Saving a Presentation

Saving a Presentation

After you’ve created a presentation, you need to
save it If you want to use it again. Also, if you
make changes to a presentation you’ll want to
save it. You can even save a copy of an existing
presentation with a new name, to a diffeient
location, or using a different file type. )
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Save a presentation as a different file type

Save a presentation as a different file
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1. Click the File tab and select Save As. The Save
As dialog box appears.

2. Click the Save as type list arrow and select a file
format.

3. Click Save.
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Closing a Presentation

Closing a Presentation

When you’re done working on a presentation, you need to

close it.

1. Click the File tab and select Close. The preserritation
closes. You can access the file again by opening it later.

Other Ways to Close a Presentation: Press <Ctrl>+ <W>.,

Or, click the Close button in the upper right corner of the

PowerPoint window.

Close the PowerPoint
presentation.
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PowerPoint Keyboard Shortcuts

Keyboard Shortcuts Editing

General Cut
Open a Presentation  <Ctrl> + <O> Copy
Create New <Ctrl> + <N> Paste

Undo

Redo or Repeat
Find

Replace

Select All

Save a Presentation  <Ctrl> + <S>
Print a Presentation  <Ctrl> + <P>
Close a Presentation  <Ctrl> + <\~
Insert a New Slide <Ctrl> + <M>
Help <F1>

<Ctrl> + <X>
<Ctrl> + <C>
<Ctrl> + <V>
<Ctrl> + <Z>
<Ctrl> + <Y>
<Ctrl> + <F>
<Ctrl> + <H>
<Ctrl> + <A>

Navigation—Go To:
The Next Slide <Spacebar>

The Previous Slide <Backspace>




Inserting Slides

O Insert a new slide

 Inserting a new slide is easy
> Click the Home tab on the Ribbon and click the New
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Press <delete>
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