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What is the Slide Master View…  
And what is it good for? 

The Slide Master lets you make edits to the entire presentation, so that you 
don’t need to add or edit elements slide by slide.  
 
I recommend setting up your Slide Master BEFORE working on your 
presentation, so that you are working with your ideal template from the start. 
 
When you set up your template to include a logo and header info (for example), 
it becomes part of the slide, and you cannot move or edit in the the normal 
view.   
 
This helps prevent accidently deleting or altering your template elements.  It 
also ensures that everything has a uniform size and placement throughout the 
presentation. 
 
By having a template ready to go- you will be able to focus more on your 
content, and less on the formatting, saving you time and ensuring a professional 
looking presentation. 

Let’s get started! 



Open PowerPoint and choose your 
theme  
(In this case we are choosing 
“Breeze”) 



Choose your color profile  
(In this case we are choosing 

“Elemental”) 



Choose your font profile  
(In this case we are choosing 

“Adjacency”- 
Cambria/Calibri) 



Once you have your style elements 
selected, click “Choose” to begin 



Here is your original “Title” 
slide 



Go to “View” – “Master”- “Slide 
Master”  
To open up the Slide Master editor 



This is where you can make edits that will affect every slide 
in your presentation.  Note that on the left there is the 

“Master” slide on top, and then “Sub-Master” slides below.  



First, highlight and delete the Footer, 
Date, and Page number boxes at the 

bottom of the side.  We won’t be using 
those. 



Much 
better. 



We are going to add in our logo as a 
header, so let’s move the Title bar 

and the Content Box down a bit. 
 

Just drag the boxes down with your 
cursor and resize if necessary. 



To insert the logo for the header, go to “Insert” – “Photo” – “Picture 
from File” 
And then select your picture from the browser window 



Resize and place your logo in the upper left 
hand corer.  It will appear in this exact spot on 
each slide.  



Now let’s add a text header with the conference 
name, the date, and the location.  This will also 

appear on each and every slide. 
 

Insert a text box by clicking on “Text” then “Text Box” 



Place your text box in the upper right 
hand corner and align the top of the 

box with the top of the logo 



Enter your text, and then format it 
making sure you use the correct font (in 

this case, Calibri) 



We are finished with our simple 
template.  Select “Close Master” to 

begin creating the presentation. 



You’ll see that our logo and header 
are automatically on the top part of 

each slide.  They are part of the slide, 
so you cannot move or delete them in 

the regular view.  
 

If you want to edit the header, you 
must return to the Master Slide view. 



Enter in your title and presenter 
information 



To insert a new slide, go to “New 
Slide” then select “Title and Content” 



The logo and header will continue to 
appear on each new slide you insert.   

 
This will save you time as you create 
your presentation, as well as ensure 
that your logo and text is uniform on 

each slide.   
 

You can save this template for future 
use by going to “Save As” and 

selecting the “PowerPoint Template 
(.potx) Format”  
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