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16 In the PowerPoint Options dialog box, click OK. 

This customized ribbon includes modified Home and Design tabs and a new Formatting tab.

17 Click the title of slide 1 to select it, and then click the Formatting tab.

The new Formatting tab, which includes groups formerly found on the Home and Design tabs.

Let’s finish this exercise by restoring the default ribbon configuration.

18 Display the Customize Ribbon page of the PowerPoint Options dialog box. In the 
lower-right corner, click Reset, and then click Reset all customizations. 

19 When you are asked to confirm that you want to delete all ribbon and Quick Access 
Toolbar customizations, click Yes.

20 Click OK to close the PowerPoint Options dialog box.

+  CLEAN UP Close the ColorDesign presentation .
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Manipulating the Quick Access Toolbar
By default, the Save, Undo, Repeat/Redo, and Start From Beginning buttons appear on the 
Quick Access Toolbar. If you regularly use a few buttons that are scattered on various tabs 
of the ribbon and you don’t want to create a custom tab, you might want to add these 
frequently used buttons to the Quick Access Toolbar. They are then always visible in the 
upper-left corner of the program window.

Clicking the Customize Quick Access Toolbar button at the right end of the Quick Access 
Toolbar displays a menu that lists commonly used commands. Check marks appear to the 
left of commands currently available on the Quick Access Toolbar. You can click these com-
mands to remove them, and click other commands to add them.

You can customize the Quick Access Toolbar by selecting or clearing buttons  
on the Customize Quick Access Toolbar menu.

As you add buttons to the Quick Access Toolbar, it expands to accommodate them. If you 
add many buttons, some of them might not be visible, defeating the purpose of adding 
them. To resolve this problem, you can move the Quick Access Toolbar below the ribbon 
by clicking the Customize Quick Access Toolbar button, and then clicking Show Below The 
Ribbon.

Clicking More Commands on the Customize Quick Access Toolbar menu opens the 
PowerPoint Options dialog box with the Quick Access Toolbar page displayed. This page 
gives you more options for displaying commands on the toolbar. 
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You can customize the Quick Access Toolbar by moving commands from the left list box to  
the right list box.

From this PowerPoint Options dialog box page, you can customize the Quick Access Toolbar 
in the following ways:

 ▪ Define a custom Quick Access Toolbar for all presentations, or you can define a cus-
tom Quick Access Toolbar for a specific presentation.

 ▪ Add any command from any group of any tab, including tool tabs, to the toolbar.

 ▪ Display a separator between different types of buttons.

 ▪ Move buttons around on the toolbar until they are in the order you want.

 ▪ Reset everything back to the default Quick Access Toolbar configuration.



412    Chapter 14 Work in PowerPoint more efficiently 

TIP If you use only a few buttons, you can add those buttons to the Quick Access Toolbar 
and then hide the ribbon. For information about hiding and displaying the ribbon, see 
“Working in the PowerPoint 2013 user interface” in Chapter 1, “Explore Microsoft Power-
Point 2013.”

In this exercise, you’ll add a couple of buttons to the Quick Access Toolbar for all presenta-
tions, and then you’ll test the buttons.

 SET UP You need the BuyersSeminar presentation located in the Chapter14 practice 
file folder to complete this exercise. Open the presentation, and then follow the steps.

1 Open the PowerPoint Options dialog box, and then in the left pane, click Quick 
Access Toolbar.

TIP If you want to create a Quick Access Toolbar that is specific to the active presenta-
tion, on the right side of the Quick Access Toolbar page, display the Customize Quick 
Access Toolbar list, and click For <name of presentation>. Then any command you 
select will be added to the toolbar for that specific presentation instead of the toolbar 
for all presentations.

2 At the top of the Popular Commands list on the left, double-click Separator.

TIP You can use separator lines to divide commands into groups, making them easier 
to find.

3 Scroll down the Popular Commands list, click the Quick Print command, and then 
click Add.

TIP You can also add the Quick Print button to the Quick Access Toolbar by clicking 
the Customize Quick Access Toolbar button.

4 Display the Choose commands from list, and click Insert Tab.

5 Repeat step 3 to add the Screen Clipping command to the right list box.
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You have moved one command from the Backstage view and  
another from the Insert tab to the Quick Access Toolbar.

6 In the right list box, click Start From Beginning, and click the Remove button. Then 
click OK to close the PowerPoint Options dialog box.

The Quick Access Toolbar now includes three default buttons  
and two custom buttons, separated by a line.

To print a presentation with the default settings, you no longer have to go to the 
Print page of the Backstage view, and to capture a picture of the screen, you no 
 longer need to switch to the Insert tab.

Let’s restore the default Quick Access Toolbar.

7 Display the Quick Access Toolbar page of the PowerPoint Options dialog box, click 
Reset, and then click Reset only Quick Access Toolbar.

