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Introduction 
PowerPoint 2007 gives you the ability to create annotation on slides 

during a slide show. You may then save those annotations as part of 

the PowerPoint file.  

 

Creating Annotations 
1. Open the desired PowerPoint presentation. 

2. Click the first slide in the slide show. 

3. Click Slide Show tab on the Ribbon and click the From Beginning button within the Start 

Slide Show group. Refer to the table below for navigation within a slide show. 
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Creating Annotations  

Process Summary 

Action Press 

Advance to the next slide Enter, Spacebar, Page Down, N, Down 

Move to the first or last slide in the slide show Home, End 

Display a hidden slide H 

Return to the previous slide Up Arrow Key or Page Up 

Change the screen to white W 

Pause the slide show; press again to continue S 

Change the screen to black B 

Change the pointer to a pencil to write on your CTRL+P 

Erase drawing E 

Change the pointer to an arrow CTRL+A 

Stop the slide show Esc 
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4. While you are running the slide show, you will also notice a slide show menu bar at the bottom 

left of the screen. This bar is identified below (Fig 1). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Click the Pen Options button within the slide show menu. 

Click either Ballpoint Pen or Felt Tip Pen (Fig 1, 1). 

6. Hold down your mouse button and begin to draw on your 

slide. 

 To Erase: Press E on your keyboard. All annotations will 

be erased. 

 To Change the Ink Color: Click the Pen Options button 

again while the slide show is running. Click Ink Color. 

Choose a different color ink by clicking on that color from 

the menu that will appear. 

7. Click Pen Options. A menu will appear. 

8. Click Highlighter. Hold down your mouse button and  

begin to move your mouse back and forth across a word or 

series of words. It will become highlighted.  

9. At the conclusion of the slide show, you will be prompted to save the annotations (Fig 3). Click 

Keep or Discard. If you click Keep, the annotations will be saved as part of the presentation. 

10. Save and close the slide show.  
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