PowerPoint 2010 to Office 365 for business

Make the switch

Microsoft PowerPoint 2013 looks different from previous versions, so here’s a brief overview of new features and important changes.

Find what you need

Choose any tab on the ribbon to display

its buttons and commands.

Manage your
presentations
Choose the File tab to
open, save, print, and

manage your presentations.

Show the content you
want

Switch views or show or
hide notes and comments.
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Use contextual tabs

select a picture, the Picture Tools Format tab appears.

Some ribbon tabs appear only when you need them. For example, when you insert or
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See more options
Choose this arrow to expand and see
additional options.
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R — — Use the Format pane

Use this handy pane to
apply advanced formatting
to pictures, video,
SmartArt, shapes, and
other objects.

Zoom in and out

Slide this bar to the left or
right to zoom in or out on
= slide details.




What is Office 365 for business?

Just as Office 2010 was a suite of desktop apps, your Office 365 for business
subscription gives you a suite of powerful online services—including the latest version
of Office desktop apps. Office 365 lets you:

* Install Office desktop apps on as many as five computers.
» Create, view and edit documents from anywhere using Office Online.
» Work offline and your changes automatically sync when you're back online.

+ Use mobile Office apps on your Windows Phone, Android, iPad, or iPhone.

How do | use PowerPoint in Office 3657

You can use the PowerPoint 2013 desktop app, PowerPoint Online, or device-specific
PowerPoint apps. So how do you decide which to use? If you're using a computer,
PowerPoint 2013 has the most features. On a device, the PowerPoint mobile app has
the most features. However, for many tasks, the web-based PowerPoint Online may
meet your needs.

PowerPoint2013* PowerPoint PowerPoint
Online mobile app

Useitif + Your Office 365 You need a quick  You want the most editing
plan includesit. way to read and features available on your
* You want offline make simple device.
access. edits.

Runson Laptop anddesktop  Your browser Specific devices

computers
How to Comes with some, Browse from Windows Phone
getit but not all Office 365 OneDrive or Sites  iPad
plans (*Word 2011 iPhone
for Mac) Android phone and tablet

How do | sign in to Office 3657 ) Office 365

Sign in with your work or school account

1. From your web browser, go to https://portal.office.com.

alicja kowalska@adventureworks.com

2. Enteryour work or school account and password, and then
choose Sign in. For example: IKeep me signed in
j.doe@contoso.com or j.doe@contoso.onmicrosoftcom | R

Can't sccess your acoount?

Find your way around

From anywhere in Office 365, click the app Iauncherﬁ for quick access to all
services, including all the Office Online apps:

Calendar People Yammer
Schedule meetings Get contact Connect with
and appointments. information. co-workers.

Outlook OneDrive for Business
Read and Store your business
send email. documents.

Sites

Access

team sites.

Office Online
Create and collaborate on
documents from your browser.


https://login.microsoftonline.com/
http://go.microsoft.com/fwlink/p/?LinkId=396654
http://go.microsoft.com/fwlink/p/?LinkId=524315
http://go.microsoft.com/fwlink/p/?LinkId=396655
http://go.microsoft.com/fwlink/p/?LinkId=525632

Install Office 2013 desktop apps What's new on the PowerPoint 2013 ribbon?

If Office is not already on your computer, you can install it from Office 365. Some tabs are contextual and appear only when you need them. For example, when you
insert or select an audio file, you'll see the Audio Tools Format and Playback tabs. You
now have specific options for audio files. Other contextual tabs appear when working with

1. Signin to Office 365, and then choose Install now. _ .
video, charts, and pictures.

Install Office on your PC Install apps on
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Things you might be looking for in PowerPoint 2013

Use the list below to find some of the more common tools and commands in PowerPoint 2013.

In PowerPoint 2010

In PowerPoint 2013

Create, open, save,
print, export,
convert, or protect
presentations

Click File
and then the option.

Choose File
and then the option.

FILE

Add slides, apply a

slide size, or change

Design.

