
LEARNING & DEVELOPMENT, HR      1 

 

 

 

 

 

Helpful Tips for Using 

Microsoft PowerPoint 

 

 

 

 

 

 

 



LEARNING & DEVELOPMENT, HR      2 

 

Contents 
MS PowerPoint .......................................................................................................... 3 

Get Started .............................................................................................................. 3 

Collaborate and Share ............................................................................................ 3 

Templates ............................................................................................................... 3 

Backgrounds and Themes ...................................................................................... 4 

Watermark .............................................................................................................. 4 

Headers and Footers .............................................................................................. 4 

Animate Slides ........................................................................................................ 4 

Transitions .............................................................................................................. 5 

Audio & Video ......................................................................................................... 5 

Pictures & Charts .................................................................................................... 6 

Tables ..................................................................................................................... 6 

Present and Print .................................................................................................... 6 

Slides ...................................................................................................................... 7 

Text ......................................................................................................................... 7 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LEARNING & DEVELOPMENT, HR      3 

 

MS PowerPoint 
 

Get Started 
 

Create a Presentation 

Save 

Design 

Share and Collaborate 

Give a Presentation 

 

Collaborate and Share  
 

Save PowerPoint presentations as PDF files  

Share your PowerPoint presentation with others  

Remove hidden data and personal information by inspecting presentations  

YouTube: Learn how to share and co-author with Microsoft Creators (English only)  

Work together on PowerPoint presentations on your PC  

Share and co-author a presentation by using PowerPoint for the web  

YouTube: Learn how to share and co-author with Microsoft Creators (English only)  

Add, change, hide, or delete comments in a presentation  

Track changes in your presentation  

Add or remove a digital signature in Office files  

Digital signatures and certificates  

 

Templates 
 

Apply a template to your presentation  

Create and save a PowerPoint template  

What is a slide master?  

Where are my custom templates?  

Create or customize a slide master  

https://support.microsoft.com/en-us/office/create-a-presentation-in-powerpoint-422250f8-5721-4cea-92cc-202fa7b89617
https://support.microsoft.com/en-us/office/save-in-powerpoint-7ef0d0f2-dc24-45d3-808b-be9747ee69f6
https://support.microsoft.com/en-us/office/design-in-powerpoint-2659f76c-3297-4ff2-ac55-4aa5eda8113b
https://support.microsoft.com/en-us/office/collaborate-in-powerpoint-07fcfb59-f410-4e52-9c60-3b069a805ee5
https://support.microsoft.com/en-us/office/give-a-presentation-in-powerpoint-a0a97646-6f92-4099-ade7-a5281a8841fe
https://support.microsoft.com/en-us/office/save-powerpoint-presentations-as-pdf-files-9b5c786b-9c6e-4fe6-81f6-9372f77c47c8
https://support.microsoft.com/en-us/office/share-your-powerpoint-presentation-with-others-a6308d9d-a0a8-443b-8e1c-0f4983f0afd1
https://support.microsoft.com/en-us/office/remove-hidden-data-and-personal-information-by-inspecting-documents-presentations-or-workbooks-356b7b5d-77af-44fe-a07f-9aa4d085966f
https://www.youtube.com/playlist?list=PLXPr7gfUMmKwa1JwgwXj9u_biN-O54UYK
https://support.microsoft.com/en-us/office/work-together-on-powerpoint-presentations-0c30ee3f-8674-4f0e-97be-89cf2892a34d
https://support.microsoft.com/en-us/office/20b2c606-6140-4b0c-8540-159c3d248255
https://www.youtube.com/playlist?list=PLXPr7gfUMmKwa1JwgwXj9u_biN-O54UYK
https://support.microsoft.com/en-us/office/add-change-hide-or-delete-comments-in-a-presentation-a8f071fa-6e5d-4c37-a025-1cf48a76eb38
https://support.microsoft.com/en-us/office/track-changes-in-your-presentation-35dad781-50f7-4c4f-9b15-cf418f03c279
https://support.microsoft.com/en-us/office/add-or-remove-a-digital-signature-in-office-files-70d26dc9-be10-46f1-8efa-719c8b3f1a2d
https://support.microsoft.com/en-us/office/digital-signatures-and-certificates-8186cd15-e7ac-4a16-8597-22bd163e8e96
https://support.microsoft.com/en-us/office/apply-a-template-to-a-new-presentation-d3d4ece5-e965-45eb-9423-c34e61b34616
https://support.microsoft.com/en-us/office/create-and-save-a-powerpoint-template-ee4429ad-2a74-4100-82f7-50f8169c8aca
https://support.microsoft.com/en-us/office/what-is-a-slide-master-b9abb2a0-7aef-4257-a14e-4329c904da54
https://support.microsoft.com/en-us/office/where-are-my-custom-templates-88ed77ca-df34-49e9-9087-3f01ae296e6e
https://support.microsoft.com/en-us/office/customize-a-slide-master-036d317b-3251-4237-8ddc-22f4668e2b56
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Copy and paste a slide master from one presentation to another  

