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1. To select a placeholder: Hover the mouse over the edge of the 

placeholder and click (you may need to click the text in the 

placeholder first to see the border). A selected placeholder will 

have a solid line instead of a dotted line. 

2. To move a placeholder: Select the placeholder, then click and drag 

it to the desired location. 

3. To resize a placeholder: Select the placeholder you want to resize. 

Sizing handles will appear. Click and drag the sizing handles until 

the placeholder is the desired size. You can use the corner sizing 

handles to change the placeholder's height and width at the same 

time. 

4. To delete a placeholder: Select the placeholder you want to 

delete, then press the Delete or Backspace key on your keyboard. 

Text can be inserted into both placeholders and text boxes. Inserting 

text boxes allows you to add to the slide layout. Unlike placeholders, 

text boxes always stay in the same place, even if you change the theme. 

1. From the Insert tab, select the Text Box command. 

2. Click and drag to draw the text box on the slide. 

3. The text box will appear. To add text, simply click the text box and 

begin typing. 

  



If you want even more control over your content, you may prefer to use 

a blank slide, which contains no placeholders. Blank slides can be 

customized by adding your own text boxes, pictures, charts, and more. 

To insert a blank slide, click the bottom half of the New Slide command, 

then choose Blank from the menu that appears. 

 

Figure 1 : blank slide 
  



By default, all slides in PowerPoint 2019 use a 16-by-9 or widescreen 

aspect ratio. You might know that widescreen TVs also use the 16-by-9 

aspect ratio. Widescreen slides will work best with widescreen 

monitors and projectors. However, if you need your presentation to fit 

a 4-by-3 screen, it's easy to change the slide size to fit. 

To change the slide size, select the Design tab, then click the Slide Size 

command. Choose the desired slide size from the menu that appears, 

or click Custom Slide Size for more options. 

 

Figure 2 : slide size 

By default, all slides in your presentation use a white background. It's 

easy to change the background style for some or all of your slides. 

Backgrounds can have a solid, gradient, pattern, or picture fill. 



1. Select the Design tab, then click the Format Background 

command. 

 

Figure 3 : slide background 

2. The Format Background pane will appear on the right. Select the 

desired fill options. In our example, we'll use a Solid fill with a light 

gold color. 

 

Figure 4 : slide background pane 



3. The background style of the selected slide will update. 

4. If you want, you can click Apply to All to apply the same 

background style to all slides in your presentation. 

In PowerPoint, themes give you a quick and easy way to change the 

design of your presentation. They control your primary color palette, 

basic fonts, slide layout, and other important elements. All of the 

elements of a theme will work well together, which means you won't 

have to spend as much time formatting your presentation. 

Each theme uses its own set of slide layouts. These layouts control the 

way your content is arranged, so the effect can be dramatic. In the 

examples below, you can see that the placeholders, fonts, and colors 

are different. 

Every PowerPoint theme including the default Office theme has its own 

theme elements.  

1. Theme Colors: There are 10 theme colors, along with darker and 

lighter variations, available from every Color menu. 
 

2. Theme Fonts: There are two theme fonts available at the top of 

the Font menu under Theme Fonts. 

 



3. Theme Effects: These affect the preset shape styles. You can find 

shape styles on the Format tab whenever you select a shape or 

SmartArt graphic. 

All themes included in PowerPoint are located in the Themes group on 

the Design tab. Themes can be applied or changed at any time. 

1. Select the Design tab on the Ribbon, then locate the Themes 

group. Each image represents a theme. 

 

Figure 5 : themes apply dropdown 
2. Click the More drop-down arrow to see all available themes. 

3. Select the desired theme. 



 

Figure 6 : themes apply menu 

4. The theme will be applied to the entire presentation. To apply a 

different theme, simply select it from the Design tab. 

• Once you've applied a theme, you can select a variant for the 

theme from the Variants group. Variants use different theme 

colors while preserving a theme's overall look. 

PowerPoint includes several slide views, which are all useful for various 

tasks. The slide view commands are located in the bottom-right of the 

PowerPoint window. There are four main slide views. 

1. This is the default view, where you create and edit 

slides. You can also move slides in the Slide Navigation pane on 

the left. 



 

Figure 7 : normal view 

2. In this view, you'll see a thumbnail version of 

each slide. You can drag and drop slides to reorder them quickly. 

 

Figure 8 : sorter view 

3. This view fills the PowerPoint window with a 

preview of your presentation. It includes easily accessible 

navigation buttons at the bottom-right. 



 

Figure 9 : reading view 

4.  This is the view you'll use to present to an 

audience. This command will begin the presentation from the 

current slide. You can also press F5 on your keyboard to start 

from the beginning. A menu will appear in the bottom-left corner 

when you move the mouse. These commands allow you to 

navigate through the slides and access other features, such as the 

pen and highlighter. 



 

Figure 10 : Slide show view 

You can add notes to your slides from the Notes pane. Often called 

speaker notes, they can help you deliver or prepare for your 

presentation. 

1. Click the Notes command at the bottom of the screen to open the 

Notes pane. 



 

Figure 11 : notes command 

2. Click and drag the edge of the pane to resize it if desired. 

3. Click the Notes pane, and begin typing to add notes. 

If you have a lot of slides, you can organize them into sections to make 

your presentation easier to navigate. Sections can be collapsed or 

expanded in the Slide Navigation pane and named for easy reference. 



1. Select the slide where you want to begin a section. 

 

Figure 12 : sections select 

2. From the Home tab, click the Section command, then choose Add 

Section from the drop-down menu. 



 

Figure 13 : sections add 

3. An Untitled Section will appear in the Slide Navigation pane. 

 

Figure 14 : sections untitled 



4. To rename the section, click the Section command, then choose 

Rename Section from the drop-down menu. 

 

Figure 15 : sections rename 

5. Type the new section name in the dialog box, then click Rename. 

6. In the Slide Navigation pane, click the arrow next to a section 

name to collapse or expand it. 

❖ To remove a section, click the Section command, then click 

Remove Section. You can also click Remove All Sections to remove 

all sections from your slides. 

 


