
Getting started… 
using example slides



Simple method 1: copy and paste



Open a copy of the Master Template



Hold down CTRL and click to select several example slides 
you wish to use. Then copy them, by pressing  CTRL+c



Scroll to the end of the slides, 
click after the last example slide…



…and paste them in, press CTRL+v



VITAL next step: go to 
File>Save As… and save the 
file with a new name



Repeat the process to add more 
slide examples as required, then 
File>Save or CTRL+s

Now go ahead and edit 
those slides to make your 
presentation. Remember 
to Save regularly



Now it’s time to delete 
all the original example 
slides…

Click on slide 1,
then scroll to the last example 
slide, hold down shift and 
click on it. This selects all the 
example slides prior to your 
new presentation slides…
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…press Delete or Backspace 
to delete all those example 
slides. The slides that are left 
are your new presentation. 
Save again, CTRL+s



Simple method 2: drag and drop



Open a copy of the 
Master Template – click 
on Slide Sorter View



Open ANOTHER copy of the 
Master Template – click on 
any slide then select them 
all, by clicking CTRL+a



Press Delete or Backspace to 
delete them all. Then go to 
File>Save As… and save this 
empty file as a new name. This 
will be the new presentation



Go to View>Arrange All…



This will show you both files 
open, side by side. Select Slide 
Sorter View in each.
(Your view may have the windows the opposite way around)



Click in the example 
slides to select a slide 
you wish to use. Then 
click and hold…



Drag it across to your 
empty workspace and 
release. Save! CTRL+s



Select and drag all the 
example slides you wish to 
use, edit them with your 
own content and then Save



Select multiple slides at once by 
holding down CTRL whilst clicking, 
then click and hold one of them to 
drag them all across to your 
presentation workspace. Edit them, 
then Save!



Further guidance & resources
Go to:
My Development>Course Listings Tab and search for “PowerPoint”



Thank you!