 

Backgrounds and Themes 
 

Format the background color of slides  

Create your own theme in PowerPoint  

Add color and design to my slides with themes  

Combining colors in PowerPoint – Mistakes to avoid  

Save a slide design (theme) as a template  

Use multiple themes in one presentation  

Slide design with PowerPoint Designer  

YouTube: Learn slide design with Microsoft Creators (English only)  

 

Watermark 
 

Add a text 'DRAFT' watermark to the background of slides  

Add a background picture (or watermark) to slides  

Add a watermark to a photo with PowerPoint  

 

Headers and Footers 
 

Edit page numbering, footers, and headers for Handouts  

Edit page numbering, footers, and headers for Notes  

Insert or change the slide numbers, date, or footer on Slides  

Change the fonts in a footer on a slide  

Why can't I select and change the text in the footer?  

(PowerPoint for Mac) Add a logo, company name, or header or footer text to 

handouts  

 

Animate Slides 
 

Animate text or objects  

https://support.microsoft.com/en-us/office/copy-and-paste-a-slide-master-from-one-presentation-to-another-ab99cf07-3a65-4f50-9d24-f17444a3df9b
https://support.microsoft.com/en-us/office/format-the-background-color-of-slides-3ac2075c-f51b-4fbd-b356-b4c6748ec966
https://support.microsoft.com/en-us/office/create-your-own-theme-in-powerpoint-83e68627-2c17-454a-9fd8-62deb81951a6
https://support.microsoft.com/en-us/office/add-color-and-design-to-your-slides-with-themes-a54d6866-8c32-4fbc-b15d-6fcc4bd1edf6
https://support.microsoft.com/en-us/office/combining-colors-in-powerpoint-–-mistakes-to-avoid-555e1689-85a7-4b2e-aa89-db5270528852
https://support.microsoft.com/en-us/office/save-a-slide-design-theme-as-a-template-a67d2a4e-7bd7-4c5f-8ab4-7845f9e7e610
https://support.microsoft.com/en-us/office/use-multiple-themes-in-one-presentation-a5648a47-1a8b-49a7-a031-23eba396ca81
https://support.microsoft.com/en-us/office/create-professional-slide-layouts-with-powerpoint-designer-53c77d7b-dc40-45c2-b684-81415eac0617
https://www.youtube.com/playlist?list=PLXPr7gfUMmKyMzwd-vWVSK0eYExddShBt
https://support.microsoft.com/en-us/office/add-a-draft-watermark-to-the-background-of-slides-ea4cc5f5-ea5d-4213-9c7d-ed01a7952ed0
https://support.microsoft.com/en-us/office/add-a-background-picture-to-slides-4b0b98d4-774c-4e08-9c38-e8c92f58c957
https://support.microsoft.com/en-us/office/add-a-watermark-to-a-photo-with-powerpoint-2374ae14-b50e-4a7f-9d06-bd82206e16ec
https://support.microsoft.com/en-us/office/edit-page-numbering-footers-and-headers-for-handouts-in-powerpoint-882efcea-35cd-4b68-ac0b-041ae1ba7099
https://support.microsoft.com/en-us/office/edit-page-numbering-footers-and-headers-for-notes-pages-in-powerpoint-b0cb935c-16f6-4e9a-aac1-569782655d93
https://support.microsoft.com/en-us/office/insert-or-change-the-slide-numbers-date-or-footer-for-on-screen-slides-8bad6395-a1f4-4af6-a360-0df412e510bf
https://support.microsoft.com/en-us/office/change-the-fonts-in-a-footer-on-a-slide-ad433255-2de8-441e-99c8-b26a99b04d74
https://support.microsoft.com/en-us/office/why-can-t-i-select-and-change-the-text-in-the-footer-e8db8184-b244-4370-9d16-c2ec5a33a8a2
https://support.microsoft.com/en-us/office/add-a-logo-company-name-or-header-or-footer-text-to-handouts-ca6d3137-5cd5-41f8-8160-285075786371
https://support.microsoft.com/en-us/office/add-a-logo-company-name-or-header-or-footer-text-to-handouts-ca6d3137-5cd5-41f8-8160-285075786371
https://support.microsoft.com/en-us/office/animate-text-or-objects-305a1c94-83b1-4778-8df5-fcf7a9b7b7c6
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Apply multiple animation effects to one object  

