PowerPoint Basics
Quick Access: This bar has a set
of tools you can quickly use. The
arrow on the right allows you to
customize it to
include the tools
you use the most.

Ribbon: This bar has all of the features
and tools available to you in
PowerPoint. It is organized into tabs
according to similar
functions.

Slide Thumbnails:
This panel has all
the thumbnails of
your slides so you
can see what your
slides look like at a
glance. Clicking on
one will make that
slide the active
slide.

Active Slide: This is the slide you’re currently editing. It is
highlighted in orange in the slide thumbnail bar. The
outlined sections are boxes you can �ll with text and
images.

Notes: Clicking this button will allow
you to enter notes into a text box
below the active slide. These notes
are useful for presenting so you
remember everything to talk about.

View Controls:
These allow you to
zoom in and out of
your slideshow. There
are also other views
such as the Slide Sorter,
Outline, and Presentation
views that allow you to
change how you look at
your presentation during
editing.

Learning the Ribbon

The ribbon sits at the top of your page. The ribbon is broken down into sections
according to similar functions. There are several tabs including File, Home, and
Review. Here we’ll only focus on the most commonly used sections.

File is designed for accessing and managing documents. The layout of the File tab is different from the other
tabs in PowerPoint, but looks the same across all Of�ce applications (Word, Excel, PowerPoint, and
Publisher). Unlike the other tabs, File sits on the right side of the page and its options are vertical.

New (CTRL+N) give you the option to create a
new document. There are templates that you
can choose to give yourself a head start on
how your document will look, though you can
also create a blank document and start from
scratch.
Open (CTRL+O) lets you open documents
you’ve previously worked on. It shows you
the most recent documents you’ve worked
on, though you can choose “Browse” and
look for any document saved on your
computer.

Print (CTRL+P) lets you make a
physical copy of your document by
sending it to a printer. You’ll get a view
of how your document will look when
printed out, as well as options that may
or may not be present depending on
what your printer is capable of oding
like double sided printing.

Save (CTRL+S) and Save As are two ways
to do the save the progress you’ve made.
Save will keep the changes you’ve made to
your document in the �le you’re working on.
Save As will put those changes into a new
document, leaving the original unedited.
Helpful for things like invoice templates
where you don’t have to edit the original, but
need to save the changes you’ve made.

Home
The Home tab of the ribbon is the default tab for PowerPoint.

The Slides section allows you to
add new slides, change the
layout of a slide, or add
sections to your thumbnail row to
organize groups of slides.

Font changes the look and
style of your selected text
inside your slides. You can
change the size, emphasis,
and font color in this
section.

Paragraph changes the alignment
of your text, adds bulleted or
numbered lists, adds columns, and
changes the direction of your text.

Drawing allows you to add
shapes like squares, ovals,
and arrows to your slides,
arrange the elements of your
slides in different ways, and
change the colors of your
slide elements.

Design
The Design tab will let you change the overall look of your slideshow.

Clicking on a theme in the
Themes section will change the
look of your slide. The arrows on
the right side of the box allows
you to scroll through a variety of
available options.

In the Variants section you can make minor
changes to your slide design such as the color of
the background or what default color options
you have access to. These are helpful because
you can quickly change the look of your slides
and give them a different feel with only a few
easy clicks.
Clicking the dropdown in Variants allows you to further customize the slide design by
choosing a different set of colors, backgrounds, fonts, and effects. These give you far more
options to choose from than the default variant options shown at the top.

Transitions
Transitions help ease the viewer from one slide to the next.

Transitions allow you to enhance the look of
your slideshow from one slide to the next. By
default, it will just jump from one slide to the next
instantly. With adding a Cut, Fade, Reveal, or
Split, you can make the �rst slide fade out or
slide out of the way to reveal the second. There
are a lot of options in here.

Some transitions have
options which you can
choose through on the
Effect Options button.

The Timing section allows you to edit the
timing of your transitions making them go
from quick to slow, applying that transition
to every slide, or automating your
slideshow to advance to the next slide
after a certain amount of time goes by.

Animations
Similar to transitions, Animations move smoothly from one element to another on the same slide. This is an advanced option you
can use to add �air and interest to your presentations.

The Animation section allows
you to add an animation to your
slide. There are a few options.
There are animations for entering
and exiting the slide, moving
around the slide, and adding
emphasis.

Just like with Transitions, some
animations have options
which you can choose through
on the Effect Options button.

Each element on a slide
can only have one
element at �rst. To add a
second, select that
element and choose “Add
Animation” from the
Advanced Animation
section.

Each animation has a
default setting for timing
and how they work. To edit
those, use the Timing
section.

Slide Show
This tab focuses on the tools needed to present the slideshow itself.

The Start Slide Show
section does exactly
that. You get two options
where you can start from
the beginning or from
the current slide you’re
viewing. The second is
helpful if you want to
make sure your
animations or transitions
are looking the way you
want without having to
click through the whole
presentation.

Set Up has the options for
changing how you want to
handle your slideshow. Hide
Slide is helpful if you tend to
give the same presentation
multiple times, but might want
to skip certain sections based
on your audience. That allows
you to keep the slide in your
slideshow for next time, but
turn it off from the
presentation if you don’t �nd it
relevant at the time.

Rehearse timings lets you
practice your slideshow and
have PowerPoint learn when
you want to advance your
slides automatically if
you’re not able to sit near
the computer while
presenting. Record
slideshow will record your
presentation to export as a
video at a later point in
time.

The Presenter View allows you to have
a heads up look at what’s coming up
next in your presentation along with the
notes you’ve added. It does require a
second monitor to use. The large slide is
your current slide that everyone is
looking at during your presentation. The
smaller slide on the right is the next
slide or animation to come up.
Under that are your notes. You can add
notes to any slide and here they will
show for you to view while presenting.

View
This tab holds all the ways you can look at your slideshow as you are editing it.

Presentation Views show a
variety of ways you can
visualize your slideshow as you
edit it. The Slide Sorter in
particular is a helpful method
for viewing your slides at a
glance (see below).

If you �nd you’re always changing how
your slides look from font to colors, you
can use the Slide Master to edit how the
slides are created by default. This means
any new slides you add will have
whatever changes you’ve made to them
automatically there when you add them.

Slide Sorter
The Slide Sorter makes it easy to get a quick
glance at your whole slideshow and easily move
slides around. This view lays out every slide you
have into a grid. From there you can click and
drag them around if you need them to be in a
different place than they were originally put in.
It also lists whether the slide has animations and
transitions by putting a star in the bottom right
corner. If you’ve established timings for your
slides it will list those too.
The other bene�t is the ability to take a look at
your slideshow in general and see if the slides all
�ow well together or if you need to edit
something.

The Show section can be helpful to
get all your visual elements lined
up together how you want. Adding
the Ruler, Gridlines, or Guides give
you exact points on your slides to
make sure everything lines up
exactly how you want every time.
This is also another place where
you can show and hide the notes
section.

