
How to Open and Save a Powerpoint 

1. Click the search icon on the task bar.  

Type in Powerpoint. 

2. Click on the App. 

 

 

 

 

 

 

3. After you open Powerpoint, click on 

blank presentation. 

 

 

 

 

 

4. Click File 

 

 

 

 

 

 

5. Save As 

 

 

 

 

 

 

 

 

6. Browse 

 

 

 

 

 

 

 

 

 

7. Documents 

 

 

 

 

 

8. Click the File name box,  

Name your Powerpoint 

 

 

 

 

 

 

 

 

9. Click Save 

 

 

 

 

 

 


