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Introduction

elcome to Microsoft 365 PowerPoint For Dummies, 2nd Edition, the book

written especially for people who are lucky enough to use the latest and

greatest version of PowerPoint and want to find out just enough to fin-
ish that presentation that was due yesterday.

Did you give up on PowerPoint a long time ago because all your presentations
looked like they’d been recycled from the ’90s? Have you often wished that you
could create presentations that drive home your point with simple and concise
illustrations that don’t look silly, cheesy, or just plain awful? Do you find
PowerPoint too difficult to use? Do you long for the good old days of flip charts
and dry-erase markers?

If you answered yes to any of these questions, you’re holding the perfect book
right here in your formerly Magic Marker—stained hands. Help is here, within
these humble pages.

This book talks about PowerPoint in everyday — and often irreverent — terms. No
lofty prose here. I have no Pulitzer expectations for this book. My goal is to make
an otherwise dull and lifeless subject at least tolerable — and maybe even
kind of fun.

About This Book

This isn’t the kind of book that you pick up and read from start to finish as though
it were a cheap novel. If I ever see you reading it at the beach, I'll kick sand in your
face. This book is more like a reference — the kind of book you can pick up, turn
to just about any page, and start reading. It has 25 chapters, each covering a
specific aspect of using PowerPoint — such as printing, animating your slides, or
using clip art.

You don’t have to memorize anything in this book. It’s a need-to-know book: You
pick it up when you need to know something. Need to know how to create an
organization chart? Pick up the book. Need to know how to override the slide
master? Pick up the book. After you find what you’re looking for, put it down and
get on with your life.
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Within this book, you may note that some web addresses break across two lines of
text. If you're reading this book in print and you want to visit one of these web
pages, simply key in the web address exactly as it’s noted in the text, pretending
as though the line break doesn’t exist. If you’re reading this as an e-book, you’ve
got it easy — just click the web address to be taken directly to the web page.

Foolish Assumptions

I make only three assumptions about you:

¥ You use a computer.

¥ It's a Windows computer, not a Mac. PowerPoint requires at least Windows 10.
(PowerPoint works on Macs as well, and it works almost the same. But this
book is designed primarily for Windows users.)

3 You use or are thinking about using PowerPoint.

Nothing else. I don’t assume that you’re a computer guru who knows how to
change a controller card or configure memory for optimal use. These types of
computer chores are best handled by people who like computers. My hope is that
you’re on speaking terms with such a person. Do your best to stay there.

Icons Used in This Book

2

TIP

WARNING

©

REMEMBER

As you’re reading all this wonderful prose, you occasionally see icons in the mar-
gins. They draw your attention to important information, and here’s what
they mean:

Pay special attention to this icon — it tells you that some particularly useful tidbit
is at hand (perhaps a shortcut or a way of using a command that you may not have
considered).

Danger! Danger! Danger! Stand back, Will Robinson! You won’t cause death or
destruction to anyone with PowerPoint, but this icon warns you of anything that
could cause you to lose work or otherwise want to tear your hair out.

Did I tell you about the memory course I took? Paragraphs marked with this icon
simply point out details that are worth committing to memory.

Microsoft 365 PowerPoint For Dummies



e— Watch out! Some technical drivel is just around the corner. Read it only if you have
OAD, .
¥, your pocket protector firmly attached.

TECHNICAL
STUFF

Beyond the Book

In addition to what you’re reading right now, this product also comes with a free
access-anywhere Cheat Sheet that includes a variety of shortcuts for everything
from formatting and editing to slide shows and more. To get this Cheat Sheet,
simply go to www . dummies.com and type PowerPoint For Dummies Cheat Sheet in
the Search box.

Where to Go from Here

Yes, you can get there from here. With this book in hand, you’re ready to charge
full speed ahead into the strange and wonderful world of desktop presentations.
Browse the table of contents and decide where you want to start. Be bold! Be
courageous! Be adventurous! Above all else, have fun!
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Getting Started
with PowerPoint



IN THIS PART ...

Get a bird's-eye view of PowerPoint and what you can
do with it.

Open and save files.

Edit the content on PowerPoint slides, from the text
itself to text objects to other types of objects, such as
clip art or drawn shapes.

Work in Outline view so you can focus on your
presentation’s main points and subpoints without
worrying about appearance.

Proof your presentation with PowerPoint and avoid
embarrassing mistakes.

Create speaker notes to help you get through your
presentation.

Finish the final preparations by printing copies of your
slides, notes, and handouts; setting up a projector;
and actually delivering your presentation.



IN THIS CHAPTER

» Discovering PowerPoint

» Firing up PowerPoint

» Making sense of the PowerPoint
screen and the Ribbon

» Creating a new presentation
» Saving and closing your work
» Getting help

» Getting out of PowerPoint

Chapter 1
Welcome to PowerPoint

his chapter is a grand and gala welcoming ceremony for PowerPoint,
Microsoft’s popular slide-presentation program.

