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Love it, or hate it, PowerPoint is the ubiquitous tools of meetings, presentations, and 
conferences. And just like any tool out there – even a basic one like a hammer – there are 
two ways to use it: Well, and not well.

Over the 3 decades of its existence, PowerPoint has acquired some great features that 
not many people know about and that are real lifesavers… and that’s what we’ll explore to 
ensure you’re using the software like a pro!
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The Eyedropper Tool (plus its hidden shortcut)1

You may have noticed that when you go to change the color of text or 
a shape, there is a little tool in the dropdown called the “Eyedropper”. 
Clicking on it allows you to select a color from anywhere on your slide 
space. That means you can choose a color from a logo or image on 
your slide – which ensures that it’s the same exact color. Perfect!

SECRET BONUS FEATURE: There is a way to grab a color that is off your 
slide space, such as a color from a website, or another document. 

All you have to do is click on the Eyedropper and then hold your mouse 
down and drag it around to the color you want to pick. Your cursor 
will stay activated as an eyedropper until you let go with your mouse. 
Amazing!

*This feature is not available in versions of PowerPoint that predate PowerPoint 2013.
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The Alignment Tool (plus how to speed it up)2

One of the top things that makes a PowerPoint presentation look 
unprofessional is when titles are jumping around and elements aren’t 
aligned nicely. And while you can use the natural guides that help you 
snap things together, it’s often just a guestimate. 

To make things perfect and neat, it’s better to use the Alignment Tool.  
To use it, simply select two or more shapes and go to Home > Arrange > 
Align, and pick your alignment. 

SECRET BONUS FEATURE: If you use the Alignment Tool as much as I do 
(which is all the time!), I recommend putting it in an easier-to-reach 
place. To do that, go to Home > Arrange and then right-click on Align and 
select ‘Add to Quick Access Toolbar’. Now, you can reach it super easily!
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The Selection Pane3

When you’re working with complex slides, it can be hard to click on the 
right thing. Well, there’s a handy tool to solve that! Go to Home > Arrange 
> Selection Panel, and a side panel will open up, listing all the elements 
on your slide. Here, you can easily click on an object to select it. 

SECRET BONUS FEATURE: Notice the little eyeball icon on the right of each 
object? Clicking on that to remove it will hide the object on your slide. 
That makes it even easier to grab and move things around. When you’re 
ready to have the object back, simply click on the eyeball again. Presto, 
changeo!
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Sections

Managing a presentation where there are slides from different decks 
and different authors can be a real challenge. One thing that makes this 
a lot easier is to organize them inside sections. These are groupings of 
slides that you can minimize, re-order, or even hide.

To add sections, right-click anywhere in the thumbnail pane (the area 
with all the slide thumbnails to the left of the main slide space) and 
select ‘Add Section’. Once you’ve added some sections, you can do all 
kinds of things by right-clicking them, such as renaming, re-ordering 
them and collapsing them. 
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The Other 2 Masters

You might already know that you can print out the speaker notes of a 
presentation, or that you can print your presentation as a handout (with 
multiple slides per page). But did you know you can customize the way 
those documents look?

That’s right! Simply go to View > Handout Master, and View > Notes 
Master. These masters work just like the Slide Master, in that they are a 
blueprint from which all handouts and notes are styled.

These are great places to add a logo or copyright material, for example. 
In the Notes Master, I also typically make the slide placeholder smaller 
so that I can leave more room for the speaker notes (you can’t resize 
the slide placeholders in the Handouts Master, unfortunately).
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COLOR VIEW GRAYSCALE VIEW PRINT OPTIONS

The Grayscale View

If you’ve ever had to print your slides in black & white, you may have 
noticed that not all elements on your slide were visible. Why? Because 
you hadn’t set up the Grayscale or Black & White Views to display 
things correctly.

Go to View > Grayscale and you’ll see a preview of how your presentation 
will look when printed in that format. Here you can adjust the way things 
look so that they are all visible. And the great thing is that the changes 
you make here won’t affect the Color view in any way – so feel free to 
tweak it till it’s perfect! 
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