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Welcome to PowerPoint Online 
Collaborate for free with an online version of Microsoft PowerPoint. Save presentations in OneDrive. Share 
them with others and work together at the same time. 

To Access Office 365 open a web browser (Internet Explorer, FireFox, Chrome or any other Web 
Browser). Enter http://portal.microsoftonline.com 

 

 

Enter your E-Mail Address and your Office 365 password and click sign in. 

 
 

  

http://portal.microsoftonline.com/
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Pick a theme 

When opening PowerPoint Online you will be offered the option of opening a recently created 
presentation (1), opening a presentation from OneDrive for Business (2) or creating a new one from 
available templates (3). 

 

You will then open the template or document that you selected in PowerPoint online. 

 
When selecting the template from the gallery you will be able to start creating your presentation. 
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When opening an existing document, you will have a few more options. You can edit the document, 
start a slide show, print to a PDF or share your presentation with other people. These commands are at 
the top of the presentation screen 

  

If your select Edit presentation and PowerPoint is installed on the system that you are working on you 
will have the option of editing the presentation online or with the locally installed version of 
PowerPoint. 
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Add a Slide 
To add additional slides to your presentation most of the commands will be on the ribbon, select the new slide 

icon. An addition window will pop up and you can select your layout for that slide. 

 

To Insert Text, Table, Picture, Shapes, Smart Art or Video 

To add content to your slide, click Insert on the Ribbon and select the object that you want to insert 
into the slide. Objects can be positioned and sized where ever you want. 

For text bullets in a text box, place your cursor in the line of text, and on the Home tab, pick a bullet 
style in the Paragraph group. 

 

   

Add transitions between slides 

For smooth, animated shifts between slides, add transitions. 



 
 

 
Champion Solutions Group • 791 Park of Commerce Blvd., Suite 

200 Boca Raton, FL 33487 Phone:  877-788-1617 ∣ 561-997-2900 | 

| www.championsg.com | www.messageops.com |  

 

1. On the Transitions tab, pick a transition. 

 

2. To apply the transition to all the slides in your presentation, click Apply To All. 

Present your slide show 

You can run your PowerPoint Online presentation with an Internet connection and a web browser.  

To start your slide show, on the View tab, click Slide Show. 

 

To manage your slide show, go to the controls in the bottom, left corner and 
do the following: 

 Click Back to go to the previous slide 
 Click Next to go to the next slide 
 Click Exit to get out of Slide Show View. 

To go to any slide in the presentation, right-click the slide, and click Go to Slide. 
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Enter the slide number in the Slide box and click OK. 

 

  

Share your presentation online 

As you work on your presentation in PowerPoint, you might want to share it so other people can see it 
or work on it with you.  

1. Select your presentation in PowerPoint, and then click the Share with People at the top of the 
presentation. 

2. Enter the name of the people that you want to share the presentation with. You can also select 
whether you want them to edit the presentation or just view the presentation
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Coauthor a presentation in real time using PowerPoint Online 

To work together in PowerPoint Online, just save your presentation to an online service, like OneDrive, 
and you can edit the presentation at the same time as other people. Edit a presentation as you 
normally would, and if others are also editing it, PowerPoint Online alerts you to their presence. If 
they're also using PowerPoint Online, you can even see what they're typing in real-time, and an 
indicator that shows you what slides they're working on. 

1. In OneDrive, click to open the file that you want to work on with others.  
2. Under Edit Presentation, click Edit in PowerPoint Online. 

 

 
3. Begin working on your presentation. 

Notes    

o If others are working on the presentation at the same time, you’ll see a co-authoring 

icon and a number in the status bar that tell you how many people are working 
on the presentation. Click the down arrow next to the co-authoring icon to see who is 
working on the presentation.  

o When people are editing the presentation without signing in to OneDrive or SharePoint, 
they show up as "Guest". 

 

Note    You can co-author with people who use the PowerPoint desktop application. However, 
for best results, people using PowerPoint Online should take turns making changes with those 
using the PowerPoint desktop application (PowerPoint 2010 or later or PowerPoint for Mac 
2011). 
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Print your slides 

You can print your slides and use them as handouts, or you can add your speaker notes to them and 
use them as a visual aid when you present. 

1. On the File tab, > Print, > Print to PDF. 

 

2. To see the presentation when it’s been converted to PDF, click Click here to view the PDF of 
your document. 

 

3. Use your printer's options and settings to choose the print layout options you want and print 
your presentation. 

Tip    The PDF file opens in a new window. You can close it when you are finished printing. 

 


