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Developing a PowerPoint
Presentation
Lesson Time: 1 hour, 20 minutes

Lesson Objectives
In this lesson, you will:

• Select a presentation type.

• View and navigate a presentation.

• Edit text.

• Build a presentation.

Lesson Introduction
You are now familiar with the basic functions of Microsoft® PowerPoint® 2013, and you
are ready to develop presentations that you can use in your daily working life. Although you
already know how to add slides and basic text to your presentations, you will certainly wish
to craft presentations with a bit more substance.
With PowerPoint, you can choose from among several presentation types, apply a variety of
themes and templates, and take advantage of powerful text editing capabilities. These allow
you to spend less time working on your presentation and more time focusing on your
message and how to deliver it.
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TOPIC A
Select a Presentation Type
You can now begin developing presentations to deliver key messages to your audience, and you will
want to craft those presentations to suit particular situations. PowerPoint offers a wide range of
options for customizing and optimizing your presentations, including pre-formatted templates and
the ability to create presentations from pre-existing files.
Using these features will allow you to create engaging, dynamic presentations without the time
investment required to create presentations from scratch every time.

Templates
In PowerPoint, a template is an existing presentation containing content placeholders that are already
formatted. There are thousands of templates on www.Office.com that you can use to create a
presentation in PowerPoint 2013. Or, you can create new templates from existing presentations. The
file format for PowerPoint templates is the .potx file.

Figure 2-1: PowerPoint 2013 templates.

Note: To further explore templates, you can access the LearnTO Decide Between
PowerPoint Templates and Themes presentation from the LearnTO tile on the CHOICE
Course screen.

Project Type Options
There are three options for creating a presentation within PowerPoint 2013.
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Templates

You may want to show
LearnTO Decide
Between PowerPoint
Templates and Themes
from the CHOICE
Course screen or have
students navigate out to
the Course screen and
watch it themselves as a
supplement to your
instruction. If not, please
remind students to visit
the LearnTOs for this
course on their CHOICE
Course screen after
class for supplemental
information and
additional resources.
Project Type Options



Figure 2-2: Project type options from the New tab in the Backstage view.

Option Description

Blank Presentation Creates a presentation that has a single title slide with no design
formatting.

Templates and Themes
Search

Creates a presentation from one of the many templates or themes
available from Office.com.

Included Themes Creates a presentation from one of the themes included with
PowerPoint 2013.

Note: Themes are covered in-depth later in this lesson.

Outlines
You can also create a PowerPoint presentation from an existing Microsoft® Word outline. The
heading styles featured in Word, or any other application that supports heading styles, will create the
structure for the presentation. Only the title and the heading text will import to the PowerPoint
presentation. Body text from papers and reports authored in Word will not open in the presentation.

Note: PowerPoint Online App
With the exception of creating a presentation from a Word outline, you can use the same
methods that are described to create new presentations. PowerPoint templates are available in
Backstage view by selecting FILE→New. If the template you are searching for is not listed,
you can go directly to office.com and select Templates at the top of the page. The Office
templates are organized by category and when you find the template you want to use, simply
select it and then select Open in PowerPoint Online. The downloaded template will be stored
in OneDrive®.

The Open Screen
Once you have created and saved a PowerPoint presentation, it is available for you to edit or further
develop. The Open screen is where you select the presentation you wish to open and work on. The
Open screen is nearly identical to the Save As screen, however you use the Open screen to navigate
to an existing file you would like to open, rather than navigate to a destination for saving. You can
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access the Open screen by selecting FILE→Open, or by selecting Open Other Presentation
from the Start screen.

Note: PowerPoint Online App
When you start PowerPoint Online, it opens to a special Backstage view landing page ready for
you to open a recent document, open one stored in OneDrive, or create a new presentation.

Access the Checklist tile on your CHOICE Course screen for reference information and
job aids on How to Select a Presentation Type or Open an Existing Presentation.
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ACTIVITY 2-1
Creating a Presentation from a Template

Scenario
You realize that by starting with a blank presentation, you will have to do far more work to put
together your brief personal bio. You decide using one of the templates available for PowerPoint is
a much better starting point for your presentation. You noticed a colleague working on a training
presentation that you felt would also make a good personal bio presentation. So, you search for the
template to use for your presentation.

1. Launch PowerPoint 2013.

2. Search for the template.
a) From the Start screen, in the Search online templates and themes field, type training

b) Select the Start searching button. 

3. Create your presentation.
a) Select the Training presentation template that looks like this:

 

 
b) In the template's window, select Create.

4. Save your presentation to the desktop.
a) Select FILE→Save.
b) From the Save As screen, in the Places pane, select Computer.
c) In the right pane, in the Computer section, select the Browse button.
d) In the Save As dialog box, navigate to the desktop.
e) In the File name field, type my bio presentation.
f) Select Save.
g) In the Confirm Save As dialog box, select Yes to overwrite the existing file.

5. Close the PowerPoint application.

6. Re-open your saved presentation.
a) From the desktop, double-click the my bio presentation.pptx icon on the desktop.
b) Verify the title bar displays the name "my bio presentation."
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