Page  slide
Setup Orientation

|22

- | [A] Fonts -

| [@] Ettects - [ Hide Backgreund Graphics

Design,

[ [ . |

.8

Eld9- 6= Presentation1 - Microsoft PowerPoint ‘MM‘ EE S O0ms  adventur orks_sales DRAWING TOOLS
|a Out Chan e fonts ClICk IO [fore] | mset  Desion  manstions  nimations  Siideshow  Review  View Format -HGME INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLUDESHOW  REVIEW  VIEW .
yout, 9 ’ EHERLCE s = I pE i o 5] == R el D= [ 7] Tty
Ga -, 7 " % Replace - B3 Copy 1] Reset [Z] align Text - T o[- # Shape Outline -
align shapes, or Home. | % | Bl o s v swma a- v w2 oo a7 S Home. | ... o» L] T I VD =R I R ol Y ] st
apply Qu|ck Sty'eS Clipboard 1 || siides || | Paragraph 5| Drawing Editing | Clipboard m Slides [Eex] i Paragraph g Drawing =
Insert tables,
piCtU res, Shapes, PlEd9- 0= Presentation1 - Microsoft PowerPoint == BERS OF- adventurewarks_sales presentation - PowerPoint DRAWING TOOLS T ®m - f
. Design Transitions Animations Slide Show e 0 HOME DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
SmartArt, charts, Click - — o 1 &0 - Choose
. J* A ate & Time gg Q — — — 2
wl | @ B mfE 4 E T Q S [@[id ld] e 2 [ = | e & F| D4 Breem T Q[T
Comments, header Insert. oo €] Gup Screenshot Fhoto | Shapes SmariArt Chart | Hyperink Action | Text | Header WordATt, o object Fquation symbol | Video Augio Insert. New | Table |[pictures Online [screenshot Phota |Shapes Smartart Chart | gy apps - Hyperlink Action [Comment| Text | Header [Wordar €U Equation Symbol | Video  Audio
: Slide~ |~ Pictures Album - |~ Box |aFooter] - | Object - - -
Tables | Images Links Text Symbols Media
and footer, WordArt, Siges T Tages nops bks  Comment o ymbols e
video, and audio
Apply a theme,
change the color of a Sae s e—— T——— —— o= ERS O - acventurenors s presetaton - PowsrPoit 2
theme Change the CIle En o Sigeshow  Review  View - @ ChOOSG HOME  INSERT TRANSITIONS ~ ANIMATIONS  SLDESHOW  REVIEW  VIEW
1 — | —
= I ] =

Slide Farmat

Timing

Transition to This Slide

h k f [nemes ] . Size - Background
the baC ground ora en el o = | e | Customize
slide
B e 0T _sales p 7T E -
®EEd9- 0= Presentation! - Microsoft PowerPoint HE | i © == c
HOME  INSERT  DESIGN ANIMATIONS ~ SUDESHOW  REVIEW  VIEW
Apolv or adiust the Click B o v owisn [[ETE] semsiors  suesion  reiew  viw - @
0, Sound: [No Sound] = Advance Slide
pply J] T souns: o souna + Adance Sice ] C) £ E] £ ) i o 4
L .. . . 1@ O B |6 oo 20 T @ on Mouse click @ El i El Hﬂ]ﬂ] F E @© Duration: [¥] On Mouse Click
timing of a transition | Animations.| - T e = e s00m0 - Wore  cw | e | Pwn  Wpe St el emomis  Swpe o Rl o, o, O arer
Previer ew Tiz lide

Timing




Things you might be looking for in PowerPoint 2013 (continued)

Use the list below to find some of the more common tools and commands in PowerPoint 2013.

In PowerPoint 2010 In PowerPoint 2013
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Creating and saving presentations

No matter if you start from your PowerPoint desktop app or from Office 365, you can
create a presentation and then store it in your OneDrive for Business or SharePoint
document library.

Create a presentation using PowerPoint 2013

PowerPoint 2013 provides templates .
ew
you can use to create new

Search for online templates and themes )

presentations or you can start with a it i i Gl ot D i Wit e i
blank presentation. You can also
learn more from the PowerPoint
2013 Quick Start Guide
(http://go.microsoft.com/fwlink/p/?Li

nkld=272047).

Blank Presentation
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OneDrive for Business is your onlinefile
Save As storage. Presentations saved here are
B> soventurnors Teamsie private unless you share them with others.
Plus, you can access them from almost

@ OneDrive @ adventureworks

B s Kovaisias Orerie anywhere on almost any device.

El:l Computer

= AddaPlace

Save to a SharePoint document library

By default, SharePoint sites include a

. Save As
document library. You can save your

presentation here. Anyone with access to B> scvenureuors Teansie
that site can see and work with you on G CreDiive @ adventureworks
& Alicja Kowalska's OneDrive

presentations and other Office documents.

Eltl ‘Computer
=S

= Add aPlace

Create a new presentation from Office 365

You don't need the PowerPoint desktop app to create a new presentation. If you've got
OneDrive for Business or a SharePoint document library, you can create a new
presentation from there. PowerPoint Online provides the basic tasks and automatically
saves your presentation to that location.

