Creating Sections in PowerPoint

1.

Open PowerPoint: Launch PowerPoint and open the presentation in which you
want to create sections.
Access Slide Sorter View: Click on the "View" tab in the PowerPoint ribbon.
Navigate to Slide Sorter View: In the Presentation Views group, click on "Slide
Sorter".
Select Slides: In Slide Sorter view, click and drag to select the slides you want
to include in a section. You can select consecutive slides by clicking and
dragging over them or hold down the Ctrl key while clicking on individual
slides to select non-consecutive slides.
Group Selected Slides into a Section:
e Right-click on any of the selected slides.
e From the context menu that appears, choose "Add Section".
Rename the Section:
e A new section will be created, and you can rename it by right-clicking
on the section header.
e Select "Rename Section" from the context menu and enter the desired
name for the section.
Repeat as Needed: Repeat the process to create additional sections in your
presentation. You can organize your slides into multiple sections to better
structure your content.
Navigate Sections:
e In Slide Sorter view, sections are represented by collapsible headers
above the slides.
e Click on the arrow next to a section header to expand or collapse the
section.
e This allows you to easily navigate through different sections of your
presentation.
Edit and Rearrange Sections:
e You can edit or delete sections by right-clicking on the section header
and selecting the appropriate option from the context menu.
e To rearrange sections, click and drag the section header to a new
position in the Slide Sorter view.

10.Return to Normal View: Once you've organized your slides into sections, you

can return to Normal view by clicking on the "Normal” button in the
PowerPoint ribbon.

11.Save Changes: Remember to save your presentation to preserve the sections

you've created.

By following these steps, you can effectively organize your PowerPoint presentation
into sections to improve navigation and structure.