8 In the Reset Customizations message box, click Yes to return the Quick Access 
Toolbar to its default contents. Then click OK to close the PowerPoint Options 
dialog box.

+  CLEAN UP Close the BuyersSeminar presentation without saving it .
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Customizing the status bar
You can easily add or remove controls from the status bar by right-clicking any blank 
area of the status bar and then, on the Customize Status Bar menu, clicking the con-
trol you want to add or remove.

On the Customize Status Bar menu, a check mark indicates a control that is  
currently shown or will be shown when information of that type is available.

Key points
 ▪ The PowerPoint environment is flexible and can be customized to meet your needs.

 ▪ Most of the settings that control the working environment are gathered on the pages 
of the PowerPoint Options dialog box.

 ▪ You can customize the ribbon to put precisely the presentation development tools 
you need at your fingertips.

 ▪ You can provide one-click access to any command by adding its button to the 
Quick Access Toolbar, either for all presentations or for the active presentation.
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Glossary
accessible content Content that is optimized for 

consumers with disabilities and for assistive 
devices such as electronic readers. 

action button A ready-made button that you 
can insert into a presentation and use to 
define hyperlinks.

add-in A utility that adds specialized function-
ality to a program but that does not oper-
ate as an independent program.

adjustment handle A diamond-shaped handle 
used to adjust the appearance but not the 
size of most shapes. For example, you can 
adjust a rounded rectangle to be more or 
less rounded.

animation In PowerPoint, an effect that you can 
apply to text or an object to produce an 
illusion of movement.

attribute Individual items of character format-
ting, such as style or color, that determine 
how text looks.

AutoCorrect A feature that automatically 
 detects and corrects misspelled words 
and incorrect capitalization. You can add 
your own AutoCorrect entries.

background The colors, shading, texture, and 
graphics, that appear behind the text and 
objects on a slide.

body font The second font listed in a set of 
theme fonts, which is by default applied  
to all text except headings.

bullet point An item in a list in which each list 
entry is preceded by a symbol.

caption Descriptive text associated with a figure, 
photo, illustration, or screen shot.

case The capitalization (uppercase or lowercase) 
of a word or phrase. In title case, the first 
letter of all important words is capitalized. 
In sentence case, only the first letter of the 
first word is capitalized.

category axis The  axis used for plotting cat-
egories of data in a chart. Also called the 
x-axis.

cell A box formed by the intersection of a row 
and column in a worksheet or a table, in 
which you enter information.

cell address The location of a cell, expressed as 
its column letter and row number, as in A1.

character formatting Formatting you can apply 
to selected typographical characters.

chart A diagram that plots a series of values in 
a table or worksheet.

chart area A region in a chart that is used to 
position chart elements, render axes, and 
plot data.

clip art image A piece of free, ready-made 
art that is distributed without copyright. 
Usually a cartoon, sketch, illustration, or 
photograph.

Clipboard A storage area shared by all Office 
programs where cut or copied items are 
stored.

color gradient A gradual progression from one 
color to another color, or from one shade 
to another shade of the same color.

color scheme See theme colors.

column Either the vertical arrangement of text 
into one or more side-by-side sections, or 
the vertical arrangement of cells in a table 
or worksheet.

comment An annotation that is associated  
with text or an object to provide context-
specific information or reviewer feedback.
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connection point A point on a shape to which 
another shape can be connected.

connector A line that connect two shapes and 
that moves if the shapes are moved.

content placeholder See placeholder.

contextual tab See tool tab.

cursor A representation on the screen of the 
 input device pointer location.

custom slide show A set of slides extracted from 
a presentation to create a slide show for 
an audience that doesn’t need to view the 
entire presentation.

cycle diagram A diagram that shows a continu-
ous process.

data marker A customizable symbol or shape 
that identifies a data point on a chart. 
Data markers can be bars, columns, pie or 
doughnut slices, dots, and various other 
shapes and can be various sizes and colors.

data point An individual value plotted in a chart.

data series Related data points that are plotted 
in a chart.

design template A file that contains masters that 
control the formatting of a presentation, 
including placeholder sizes and positions; 
background design, graphics, and color 
schemes; fonts; and the type and size of 
bullets.

destination file The file into which a linked or 
embedded object is inserted. When you 
change information in a destination file, 
the information is not updated in the 
source file. See also source file.

diagram A drawing that is used to present rela-
tionships between abstract ideas and data. 
For example, an organizational chart or a 
Venn diagram.

dialog box launcher On the ribbon, a button 
at the bottom of some groups that opens 
a dialog box with features related to the 
group.

