
5 Powerful PowerPoint 
Tips and Shortcuts
For easier, faster, great-looking presentations and reports!



Step 1. Click on the object whose 
format you want to copy. In this 
example, we would like to copy the 
format of Object 1 into Object 2.

Step 2. Go to the Home tab 
on your ribbon and click on the 
Format Painter button
or press Ctrl+Shift+C on your 
keyboard*

Step 3. Click the object you want 
to copy object 1’s format into. In 
this case, we will click on the text 
‘Object 2’. Alternatively, you can 
press Ctrl+Shift+V your keyboard .*

The Format Painter – Your Very Own Magic Wand1
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*NOTE: if you are using a Mac 
press Command instead of Ctrl (the rest is the same)

If you only have time for just one tip – this is it! It will save you hours of 
formatting time and bring consistency and uniformity to your 
PowerPoint layouts! All with a few clicks. 

Object 1 Object 2

It works on headlines, body copy and shapes – but you can use it to 
copy photo effects you have applied in PowerPoint as well. It makes the 
STAPLES easy button look like a chore. 



Color plays an important role in your PowerPoint. It can set the 
tone of your presentation and influence your audience. Now, 
shouldn’t you be in control of that? Of course. 

Here’s how to create a custom theme color for your presentation.

1. On the Design tab, in the Variants group, select the down arrow that 
opens the gallery of color variants.

2. Select Colors, and then click Customize Colors.

3. The Create New Theme Colors dialog box opens.

4. In the Create New Theme Colors dialog box click on the color box next to 
the name of the color you want to change (for example, Accent 1) this will 
expand to reveal different color palettes for you to choose from, enter a 
color formula number for the exact color that you want OR you can 
choose the eyedropper tool at the bottom and grab any color inside (OR 
OUTSIDE of PowerPoint) to use in your presentation (like grabbing a 
brand logo color from a website)!

5. Repeat for all of the theme color elements that you want to change.

6. When done, in the Name box, type an appropriate name for the new 
combination of theme colors, and then select Save.

Don’t Let PowerPoint
Color Your World
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Sometimes (just sometimes) you need more than one element on a 
page – but – your ideas can come across as jumbled when visuals 
aren’t aligned together. Synchronize the thoughts and images on your 
slide quickly with the ALIGN and DISTRIBUTE tools.

1. Hold down Shift, click the objects that you want to align, 
and then click the Shape Format tab.

2. Click Align and the choose the alignment 
that you want from the dialog box.
You also have the option to evenly 
distribute items horizontally and vertically,
providing even more balance and harmony 
to your slides!

BONUS TIP: You can use this same tip to align or distribute single 
items on a page. For example - click a single photo you want 
sentered on the page and then click the Shape Format tab, 
click Align and the choose Align Center and Align Middle. 
Voila, perfectly centered photo!

Jump In Line3



True PowerPoint Professionals know to keep PowerPoint 
sound effects faaaar away from their presentations. 
However, there is one sound that will be music to your 
audience’s ears. The voice of the consumer. 

A great way to do this is to fill your screen with an image of 
the consumer then embed a sound clip of that person 
speaking:

1. Click the Insert tab, choose Audio, Audio From File

2. Select a short audio file, and then click Insert 
(IMPORTANT: make sure the "Link to file" box IS NOT selected).

3. An audio symbol will appear on the slide. Select this and click on 
the Playback tab. 

4. The Playback tab provides several formatting options including 
volume, trimming the clip length, looping the playback and even 
hiding the audio button for a cleaner look. The clip can play 
automatically when the slide is opened or on your click.

Nothing Feeds 
Hunger Like a 
Sound Bite
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BONUS TIP: No sound bite? No problem, 
try a quote overlay instead!



Custom shaped images add a level of polish and organization 
to your presentation. They can unify (and disguise) 
mismatched photos, create the illusion of movement or deep 
focus.

Use PowerPoint to crop existing images into new shapes:

1. Click on the image and select the Picture Format tab.

2. Choose Crop, then Crop to Shape, and then choose your 
desired shape. Ta-da! Custom-shaped photos.

The Shape 
of Things
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PRO TIP: If you are adding a custom shape to more than 
one photo - BEFORE you choose Crop to Shape – choose 
Aspect Ratio and make all the images the same size. 
Then, follow the steps to crop to shape. This will create a 
more uniform and polished look.



We hope these 
tips were helpful! 
We’re here to support you every step of the 
way. You can contact us with any specific 
questions at storymasters@ignite-360.com

How are you enjoying Storymasters so far? 
We want to know! Answer these 3 quick 
questions to help us continue to deliver 
relevant storytelling insights! 

https://www.ignite-360.com/storymasters