This chapter is sort of like the opening ceremony of the Olympics, in which all the
athletes parade around the stadium and people make speeches in French. In much
the same way, this chapter marches PowerPoint around the stadium so you can
get a bird’s-eye view of what the program is and what you can do with it. [ make
a few speeches but not in French (unless, of course, you’re reading the French
edition of this book).

What in the Sam Hill Is PowerPoint?

PowerPoint is a program that comes with Microsoft 365, which includes Word,
Excel, and Outlook, too.

You know what Word is — it’s the world’s most-loved and most-hated word-
processing program, and it’s perfect for concocting letters, term papers, and great

CHAPTER 1 Welcome to PowerPoint 7/
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American novels. I'm thinking of writing one as soon as I finish this book. Excel is
a spreadsheet program used by bean counters the world over. Outlook is that pro-
gram you use to read your email. But what the heck is PowerPoint? Does anybody
know or care? (And as long as I'm asking questions, who in Sam Hill was Sam Hill?
If you really want to know, check out the sidebar “Who in the Sam Hill was
Sam Hill?”)

PowerPoint is a presentation program, and it’s one of the coolest programs I
know. It’s designed to work with a big-screen TV or a projector to display presen-
tations that will bedazzle your audience members and instantly sway them to your
point of view, even if you’re selling real estate on Mars, season tickets for the Las
Vegas Raiders, or a new tax increase in an election year. If you’ve ever flipped a
flip chart, you’re going to love PowerPoint.

Here are some of the many uses of PowerPoint:

3 Business presentations: PowerPoint is a great timesaver for anyone who
makes business presentations, whether you've been asked to speak in front of
hundreds of people at a shareholders’ convention, a group of sales reps at a
sales conference, or your own staff or coworkers at a business meeting.

¥ Sales presentations: If you're an insurance salesperson, you can use
PowerPoint to create a presentation about the perils of not owning life
insurance and then use your laptop or tablet computer to show it to hapless
clients at your local Cheesecake Factory.

¥ Lectures: PowerPoint is useful for teachers or conference speakers who want
to reinforce the key points in their lectures with slides.

3 Homework: PowerPoint is a great program to use for certain types of
homework projects, like those big history reports that count for half
your grade.

3 Church: People use PowerPoint in churches to display song lyrics on big
screens so everyone can sing along or to display sermon outlines so everyone
can take notes. If your church still uses hymnals or prints the outline in the
bulletin, tell the minister to join the 21st century.

3 Information stations: You can use PowerPoint to set up a computerized
information kiosk that people can walk up to and use. For example, you can
create a museum exhibit about the history of your town or set up a trade-
show presentation to provide information about your company and products.

3 Online presentations: PowerPoint can even help you set up a presentation
that you can share in an online meeting or videoconference so people can join
in on the fun without having to leave the comfort of their own homes
or offices.
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WHO IN THE SAM HILL WAS SAM HILL?

Copilot can easily help you with research and answer questions for you, including ques-
tions like “Who in the Sam Hill was Sam Hill?"

I've always loved the term Sam Hill because it seems so quaint. But I've never under-
stood the origins of the phrase. So, | decided to ask Copilot. Specifically, | put in the
question “Who in the Sam Hill was Sam Hill?” and here’s how Copilot replied:

1. Sam Hill is an American English slang phrase that serves as a euphemism or
minced oath for “the devil” or “hell” personified. You might hear it used in expres-
sions like, “What in the Sam Hill is that?” The exact origin of this phrase is a bit mys-
terious, but here are some possibilities:

2. Euphemism for the Devil: Some believe it comes from Samiel, the name of the
Devil in Der Freischiitz, an opera by Carl Maria von Weber performed in New York
City in 1825.

3. Store Owner in Arizona: There was a mercantile store owner named Sam Hill in
Arizona. People used the phrase to describe odd or unusual things, much like the
diverse inventory found in his store. The original Sam Hill Mercantile building still
stands in Prescott, Arizona.

4. Politician in Connecticut: An article from 1889 mentioned a Mr. Sam Hill who rep-
resented Guilford, Connecticut, in the legislature. This might be the source of the
popular Connecticut adjuration to “Give 'em Sam Hill.”

5. Surveyor in Michigan: Samuel W. Hill, a surveyor associated with the Keweenaw
Peninsula area, could be another origin. His foul language led to his name becom-
ing a euphemism for swear words.

So, in summary, Sam Hill remains a colorful and enigmatic figure in linguistic history!
Now you know who Sam Hill was or at least might have been!

For more information about using Copilot to help you craft your PowerPoint presenta-
tions, turn to Chapter 8.

Getting PowerPoint

There are several ways you can gain access to PowerPoint:

3 Subscribe to Microsoft 365. Microsoft 365 is a cloud-based subscription
service that lets you use various products that are part of the Microsoft 365
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suite. The main advantages of subscribing to Microsoft 365 are that you pay a
low monthly or yearly fee (as low as $6.99 per month), you always get the
latest updates for free, and you can install the software on all your devices
and sign in to Microsoft 365 on as many as five of them at the same time.

3 Buy a copy of Office 2024. You can buy Office 2024 for about twice the price
of an annual subscription. The advantage is that you own the software
outright; the disadvantage is that you don't get free updates.