Document Inspector A tool that automates  
the process of detecting and removing all 
extraneous and confidential information 
from a presentation.

dragging A way of moving objects by selecting 
them and then, while the selection device 
is active (for example, while you are hold-
ing down the mouse button), moving the 
selection to the new location.

embedded object An object that is wholly in-
serted into a file. Embedding the object, 
rather than simply inserting or pasting its 
contents, ensures that the object retains its 
original format. If you open the embedded 
object, you can edit it with the toolbars 
and menus from the program used to 
 create it.

encrypting To programmatically disguise con-
tent to hide its substance.

file format The structure or organization of data 
in a file. The file format is usually indicated 
by the file name extension.

file name extension A set of characters added 
to the end of a file name that identifies the 
file type or format.

First Line Indent marker The triangle-shaped 
control, on the top of the horizontal ruler, 
that indicates the position of the first line 
of the paragraph.

font A graphic design applied to a collection of 
numbers, symbols, and characters. A font 
describes a certain typeface, which can 
have qualities such as size, spacing, and 
pitch.
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font effect An attribute, such as superscript, 
small capital letters, or shadow, that can  
be applied to a font.

font size The height (in points) of a collection  
of characters, where one point is equal to 
approximately 1/72 of an inch.

font style The emphasis given to a font by using 
formatting such as bold, italic, underline, 
or color.

footer One or more items of information, typi-
cally at the bottom of a slide and typically 
containing elements such as the page 
number and the date.

gallery Rich, customizable list boxes that can be 
used to organize items by category, display 
them in flexible column-based and row-
based layouts, and represent them with 
images and text. Depending on the type  
of gallery, live preview is also supported.

graphic Any image, such as a picture, photo-
graph, drawing, illustration, or shape, that 
can be placed as an object on a slide.

grayscale The spectrum (range) of shades of 
black in an image.

group (ribbon) A set of buttons on a tab that all 
relate to the same type of object or task.

grouping To assemble several objects, such as 
shapes, into a single unit so that they act as 
one object. Grouped objects can easily be 
moved, sized, and formatted.

handle A small circle, square, or set of dots that 
appears at the corner or on the side of a 
selected object and facilitates moving,  
sizing, reshaping, or other functions  
pertaining to the object.

handout master A template that defines the lay-
out for the printed handout pages distrib-
uted to a presentation’s audience.

Handout Master view The view from which you 
can change the overall look of audience 
handouts.

Hanging Indent marker The triangle-shaped 
control, on the bottom of the horizon-
tal ruler, that indicates the left edge of 
the second and subsequent lines of the 
paragraph.

heading font The first font listed in a set of 
theme fonts, which is by default applied  
to all slide titles..

hierarchy diagram A diagram that illustrates the 
structure of an organization or entity.

hyperlink A connection from a hyperlink anchor, 
such as text or a graphic, that you can fol-
low to display a link target such as a file, a 
location in a file, or a website. Text hyper-
links are usually formatted as colored or 
underlined text, but sometimes the only 
indication is that when you point to them, 
the pointer changes to a hand..

Hypertext Markup Language (HTML) A format-
ting language that uses tags to mark ele-
ments in a document to indicate how web 
browsers should display them to the user 
and should respond to user actions.

icon A small picture or symbol representing a 
command, file type, function, program,  
or tool.

Indent marker One of four controls located 
on the horizontal ruler that indicate how 
far text is indented from the left or right 
margin.

keyboard shortcut Any combination of key-
strokes that can be used to perform a task 
that would otherwise require a mouse or 
other pointing device.

kiosk mode A display mode in which a single 
window takes over the whole screen and 
the desktop is inaccessible.
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Left Indent marker The square-shaped control, 
on the bottom of the horizontal ruler, that 
indicates how far text is indented from the 
left margin.

legend A key that identifies the data series plot-
ted in the chart.

line break A manual break that forces the text 
that follows it to the next line.

link See hyperlink; linked object.

linked object An object that is inserted into a 
slide but that still exists in its source file. 
When information is linked, the slide is  
updated automatically if the information  
in the original document changes.

Live Preview A feature that temporarily displays 
the effect of applying a specific format to 
the selected element.

master A slide or page on which you define for-
matting for all slides or pages in a pres-
entation. Each presentation has a set of 
masters for slides, as well as masters for 
speaker notes and audience handouts.

Microsoft Office Clipboard See Clipboard.

Microsoft PowerPoint Viewer A viewer with 
which you can display presentations on a 
computer that does not have PowerPoint 
installed.

Mini Toolbar A toolbar that is typically displayed 
after you select text on a slide so that you 
can quickly format the text.

Normal view A view that displays three panes: 
Thumbnails, Slide, and Notes.

notes master A template that defines the for-
matting and content used by speaker notes 
pages.

Notes Master view The view from which you 
can change the overall look of speaker 
notes pages.

Notes Page view The view in which you can add 
speaker notes that contain objects such as 
tables, charts, and graphics.

