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New to PowerPoint? Use this guide to learn the basics.

Explore the ribbon Discover contextual commands Find whatever you n,eed‘ Share your work with others
See what PowerPoint can do by selecting the Select text, pictures, or other objects in Look up PowerPoint commands, Invite other people to view and
ribbon tabs and exploring available tools. a presentation to reveal additional tabs. get Help, or search the Web. edit cloud-based presentations.
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Desgnee ¥ .— Select the pin icon to keep

Rotate objects in place
Freely control the placement and
orientationof text boxes, pictures,
and other selected objects.

Navigate and organize
Select a slide thumbnail to
switch to it or drag a slide to
move it up or down in the list.
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the ribbon displayed, or
hide it again by selecting
the arrow.

Start the show

Select to present from the
current slide, or select the Slide
Show tab on the ribbon.

Change your view

Select the status bar buttons to
switch between views, or use
the zoom slider to magnify the
slide display to your liking.

Track feedback while drafting
your deck and keep important

facts handy while presenting.
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Create Something

Begin with a Blank Presentation to get right to work. Or save yourself
time by selecting a theme or template that resembles what you need.
Select File> New, and then select or search for the theme or template you
want.

Conference Presentation 03 » Save

Blank Presentation

Search for online templates and themes

Suggested searches:  Presentations  Themes

QuickStarter
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Start an outline Welcome to PowerPoint Bring your presentations t...

Stay Connected

Need to work on the go and across different devices? Select File> Account
to sign in and access your recently used files anywhere, on any device,
through seamless integration between Office, OneDrive, and SharePoint.

Account

Product Informatior
B Microsoft

Find Recent Files

Whether you only work with files stored on your PC's local hard drive or
you roam across various cloud services, selecting File> Open takes you to
your recently used documents and any files that you may have pinned to
your list.
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Presentations Folders
Shared with Me

O  Name

: Pinned
OneDrive - Contoso
Save a Co MeganB@Contoso.com
id Y Conference Presentation 03 e sr e
OneDrive - Contoso :
Save as Adobe Sites - Contoso
PDE MeganB@Contoso.com
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Sales and Marketing » Shared Documents
[ Browse

QL) X1050 Launch Presentation o T s ot
=] Alex Wilber's OneDrive for Business » Documents

11/29/2021 829 PM

DG-2000 Product Pitch

11/29/2021 8:19 PM
Retail - Legal » Shared Documents » Legal

Share Your Work
With Others

Conference Pr...tion 03.pptx
To invite others to view or edit Anyone with the link can edit >
your presentations in the cloud,
select the Share button in the To: Name, group or email VZ
top right corner of the app
window. In the Share pane that Message...
opens, you can get a sharing
link or send invitations to the
people you select.

Send link
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Copy link Outlook

lb Send a copy VvV
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Your Personal E 0 B Add Visual Effects
De5i ner = | Saev Bacguound Animation and transitions can help make a PowerPoint presentation more
9 — = dynamic. Select the Transitions tab and select a type. On the Animations

Design Ideas Vo tab, select an effect from the gallery. Select the More arrow to see more

If you're a Microsoft 365 subscriber, let '
options.

PowerPoint create great-looking slides
for you based on the content you've

added. Select Design > Design Ideas Breseataton
and then select your preferred layout
in the Design Ideas task pane.
Designer detects pictures, charts, or
tables on a slide and gives you several

To see what they look like when completed, select Preview. If you want to
customize the effect, select the Effect Options button on the tab.
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Format Shapes with Precision

Add Captions or

3 Monitor: Automatic ~ [0 Always Use Subtitles . g Forat ® Record [ Present iy Teams: ]I &2
S b t tl ) Use Preenterview (B sabite seng~ ) Precisely format a selected .. o
u I eS Chinese (China) = Spoken Language: English (United States) > plctu re, Shape’ iconl or Text Outtine ~ ré'wmummm v ::5“2_
English (Canada) Subtitle Language: English > . . ‘"”"“““rAm‘j’:ﬂw E““‘“"‘”““‘:ﬂﬂ_ L Rotate~ | . "
Transcribe your words as you ergin s inacors | | & spmoptons , object with t‘he e
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Spanish (Spain) . . . . reset:
<ubtitles translated to anotlher —— MoreSeings Windows. display it, right-click the
. icture, shape, or object Tanspaensy |
language. On the Slide Show . P  Shape, Ject, s
; . and select Format Shape. o
ribbon tab, select Subtitle = Dt (Netherianc) S
Settings to see languages you e -
English (India) 4 Reflection
can use. Finnish Presets
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indi Blur I
Japanese Distance ¥
Korean = Glow
Norwegian (Bokmal) : Soft Edges

3-D Format
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Find Whatever You Need

Type a keyword or phrase into the
Search box on the ribbon to
quickly find the PowerPoint
features and commands you're

Best Action

@ Format Background

looking for, discover Help Actions
content, or get more information B Background Styles >
Onhne Hide Background Graphics

Get Help on

,;\ "background"”

” 9 results

Find in Document

() “background”
[& oac

Definition

background ['bak ground]
b noun. the area or scenery behind the main object of
contemplation, especially when perceived as a framework for it.

£ More search results for “background”

0 background| X

Designer Helps Get Your

Point Across

PowerPoint Designer
suggests professional
designs for your
presentation, based
on the content in
your slides.

Record Videos with Ease

Record your PowerPoint presentation. or just a single slide. Capture voice,
ink gestures, and your video presence straight from within PowerPoint. Just
select the Record button to start.

You can play it for your audience in Slide Show or you can export it as a
video file.

File Home Insert Draw Design Transitions Animations Slide Show Record
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Save as Export Learn
Show to Video Maore
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From From Screen  Audio
Beginning Current Slide Recording

Preview Record Export Help

Smooth Animations with Morph

Morph makes smooth animations and object movements in your
presentation. You use two similar slides to perform the animation,
but it looks to your audience like the action happens on one slide.

Play the video below to see a quick example.

" Close Encounters: E ar System Explorations




