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Formatting and Themes

PowerPoint offers a wide array of text formatting
options and themes that give you complete control
over the design of your slides. Themes help you design
your presentation using a foundation of coordinating
palettes and styles. However, sometimes you’ll still
need to make edits to the font type, size, color, or
effects of slide text. If you need to apply the same
formatting change to multiple slides, you may find the
Format Painter particularly helpful.

The slide background is one of the most prominent
design elements of a presentation. It can be
customized to your liking to bring a whole new look to
your slides. Instead of creating new presentations from
scratch all the time, you can take advantage of
previous work and create a template from a
presentation you’ve already customized.

Objectives

Themes

Format Text

Format Lists and Columns
Hyperlinks

Copy Formatting

Slide Background
Customize Themes

Slide Size

Templates

© 2025 CustomGuide, Inc.
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Themes

A theme is a set of unified design elements that you can apply to a presentation to give it a consistent look
and feel. Changing the theme changes the slide background, the font colors and styles, the slide layouts, and
the effects on graphics.

Apply a Theme

o Click the Design tab. 5 01-themes - PowerPoint Kayla Claypool

. . File Home | Insert 'I Design Transitions Animations = Slide Show Review View Help 2 Tell me [ =
o Click the More button in the

r | (2 &
Themes group. g | f.a...ﬂ ‘A;..._ . 0 Customize | pesign

Ideas

-q Designer ~

Small thumbnails appear for
each theme, showing off the
fonts, colors, and designs they
use.

o Select a theme. — - 0
Great Presentation

tomguide Interactive Training

Tip: Preview a theme by
hovering over it in the menu.

Each theme also includes a few
variants that keep the basic
look of a theme but change

! Browse for Themes...

Save Current Theme... T
some of the colors and effects. . :
Slide 10f8  English (United States) Znotes B 5 B T -4 + 45% [
° If necessary, expand the
Variants button on the Design
tab. s 01-themes - PowerPoint

File Home  Insert Draw  Design Transitions Animations | Slide Show | Review | View | Help 2O Tell me [ =

e Select a variant of the theme.

_____ - [E——— [— Variants | Customize | Design

Ideas

Notice that changing the theme affects - e

pretty much everything about your « T ﬂ ..... j . ﬂ -

[»]

D

presentation. It changes the slide 1 j -----
background, the font colors and styles, vaﬁts
the slide layouts, and even the effects 4 Introduction
. 2
on graphics. .
K 1 Tips for a Great

3 1 Presentation

Customguide Interactive Training

4 Good vs. Bad

)
=y | :

Slide 10f8  English (United States) = Notes E B B = -1 + 45% [H

4

3
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Format Text

You can use the Font group of the Home tab to change the way the text in your presentation appears by
changing the font type, size, color, and style.

Change Font Type

One way to emphasize text in a presentation is by changing its font type. A font type is a set of characters
with the same design and shape.

Select the text you want to
change.

Tip: If you want all of text in a
text box to change, you can
just select the text box.

Click the Font list arrow.

Tip: Preview a font by hovering
over it in the menu.

Select a new font.

Shortcut: Use the Font list
arrow on the Mini Toolbar that
appears near the mouse when
you have selected text.

Change Font Size

Select the text you want to
change.

Click the Font Size list arrow.

Tip: Preview a font size by
hovering over it in the menu.

Select a font size.

Shortcut: Use the Font Size list
arrow on the Mini Toolbar.

A2-format-text - PowerPoint

Drawing

File Home Insert Draw Design Transitio , latio Slide She Review | View Help Format 2 Tell me = =
X +] @ | [ebihems = M - == = 6| (o
ftl - \_—‘ o Theme Fonts S - " . @
Paste New " | Drawing | Ediing | Dictate
- ¥ | side- @- | Trebuchet MS (Headings) B | - o -
Clipboard | Slides |TrebuchetN\S (Body) 5 Voice ~
= All Fonts -
4 Title Slide
1 Abadi [3]
) Abadi Extra Light ol
ligency B
Aharoni P
4 Introduction Aldhabi @
: | BLGERIAN
AI e Angsana New o]
A anal/PC @
3 Aparajita P
M Arabric Typesatting ]
Arial
4 Good vs. Bad Arial Black
4 Arial Marrow
. o) -
5 | Arial Nova 3 .
Arial Nova Cond Lo .
5 [-——— . Arial Nova Cond Light D
Slide2of 8 English {United State - - — = S =R - - T~ — + &% [

Drawing

te Shc| Review View Help Format O Tell me [t =

;:.;:.'1; -1l | e )

File Home Insert Draw Design Transitio Animatic

Sin, X -+ - | Arial
L ] =
New

- £k .