Notes pane The pane in Normal view in which 
you enter notes that you want to accom-
pany a slide. You print these notes as 
speaker notes pages.

object An item, such as a graphic, video clip, 
sound file, or worksheet, that can be in-
serted into a PowerPoint slide and then 
selected and modified.

Outline pane The pane that appears in Outline 
view on the left side of the program win-
dow and that displays all the text of the 
presentation in outline form.

Outline view A view that displays three panes: 
Outline, Slide, and Notes.

Package for CD A feature to help you gather 
all the components of a presentation and 
store them to a CD or another type of re-
movable media so that they can be trans-
ported to a different computer.

palette A collection of color swatches that  
you can click to apply a color to selected 
text or an object. PowerPoint has three 
palettes: Theme Colors, Standard, and 
Recently Used.

paragraph formatting Formatting that controls 
the appearance of a paragraph. Examples 
include indentation, alignment, line spac-
ing, and pagination.

password The string of characters that must  
be entered to open a password-protected 
presentation for editing.

path A sequence of folders that leads to a spe-
cific file or folder. A backslash is used to 
separate each folder in a Windows path, 
and a forward slash is used to separate 
each directory in an Internet path.
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photo album A specific kind of presentation into 
which you can insert and arrange collec-
tions of digital images.

picture A photograph, clip art image, illustra-
tion, or another type of image created with 
a program other than PowerPoint.

picture diagram A diagram that uses pictures to 
convey information, rather than or in addi-
tion to text.

pixel The smallest element used to form the 
composition of an image on a computer 
monitor. Computer monitors display  
images by drawing thousands of pixels  
arranged in columns and rows.

placeholder A area on a slide designed to con-
tain a specific type of content that you 
supply.

plot area In a two-dimensional chart, the area 
bounded by the axes, including all data  
series. In a three-dimensional chart, the 
area bounded by the axes, including the 
data series, category names, tick-mark  
labels, and axis titles.

point The unit of measure for expressing the 
size of characters in a font, where 72 points 
equals 1 inch.

Portable Document Format (PDF) A fixed- 
layout file format in which the format-
ting of the document appears the same 
regardless of the computer on which it is 
displayed.

PowerPoint Web App An app that you can use 
to review and edit a presentation in your 
web browser when you’re working with a 
presentation that is stored on a Microsoft 
SharePoint site or on a Microsoft SkyDrive. 
The web app runs directly in your web 
browser instead of on your computer. Web 
apps are installed in the online environ-
ment in which you’re working and are not 

part of the desktop program that you  
install directly on your computer. 

Presenter view A tool with which you can con-
trol a presentation on one monitor while 
the audience views the presentation’s slides 
in Slide Show view on a delivery monitor or 
projector screen.

process diagram A diagram that visually repre-
sents the ordered set of steps required to 
complete a task.

property Settings of a file that you can change, 
such as the file’s name and read-only 
status, as well as attributes that you can’t 
directly change, such as the file’s size and 
creation date.

Quick Access Toolbar A small, customizable 
toolbar that displays frequently used 
commands.

read-only A setting that allows a file to be read 
or copied, but not changed or saved. If 
you change a read-only file, you can save 
your changes only if you give the file a new 
name.

Reading view The view in which each slide fills 
the screen. You can click buttons on the 
navigation bar to move through or jump  
to specific slides.

relationship diagram A diagram that shows 
convergent, divergent, overlapping, merg-
ing, or containment elements.

ribbon A user interface design that organizes 
commands into logical groups, which 
 appear on separate tabs.

Rich Text Format (RTF) A format for text and 
graphics interchange that can be used with 
different output devices, operating envi-
ronments, and operating systems.

rotating handle A small green handle that you 
can use to adjust the angle of rotation of a 
shape.
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screen clipping An image of all or part of the 
content displayed on a computer screen. 
Screen clippings can be captured by using 
a graphics capture tool such as the Screen 
Clipping tool included with Office 2013 
programs.

ScreenTip A note that appears on the screen to 
provide information about the program 
interface or certain types of document 
content, such as proofing marks and  
hyperlinks within a document.

selecting To specify, or highlight, an object or 
block of text so that you can manipulate or 
edit it in some way.

series axis The optical axis that is perpendicular 
to the x-axis and y-axis, usually the “floor.” 
Also called the z-axis.

shape An object created by using drawing tools 
or commands.

sizing handle A small circle, square, or set of 
dots that appears at the corner or on the 
side of a selected object. You drag these 
handles to change the size of the object 
horizontally, vertically, or proportionally.

slide library A type of SharePoint document 
library that is optimized for storing and 
reusing PowerPoint slides.

slide master The set of slides that stores infor-
mation about a presentation’s design tem-
plate, including font styles, place holder 
sizes and positions, background design, 
and color schemes.

Slide Master view The view from which you 
make changes to the slide masters.

Slide pane The area in Normal view that shows 
the currently selected slide as it will appear 
in the presentation.

