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How to share a PowerPoint Presentation in Teams

Below we describe 3 different ways to share slides in a Teams meeting. If you are new to Teams, we
would recommend OPTION 1 Basic.

NOTES:

When you click Share Content in Teams, you see 3 options, Desktop, Window or PowerPoint.
We recommend that you share the Window rather than Desktop or PowerPoint.

The PowerPoint option only displays presentations you have opened in Share Point or One Drive.
You are sharing an online verson of your slides with some limits in functionality. Also, you currently
do not get Presenter View options.

Option 1 Sharing PowerPoint Slideshow — Basic

If you are new to Teams we recommend using this option.

It is easiest if you run your PowerPoint Slide Show before entering the meeting — go to your
PowerPoint file and Run Slide Show

Click Teams icon from Taskbar to join your Teams meeting (if Taskbar is not showing your Teams
icon use ALT + TAB)

When in Teams meeting and you want to show your slides, click Share Content icon from top right

T
hand corner of Teams Screen

Share options show at bottom of your screen, choose your SlideShow from the Window section

Desktop Window PowerPoint

Select your PowerPoint Slide Show that you already have running
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You will see your Slide Show on screen with a red box around it (this indicates you are sharing)
Stop Sharing
While sharing you should see a miniature box in bottom right hand corner with your Teams options

Click Stop Sharing

Meeting with Barbara Moyn... 3049 _

NOTE: If you cannot see this miniature window, Use ALT + TAB to toggle back to your meeting and

(x]
click Stop Sharing from top right hand corner of Teams Meeting window

Option 2 Sharing PowerPoint Slideshow and
view Speaker Notes

The option below works best when you have just ONE MONITOR. If you have a second monitor, it is
recommended that you disconnect it if using this view option.

Before you go into your Teams meeting, run your Slide Show as normal

When slide show is running, Right Click and choose Show Presenter View

Page 2 of 5 © onyourfeet.ie



On Your

FEET

present « pitch » persuade

Next

See All Slides

Zoom In

Show Presenter View

Screen »
Pointer Options »
Help

End Show

Click Teams icon from Taskbar to join your Teams meeting (if Taskbar is not showing your Teams
icon use ALT + TAB)

™
When you are in your meeting and want to share your slides, click Share Content -

Select your Slide Show (NOT your Presenter View) from Window option

P

Virtual Communications ...

Wirtual
Carmmurications
for Sales Teams

Session 4 of 4
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PowerPoint Slide Show -...

You will know that you are sharing the full Slide Show window as the red box shows around the edge
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ALT + TAB to your Presenter View — as you move through slides in this view, the slides also move on
the Shared Screen

Stop Sharing
While sharing you should see a miniature box in bottom right-hand corner with your Teams options

Click Stop Sharing

Meeting with Barbara Moyn... 3049 _

NOTE: If you cannot see this miniature window, Use ALT + TAB to toggle back to your meeting and
click Stop Sharing from top right hand corner of Teams Meeting window

Option 3 —Share slides and view attendee videos

Before you start your teams meeting - open the Presentation you wish to share

e Click into Slide Show and Set Up Slide Show

2 Zommun for Sales Teams Session 4 DRAFT - PowerPoint
Design Transitions Slide Show Review View Help Q Tell me what you want to
.’—1—%‘.’-—‘ EE[ D ‘/_’/[ @ D' Use Timings =t
prae Coor S | _stlp Hide e Record i ]y ortions 2 Show i Conls | 1

In the Set Up Show Dialog box, click, Browsed by an individual (window)

Click Ok

Set Up_Sho, ? X
Show Show slides
® Al
O Erom: |1 3 To: 32 S
(O Browsed at a kiosk (full screen) e —
) v
Show options
[ Loop continuously until ‘Esc Advance slides
[] show without narration O Manually

D Show without animation @ WSrgiings fpesan
[] Disable hardware graphics acceleration

_— . Multiple monitors
'en color:

Slide show monitor:
Laser pointer color: | ) ¥

Primary Monitor ~

Resolution:

Use Current Resolution ™
Use Presenter View
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Run Slide Show before starting your meeting — you will notice that you can re-size your slide show so
that it does not fill your screen.

When you share Content in Teams, select Window and choose the window showing your slide show
in the individual window.

You can re-size this window and your Teams meeting window so that you can see both on your
screen and therefore see attendee videos.
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