
INSTRUCTIONS
FOR POWERPOINT

• Key messages are in the ‘notes’ of each slide – click the ‘notes’ toggle at the bottom of 
the screen if they don’t show up!

• The graphics on these slides aren’t editable – you shouldn’t need to add anything but….
• If you want to add a text box, go to ‘insert’, ‘text box’ and use the mouse to draw the box 

where you want on the slide
• To insert an image, go to ‘insert’ and ‘pictures’ and you can choose the photo you want to 

add
• If you want to insert a video file or link, go to ‘insert’, ‘video’ and choose where you’d like 

to pull the video from (eg YouTube link, file on your computer)
• You can choose whether a video plays automatically or on click – click on your video in 

the slide. Go to ‘video options’ in the top ribbon and choose playback – you can adjust 
the settings there

• To add a new blank slide, go to ‘new slide’ in the top ribbon
• If you get stuck, email ambassadors@anthonynolan.org !  
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