Slide Show view The view in which you deliver 
an electronic presentation to an audience.

Slide Sorter view The view in which the slides of 
the presentation are displayed as thumb-
nails so that you can easily reorganize 
them.

slide timing The time a slide will be displayed on 
the screen before PowerPoint moves to the 
next slide.

smart guide A vertical or horizontal dotted line 
that appears on a slide to help align slide 
elements.

SmartArt graphic A predefined set of shapes 
and text used as a basis for creating a 
diagram.

source file A file that contains information that 
is linked, embedded, or merged into a des-
tination file. Updates to source file content 
are reflected in the destination file when 
the data connection is refreshed. See also 
destination file.

source program The program used to create 
a linked or embedded object. To edit the 
object, you must have the source program 
installed on your computer.

splitting To separate a single cell into two or 
more cells.

stack A set of graphics that overlap each other.

status bar A program window element, located 
at the bottom of the program window, that 
displays indicators and controls.

subpoint A subordinate item below a bullet 
point in a list.

tab (ribbon) An organizational element of the 
ribbon that displays related groups of 
buttons.

table One or more rows of cells commonly used 
to display numbers and other items for 
quick reference and analysis. Items in a 
table are organized in rows and columns.
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template A file that can contain predefined for-
matting, layout, text, or graphics, and that 
serves as the basis for new presentations 
with a similar design or purpose.

text box A movable, resizable container used 
to insert text on a slide with a different 
position or orientation than the text in 
placeholders.

theme A set of unified design elements that 
combine color, fonts, and effects to pro-
vide a professional look for a presentation.

theme colors A set of twelve balanced colors 
that you can apply to slides, notes pages, 
or audience handouts. A color scheme con-
sists of light and dark background colors, 
light and dark text colors, six accent colors, 
and two colors for hyperlinks.

theme fonts A set of two fonts: one applied to 
slide titles (heading font) and one applied 
to all other text on a slide (body font).

Thesaurus A feature that looks up alternative 
words, or synonyms, for a word.

thumbnail A small representation of an item, 
such as a slide or theme.  Thumbnails are 
typically used to provide visual identifiers 
for related items.

Thumbnails pane The pane in Normal view that 
displays thumbnails of the slides in a pres-
entation and allows you to display a spe-
cific slide by clicking its thumbnail.

tick-mark A small line of measurement, similar 
to a division line on a ruler, that intersects 
an axis in a chart.

title bar The horizontal bar at the top of a win-
dow that contains the name of the window. 
Most title bars also contain boxes or but-
tons for closing and resizing the window.

title slide The introductory slide in a 
presentation.

tool tab A tab containing commands that are 
relevant only when you have selected a 
particular object type. See also tab.

transition An effect that specifies how the dis-
play changes as you move from one slide 
to another.

value axis The axis used for plotting values in  
a chart. Also called the y-axis.

View Shortcuts toolbar The toolbar at the right 
end of the status bar that contains tools 
for switching between views of slide con-
tent and changing the view of the open 
presentation.

watermark A faint text or graphic image that 
appears on the page behind the main 
 content of a slide.

Web App See PowerPoint Web App.

web browser Software that interprets HTML 
files, formats them into webpages, and 
displays them. A web browser, such as 
Internet Explorer, can follow hyperlinks, 
respond to requests to download files, and 
play sound or video files that are embed-
ded in webpages.

webpage A World Wide Web document. A 
webpage typically consists of an HTML file, 
with associated files for graphics and sets 
of instructions called scripts. It is identified 
by a Uniform Resource Locator (URL).

WordArt object A text object you create with 
ready-made effects and to which you can 
apply additional formatting options.

x-axis The axis used for plotting categories of  
data in a chart. Also called the category 
axis.

y-axis The axis used for plotting values in a 
chart. Also called the value axis.

z-axis The optical axis that is perpendicular to 
the x-axis and y-axis, usually the “floor.” 
Also called the series axis.
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Keyboard shortcuts
Throughout this book we provide information about how to perform tasks quickly and 
 efficiently by using keyboard shortcuts. This section presents information about keyboard 
shortcuts that are built in to Microsoft PowerPoint 2013 and Microsoft Office 2013, and 
about custom keyboard shortcuts.

TIP In the following lists, keys you press at the same time are separated by a plus sign (+), 
and keys you press sequentially are separated by a comma (,).

PowerPoint 2013 keyboard shortcuts
This section provides a comprehensive list of keyboard shortcuts built into PowerPoint 2013. 
The list has been excerpted from PowerPoint Help and formatted in tables for convenient 
look up.

