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      PowerPoint is a great tool if you need to present information. And it’s an essential tool to learn in a number of corporate environments. I’m almost twenty-five years into my corporate career and I’ve yet to work for an employer who didn’t use PowerPoint. These days there are sometimes other, similar options available, but PowerPoint is still that gold-standard program.

      And the nice thing about mastering PowerPoint is that most of the other programs out there are based upon the same principles and concepts, so master one, you’re pretty close to understanding the others.

      But before we get started, we need to discuss what this particular book covers and one little issue you need to keep in mind. This book is written using PowerPoint 365 as it existed in October 2023.

      All Microsoft 365 programs are a bit of a moving target because they continuously update, so your version of 365 may differ slightly.

      The basics tend to stay the same so it shouldn’t prevent you from learning how to use PowerPoint, but there will be changes over time.

      For example, I have a different recommendation in this book about using presentation themes than I did in the original PowerPoint for Beginners or in PowerPoint 2019 Beginner. The October 2023 version of PowerPoint 365 has changed just enough to warrant that.

      So I can’t guarantee for you that they won’t shift things again in the future. That’s the risk you take using 365.

      Still, the basics tend to be the basics. And the more beginner-level a book the more stable things should be. Just know that with 365 it’s not set in stone the way that versions like PowerPoint 2019 are.

      Another thing to be aware of is the issue of backwards compatibility. That’s the ability to work with those who have an older version of the same program. If you use a tool that was just released, chances are anyone with an older version of that same program won’t have the same experience you do. So when you work with a wide range of users, it is best to stick to core functions and keep it simple.

      This is probably most important when collaborating with someone on creating a presentation, but it may also come up if you travel around a lot and have to present in a wide variety of settings. If you’re using their computer, they may not have the same version of PowerPoint you do.

      Limit yourself to the basic functionality of PowerPoint and you should be pretty safe, but it’s something to be aware of. And if backwards compatibility is something you really need to keep in mind, then you may be better off learning from PowerPoint for Beginners or PowerPoint 2019 Beginner, which were written using older versions of PowerPoint. Or maybe even saving your files as .ppt files instead of .pptx files, although that may be more than you need to do.

      Just keep it in mind. You should be fine, but I mention it so you’re aware that it’s a potential issue.

      Finally, I’m going to assume here that you have worked in Word or Excel and know the basics of formatting text, etc. I will cover those topics again here just not at the same granular level of detail. If you’re brand new to all Office programs, I’d recommend starting with Word first.

      Okay then, let’s get started by talking about how to change the appearance of PowerPoint.

    

  


  
    
      
        
          
          

          
            POWERPOINT APPEARANCE

          

        

      

    

    
      All of the screenshots in this book are going to be made using the Colorful theme in PowerPoint. It will look like this on the main screen when you’re looking at a blank presentation:

      
        
          [image: Blank Presentation using Colorful theme]
        

      

      Note the orange color at the top. Also note that the background is light gray and the tasks have a white or lighter gray background behind them.

      This is the Dark Gray theme:

      
        
          [image: Blank Presentation using Dark Gray theme]
        

      

      Note that the top and areas around the slide are now dark gray and the main section of options is a lighter dark gray. And that the text in those sections is white.

      Another option is the Black theme which looks like this:

      
        
          [image: Blank presentation using Black theme]
        

      

      With this one, the top and surrounding areas are black and the options area is a darker gray or lighter black and the text is white.

      Finally, there is a White option which looks like this:

      
        
          [image: Blank presentation using White theme]
        

      

      It’s much the same as the Colorful option but doesn’t have the orange strip across the top.

      Those are the options available within PowerPoint itself, but your system settings can also impact the appearance of PowerPoint, too.

      If you want your version of PowerPoint to match my screenshots, use either the White or Colorful themes, and the default system settings for Windows.

      If you work with other settings, it may mean that at times I tell you something is one color when it’s actually a different color for you. Do what makes you most comfortable, just keep that difference in mind.

      Your office theme in PowerPoint can be changed from the Welcome screen. This should appear by default when you open PowerPoint, but if it doesn’t it can also be found by clicking on the File tab from an open presentation. (Don’t worry if you don’t know how to do either of those, we will cover both in the Absolute Basics chapter and you can then come back here if you want to change your settings.)

      The first way to change your Office Theme is to go to the Options setting at the bottom left corner of the Welcome screen and click on it:

      
        
          [image: Welcome Screen Options]
        

      

      That will open the PowerPoint Options dialogue box. On the General tab under the section Personalize Your Copy of Microsoft Office, there is a dropdown for Office Theme where you can choose the theme you want:

      
        
          [image: PowerPoint General Options and theme dropdown]
        

      

      Your other option is to click on Account in the bottom left corner of the Welcome screen. That will bring up the Account page which will also have a dropdown option for Office Theme:

      
        
          [image: Account Options screen]
        

      

      Click on that dropdown arrow and choose the theme you want to use.

      Easy enough. Now let’s cover basic terminology so that we’re on the same page about what to call things.