Change, remove, or turn off animation effects  

Make words appear one line at a time  

Add a motion path animation effect  

Change the playing order of your animation effects  

Animate a picture on your slide  

Animate a set of objects as a group  

Add an animated GIF to a slide  

YouTube: Learn animation with Microsoft Creators (English)  

 

Transitions 
 

Add, change, or remove transitions between slides  

Set the speed and timing of transitions  

Using the Morph transition in PowerPoint  

Use Zoom for PowerPoint to bring your presentation to life  

YouTube: Learn animation with Microsoft Creators (English only)  

 

Audio & Video 
 

Add audio to your PowerPoint presentation  

Add and play a video in a presentation  

Video and audio file formats supported in PowerPoint  

Play music for the duration of your slide show  

Add an animated GIF to a slide  

Why can’t I embed a video in PowerPoint?  

Record a slide show with narration and slide timings  

Play music or other sounds automatically when a slide appears  

Insert or link to a video on YouTube  

YouTube: Learn about video and audio with Microsoft Creators (English only)  

 

https://support.microsoft.com/en-us/office/apply-multiple-animation-effects-to-one-object-9bb7b925-ab0f-47d4-bc11-85d939194bed
https://support.microsoft.com/en-us/office/change-remove-or-turn-off-animation-effects-fb8a3ab0-f651-45e0-b5f0-b18ba2e7c711
https://support.microsoft.com/en-us/office/animate-or-make-words-appear-one-line-at-a-time-cfb5ebdc-90cf-4324-8933-874c7c840175
https://support.microsoft.com/en-us/office/add-a-motion-path-animation-effect-f3174300-0d24-4671-a1c2-e286b41efba6
https://support.microsoft.com/en-us/office/change-the-playing-order-of-your-animation-effects-f41984c7-c5a6-4120-af1e-5208cf4295b4
https://support.microsoft.com/en-us/office/animate-a-picture-on-your-slide-23334c65-c38d-407e-9fa4-e13a994bb098
https://support.microsoft.com/en-us/office/animate-a-set-of-objects-as-a-group-69f4fa42-b7eb-4381-8042-c3a20e0611bb
https://support.microsoft.com/en-us/office/add-an-animated-gif-to-a-slide-3a04f755-25a9-42c4-8cc1-1da4148aef01
https://www.youtube.com/playlist?list=PLXPr7gfUMmKzGZUW9EmeebcPaJzjEY70m
https://support.microsoft.com/en-us/office/add-change-or-remove-transitions-between-slides-3f8244bf-f893-4efd-a7eb-3a4845c9c971
https://support.microsoft.com/en-us/office/set-the-timing-and-speed-of-a-transition-c3c3c66f-4cca-4821-b8b9-7de0f3f6ead1