Paste EB — - Drawing | Editing Dictate
- ¥ Slide - 03~ - - -
Clipboard Slides Font - 7 Voice

4 Tile Slide

1

4 Introduction

3

4 Good vs. Bad

B =7 -1 + 23 [

= Notes = S5

Slide 2 0f 8 English (United States)
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Change Font Color

Changing font color is yet another way to emphasize text in a presentation.

o Select the text you want to 5- 02-fonmatest - PowePaint brawing
Change File Home Insert Draw Design Transitio Animatio Slide Shc Review View Help Format £ Tell me a3 =
fﬂ X m - | adal L= EE B [ o 0
i i A g
e Click Font Color list arrow. Ao Sa By en B0 | Drnwing | satng | caae
- Side- B+ £ - A-Aar A A . o o N
The COIOrS that appear at the Clipboard = Slides Theme Calors [ Voice ~ |
- H H EFENEEN -

4 Title Slide

top coordinate with your

1
current presentation theme.

Tip: Preview a font color by Py T
hovering over it in the menu.

o Select a new color.

Shortcut: Use the Font Color
list arrow on the Mini Toolbar. P———

4
Tip: The Font Color button always

displays the color that was used most S N -

recently. To quickly apply this color to Stie 2018 Engllh UG Zhotes B 8 B = -4 Y i 0
other selected text, simply click the

Font Color button instead of the list

arrow.

Standard Colors
L] EEENE
&) More Colors...

& Eyedropper

12 [Your Company Name]



Apply Text Effects

In addition to changing font type, size, and color, you can also emphasize the text in a presentation by
changing the text effects. The most common and popular styles are bold, italic, and underline, but other
styles such as shadow and strikethrough are also useful.

o Select the text you want to 5- ottt - Powepane o
Change File m Insert Draw Design Transitio Animatio Slide Shc Review View Help Format 2 Tell me &) (o
ﬁil X | B | A s - = 5 LD:J
o Sele(:t ° font Style Ilke BOId, e EE ' " 2 A Drawing | Editing | Dictate
i i M Shide- LI~ | # - A - Aa- A A A = - t t
Italic, or Underline. R R, - |E=== 2 - A
Shortcuts: : Title Slide
e To bold, Ctrl + B. -

e To italicize, Ctrl + 1. ) Iil

Tip: To remove a font style from -
selected text, simply click the style ) Gt

button again, or use the Clear All 4 m

Formatting button. J

-4

Slide 2 0f 8 English (United States)

e To underline, Ctrl + U.
3

Motes B B B = -1 + 45% [

v

Change the Case

If you want to change the letter case for an entire block of text, it's simple to switch to lowercase,
uppercase, sentence case, or capitalize each word without manually changing each letter. You can also
reverse the case of selected text with the toggle case option.

n Select the text. : 02-format-text - PowerPoint Drawing
File Home Insert Draw Design Transitio Animatio Slide Sh¢ Review View Help Format L Tellme B8 (=}
. ~ et
e Click the Change Case button. o o (o] @
O s | |
. Daste rawi diti ictate
o Select a case option. g i [l (U
Clipboard e Shides Font Paragraph 0 Voice -~
4 Title Shide : 9

| n

4 Introduction

] -
Side20f & English (United States) =notes BEN 55 B T -—4 + 4% 3
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Align Text

There are a couple of different ways to align the text in a text box. You can select from both horizontal and
vertical alignment options.

@
(2]

Select the text.

Select a horizontal alignment
option.

Select a vertical alignment
option.

File Home Insert Draw Design Transitio Animatio Slide She Review View Help Format O Tell me 1= =

J'L_-f- B- | | Adal
ﬁjf@- lﬂ‘@l

02-format-text - PowerPaint Drawing

B I USai-

Clipboard = Slides

4 Title Slide

1

4 Introduction

3

4 Good vs. Bad

4 E
]

Slide 20f 8  English (United States)

Font

]

u E 1~
Paste New N |_Ed
|

= = = A

ERS =RAR A e 21 B

== =t

— ting | Dictate
Paragraph Voice

v ?

l Bottomn

[3] More Options...
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Format Lists and Columns

Add Multiple Columns

When you have text on a slide, PowerPoint automatically puts it in one column, but you can break it into

multiple columns if that’s more fitting.

Select the text box with items
you wish to convert to
columns.

