
C
op

yr
ig

ht
©

 2
00

3 
b

y 
Fo

rd
 M

ot
or

 C
om

pa
ny

.

SR

POWERPOINT SPEAKER NOTES

Once all your slides are complete, you can add Speaker Notes, which are notes that you can

refer to during your presentation. You can print each slide along with any Speaker Notes that

you’ve added, and then use these notes during your slide show. Follow these steps to develop

Speaker Notes for your PowerPoint slides:

1. Select a slide to which you would like to add Speaker Notes.

2. View this slide in Notes Page view (by selecting “Notes Page“ from the View menu.)

3. Select the large text box at the bottom of the page containing the line “Click to add text.“

4. Type your Speaker Notes in this text box.

5. To print your slides and notes, choose “Print“ from the File menu. Then select “Notes

Pages“ in the “Print What:“ section of the Print Dialog box.

The following is a sample of what appears on the screen when you view your Speaker Notes

(Notice that the content of the slide appears at the top of the screen, and your notes appear

at the bottom.):

Skill Resource: PowerPoint Speaker Notes




