

2
*

Mot knowing your opic
Reading the sices
Bad wsual design 3,

yvyvw

‘ Lack of excitement
4 Good vs. Bad

TN
* mn W

¥ w

B = # 7 -—14

Commented [1G20]:
1. Click the View tab.

Explain that you'll see different presentation views in the
group at the left. There are also view buttons in the
status bar at the bottom.

2. Click and explain each of the view buttons:

* Normal

® Outline View
o Slide Sorter

* Notes Page

® Reading View

Make sure to point out the view buttons and zoom slider
on the status bar as well.

© 2025 CustomGuide, Inc.
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]Print\

Once you have created a presentation, and your computer is connected to a printer, you can print a copy.
Before you do this, it’s a good idea to preview how it’s going to look.

Click the File tab. AutoSave ) B 9-Q @ - 08-print - PowerPoint Kayla Claypool
R File  Home Insert Draw Design Transitions Animations Slide Show Review View Help =~ O Tellme [ =
Select Print. L] g B | - b ml | [e]] @
{IE] [ a BT USaN- - Drawing | Editing | Dictate
Shortcut: Press Ctrl + P. © 3 | s B | £ -A-ne- | K a|A | =SB = | - Y i

Clipboard Slides Font 5 Paragraph n Voice s

Commented [IG21]:
Practice File: 08-print.pptx

1. Click the File tab.

2. Click Print.

3. Ensure the print preview looks OK.
Open each setting’s list arrow to see what settings are
available. Once you have reviewed the settings, point out

the Print button. It’s not necessary to actually print the
presentation for this exercise.

Examine the print preview on
the right side of the screen,
making sure that the preview
looks the way you want it.

Select the correct printer by
clicking the Printer list arrow
and selecting it from the list.

®© 6 o0 00

Adjust the printer settings
using the options below the
printer, described in the table
below.

Choose the number of copies
in the Copies text field.

Click Print.

Print Range

Print Layout

08-print - PowerPoint

Print
g |t <O

Print

Printer

[T De;kjatFMmsans "\
B e 4

 rinter Properties

Settlngs
Custom Ranga

Enter spem slides to print

Slides: | 1-5 ]

m Collated

123 123 123

Account D Portrait Orientation

.

Feedback Color -

E 2 Slides
Handouts (2 slides per page) o

Kayla Claypool 7 - Eh

o

Giving a Great

Presentation

0]

sides, slide notes, handouts, and more.

W V AAEFQ. Ui

Print the whole presentation, a selection, a certain slide range, a single slide, or a
custom range.

Determine what you want to print on each page. You can print a single slide, multiple

Collate Collating prints multiple copies of the presentation all the way through (1, 2, 3; 1, 2,
3), while printing uncollated prints multiple copies of each slide together (1, 1; 2, 2; 3,
3).

Color Select whether to print the presentation in full color, grayscale, or pure black and

white.
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h‘he Quick Access Toolbar

The Quick Access Toolbar holds a few buttons for commands that you'll use often, such as Save, Undo, and
Redo. They'll always be available, no matter which ribbon tab is active.

LAdd a Button to the Quick Access Toolbar,

Commented [1G22]:
Practice File: 09-the-quick-access-toolbar.pptx

Explain that the Quick Access Toolbar is a place where you
can store all your frequently used commands. It includes
Save, Undo, and Redo but you can add more.

If the Quick Access Toolbar doesn’t contain enough of your frequently used commands, you can customize it
by adding or removing commands.

Click the Customize Quick
Access Toolbar button.

A list appears and displays
some commands you can add.
You can find all the available
commands to add by selecting
More Commands, which opens
the PowerPoint Options dialog
box.

Select the command you want
to add.

Right-click the button you want
to remove.