3 Use the free online version of PowerPoint. The free online version of
PowerPoint has limited features. | don’t recommend this option because a
subscription to PowerPoint isn't very expensive. But if you want to check it out,
gotowww.microsoft.com/en-us/Microsoft-365/free-office-online—-
for-the-web.

My preferred method, and the one Microsoft recommends, is to subscribe to
Microsoft 365. If you opt to go the subscription route, you’ll find that there are
several plans to choose from:

3 Home: Intended for home or personal use. This is the option usually chosen
by families or students. There are two Home subscription options:

Personal: Can be used by just one user
Family: Can be used by up to six users

3 Business: Intended for small businesses. Technically, you can support up to
300 users with a Business subscription, but most businesses with more than
50 employees should use an Enterprise subscription instead. There are three
Business subscription options:

Basic: The Basic edition does not include the desktop version of
PowerPoint or the other Microsoft 365 applications. It only includes an
online version that provides most, but not all, of the features of the
desktop version.

Standard: The Standard edition provides both the online and desktop
versions of PowerPoint and the other Microsoft 365 applications.

Premium: The Premium edition provides advanced security features.

3 Enterprise: Designed for businesses of any size. The two most popular
Enterprise subscription plans that include PowerPoint are

E3: Includes both online and desktop versions of Microsoft 365
applications (including PowerPoint, of course), as well as email hosting.

E5: Includes more security features than E3.
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You may find yourself confused about the name Microsoft 365. For decades,
PowerPoint has been part of a suite called Microsoft Office. When Office became part
of a cloud suite, the name became Office 365. Office 365 still exists and is part of
Microsoft 365. But the official new name of the entire suite is Microsoft 365, some-
times abbreviated to just M365. Throughout this book, I use the newer name,
Microsoft 365, but you can call it Office 365 if you want. That’s what I still call it
when Microsoft isn’t listening.

Introducing PowerPoint Presentations

TIP

PowerPoint is similar to a word-processing program such as Word, except that
it’s geared toward creating presentations rather than documents. A presentation
is kind of like those Kodak Carousel slide projector trays that your grandpa filled
with 35mm slides from the time he took the family to the Grand Canyon. The main
difference is that, with PowerPoint, you don’t have to worry about dumping all the
slides out of the tray and figuring out how to get them back into the right order.

If you have no idea what a Kodak Carousel slide projector is, look it up. It was one
of the coolest inventions of the 1960s. Just about everyone’s dad had one or
wanted one.

Word documents consist of one or more pages; PowerPoint presentations consist
of one or more slides. Each slide can contain text, graphics, animations, videos,
and other information. You can easily rearrange the slides in a presentation, delete
slides that you don’t need, add new slides, or modify the contents of exist-
ing slides.

Unlike in Word, content on a slide in PowerPoint does not flow from one slide to
the next. Each slide is self-contained. If you put too much text on a slide,
PowerPoint doesn’t spill the text onto the next slide. Instead, it automatically
makes the text small so that it will fit on the slide.

You can use PowerPoint both to create your presentations and to actually
present them.

You can use several different types of media to actually show your presentations:

3 Computer screen: Your computer screen is a suitable way to display your
presentation when you're showing it to just one or two other people.

3 Big-screen TV: If you have a big-screen TV that can accommodate computer
input, it's ideal for showing presentations to medium-size audiences — say, 10
to 12 people in a small conference room.
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3 Computer projector: A computer projector projects an image of your
computer monitor onto a screen so that large audiences can view it.

3 Online meeting screen share: You can easily show your presentation by
using the screen-sharing feature of your favorite videoconferencing platform.
That way, all of your audience doesn't have to be in the same place at the
same time.

3 Printed or PDF pages: You can distribute a printed copy of your entire
presentation to each member of your audience. Or, you can save the slides as
a single PDF file and distribute the PDF file to your audience. (When you print
your presentation, you can print one slide per page, or you can print several
slides per page to save paper.)

Understanding Presentation Files

12
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A presentation is to PowerPoint what a document is to Word or a workbook is to
Excel. In other words, a presentation is a file that you create with PowerPoint.
Each presentation that you create is saved on your computer’s hard drive as a
separate file.

PowerPoint presentations have the special extension .pptx added to the ends of
their filenames. For example, Sales Conference.pptx andHistory Day.pptx are
both valid PowerPoint filenames. When you type the filename for a new Power-
Point file, you don’t have to type the .pptx extension — PowerPoint automati-
cally adds the extension for you. Windows may hide the . pptx extension, in which
case a presentation file named Con ference . pptx often appears as just Conference.

Versions of PowerPoint prior to 2007 saved presentations with the extension . ppt
instead of . pptx. The x at the end of the newer file extension denotes that the new
file format is based on an Office Open XML standard data format that makes it
easier to exchange files among different programs. Although you can still save
files in the old . ppt format, I don’t recommend it — you’ll lose many of the newer
capabilities of PowerPoint if you do.

PowerPoint is set up initially to save your presentation files in the Documents
folder, but you can store PowerPoint files in any folder on your OneDrive or any
local or network-accessible disk location.
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