
Beginners’ 
PowerPoint for 
Presentations
Part of our Digital 
Foundations 
training series



What one thing 
would you like to 
learn today?



Digital Foundations programme

Find out more about the Digital Foundations programme

https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations
https://superhighways.org.uk/who-we-are/partners-and-programmes/digital-foundations


What we will 
cover today

1. Basic editing including
1. Text
2. Photos and screenshots
3. Shapes and icons

2. Themes and design
1. Existing themes
2. Simple font and colour changes

3. Presenting
1. Speaker notes
2. Slideshow controls



Share your screen 
if you’re worried or 
can’t find what 
you’re looking for!



Please note
Please note that we may be 
working with different versions of 
PowerPoint.



Check your version



Your Ribbon

If your ribbon (toolbar) is not 
showing, look for a tiny arrow 
down at the end of your 
existing bar and click on 
Always show Ribbon



Demo and Do

You’ll watch me 
first and follow the 
exercise sheet



Some top tips
Planning helps you create a clear and effective presentation



Top tips for presentations

✓Start with your audience and message
✓Don’t worry about number of slides
✓The rule of 6

✓6 points
✓6 words (see if you can!)

✓Slides are not notes
✓Make sure other people create copies of presentations 

or templates



What are 
your tips?



Book on training

Superhighways training
✓ PowerPoint: Next Steps
✓ Full training programme

Microsoft learning
1. PowerPoint training videos
2. Create a presentation in 

PowerPoint for the web

https://events.superhighways.org.uk/events/642?private=true
https://superhighways.org.uk/files/view/digital-foundations/Digital_Foundations_Autumn_2023_Training_Flyer.pdf
https://support.microsoft.com/en-gb/office/powerpoint-for-windows-training-40e8c930-cb0b-40d8-82c4-bd53d3398787
https://support.microsoft.com/en-us/office/create-a-presentation-in-powerpoint-for-the-web-21360025-7eef-4173-9d7c-08281d55f64a
https://support.microsoft.com/en-us/office/create-a-presentation-in-powerpoint-for-the-web-21360025-7eef-4173-9d7c-08281d55f64a


Get the help you need

Book some time with 
us or sign up for our 
regular e-news to find 
out about new 
opportunities and 
training.

https://superhighways.org.uk/e-news/
https://superhighways.org.uk/e-news/


What does Superhighways do?

Superhighways helps small charities and 
community groups gain essential digital 
and data skills backed by the right tech to 
achieve their goals.



Thanks for 
listening
Sorrel Parsons
sorrelparsons@superhighways.org.uk
www.superhighways.org.uk 

mailto:sorrelparsons@superhighways.org.uk
http://www.superhighways.org.uk/
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