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A PowerPoint Crackhead Shares His Mania!

 Associate, PricewaterhouseCoppers
 Startup in China (Eric Paris)
 Vice President, JFP Holding (Merchant Bank)
 Co-founder, Nuts & Bolts Speed Training
www.nutsandboltsspeedtraining.com

What % of your 
work involves 
PowerPoint?

(Even if it isn’t delivered 
in PowerPoint)

 0 to 25%
 26% to 50%
 51% to 75%
 75% to 100% Turn you into a PowerPoint machine
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3 4



Training Magazine: Faster, Faster, Faster! 8/3/2020

www.nutsandboltsspeedtraining.com 2

The case for speed…
10% - 15%

The case for speed…
5% - 15%

How much faster?
2x, 3x, 4X

5 6
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How much faster?
2x, 3x, 4x

"My business partner and I have a small consulting firm, I told 
him […] for sure this has made me about 6 times faster. This is 

not 3 times faster, because the stuff I'm doing is really 
complicated, so there is a lot of repetitive sh*t in there and 

just crushing all of that has taken so much time out.”

Tony, PowerPoint 3X graduate

Imagine that for a second

Client Delieverables

Meetings / Webinars

Training Seminars

Creating courses

Research Reports

9 10
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You are currently working
WAY TOO HARD...

Fighting the program…

What is the 
FASTEST way to 

do something 
in PowerPoint?

13 14

15 16
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Most Imporant
Rule of PowerPoint 

Speed Training

How many of these Microsoft Office 
programs do you use?

17 18

19 20
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84%
Using 4 or 5 of the Microsoft 

Office Programs for their 
jobs

Even if you aren’t 
doing things the best 
or fastest way yet…
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Shortcut Accelerator
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Shortcut Accelerator Shortcut Key
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Shortcut Accelerator Shortcut Key
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Shortcut Accelerator Shortcut Key
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Keyboard

Keyboard Mouse
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Track Pad

dot

Keyboard
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50% Faster 50% Faster

MX Vertical
ERGO K860

33 34
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4 flavors of PowerPoint Shortcuts

Hold Shortcuts

QAT Guides

Ribbon Guides

Hybrid Shortcuts

Hold Shortcuts

QAT Guides

Ribbon Guides

Hybrid Shortcuts

37 38
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Hold Shortcuts

HOLD Shortcut Characteristics

What most people think of as a shortcut

Includes the Alt, Shift and/or Ctrl keys

1

2

Need to HOLD down the keys to make it work3

You need to memorize (for the most part)4

41 42

43 44
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CCtrl

YCtrl

DCtrl

Alt VCtrl

CCtrl

YCtrl

DCtrl

Alt VCtrl

45 46
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Shift-Sister Shortcuts

SHIFT-SISTER Shortcut Characteristics

Take a normal Hold shortcut and add the Shift key

Inverse or extend the base shortcut (typically)

1

2

Sometimes it does something completely different3

Need to Hold down the keys to make it work4

GCtrl

ShiftCtrl G

Group

Ungroup

Inverses the command

DCtrl

ShiftCtrl D

Duplicate object

Duplicate slide

Extends the command

49 50

51 52



Training Magazine: Faster, Faster, Faster! 8/3/2020

www.nutsandboltsspeedtraining.com 14

Extends the command

F1Ctrl

ShiftCtrl F1

Collapses the Ribbon

Hides the Ribbon

ShiftCtrl F1 Hides the Ribbon

Hides your thumbnailsShiftCtrl

F5

F5Shift

Slide Show: From Beginning

Slide Show: From Current

Extends the command

Paste Formatting

VCtrl

ShiftCtrl V

Extends the commands

CCtrl

ShiftCtrl C

Paste

Copy

Copy Formatting

53 54

55 56
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Hybrid Shortcuts (Visual)

Keyboard Mouse

57 58

59 60
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Ribbon Guide + QAT Guide Shortcuts

Microsoft’s NEWEST shortcuts system
Even though it is 10-years old

H

61 62

63 64
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Product Category #3
USD Millions

Highlights

 The quick brown fox jumps 
over the lazy dog. 

 The quick brown fox jumps 
over the lazy dog.

 The quick brown fox jumps 
over the lazy dog.
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Product Category #2
USD Millions

Highlights

 The quick brown fox jumps 
over the lazy dog. 

 The quick brown fox jumps 
over the lazy dog.

 The quick brown fox jumps 
over the lazy dog.
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Product Category #1
USD Millions

 The quick brown fox jumps 
over the lazy dog. 

 The quick brown fox jumps 
over the lazy dog.

 The quick brown fox jumps 
over the lazy dog.
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Product Category #4
USD Millions

Highlights

The quick brown fox jumps 
over the lazy dog. 