Select Remove from Quick
Access Toolbar.

file  Home | Insert Draw  Design
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- ¥ | side-G- | 2-A
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Spelling
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Start From Beginning

Touch/Mouse Made

rshow  Review | View | Help
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= notes
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B =

)4 += B~ ||caiibri
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Paste =
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Clipboard % Slides

4 Title Slide

— )

4 Good vs. Bad

‘ ) |
i e s

File  Home | Insert | Draw  Design Transiti

Commented [1G23]:
1. Click the Customize Quick Access Toolbar button.

2. Select the Email command.

Make sure to point out that you can select More
Commands to see even more available commands that
you can add. You can also reorder the commands from
the PowerPoint Options dialog box.

Remove from Quick

Customize Quick Ac

‘Show Quick Access Toolbar Below the Ribben
fual] B I US =

2-A-ha-

Collapse the Ribbon

Font.

= Motes

Customize the Ribbon..

Access Toolbar > P Tellme & =

© 8

Editing | Dictate

cess Toolbar..

Voice ~

Giving a Great
Presentation

CustomGuide Interactive Training

B = = 3 -1 + o @

Commented [1G24]:
1. Right-click the Email button in the Quick Access
Toolbar.

2. Select Remove from Quick Access Toolbar.
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]Share a Presentation

It’s easy to share a presentation with other people from within PowerPoint. For example, you can send a
sharing invitation to co-workers that gives them access to view or edit the file. To share your presentation,
make sure it’s saved to an online location, such as your OneDrive or your organization’s SharePoint server.

]Share a Presentation

Commented [IG25]:
Practice File: 10-share-a-presentation.pptx

Save the presentation to OneDrive or SharePoint, whichever
service works best for you. If it's not saved to one of those,
it cannot be shared using the steps in this lesson.

Save your presentation to an
online location.

©
(2]

Click the Share button.

The Share window opens,
where you can invite others to

view and edit the presentation.

Enter an email address.

Click the Link settings button.

Here you can control who this
link you send out will work
for—anyone with the link,
anyone in your organization,
anyone you've already shared
it with, or just the specific
people you choose to send it
to.

Select who can view the link.

Select whether to allow
editing.

Click Apply.

0o

Fila  Home Insert Draw Design Transitions Animations  Slide Show Review View Help O Tell me =3 9
ma (| <152 8
£
Paste L New 5 . Drawing | Editing | Dictste
- S| sider B- Send Link - - -
Clipboard Slides ] Voice ~
4 Title Slide People in CustomGuide with the link
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[y Send a Copy 2
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Clipboard

4 Title Slide
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Kayla Claypeal

Slides

Link settings

Who would you like this link to work for?

x
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People in CustomGuide with
the link
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Znotes | [E
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Commented [1G26]:
1. Ensure the presentation is saved to OneDrive or your
SharePoint.

2. Click the Share button.

3. Have students pair up and add the email address of
their partner in the Invite people field.

4. Click the Link settings arrow.

5. Explain the link settings options

6. Select Specific people.

7. Uncheck the Allow editing check box.

8.Click Apply.

9. Type “Take a look at this.” in the Message field.
10. Click Send.

After the sharing invitations are sent, give students a
chance to check their email for the notification.
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o Include a message (optiona”. AutoSave @ 00) [(J - ) T = 10-share-a-presentati., - PowerPoint  Kayla Cl

File  Home | Insert Draw  Design Transitions Animations | Siide Show  Review View Help | 2 Tellme & @&
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]Manage Access to a Presentation

After you've started sharing things with others, it may be tricky to remember who has access to what.

The permissions are updated.

Click the Share button.

Click the More Options (+++)
button.

Select Manage Access.

Now, you can see who has
access to this presentation,
and whether they have editing
or view-only permissions.

Click a permissions list arrow.
Select a permission level.

Click Close.

B92-0F -

10-share-a-presentati... - PowerPaint  Kayla
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Commented [IG27]:
1. Click the Share button.