Move between panes
Action Keyboard shortcut
Move clockwise among panes in Normal view F6
Move counterclockwise among panes in Normal view Shift+F6
Switch between Slides and Outline tabs in the Outline and 
Slides pane in Normal view

Ctrl+Shift+Tab

Work in an outline
Action Keyboard shortcut
Promote a paragraph Alt+Shift+Left Arrow
Demote a paragraph Alt+Shift+Right Arrow
Move selected paragraphs up Alt+Shift+Up Arrow
Move selected paragraphs down Alt+Shift+Down Arrow
Show heading level 1 Alt+Shift+1
Expand text below a heading Alt+Shift+Plus Sign
Collapse text below a heading Alt+Shift+Minus Sign
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Work with shapes, objects, and WordArt
Select a shape

Action Keyboard shortcut
Select a single shape Tab or Shift+Tab
Group selected shapes Ctrl+G
Ungroup a group of shapes Ctrl+Shift+G
Copy object attributes Ctrl+Shift+C
Paste object attributes Ctrl+Shift+V

Show or hide a grid or guides

Action Keyboard shortcut
Show or hide the grid Shift+F9
Show or hide guides Alt+F9

Select text and objects
Action Keyboard shortcut
Select one character to the right Shift+Right Arrow

Select one character to the left Shift+Left Arrow
Select to the end of a word Ctrl+Shift+Right Arrow
Select to the beginning of a word Ctrl+Shift+Left Arrow
Select one line up (with the cursor at the beginning of a line) Shift+Up Arrow
Select one line down (with the cursor at the beginning of a 
line)

Shift+Down Arrow

Select an object (when the text inside the object is selected) Esc
Select another object (when one object is selected) Tab or Shift+Tab until the object 

you want is selected
Select text within an object (with an object selected) Enter
Select all objects Ctrl+A (on the Slides tab)
Select all slides Ctrl+A (in Slide Sorter view)
Select all text Ctrl+A (on the Outline tab)
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Delete and copy text and objects
Action Keyboard shortcut
Delete one character to the left Backspace

Delete one word to the left Ctrl+Backspace
Delete one character to the right Delete
Delete one word to the right (The cursor must be between 
words to do this)

Ctrl+Delete

Cut selected object or text Ctrl+X
Copy selected object or text Ctrl+C
Paste cut or copied object or text Ctrl+V
Undo the last action Ctrl+Z
Redo the last action Ctrl+Y
Copy formatting only Ctrl+Shift+C 
Paste formatting only Ctrl+Shift+V
Open the Paste Special dialog box Ctrl+Alt+V

Move around in text
Action Keyboard shortcut
Move one character to the left Left Arrow

Move one character to the right Right Arrow

Move one line up Up Arrow

Move one line down Down Arrow

Move one word to the left Ctrl+Left Arrow

Move one word to the right Ctrl+Right Arrow

Move to the end of a line End

Move to the beginning of a line Home

Move up one paragraph Ctrl+Up Arrow

Move down one paragraph Ctrl+Down Arrow

Move to the end of a text box Ctrl+End

Move to the beginning of a text box Ctrl+Home

Move to the next title or body text placeholder If it is the  
last placeholder on a slide, this will insert a new slide with  
the same slide layout as the original slide

Ctrl+Enter

Move to repeat the last Find action Shift+F4
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Move around in and work on tables
Action Keyboard shortcut
Move to the next cell Tab

Move to the preceding cell Shift+Tab

Move to the next row Down Arrow

Move to the preceding row Up Arrow

Insert a tab in a cell Ctrl+Tab

Start a new paragraph Enter

Add a new row at the bottom of the table Tab at the end of the last row

Edit a linked or embedded object
1 Press Tab or Shift+Tab to select the object you want. 

2 Press Shift+F10 to display the shortcut menu. 

3 Press the Down Arrow key until the Object command is selected, press the Right 
Arrow key to select Edit, and then press Enter. 

TIP The name of the command in the shortcut menu depends on the type of embedded 
or linked object. For example, an embedded Microsoft Excel worksheet has the command 
Worksheet Object, whereas an embedded Microsoft Visio Drawing has the command Visio 
Object.

Format and align characters and paragraphs
Change or resize the font

Action Keyboard shortcut
Open the Font dialog box to change the font Ctrl+Shift+F

Increase the font size Ctrl+Shift+>

Decrease the font size Ctrl+Shift+<
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Apply character formats

Action Keyboard shortcut
Open the Font dialog box to change the formatting of 
characters

Ctrl+T

Change the case of letters between sentence, lowercase, or 
uppercase

Shift+F3

Apply bold formatting Ctrl+B

Apply an underline Ctrl+U

Apply italic formatting Ctrl+I

Apply subscript formatting (automatic spacing) Ctrl+Equal Sign

Apply superscript formatting (automatic spacing) Ctrl+Shift+Plus Sign

Remove manual character formatting, such as subscript and 
superscript

Ctrl+Spacebar

Insert a hyperlink Ctrl+K

Copy text formats

Action Keyboard shortcut
Copy formats Ctrl+Shift+C

Paste formats Ctrl+Shift+V

Align paragraphs

Action Keyboard shortcut
Center a paragraph Ctrl+E

Justify a paragraph Ctrl+J

Left-align a paragraph Ctrl+L

Right-align a paragraph Ctrl+R
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Manage a presentation
Use the following keyboard shortcuts while running a presentation in Slide Show view.