https://support.microsoft.com/en-us/office/use-the-morph-transition-in-powerpoint-8dd1c7b2-b935-44f5-a74c-741d8d9244ea
https://support.microsoft.com/en-us/office/use-zoom-for-powerpoint-to-bring-your-presentation-to-life-9d6c58cd-2125-4d29-86b1-0097c7dc47d7
https://www.youtube.com/playlist?list=PLXPr7gfUMmKzGZUW9EmeebcPaJzjEY70m
https://support.microsoft.com/en-us/office/add-or-delete-audio-in-your-powerpoint-presentation-c3b2a9fd-2547-41d9-9182-3dfaa58f1316
https://support.microsoft.com/en-us/office/insert-and-play-a-video-file-from-your-computer-f3fcbd3e-5f86-4320-8aea-31bff480ed02
https://support.microsoft.com/en-us/office/video-and-audio-file-formats-supported-in-powerpoint-d8b12450-26db-4c7b-a5c1-593d3418fb59
https://support.microsoft.com/en-us/office/play-music-across-multiple-slides-in-your-slide-show-b01ded6a-28c8-473a-971a-6dfa92cc9367
https://support.microsoft.com/en-us/office/add-an-animated-gif-to-a-slide-3a04f755-25a9-42c4-8cc1-1da4148aef01
https://support.microsoft.com/en-us/office/why-can-t-i-embed-a-video-in-powerpoint-9f0fc0c7-d163-4c8a-b3b0-e70a80d78a7f
https://support.microsoft.com/en-us/office/record-a-slide-show-with-narration-and-slide-timings-0b9502c6-5f6c-40ae-b1e7-e47d8741161c
https://support.microsoft.com/en-us/office/play-music-or-other-sounds-automatically-when-a-slide-appears-9a717c28-5365-4ee7-9515-c1d043bc7101
https://support.microsoft.com/en-us/office/insert-a-video-from-youtube-or-another-site-8340ec69-4cee-4fe1-ab96-4849154bc6db
https://www.youtube.com/playlist?list=PLXPr7gfUMmKw9OHjIS_KT79X9pZT6Obls
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Pictures & Charts 
 

Add clip art to your file  

Insert a picture from your computer  

Crop a picture  

Rotate a picture or other object  

Draw a picture by combining and merging shapes  

Insert a screenshot  

Where is Picture Manager?  

Create an organization chart 

Create an organization chart in PowerPoint using a template  

Use charts and graphs in your presentation  

Insert a linked Excel chart in PowerPoint  

Create a timeline  

YouTube: Learn about pictures, graphics, and charts with Microsoft Creators 

(English only)  

YouTube: Learn how to make infographics with Microsoft Creators (English only)  

 

Tables 
 

Add a table to a slide  

I want to animate individual cells, rows, or columns in my table  

Change the look of a table  

Add or delete table rows and columns  

Add a border to a table  

Move or resize a table  

YouTube: Learn text and tables with Microsoft Creators (English only)  

 

