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If you are given the choice between two routes to get home: One that is 20 minutes long 
and takes you through windy backroads with a ton of stop signs, and the other that is only  
3 minutes long and takes you on a big boulevard with no traffic… which one do you take?

This is the choice you have between doing things the old way (with your mouse) and using 
shortcuts. PowerPoint is a software that was hard-wired from the beginning to help with 
productivity… but few people know it. 

Take a minute to learn some useful shortcuts, and you’ll save countless hours over the 
course of a year!
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Redo (2 shortcuts)1 Duplicate2

Many of you probably know the undo shortcut (Ctrl + Z)… but do you 
know the one for redo (actually, there are two)?

Redo: Ctrl + Y or F4

SECRET BONUS FEATURE: Redoing an action is not just helpful for going 
forwards in a sequence of actions, it also allows you to repeat an action 
many times over. For example, if you change the color of a shape, you 
can then select another shape and hit Redo to apply the same color to 
it. Booyeah!

Okay, are you ready to uplevel your copy-paste game? If you’re building 
a slide and want to create a copy of something, forget using two 
shortcuts (Ctrl + C and Ctrl + V)… you can just use one and be done!

Duplicate: Ctrl + D

SECRET BONUS FEATURE: If you duplicate an object and then drag it 
elsewhere on your slide, you can hit Ctrl + D again and the newly created 
duplicate object will jump that same distance. This is helpful when you 
want to build out a grid of shapes very quickly.
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Grouped Ungrouped

Group / Ungroup3

These are two of the most useful commands in PowerPoint, as they 
allow you to manipulate multiple objects as if they are one. Here are 
some things you can do when you group objects together:

 ¡ Grow/shrink/move/rotate/animate multiple objects as one unit
 ¡ Align groups of objects to one another or across the slide
 ¡ Hide a whole bunch of objects using the Selection Pane

Whenever you want to go back to the original configuration, simply 
select the group and ungroup it. 

Group: Ctrl + G

Ungroup: Ctrl + Shift + G

SECRET BONUS FEATURE: If you ungroup a SmartArt, a vector shape (such 
as an SVG), or a PowerPoint icon (only available with the Microsoft 365 
subscription), you can break it apart into smaller shapes that you can 
then manipulate and format separately. How neat!
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Pick Up Style / Apply Style4 Paste Special5

When you are compiling slides from different presentations into one 
deck, you’re often left with colors and fonts that vary widely from slide 
to slide. If you don’t have the time to create a brand-new template, I 
have a set of shortcuts that will make your life a whole lot easier:

Pick up style: Ctrl + Shift + C

Apply style: Ctrl + Shift + V

It’s just like copy & paste, but with a ‘Shift’ in there to copy and paste  
the style only. What that does is save all the formatting of one object 
(shape effects, shape fill, shape outline, text color, text size, font, 
paragraph style, and more!) so that you can apply it directly to  
another shape. This set of shortcuts can easily turn over a dozen 
manual actions into a couple easy keyboard clicks. Tada!

If you frequently use the Paste shortcut (Ctrl + V) to insert objects onto 
your slide, you’re going to love this next shortcut.

Paste Special: Ctrl + Alt + V

What this does, is open a dialog box that gives you all the different 
formats in which you can paste an object. For example, you can paste in 
a shape or text box as a picture so that you can use the picture effects 
on it, such as frames, or lock the text so no one can edit it. Or, you can 
paste a chart as a metafile, to then ungroup it and turn it into shapes, to 
create a custom data viz graphic. The options are endless!
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Being able to organize elements on a slide can be incredibly helpful, 
especially when you have a ton of them. That’s where the Selection 
Pane comes in.

Selection Pane: Alt + F10

This shortcut opens and closes the Selection Pane, where you can 
reorder, hide, and rename objects on your slide. 

Another great tool that PowerPoint offers is to search your entire 
presentation for a term and replace it with something else, if you 
choose to do so. 

Find: Ctrl + F

Replace: Ctrl + H

Note: Keep in mind that if you hit ‘Replace All’, PowerPoint will replace 
that term throughout your entire presentation, including in all the 
masters. 

The Selection Pane6 Find & Replace7
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