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Let’s Get Technical 
Microsoft PowerPoint  

 

Introduction 

Microsoft PowerPoint is a powerful presentation software used to create slideshows for 
business, education, and personal purposes. This guide provides an overview of 
PowerPoint's interface and key terminology to help you create effective and professional 
presentations. 

 

Main Components 

The PowerPoint interface consists of several key areas: 

 

Title Bar - Located at the very top of the window, displays the presentation name and 
PowerPoint icon. Contains the Quick Access Toolbar on the left and window control 
buttons (minimize, maximize, close) on the right. 

 

Ribbon - The tabbed toolbar below the Title Bar containing commands organized by 
function. Default tabs include File, Home, Insert, Draw, Design, Transitions, Animations, 
Slide Show, Review, View, and Help. Each tab contains groups of related commands. 

 

Quick Access Toolbar - A customizable toolbar (usually in the upper-left) that provides 
one-click access to frequently used commands like Save, Undo, Redo, and Start From 
Beginning. 

 

Slides/Outline Pane - Located on the left side of the window, displays thumbnail views 
of all slides in your presentation. You can reorder, add, delete, or duplicate slides here. 
Can be toggled to show outline view instead. 

 

Slide Pane - The main central area where you create and edit the current slide. This is 
your primary workspace for adding text, images, shapes, and other content. 

 

Notes Pane - Located below the Slide Pane, this area allows you to add speaker notes 
that are visible to the presenter but not to the audience during the presentation. 

 

Status Bar - The bar at the bottom of the window showing the slide number, theme 
name, spell check status, language, and view buttons. Also includes a zoom slider. 
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View Buttons - Located in the bottom-right corner of the Status Bar, these buttons let 
you quickly switch between Normal view, Slide Sorter view, Reading view, and Slide 
Show view. 

 

The Ribbon Tabs 

Each Ribbon tab contains specific groups of commands: 

 

File (Backstage View) - Access file operations like New, Open, Save, Save As, Print, 
Share, Export, and Options. Also shows presentation information and recent files. 

 

Home - Basic editing tools including clipboard operations, slides management, font 
formatting, paragraph alignment, drawing tools, and text editing. 

 

Insert - Add various elements to slides including new slides, tables, pictures, shapes, 
icons, 3D models, SmartArt, charts, text boxes, headers/footers, videos, audio, links, 
and comments. 

 

Draw - Tools for drawing with digital ink, including pens, highlighters, and shape 
conversion tools. Useful for tablet users and touch-screen devices. 

 

Design - Apply themes, color schemes, fonts, effects, and background styles to create 
a cohesive look. Control slide size and design ideas for professional appearance. 

 

Transitions - Add and customize transitions between slides, including effect options, 
duration, sound, and advance settings. Control how slides move from one to the next. 

 

Animations - Animate objects on slides with entrance, emphasis, exit, and motion path 
effects. Control timing, duration, and order of animations. 

 

Slide Show - Start and control presentations, set up show options, configure monitors, 
adjust timing, and record slide shows with narration. 

 

Review - Proofing tools (spell check, thesaurus), language options, comments for 
collaboration, and compare presentations features. 

 

View - Switch between presentation views, show/hide rulers and gridlines, zoom 
controls, color/grayscale options, window arrangement, and macros. 
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PowerPoint Glossary 

Key terms and concepts you'll encounter when working with PowerPoint: 

 

Term Definition 

Presentation A complete PowerPoint file containing one or more slides. Also 
called a deck or slideshow. Saved with .pptx or .ppt extension. 

Slide A single page or screen in a presentation that contains text, 
images, charts, or other content. The basic building block of a 
presentation. 

Slide Layout A predefined arrangement of placeholders on a slide. Common 
layouts include Title Slide, Title and Content, Two Content, 
Comparison, and Blank. 

Placeholder A box with dotted borders that holds content like text, images, or 
charts. Clicking a placeholder lets you add content directly. 

Theme A unified set of design elements including colors, fonts, effects, 
and backgrounds that gives presentations a consistent, 
professional appearance. 

Master Slide The top slide in Slide Master view that controls the overall design 
and layout. Changes made here apply to all slides using that 
master. 

Transition A visual effect that occurs when moving from one slide to the 
next, such as Fade, Push, Wipe, or Dissolve. 