Present and Print 
 

Print slides with or without speaker notes  

https://support.microsoft.com/en-us/office/add-clip-art-to-your-file-0a01ae25-973c-4c2c-8eaf-8c8e1f9ab530
https://support.microsoft.com/en-us/office/insert-pictures-3c51edf4-22e1-460a-b372-9329a8724344
https://support.microsoft.com/en-us/office/crop-a-picture-in-office-14d69647-bc93-4f06-9528-df95103aa1e6
https://support.microsoft.com/en-us/office/rotate-or-flip-a-text-box-shape-wordart-or-picture-399e7a92-87e9-4d86-a03a-be120056fe3b
https://support.microsoft.com/en-us/office/draw-a-picture-by-combining-and-merging-shapes-2c9ce121-7b28-46ed-aec9-eae20cdddb15
https://support.microsoft.com/en-us/office/insert-a-screenshot-or-screen-clipping-56ade2ac-7285-4e7b-a0b1-40646b275703
https://support.microsoft.com/en-us/office/where-is-picture-manager-58837c3e-34db-4904-95e8-4eca7b7c5730
https://support.microsoft.com/en-us/office/create-an-organization-chart-9b51f667-11b7-4971-a757-a08a36684ee6
https://support.microsoft.com/en-us/office/create-an-org-chart-in-powerpoint-using-a-template-d361c25f-665e-4d2c-bfc9-133763511a85
https://support.microsoft.com/en-us/office/use-charts-and-graphs-in-your-presentation-c74616f1-a5b2-4a37-8695-fbcc043bf526
https://support.microsoft.com/en-us/office/insert-a-linked-excel-chart-in-powerpoint-692497a5-c7de-4486-a435-5af1eff02821
https://support.microsoft.com/en-us/office/create-a-timeline-9c4448a9-99c7-4b0e-8eff-0dcf535f223c
https://www.youtube.com/playlist?list=PLXPr7gfUMmKxVJoatXTTIY5TMMWbo7POH
https://www.youtube.com/playlist?list=PLXPr7gfUMmKxVJoatXTTIY5TMMWbo7POH
https://www.youtube.com/playlist?list=PLXPr7gfUMmKzfcAcDwgkgeNLWC7JhylAT
https://support.microsoft.com/en-us/office/add-a-table-to-a-slide-34f106c9-5320-4b89-9129-806e64b258ac
https://support.microsoft.com/en-us/office/i-want-to-animate-individual-cells-rows-or-columns-in-my-table-a161e49c-3801-4385-95b4-de84253593d1
https://support.microsoft.com/en-us/office/change-the-look-of-a-table-a18cbaa8-e681-455f-a99f-a2378fe5ff06
https://support.microsoft.com/en-us/office/add-or-delete-table-rows-and-columns-d7c33b25-2ffe-469c-aea9-c03b3b50cc80
https://support.microsoft.com/en-us/office/add-a-border-to-a-table-21357b24-3d01-4821-9b7b-4f99f886864a
https://support.microsoft.com/en-us/office/move-or-resize-a-table-b7cea04e-2b96-4cd3-ba89-f8ef0adabf19
https://www.youtube.com/playlist?list=PLXPr7gfUMmKz_Z1bvRPZ6K7wS-dP_JESk
https://support.microsoft.com/en-us/office/print-slides-with-or-without-speaker-notes-02952fc2-2921-4305-b8b2-e98644a93e06
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Print your PowerPoint slides or handouts  

Workaround for printing slides without white edges  

Create a self-running presentation  

View your speaker notes privately, while delivering a presentation on multiple 

monitors  

Start the presentation and see your notes in Presenter view  

Turn your mouse into a laser pointer  

Add speaker notes to your slides  

Print speaker notes  

Rehearse and time the delivery of a presentation  

YouTube: Learn how to present slideshows with Microsoft Creators (English only)  

YouTube: Learn how to plan your presentation with Microsoft Creators (English only)  

 

Slides 
 

Add, rearrange, and delete slides  

Change the size of your slides  

Change the page orientation of your PowerPoint presentation  

Can I use portrait and landscape slide orientation in the same presentation?  

Reuse (import) slides from another presentation  

Organize your slides into sections  

Select individual objects on a slide  

YouTube: Learn slide design with Microsoft Creators (English only)  

 

