
How to…
Get started in PowerPoint



Right-click in the 
workspace and 
select New Slide or 
press Control+m on 
the keyboardTop Tip:

learn the keyboard 
shortcuts for the most 
repeated tasks

Make a new slide
First, select Slide Sorter 
View



Choose a Layout
To choose a different 
Layout from the Master 
Template, right-click off 
the slide and select 
Layout



Choose a Layout in 
the Slide Master For example:

Text Slide



Click in the text boxes 
to start typing



The colour and design of 
the shape will default to 
the template’s settings 
but all properties can be 
changed in the Shape 
Format menu

Insert a shape On the Home 
menu, select a 
shape then click or 
drag on the slide to 
place it



With the shape 
selected, click on 
Shape Format menu
>Shape Fill
and select a new 
colour from the palette



Top Tip:
Choose a new fill 
colour using the 
Eyedropper tool …



… with the shape 
selected, using the 
Eyedropper, click 
on an area of a 
photograph, for 
example, to select 
a specific colour



Now choose a 
Shape Outline 
colour and line 
thickness



Drag to select text 
then click on the 
font palette button 
to change its colour



Aligning objects

Align separate 
objects: Select 
them, then 
Home>Arrange>
Align>Align Top

Next: Distribute Horizontally
for an even spread between the far left 
and far right objects. The same 
principle applies to Distribute Vertically



Top Tip:
Select slide and 
press Control+c to 
copy it

Reuse an example slide
To reuse an 
example slide, 
right-click on it and 
select Copy



Top Tip:
Press Control+v to 
paste it

Top Tip:
Control+d will 
duplicate any slide, 
which you can then 
drag into position

Click to position the 
slide, right click and 
select Paste



On the Insert 
menu, select Text 
box then click and 
drag a new text box

Insert a text box



Click in the text box 
to start typing – font 
colour, size and style 
can all be edited in 
the home menu



Choose the Table 
Slide layout and click 
on the Table icon

Type in number of 
rows and columns, 
they can be added 
to/removed later

As ever, the default 
table design is set in 
the Master Template 
but can be edited 
using the Table 
Design menu

Insert a table

Select 3rd design 
from the left, 
“Medium Style 2 
– Accent 2”



From the Insert 
menu, select Picture 
and search for an 
image

The picture style can 
be edited in the 
Picture Format menu

Insert a video in the 
same way

Insert a picture



Insert a chart and 
choose from a list of 
styles The default style is 

set in the template 
but can be edited in 
the Chart Design 
and Format menusInsert a chart



Finally…



What to do when it all goes wrong!
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• Click “Save” (or Control+s) as often as possible!

• Use “Save As…” in the File menu to save a new version of the latest 
slide edits and name them “v1, v2” etc. This means there is always a 
backup if anything happens to the current file

• When editing, click the “Undo” button in the ribbon menu at the top 
of the screen to step back in time and remove any mistakes
– Top Tip: Control+z is much faster!

Save, Save as... and Undo



Further guidance & resources
Go to:
My Development>Course Listings Tab and search for “PowerPoint”



Thank you!