Run a slide show

Action Keyboard shortcut
Start a presentation from the beginning F5

Perform the next animation or advance to the next slide N, Enter, Page Down, Right Arrow, 
Down Arrow, or Spacebar

Perform the previous animation or return to the previous 
slide

P, Page Up, Left Arrow, Up Arrow, 
or Backspace

Go to a specific slide number Number+Enter

Display a blank black slide, or return to the presentation from 
a blank black slide

B or Period

Display a blank white slide, or return to the presentation from 
a blank white slide

W or Comma

Stop or restart an automatic presentation S

End a presentation Esc or Hyphen

Erase on-screen annotations E

Go to the next slide, if the next slide is hidden H

Set new timings while rehearsing T

Use original timings while rehearsing O

Use mouse-click to advance while rehearsing M

Re-record slide narration and timing R

Return to the first slide Press and hold right and left mouse 
buttons for 2 seconds

Show or hide the arrow pointer A or =

Change the pointer to a pen Ctrl+P

Change the pointer to an arrow Ctrl+A

Change the pointer to an eraser Ctrl+E

Show or hide ink markup Ctrl+M

Hide the pointer and navigation button immediately Ctrl+H

Hide the pointer and navigation button in 15 seconds Ctrl+U

View the All Slides dialog box Ctrl+S

View the computer task bar Ctrl+T
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Action Keyboard shortcut
Display the shortcut menu Shift+F10

Go to the first or next hyperlink on a slide Tab

Go to the last or previous hyperlink on a slide Shift+Tab

Perform the “mouse click” behavior of the selected hyperlink Enter while a hyperlink is selected

Broadcast the open presentation to a remote audience by 
using PowerPoint Web App 

Ctrl+F5

Use media shortcuts during a presentation

Action Keyboard shortcut
Stop media playback Alt+Q

Toggle between play and pause Alt+P

Go to the next bookmark Alt+End

Go to the previous bookmark Alt+Home

Increase the sound volume Alt+Up

Decrease the sound volume Alt+Down

Seek forward Alt+Shift+Page Down

Seek backward Alt+Shift+Page Up

Mute the sound Alt+U

TIP Press F1 during a presentation to display a list of controls.

Browse web presentations
Use the following keyboard shortcuts while displaying a web presentation in Windows 
Internet Explorer.

Action Keyboard shortcut
Move forward through the hyperlinks in a web presentation, 
the Address bar, and the Links bar

Tab

Move back through the hyperlinks in a web presentation, the 
Address bar, and the Links bar

Shift+Tab

Perform the “mouse click” behavior of the selected hyperlink Enter
Go to the next slide Spacebar



430    Keyboard shortcuts

Use the Selection pane feature
Use the following keyboard shortcuts in the Selection pane. To display the Selection pane, 
press Alt, then H, then S, then L, and then P.

Action Keyboard shortcut
Cycle the focus through the different panes F6

Display the context menu Shift+F10

Move the focus to a single item or group Up Arrow or Down Arrow

Move the focus from an item in a group to its parent group Left Arrow

Move the focus from a group to the first item in that group Right Arrow

Expand a focused group and all its child groups * (on numeric keypad only)

Expand a focused group + (on numeric keypad only)

Collapse a focused group - (on numeric keypad only)

Move the focus to an item and select it Shift+Up Arrow or Shift+Down 
Arrow

Select a focused item Spacebar or Enter

Cancel selection of a focused item Shift+Spacebar or Shift+Enter

Move a selected item forward Ctrl+Shift+F

Move a selected item backward Ctrl+Shift+B

Show or hide a focused item Ctrl+Shift+S

Rename a focused item F2

Switch the keyboard focus within the Selection pane between 
tree view and the Show All and Hide All buttons 

Tab or Shift+Tab

Collapse all groups (The focus must be in the tree view of the 
Selection pane to use this shortcut)

Alt+Shift+1

Expand all groups Alt+Shift+9
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Office 2013 keyboard shortcuts
This section provides a comprehensive list of keyboard shortcuts available in all Office 2013 
programs, including PowerPoint.