2. Click the More Options (::-) button.
3. Select Manage Access.

4. Click a permissions list arrow.

5. Select Change to view only

6. Click Close.
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\Help\

Commented [1G28]:

Practice File: 11-help.pptx

When you don’t know how to do something in PowerPoint, you can look up your question with the Help

feature. Help can answer your questions, offer tips, and provide guidance for all of PowerPoint’s features.

The Tell Me Field

The Tell Me field is a text field above the ribbon, where you can search for commands and get quick access

to them.

o
2]

Click the Tell Me field.
Type what you want to do.

A menu appears, listing
commands related to what you
searched for, as well as a link
to that topic’s help file.

Select the command you are
looking for.

AutoSave

Paste
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Clipboard % Slides
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Commented [1G29]:
1. Click in the Tell Me field.

2. Type “Hide”.
Show that all the commands related to Hide appear.
Selecting one of these commands is just like finding it on

the ribbon and clicking it.

3. Select Hide slide.

© 2025 CustomGuide, Inc.
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fThe Help Pane

If you're looking for more information about a topic, you can consult the Help files.

o Click the Help tab.
o Click the Help button.
Shortcut: Press F1.

A browser window opens to
the Microsoft Office Support
page.

o Type a help topic and click the
Search button.

o Select a help topic.

Information is displayed regarding the
topic you chose.

11-help - PowerPoint

File  Home Insert Draw Design Transitions Animations | Slide Show | Review | View Help O Tell me
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Help Contact Feedback Show What's
Support Training New
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Office ...
Video: Add transitions between slides

Use the Moroh transition in PowerPoint
Snotes B 55 B T -8

Add, change, or remove transitions between slides -

Slide transitions are the animation-like effects that occur when
you move from one slide to the next during a presentation. You
can control the speed, add sound. and customize the properties of

Slide transitions are the animation-like effects that happen when
you move from one slide to the next during a presentation. Add
slide transitions to bring your presentation to life. Select the slide

"

v X

ENA

v

Commented [IG30]:
1. Click the Help tab on the ribbon.

2. Click the Help button.
3. Type Transitions in the search box.
4. Click the Search button.

5. Select the first search result.

+ 4% [
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\Close and Exit

Commented [IG31]:
Practice File: 12-close-and-exit.pptx

When you're done working with a file, it's a good idea to close it so you don't bog down your computer with

unused programs.

\Close a Presentation

Each presentation window must be closed individually. If you only have one file open you can close it and

keep PowerPoint running from the File menu.

o Click the File Tab. AutoSave (@ o) - Q s 12-close-and-exit - PowerPoifit Kayla Claypool o
) File  Home | insert Draw  Design  Transitions Animations  Slide Show Review View Help & O Tel me ® | »
e Click Close. - @\_ . 5 [h] 5/ (2] &
Note: If you have not saved the | =% « | (i Gieg. 2 - A > D) | B | e
presentation since making R == Eort boidhusu) o
changes, a dialog box will
appear aSklng If yOU want to 12-closa-and-exit - PowerPaint Kayla Claypool 7 - a bd

save changes to the
presentation. Click Save if you
wish to save your changes;
click Don’t Save if you do not
want to save your changes;
click Cancel if you do not want
to close the presentation.

The file is closed but PowerPoint is still
running. You can still browse for a file
to open, create a new presentation,
and access PowerPoint’s options.
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Commented [1G32]:
If you only have one presentation open, but you want
PowerPoint to stay running...

1. Click the File Tab.

2. Click Close.




]CIose PowerPoint Commented [IG33]:

1. Click the Close button.
If you click the Close button on the title bar when you have only one PowerPoint presentation open, the

presentation will close and you will exit the PowerPoint program. Explain that clicking the Close button in the top right corner
will close a presentation AND the PowerPoint program at

a Click the Close button R y the same time if there is only one presentation open.

File ~ Home Insert Draw Design Transitions Animations Slide Show Review View Help | O Tellme 5} @
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