Animation A visual effect applied to objects within a slide, making them 
appear, move, change, or disappear. Includes entrance, 
emphasis, exit, and motion path effects. 

Text Box A moveable, resizable container for text that can be placed 
anywhere on a slide, independent of placeholders. 

SmartArt Pre-designed graphic layouts for creating professional diagrams, 
organizational charts, processes, cycles, hierarchies, and 
relationships. 

Shapes Drawing objects including rectangles, circles, arrows, flowchart 
symbols, callouts, and stars that can be inserted and customized 
on slides. 
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Slide Master A view where you can edit the master slides that control the 
design, layout, and formatting for all slides in a presentation. 

Presenter View A special view during presentations that shows speaker notes, 
upcoming slides, a timer, and controls only visible to the 
presenter, not the audience. 

Speaker Notes Text added in the Notes Pane that provides reminders, talking 
points, or additional information for the presenter. Not visible to 
the audience unless printed. 

Handouts Printed pages containing one or more slides per page that can be 
distributed to the audience for reference during or after a 
presentation. 

Normal View The default editing view showing the slide thumbnails pane, main 
slide pane, and notes pane for creating and editing presentations. 

Slide Sorter 
View 

A view displaying all slides as thumbnails, making it easy to 
reorder, duplicate, or delete slides and see the overall flow of your 
presentation. 

Slide Show 
View 

Full-screen presentation mode where slides fill the entire screen, 
showing your presentation as the audience will see it. 

Reading View A view optimized for reviewing presentations on your computer, 
showing slides in a window with navigation controls at the bottom. 

Object Any element placed on a slide, including text boxes, images, 
shapes, charts, tables, videos, or audio files. 

Grouping Combining multiple objects into a single unit so they can be 
moved, resized, or formatted together as one object. 

Alignment Tools that help position objects precisely on slides, aligning them 
to each other or distributing them evenly (left, center, right, top, 
middle, bottom). 

Hyperlink A clickable link embedded in text or objects that jumps to another 
slide, opens a web page, or launches an email during a 
presentation. 

Action Button A built-in button shape with predefined actions like navigating to 
the next/previous slide, first/last slide, or returning to a specific 
slide. 

Slide Timing Settings that control how long a slide displays before 
automatically advancing to the next slide, useful for self-running 
presentations. 
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Section A way to organize slides into logical groups within a presentation, 
making large presentations easier to manage and navigate. 

Template A pre-designed presentation file (.potx) containing themes, 
layouts, and formatting that serves as a starting point for new 
presentations. 

Slide Size The dimensions of slides, either Standard (4:3 aspect ratio) or 
Widescreen (16:9 aspect ratio). Can be customized for specific 
display requirements. 

Format Painter A tool that copies formatting from one object and applies it to 
another, ensuring consistent styling throughout your presentation. 

Rehearse 
Timings 

A feature that records how long you spend on each slide during 
practice, helping you pace your presentation and set automatic 
timings. 
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Quick Tips for Getting Started 

 

Start with a Template - Choose from built-in templates or search online for 
professionally designed starting points that match your topic and style. 

 

Use Slide Layouts - Apply appropriate layouts for different content types rather than 
starting from blank slides. This ensures consistency and saves time. 

 

Keep It Simple - Limit text on each slide to key points. Use bullet points sparingly and 
avoid overcrowding. Your slides should support your speech, not replace it. 

 

Consistent Design - Choose one theme and stick with it. Consistent fonts, colors, and 
layouts create a professional appearance and help your audience focus on content. 

 

Use High-Quality Images - Incorporate relevant, high-resolution images to make slides 
more engaging. Avoid pixelated or stretched images. 

 

Practice Presenter View - Familiarize yourself with Presenter View before your 
presentation. It shows your notes, upcoming slides, and a timer while the audience sees 
only your slides. 

 

Slide Sorter for Organization - Use Slide Sorter view to see your entire presentation at 
once, making it easy to reorder slides and check the overall flow. 

 

Animations and Transitions - Use sparingly and purposefully. Too many effects can 
distract from your message. Stick to simple, professional transitions. 

 

Keyboard Shortcuts - During presentations, press B to black out the screen, W to 
white it out, and use arrow keys or Enter to navigate slides. 
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