C 1. Choose the app launcher ﬁ
and then choose OneDrive
or Sites.

l—t 2. Choose New.
|

3. Choose PowerPoint
presentation.

Office 365 Sites
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Opening and deleting presentations

You'll notice differences when

Open a presentation from Office 365

PowerPoint R Quickly open a presentation from OneDrive for Business or a SharePoint team site.

Suggested searches:  Business  Calendars  Charts and Diagrams  Education

you first open PowerPoint

2013.You can choose from Recent PowerPoint2013
the list of available templates, [ O st Take a 6 L e Select a present.atlon and '
: Excel 2007 tour Documents l then choose Edit to open in
your Recent presentations Bocuments e s )
adventureworks Blank Presentation Welcome to PowerPaint R Gnew Wughcad @ [rem o manage o share POWGrPOlnt 201 3
with their location, or Open el sy soppecom-. o . : =
Other Presentations to get (& Open Other Presentations B i PowerPoint Online

to your OneDrive for Business

Choose the presentation
name to automatically open

and team site document

Depth . . —
libraries. ' ' it for basic editing in
PowerPoint Online.

Open a presentation from PowerPoint 2013

Choose the location of your presentation, and then open it.

Delete a presentation from Office 365

Deleting presentations from OneDrive for Business or a SharePoint is just as simple.

SharePoint OneDrive for Business Recent Presentations
Open a presentation Use this location to get Get quick access to OneDive @ adventurewors 1 Select the
from a SharePoint to your online storage. presentationsin their Documents .resentation ou
team site. default locations. new Fupload &sync ~ edit © share P y
— want to delete.
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Working offline with PowerPoint

Need to work somewhere without an Internet connection? You can sync documents or
entire folders to your computer before you go. When you're back online, your changes
will automatically sync.

Sync a library

You can sync the entire library of your OneDrive for Business and SharePoint team site.

I . 1. Choose the app launcher E
Documents and then choose OneDrive or

Sites.
: Frrew  F upload # /
[ M COmEE .., o
- . — 2. Choose Sync.
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Sync a document or folder

You can sync only the presentations or folders you're working on.

1. Choose the app

launcher B3 ,and b | s s
then choose 2 e
. . Dacuments
OneDrive or Sites.
S— Fnew  F upload r‘-':'. A marage O thae
. a o 1 iy Y ]
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3. Choose Sync.

How does sync work?

The first time syng, it takes a little longer to download your documents on your
desktop or other device. You can now work offline without losing your changes or
juggling multiple copies.

Anytime you make a change, those changes are automatically uploaded.

After you sync OneDrive for Business or a team SharePoint site, you get an associated
folder on your device Favorites with the documents you have synced.
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Working with others

PowerPoint Online

S ha re p resentation S Does a coworker not have PowerPoint on their computer? Or do they use a Mac? Not a
problem! With PowerPoint Online, you can do basic co-edits in the same presentation at
Wherever your presentation is stored, you can share it with others—whether they're the same time.
part of or outside of your organization. When you share, the people who need to Need more options? Share
review or edit get an email with a link to the presentation. With just a quick click, Open in PowerPoint 2013 Work on the same
reviewers can open it from nearly anywhere and on practically any device. No Save button? to get advanced opt!ons presentation with
Don't worry, PowerPoint such as more transitions, others
Online automatically saves more animations, and simultaneously.
1. Select a your presentation. Presenter View.
presentation. 2. Choose Share.
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Working from mobile devices

Whether you use a Windows Phone,
Android device, iPhone, tablet, or iPad,
you can view and edit Word documents
stored on a SharePoint site or OneDrive
for Business.

All you need is the Office Mobile app to
get to your presentations. Now you can
view and make last minute changes to a
presentationright on your phone or
tablet.

Set up your device

For mobile, it's all about the apps and adding the work or school account you use for
Office 365 for business to your device. Find and install the right app for your device from
your device's app store. For step-by-step instructions, see:

+ Set up a mobile device using Office 365 for business
(http://go.microsoft.com/fwlink/p/?Linkld=396709)
* Set up Office 365 for business on your:
* Windows Phone (http://go.microsoft.com/fwlink/p/?Linkld=396654)
* iPhone (http://go.microsoft.com/fwlink/p/?Linkld=396655)
* iPad (http://go.microsoft.com/fwlink/p/?Linkld=524315)
» Android phone and tablet (http://go.microsoft.com/fwlink/p/?Linkld=525632)

Need more info?

Check out the Office 365 for business learning center
(http://go.microsoft.com/fwlink/p/?Linkld=392570) for additional quick start
guides and how-to videos.

Find more tips for switching to Office 365
(http://go.microsoft.com/fwlink/p/?Linkld=398049).
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