Text 
 

Wrap text around a circle or other shape  

Add a hyperlink to a slide  

Format text as superscript or subscript  

Clear all text formatting  

Change the color of hyperlink text  

https://support.microsoft.com/en-us/office/print-your-powerpoint-slides-handouts-or-notes-194d4320-aa03-478b-9300-df25f0d15dc4
https://support.microsoft.com/en-us/office/workaround-for-printing-slides-without-white-edges-ec7436cb-e172-4d98-97d6-7ad4f0254db5
https://support.microsoft.com/en-us/office/create-a-self-running-presentation-57fc41ae-f36a-4fb5-94a3-52d5bc466037
https://support.microsoft.com/en-us/office/present-on-multiple-monitors-and-view-speaker-notes-privately-ccfa1894-e3ef-4955-9c3a-444d58248093
https://support.microsoft.com/en-us/office/present-on-multiple-monitors-and-view-speaker-notes-privately-ccfa1894-e3ef-4955-9c3a-444d58248093
https://support.microsoft.com/en-us/office/start-the-presentation-and-see-your-notes-in-presenter-view-4de90e28-487e-435c-9401-eb49a3801257
https://support.microsoft.com/en-us/office/turn-your-mouse-into-a-laser-pointer-77367b36-d25b-4ed2-8c87-358bc216a1e0
https://support.microsoft.com/en-us/office/add-speaker-notes-to-your-slides-26985155-35f5-45ba-812b-e1bd3c48928e
https://support.microsoft.com/en-us/office/print-speaker-notes-c7231a54-4ac8-4479-9199-6005a40efa2a
https://support.microsoft.com/en-us/office/rehearse-and-time-the-delivery-of-a-presentation-8424270a-d865-4aed-a321-1d2dd656381a
https://www.youtube.com/playlist?list=PLXPr7gfUMmKxbxzLTPtusk9IHIF21fVGw
https://www.youtube.com/playlist?list=PLXPr7gfUMmKxTkTV-E_7HWXkV859C1Xme
https://support.microsoft.com/en-us/office/add-rearrange-duplicate-and-delete-slides-in-powerpoint-e35a232d-3fd0-4ee1-abee-d7d4d6da92fc
https://support.microsoft.com/en-us/office/change-the-size-of-your-slides-040a811c-be43-40b9-8d04-0de5ed79987e
https://support.microsoft.com/en-us/office/change-the-page-orientation-in-powerpoint-between-landscape-and-portrait-9e64b176-7d80-4390-84d2-f61247209780
https://support.microsoft.com/en-us/office/can-i-use-portrait-and-landscape-slide-orientation-in-the-same-presentation-d8c21781-1fb6-4406-bcd6-25cfac37b5d6
https://support.microsoft.com/en-us/office/reuse-import-slides-from-another-presentation-c67671cd-386b-45dd-a1b4-1e656458bb86
https://support.microsoft.com/en-us/office/organize-your-powerpoint-slides-into-sections-de4bf162-e9cc-4f58-b64a-7ab09443b9f8
https://support.microsoft.com/en-us/office/select-individual-objects-on-a-slide-c9c89522-65e1-40dd-a4b2-469c1b19adf8
https://www.youtube.com/playlist?list=PLXPr7gfUMmKyMzwd-vWVSK0eYExddShBt
https://support.microsoft.com/en-us/office/curve-text-around-a-circle-or-other-shape-7b58b220-2db6-4f08-93c9-0fe69be48d30
https://support.microsoft.com/en-us/office/add-a-hyperlink-to-a-slide-239c6c94-d52f-480c-99ae-8b0acf7df6d9
https://support.microsoft.com/en-us/office/format-text-as-superscript-or-subscript-e989637a-12ec-4fe5-8b04-345342408abd
https://support.microsoft.com/en-us/office/clear-all-text-formatting-c094c4da-7f09-4cea-9a8d-c166949c9c80
https://support.microsoft.com/en-us/office/change-the-color-of-hyperlink-text-throughout-a-presentation-77c55b2d-3b2e-4ec4-924c-3165972e1bfa
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Highlight your text  

Change the color of text on a slide  

YouTube: Learn text and tables with Microsoft Creators (English only)  

YouTube: Learn slide design with Microsoft Creators (English only)  

 

 

https://support.microsoft.com/en-us/office/highlight-your-text-28623777-d955-4fcf-bbc5-a50051552219
https://support.microsoft.com/en-us/office/change-the-color-of-text-on-a-slide-26773c77-daad-4ef2-bed9-bf7ab3eed348
https://www.youtube.com/playlist?list=PLXPr7gfUMmKz_Z1bvRPZ6K7wS-dP_JESk
https://www.youtube.com/playlist?list=PLXPr7gfUMmKyMzwd-vWVSK0eYExddShBt