    

  


  
    
      
        
          
          

          
            BASIC TERMINOLOGY

          

        

      

    

    
      Most of the terminology I use is consistent with Microsoft’s Help and what others use, but some of it may be unique to me, so even if you think you know these terms, it’s a good idea to at least skim this section anyway.

      

      
        
        Tab

      

      

      I refer to the menu options at the top of your PowerPoint workspace as tabs. This is because in older versions of Office when you selected an option at the top of the screen it looked like a file tab. In more recent versions of Office they’ve eliminated that appearance so that now the selected tab is simply underlined.

      Here you can see the default tab options in PowerPoint:

      
        
          [image: Tabs screenshot]
        

      

      The Home tab is currently selected which you can see because it is underlined. The other tab options listed there are File, Insert, Draw, Design, Transitions, Animations, Slide Show, Record, Review, View, and Help.

      At times in PowerPoint there will be additional tabs visible when you have certain objects selected.

      Each tab has its own set of available options that are grouped together in sections.

      For example, as you can see here, the Home tab includes the Clipboard section that has tasks such as copy, paste, and format paint. It also has a Slides section that includes tasks such as add a new slide, reuse a slide, change a slide layout, etc.

      When instructing you on how to do something, I will tell you to go to X section of Y tab and then click on Z task. So, for example, go to the Slides section of the Home tab and click on the dropdown arrow for New Slide.

      

      
        
        Click

      

      

      If I tell you to click on something, that means to move your cursor over to that option and then use the mouse or trackpad to either left- or right-click. If I don’t say which, left-click.

      

      
        
        Left-Click / Right-Click

      

      

      Left-click simply means to use the left-hand button on your mouse or to press down on the left-hand side of your track pad. (For me on my track pad, it’s the bottom of the track pad, but I think some have those buttons at the top instead.)

      A left-click is generally used to select something.

      Right-click simply means to use the right-hand button on your mouse or to press down on the right-hand side of your track pad.

      A right-click generally brings up a dropdown menu of additional options.

      

      
        
        Left-Click and Drag

      

      

      If I ever tell you to left-click and drag this just means to go to that selection, left-click and hold down that left-click while moving your mouse or cursor until you’ve selected all of the text, images, etc. or until you’ve moved that selected object to where it needs to go.

      

      
        
        Select or Highlight

      

      

      Before you can make changes to your text, such as size, font, color, etc. you need to select the text you want to edit. If I ever tell you to select text, that means to go to one end of that text, and then left-click and drag to the other end so that the text is highlighted. Like here where I have selected the text “bullet point” in the second row:

      
        
          [image: Selected text]
        

      

      Selected text should be shaded like in the image above.

      Another way to select text is to click at one end of the text you want to select, hold down the Shift key, and then use the arrow keys to select the text you want. An arrow to the right or left will select one letter at a time; an arrow up or down will select all letters between that point and the same point in the line above or below.

      You can select multiple sections of text by selecting the first one normally and then holding down the Ctrl key as you left-click and drag to select the next section of text.

      To select an object in PowerPoint, left-click on it. When an object is selected, there will be circles around the perimeter of the object, like this:

      
        
          [image: Example of selected object]
        

      

      You can see that the second text box in the image above, which contains the bullet points, has been selected, because there are white circles at each corner and in the middle of each edge. Compare that to the text box above that which includes the “click to add title” text where just a faint outline is visible.

      We are not going to do much with objects in this book, but I did want to mention it so you know what it looks like.

      To select more than one object, click on the first object and then hold down the Ctrl key as you click on the others one at a time.

      Ctrl + A, which is a control shortcut which we will define in a moment, can be used to Select All. If you are clicked into a specific text box and you use it, you will select all of the text in that text box. If you are not clicked into a specific text box, then Ctrl + A will select all of the objects on the page.

      

      
        
        Dropdown Menu

      

      

      Often there will be additional choices available if you right-click somewhere in PowerPoint. For example, if you are clicked into a text box of a presentation slide and you right-click, you will see this list of choices that let you cut, copy, paste, etc.:

      
        
          [image: Sample dropdown menu]
        

      

      I refer to this additional set of options as a dropdown menu even though sometimes it will actually drop upwards instead of downwards.

      Dropdown menus can also be seen if you left-click on any of the arrows for the options under the tabs in the top menu section. For example, here is the Layout dropdown menu from the Slides section of the Home tab:

      
        
          [image: Second sample dropdown menu]
        

      

      I clicked on the arrow next to Layout which brought up nine slide layouts to choose from. Anytime you see a little arrow like that next to a listed task or below it, that means there are

      

      
        
        
      

      

      
      

      
        
        
      

      

      
      
      
        
          [image: Font dialogue box]
        

      

      
      
      

      
        
        
      

      

      
      
      
      
        
          [image: Format Shape Task Pane and workspace]
        

      

      
      
      
      
      
      

      
        
        
      

      

      
      
      
        
          [image: Mini Formatting Menu]
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