The quick brown fox jumps 
over the lazy dog.

The quick brown fox jumps 
over the lazy dog.
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Bullets: ALT, H, U 

 Topic Point #1
 Bullet #1
 Bullet #2
 Bullet #3

 Topic Point #2
 Bullet #1
 Bullet #2
 Bullet #3

Change Layouts: ALT, H, L 

Reset Layout: ALT, H, Q 

65 66
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Focus on your everyday tasks

QAT Guide Shortcuts

69 70

71 72
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QAT Shortcut Characteristics

Esc to walk backwards

Do NOT hold them down

Alt to active the shortcuts

1

2

4

Follow the #’s to move forwards3

Alt (a second time) to exit out of them5

Fully customizable (disposable shortcuts)

Shorter than Ribbon Guide shortcuts

6

7

Right-Click

Add to Quick Access Toolbar

1

2

Add a command to your QAT

Right-Click

Remove from Quick Access Toolbar

1

2

Remove a command from your QAT

73 74

75 76



Training Magazine: Faster, Faster, Faster! 8/3/2020

www.nutsandboltsspeedtraining.com 20

Getting the MOST out of your QAT

Save
Ctrl + S

Redo
Ctrl + Y / F4

Undo
Ctrl + Z

Slide 
Show

F5

Touch Mouse 
Mode
No Shortcut

Ctrl + N

Ctrl + O

Ctrl + S

Ctrl + P

F7

Ctrl + Z

Ctrl + Y / F4

F5

77 78

79 80
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Save
Ctrl + S

Redo
Ctrl + Y / F4

Undo
Ctrl + Z

81 82

83 84
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1

2

3

4

5

6

7

8

9

10

Align to Top Alt H G A T

Align to Bottom Alt H G A B

1. Navigate to the Home Tab
2. Open the Arrange Dropdown
3. Right-click the Align command
4. Select Add to Quick Access Toolbar
5. Open the Customize Quick Access Toolbar dropdown
6. Select More Commands
7. Position the alignment tool in the first position of your QAT
8. Click OK

85 86

87 88
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Product Category #3
USD Millions

Highlights

 The quick brown fox jumps 
over the lazy dog. 

 The quick brown fox jumps 
over the lazy dog.

 The quick brown fox jumps 
over the lazy dog.
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Product Category #2
USD Millions

Highlights

 The quick brown fox jumps 
over the lazy dog. 

 The quick brown fox jumps 
over the lazy dog.

 The quick brown fox jumps 
over the lazy dog.
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Product Category #1
USD Millions

Highlights

 The quick brown fox jumps 
over the lazy dog. 

 The quick brown fox jumps 
over the lazy dog.

 The quick brown fox jumps 
over the lazy dog.
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2010 2011 2012 2013

Keyboard Section Mouse Section
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How many of these 4 different types of shortcuts are you 
already using right now?

How many of these different types of shortcuts do you 
plan to use from this day forward?

Hold Shortcuts

QAT Guides

Ribbon Guides

Hybrid Shortcuts

What’s… 

Every color of the rainbow…
Bound to get messed up…
Completely unavoidable….

93 94

95 96
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What’s… 

Every color of the rainbow…
Bound to get messed up…
Completely unavoidable….

What’s… 

Every color of the rainbow…
Bound to get messed up…
Completely unavoidable….

What’s… 

Every color of the rainbow…
Bound to get messed up…
Completely unavoidable….

97 98
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Repetitive
Annoying Tasks
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5 Ways To Reuse What You Already Have

4.4 4.5 4.7 4.9 
4.5 4.6 4.7 

5.2 

2009 2010 2011 2012 2013 2014 2015 2016

USD Billions

4

4.2

4.4
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5
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2009 2010 2011 2012 2013 2014 2015 2016

ND Total

ND Total

3 seconds30 seconds

USD Billions

105 106
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Default Shape

Default Text Box

Default Shape Desired Formatting Default Shape

Orange

Object Object Object

Object Object Object

Object Object Object

Object Object Object

Object Object Object

Purple

Green

Blue

Object Object Object

Object Object Object

Object Object Object

Object Object Object

Object Object Object

 Object  Object  Object

 Object  Object

 Object  Object

 Object  Object

 Object  Object

Red

Yellow

CCtrl Shift Shift VCtrl

109 110

111 112
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4.4 4.5 4.7 4.9
4.5 4.6 4.7

5.2

2009 2010 2011 2012 2013 2014 2015 2016

USD BillionsUSD Billions
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2 keys to DOUBLING your Productivity IN PowerPoint

4 Types of 
Keyboard 
Shortcuts

Eliminating 
PowerPoint

R.A.Ts

113 114

115 116
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Questions

117 118