Even if text flows outside of a
text box, it doesn't
automatically break into
columns.

Click the Add or Remove
Columns button on the Home
tab.

Select a column option.

Numbered and Bulleted Lists

03-format-lists-and=columns - Pow...

Drawing
£ Tellme & =
Trebuchet MS (Body) - |24 -/ | EEi=~ 1=- |4~ jo)

A 8

File Home Insert Draw Design Transitio Animatio Slide Shc Review  View Help Format

X |7 @3-
ﬁj lﬂ@ B I UGS a AV e -
New u it = 1 Drawing | Editing | Dictate
- side~ B~ | £+ A~ Aa~ ) :

Paste i |
3 -
IEI One Column
Clipboard Slides Font 7] Par. Voice ~

4 Introduction Two Columns

Three Columns

WhatiMakes a Presenta

2 -
== More Columns...
3
™ .
= Astrong start
> Knowledge and authority
= New and unexpected information
= Storytelling

» Passion

4 Good vs. Bad

4 E
= Simplicity
5 » Focus on audience needs

Slide 5 of &

English (United States) = Notes E B B T -—}

Use bulleted lists when the order of items in a list doesn’t matter, such as listing items you need to buy.
When the sequence of items in a list does matter, such as to present step-by-step instructions, use a

numbered list instead.

Select the text box with the
items you wish to convert to a
list.

Click the Numbering button or
the Bullets button.

Tip: To remove bullets and numbering
from a list, select the list and click the
Bullets or Numbering button in the
Paragraph group.

03-format-lists-and-columns - Pow... Drawing

File Home Insert Draw Design Transitio Animatio Slide She Review View Help Format O Tell me 1= =
fw X -D] E - | Trebuchet MS (Body) ~ G Jo) D
D[@- ) B I US M- =
Paste New - Drawing | Editing | Dictate
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Clipboard = Slides Font F] Vaice -~
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» Astrong start » Passion
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4 Good vs. Bad > Mew and unexpected information > Focus on audience needs

4E

» Storytelling

L
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Change the List Style

If you don’t like the bullet character or number style that has been assigned to your list by default, you can

always change it.

o Select the items with the style

you WiSh to change File Home Insert Draw Design Transitio Animatio Slide Shc Review View Help Format O Tell me [t =

flil .% m = Trebuchet MS (Body) ~

o Click the Numbering or Bullets pase D7 | pew O BT LS e
. i - | Side- T | £ - A Aa-
utton list arrow. Clipboard 1 Slides Font

[2]

2

e Select a new 5ty|e_ 4 Introduction

The new bullet character or number
style is applied to the selected
paragraph(s).

Slide Sof 8 English (United States)

A strong start
Knowledge and authori
New and unexpected ir

Storytelling

03-format-lists-and-columns - Pow... Drawing @

m)

»— [T —

»— | B —

»— [ —

— Bullets and Numbering...

= Notes B 5 B =T -—1 + 45% [

Keyboard Shortcuts for Working with Lists

e B N

Enter Inserts a new paragraph with the same formatting as the previous one.
Tab Demotes the paragraph one level.
Shift + Tab Promotes the paragraph one level.
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Hyperlinks

Hyperlinks in PowerPoint are just like ones you see on webpages. When you hyperlink text or graphics, they
become clickable and will connect you to outside information.

Hyperlink Text or Images

© 00

Select the text or graphic you
want to hyperlink.

Click the Insert tab.

If necessary, expand the Links
group.

Click Link.

You can hyperlink to a website,
a place in the current
presentation, a new file, or an
email address.

Select a linking option at the
left.

Fill in the necessary
informational fields.

Click OK.

Draw Design Transitio Animatio Slide Shc Review View Help Format
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= Notes - EE
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Format
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e Click away from the text or O&-hyperinks - PowerPoint

Image File Home Insert Draw Design Transitions Animations @ Slide Show = Review | View  Help £ Tell me = =
M\ B = © E o | = T 4 Q||
e Hold the Ctrl key and click the New | Table | Images | llustrations | Forms | Add- | Links | Comment | Text | Symbols | Media
. . Slide ~ @ h M ins~ 2 - - -
hyperllnkEd teXt or Image' Slides Tables Forms Comments ~
4 Introduction
2 -
|
3
Hot knowing your topic
Reading the slides
4 Good vs. Bad Too much information
4 Lack of excitement
5 -
' |
6 hd
EY
&
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Copy Formatting

If you find yourself applying the same formatting over and over again, then you should familiarize yourself
with the Format Painter tool. The Format Painter copies how text or objects are formatted and lets you

apply that formatting elsewhere.

