
How to Modify an Existing 
PowerPoint Presentation



Adding a New Slide

• Open the existing 
presentation that 
you want to modify

• Click the “New 
Slide” option under 
the Insert menu.



Adding a New Slide

• Type your title in 
the “Click to add 
title” area

• Type your text in 
the “Click to add 
text” area



To Add a Graphic or Picture

• Click the 
“Picture” option 
under the Insert 
menu.

• Click “From 
File” option 
from the Picture 
menu.



To Add a Graphic or Picture

• Click on 
the picture 
or graphic

• Click 
“Insert”



To Add a Graphic or Picture

• Your 
new 
slide is 
ready!



Ordering Your Slide Show

• Click the Slide Sorter 
icon in the lower left 
hand of your screen.



Ordering Your Slide Show
• Click on the 

slide you want 
to move. Drag 
and drop the 
slide to its new 
position.

• Then click the 
“Save” option 
under the File 
menu



Combining Two Slide Shows

• Start by opening the 
slide show you want 
to appear first in your 
presentation. Make 
sure you are in Slide 
Sorter view.

• Click the “Open”
option under the File 
menu



Combining Two Slide Shows

• Click on the 
presentation 
you want to 
add

• Then click  
“Open”



Combining Two Slide Shows

• Open the 
new 
presentation 
in Slide 
Sorter View 
by clicking 
the slide 
sorter icon



Combining Two Slide Shows

• Click the “Select All”
option under the Edit 
menu



Combining Two Slide Shows

• Click “Copy” under the 
Edit menu



Combining Two Slide Shows
• Go back to 

your first 
presentation 
in Slide Sorter 
mode.

• Make sure 
your cursor is 
at the end of 
the 
presentation



Combining Two Slide Shows

• Click the “Paste”
option under the 
Edit menu.



Combining Two Slide Shows
• The second 

slide show 
flows in to the 
end of the 
first slide 
show.

• Notice that 
the Master 
Slide of the 
original slide 
show 
becomes the 
background 
for all slides.


