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Create and open presentations in Power Point 2016

PowerPoint files are called presentations. Whenever you start a new project in PowerPoint, you will need to
create anew presentation that can be completely refreshed or from atemplate.

PowerPoint files are called presentations. Whenever you start a new project in PowerPoint, you will need to
create a new presentation that can be completely refreshed or from a template. You will also need to know how
to open an existing presentation.

Create and open presentationsin Power Point 2016

How to create a new presentation

How to create new presentations from atemplate
How to open an existing presentation

How to pin a presentation

Compatibility Mode (Compatibility Mode)

How to convert presentations

Practice!
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How to create a new presentation

When starting a new project in PowerPoint, you often want to start with a new blank presentation.

1. Select the File tab to go to the Backstage view mode .
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2. Select New on the left side of the window, then click Blank Presentation.
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3. A new presentation will appear.

How to create new presentations from a template

Template is a pre-designed presentation that you can use to create new content quickly. Templates often include
custom formats and designs, so they can save you alot of time and effort when starting a new project.

1. Click the File tab to access the Backstage view mode , then select New.
2. You can click on the proposed search to find the template or use the search bar to find more specific content.

In the example in this article, we will search the keyword table.
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3. Choose atemplate to review.
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4. The template preview will appear with additional information on how to use that template.

5. Click Createto use the selected template.
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6. A new presentation will appear with the selected template.

It is important to note that not all templates are created by Microsoft. Many templates are created by third-party
vendors and even individual users, so some of these templates may work better than others.

How to open an existing presentation

In addition to creating new presentations, you often need to open a previously saved presentation.

1. Select the File tab to go to Backstage view mode , then click Open.






2. Click Browse. Alternatively, you can choose OneDrive to open files stored on your OneDrive.
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3. The Open dialog box will appear. Locate and select your presentation, then click Open.
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Most features in Microsoft Office, including PowerPoint, aim to save and share documents online. This is done
with OneDrive, thisis the online storage space for your documents and files. If you want to use OneDrive, make



sure you're signed in to PowerPoint with your Microsoft account.

How to pin a presentation

If you regularly work with the same presentation, you can pin it to the Backstage view for easy access.
1. Select the File tab to go to Backstage view mode , then click Open. Y our recent presentations will appear.

2. Hover your mouse over the presentation you want to pin, then click the pushpin icon.
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3. The presentation will be on the Recent presentations list until it is unpinned. To unpin a presentation, click
the pushpin icon again.
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Compatibility Mode (Compatibility M ode)

Sometimes you may need to work with presentations that were created in earlier versions of PowerPoint, such as
PowerPoint 2003 or PowerPoint 2000. When you open these types of presentations, they will appear in
Compatibility (Mode Compatible).

Compatibility Mode will turn off certain features, so you will only be able to access the commands found in the
program used to create the presentation. For example, if you open the presentation created in PowerPoint 2003,
you can only use the tabs and commands found in PowerPoint 2003.



In the picture below, you can see at the top of the window that the presentation is in Compatibility Mode. This
will disable some features in PowerPoint 2016, including newer types of dide transition effects.
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To get rid of Compatibility Mode, you need to convert the presentation to the current version. However, if you
are collaborating with others and they only have access to the old version of PowerPoint, it is best to leave the
presentation at Compatibility Mode so that the format is not changed.

Y ou can review the support page from Microsoft to learn more about what features are disabled in Compatibility
Mode.

How to convert presentations

If you want to access all PowerPoint 2016 features, you can convert presentations to 2016 file format.
Note that file conversion can cause some changesto the initial layout of the presentation.

1. Click the File tab to access the Backstage view mode .
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2. Locate and select the Convert command .
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3. The Save As dialog box will appear. Select the location where you want to save the presentation, enter the file
name and click Save.

[E save s x
A « Documents » Presentations v O Search Presentations pel
Crganize ~ Mew folder f=z - 9
m Miciosott PaweiP L) Mame Date modified Type
. ﬂ‘l:u AdWorks Proposal 2/16/16 Micresoft Pg
4@ OneDrive Eo
| Employee Orientation 21235 Microsoft Pg
A This "', elbyfiel optable Pets 2723716 10:11 AM licrosoft Pg
I This PC 5] Shelbyfield Ad ble P 2/23/1610:11 AM M ft P
I Desktop Ii_“'l Vacation Photos 2/26/1610:40 AM Micrasoft Pd
|‘_j Documents
; Downloads
B Movies
Jﬁ Music
2 LU 4 >
File name: | I ~
Save as type: PowerPoint Presentation ~
Authors:  rhinson Tags: Addatag
A Hide Folders Tools - Save Cancel

4. The presentation will be converted into the latest file type.

Practice!

1. Open a sample practice presentation here.

2. Note that the presentation is open in Compatibility Mode. Convert it to the 2016 file format. If a dialog box
appears asking if you want to close and reopen the file to see the new features, select Yes.

3. In Backstage view , pin afile or folder.



See more;

1. Start with PowerPoint 2016
2. How to create PowePoint color schemes
3. Instructions for using Microsoft Power Point

Y ou finished reading the article "Create and open presentationsin Power Point 2016" edited by the
TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for
similar articles on tips and guides. Thank you for reading and for following us regularly.
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