Apply Formats Once
o Select a formatted text. 05-copy-formatting - PawerPoint Drawing
. ) File Home Insert Draw  Design Transitio Animatio Slide She Review View Help Format O Tell me [ =
e Click the Format Painter LA e 3l |[2]] &
button. P - o] B I U S a - Drawing | Editing | Dictate

-3 Side- &~ | € - A-pAa- AN A
The formatting is copied to the C“°b°b“ s fan e oy =2
painter tool. The cursor : T

changes to a paintbrush to -

show that it is now in Format
Painter mode.

o Select the unformatted text.

3

4 Introduction

The formatting is applied. Notice that
the Format Painter turned off, meaning
if you wanted to apply the same

4

format to more text, you'd have to s :
repeat the whole process all over .
again. Slide20f 8  English {United States) = Notes E B B T -—} + 5% [

Tip: You can also use the Format
Palnterto Copy the formattlng Of File Home | Insert Draw  Design Transitions Animations | Slide Show = Review | View Help | © Tell me [ =
objects, such as shapes, and apply that Ko | - B | [rebuchee S (reacim |24~

Fﬁlj - [ s i o @J

_o) O- 7y o 05-copy-formatting - PowerPoint Kayla Claypool

. . AV
formatting to other objects. Pase Nt M T U S 2 By || By | rae
- Side- &~ | £ - A-Aar AN B - - -
Clipboard T Slides Font I} Paragraph I Voice ~
4 Title Slide

1

4 Introduction

2

4

4

3
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Apply Formats Multiple Times

Select the formatted text.

Double-click the Format
Painter button.

Repeatedly select the
unformatted text.

Just like before the text is
reformatted. However, this
time the Format Painter stays
on, so you can continue
selecting text to re-format.

Click the Format Painter
button to turn it off.

Shortcut: Press the Esc key to
deactivate the Format Painter.

B9 0% -

05-copy-formatting - PowerPoint

1 -
4 Introduction

2

4 Good vs. Bad

4
5
=

Slide30f 8  English (United States)
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Slide Background

If you don’t like the slide background that comes with your current theme, you can easily change it.

Modify the Slide Background

o Click the Design tab. 06-slide-background - PowerPoint KaylaClaypool
File Home Insert Draw  Design Transitions Animations @ Slide Show Ref View Help 02 Tellme [t =
O If necessary, expand the | N B =
Customize group. amemmn | 2| | voriants | Costomize | Design
. & < Ideas
o Click the Format Background —— o8
&
button. 19 Fﬁ
ide ormat
Size = Background
The Format Background pane Custom
opens. From here, you can
adjust the slide's existing
background or create one from
a picture or pattern. : e
Customguide Interactive Training
o Make changes to the slide
background.
The available options depend . :
on the current theme section, L -
Slide 10f 8  English {United States) = Notes B B B = -1 + 45% [

but you will usually have the
following options:

[ ] Solid Fi“ = 06-slide-backgraund - PowerPoint Kayla Claypool
File Home Insert Draw Design Transitions Animations @ Slide Show Review View Help © Tell me = =
e Gradient Fill
om [ o GG
. . - = - - — | Variants | Customize | Design
e Picture or Texture Fill - © | e
Themes Designer
e Pattern Fill iTHe. [ “ Format Background X
'
e Hide Background Graphics o 3
. . NE 4 Fill =
o (Optional) Click Apply to All to N .
use the new background on all . O Gt
. . . 4 @so TIPS for a GI'Eat PBicture or texture fill
slides in the presentation. ) . Battern il
4 [ Presentation
Hide background graphics
G Click Close. 5 [ _
Preset gradients A~
6 1
Type Linear -
7 [e=3 Direction -
8 3 e Angle 45+ = =
6 Apply to All
Slide 10f8  English {United States) = Notes B 0= B =T -1 + 29% (4
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Customize Themes

If you don’t like the default themes PowerPoint has available, you can create your own theme by saving any
combination of theme colors, theme fonts, theme effects, and background styles.

Modify a Theme

It's helpful to start with a theme you like that’s close to what you’re looking for and then modify the theme

elements to better suit your needs.
With a theme applied, click the
Design tab on the ribbon.

If necessary, expand the
Variants group.

Click the Variants gallery More
button.