Display and use windows
Action Keyboard shortcut
Switch to the next window Alt+Tab
Switch to the previous window Alt+Shift+Tab
Close the active window Ctrl+W or Ctrl+F4

Restore the size of the active window after you maximize it Alt+F5

Move to a pane from another pane in the program window 
(clockwise direction).
If pressing F6 does not display the pane that you want, press 
Alt to put the focus on the ribbon, and then press Ctrl+Tab 
to move to the pane

F6 or Shift+F6

Switch to the next open window Ctrl+F6

Switch to the previous window Ctrl+Shift+F6

Maximize or restore a selected window Ctrl+F10

Copy a picture of the screen to the Clipboard Print Screen

Copy a picture of the selected window to the Clipboard Alt+Print Screen

Use dialog boxes
Action Keyboard shortcut
Move to the next option or option group Tab
Move to the previous option or option group Shift+Tab
Switch to the next tab in a dialog box Ctrl+Tab

Switch to the previous tab in a dialog box Ctrl+Shift+Tab

Move between options in an open drop-down list, or 
between options in a group of options

Arrow keys

Perform the action assigned to the selected button; select or 
clear the selected check box

Spacebar

Select an option; select or clear a check box Alt+ the underlined letter

Open a selected drop-down list Alt+Down Arrow
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Action Keyboard shortcut
Select an option from a drop-down list First letter of the list option

Close a selected drop-down list; cancel a command and 
close a dialog box

Esc

Run the selected command Enter

Use edit boxes within dialog boxes
An edit box is a blank box in which you enter or paste an entry.

Action Keyboard shortcut
Move to the beginning of the entry Home
Move to the end of the entry End
Move one character to the left or right Left Arrow or Right Arrow

Move one word to the left Ctrl+Left Arrow

Move one word to the right Ctrl+Right Arrow

Select or unselect one character to the left Shift+Left Arrow

Select or unselect one character to the right Shift+Right Arrow

Select or unselect one word to the left Ctrl+Shift+Left Arrow

Select or unselect one word to the right Ctrl+Shift+Right Arrow

Select from the insertion point to the beginning of the entry Shift+Home

Select from the insertion point to the end of the entry Shift+End

Use the Open and Save As dialog boxes

Action Keyboard shortcut
Open the Open dialog box Ctrl+F12 or Ctrl+O
Open the Save As dialog box F12
Open the selected folder or file Enter

Open the folder one level above the selected folder Backspace

Delete the selected folder or file Delete

Display a shortcut menu for a selected item such as a folder 
or file

Shift+F10

Move forward through options Tab

Move back through options Shift+Tab

Open the Look In list F4 or Alt+I
Refresh the file list F5
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Use the Backstage view
Action Keyboard shortcut
Display the Open page of the Backstage view Ctrl+O
Display the Save As page of the Backstage view (when 
saving a file for the first time)

Ctrl+S

Continue saving an Office file (after giving the file a name 
and location)

Ctrl+S

Display the Save As page of the Backstage view (after 
initially saving a file)

Alt+F+S

Close the Backstage view Esc

TIP You can use dialog boxes instead of Backstage view pages by selecting the Don’t  
Show The Backstage When Opening Or Saving Files check box on the Save page of the 
PowerPoint Options dialog box. Set this option in any Office program to enable it in all 
Office programs.

Navigate the ribbon
1 Press Alt to display the KeyTips over each feature in the current view.

2 Press the letter shown in the KeyTip over the feature that you want to use. 
TIP To cancel the action and hide the KeyTips, press Alt.

Change the keyboard focus without using the mouse
Action Keyboard shortcut
Select the active tab of the ribbon and activate the access 
keys

Alt or F10. Press either of these keys 
again to move back to the document 
and cancel the access keys

Move to another tab of the ribbon F10 to select the active tab, and then 
Left Arrow or Right Arrow

Expand or collapse the ribbon Ctrl+F1

Display the shortcut menu for the selected item Shift+F10
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Action Keyboard shortcut
Move the focus to select each of the following areas of the 
window:

 ▪ Active tab of the ribbon

 ▪ Any open panes

 ▪ Status bar at the bottom of the window

 ▪ Your document

F6

Move the focus to each command on the ribbon, forward or 
backward, respectively

Tab or Shift+Tab

Move among the items on the ribbon arrow keys

Activate the selected command or control on the ribbon Spacebar or Enter

Display the selected menu or gallery on the ribbon Spacebar or Enter

Activate a command or control on the ribbon so that you 
can modify a value

Enter

Finish modifying a value in a control on the ribbon, and 
move focus back to the document

Enter

Get help on the selected command or control on the ribbon F1

Undo and redo actions
Action Keyboard shortcut
Cancel an action Esc
Undo an action Ctrl+Z

Redo or repeat an action Ctrl+Y

Change or resize the font
TIP The cursor must be inside a text box when you use these shortcuts.

Action Keyboard shortcut
Change the font Ctrl+Shift+F
Change the font size Ctrl+Shift+P
Increase the font size of the selected text Ctrl+Shift+>
Decrease the font size of the selected text Ctrl+Shift+<
Change the font Ctrl+Shift+F
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