Modify any of the customizable
theme elements:

OO0 0@

e Colors: A set of eight
coordinated colors used in
formatting text and objects
in the presentation.

e Fonts: A set of coordinated
heading and body font

types.

o Effects: A set of coordinated
formatting properties for
shapes and objects in the
presentation.

e Background Styles: Select
from a solid or gradient
color, or create a
background using patterns
or graphics.

07-customize-themes + ierPoint Kayla Claypool

2
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4 Introduction
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4 Good vs. Bad

ow]
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Tips for a Great
Presentation

5

L

Slide 1of 8 English (United States)

H = B ¥ -1

= Notes

07-customize-themes - PowerPoint

Kayla Claypool
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Save a Custom Theme

Once you’ve modified a theme, it’s easy to save it for future use.

Click the Design tab on the
ribbon.

Now when you open the Themes
gallery, your custom theme will be

button.
Select Save Current Theme.

Enter a name for the Theme
and click Save.

listed alongside the rest of the Office
themes. Any custom themes you save

are available in all Office programs.

Click the Themes gallery More

& 9

07-customize-themes - PowerPoint

Kayla C

File Home Insert Draw Design Transitions Animations @ Slide Show Review View Help © Tell me [
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Slide Size

PowerPoint allows you to change the aspect ratio of your presentation. The widescreen slide size is best
when presenting on modern displays with a 16:9 aspect ratio. If you'll be presenting on an older display with
a 4:3 aspect ratio, you’ll want to use the standard slide size instead.

Change the Slide Size

Click the Design tab.

Expand the Customize group.

Click the Slide Size button.

Tip: To change the slide
orientation, click the Slide Size
button and select Custom Slide
Size. Change the slide settings
and click OK.

Select Widescreen or
Standard.

Widescreen: 16:9 ratio is
much wider than it is tall
and works well for wide,
high definition screens.

Standard: 4:3 ratio is only
slightly wider than it is tall
and works best for
traditional screens.

Select Maximize or Ensure Fit.

Maximize: Crops your
content and fills all the
available space on the slide.

Ensure Fit: Scales content
down and leaves additional
space at the top and bottom
of the slide.

The entire presentation is resized to fit
the new format.

File
N |

4 Title Slide
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Templates

Creating a presentation from scratch can be a little intimidating and time consuming. Luckily, there are
plenty of templates you can use to get started. The template files you download from PowerPoint are
professional-looking presentations, pre-populated with graphics, text boxes, and design elements.

Use a Template

0 Click the File tab. Presentation - PowerPoint Kayla Claypool
. File Home Insert Draw Design Transitions Animations Slide Show Review View Help O Tell me [ =
e Click the New button. Q L e el
[ ] BIUSas# & rawin itin ictate
e Search for a type of template v S g 2-A- [ | = | B
or use the Categories tO Clipboard & Slides Font Voice -~
browse.
o Select a template Prasentation - PowerPoint Kayla Claypool 7 - a x
An informational screen New 9
appears ShOWI ng a descrl ptlon | Search for online templates and themes yel

of the template and the file
size. Use the arrows under the
preview image to view some of
the different slide layouts
available in the template.

o Click Create.

The template is downloaded and ready

Suggested searches:  Presentations Themes Education Charts Diagrams

Business  Infographics
Take a tour ﬂ

Blank Presentation Welcome to PowerPoint 57 o

Featured  Personal

for you to populate with information. ﬁ
Get started T
s QuickStarter
"-’ o & -
e | oiob .
Bring your presentations to lif... = Start an outline

Tech Dividend design

Provided by: Microsoft Corporation

This template based an the Dividend theme
provides sample content for a tech business. With a

# TECH DIVIDEND DESIGN

subscription, you get intelligent Design Ideas that

offers muktiple layout suggestions for a slide. This is
an accessible template.

Download size: 714 KB

e .

Account

Feedback
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Create a Custom Template

If you have an existing presentation that you find yourself modifying regularly, you can save it as a template.

Open the presentation.
Click the File tab.

Click Save As.

Click Browse.

Click the Save as type list
arrow.

Select PowerPoint Template.

The file will automatically be
saved to your Custom Office
Templates folder. You’ll need
to leave this as the save
location in order to access it as
a PowerPoint template in the
future.

Type your template name in
the File name field and click
the Save button.

File Home  Insert

09-templates - PowerPoint Kayla Claypool
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Use a Custom Template
Click the File tab.
Select New.

Click Personal beneath the
search bar.

Select a custom template.

Click Create.

A new presentation is created from the

custom template. Creating a

presentation from a template ensures

the original file is never overwritten.

Sales Meeting - PowerPoirnt Kayla Claypool
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