Using Microsoft PowerPoint for Industrial Applications

By Md. Rizwanul Haque, Director: Cloud Studio, CEO: Zeropoint Computing

Microsoft PowerPoint is not just a tool for creating presentations; it can also serve as a
versatile platform for various industrial applications, ranging from project management
and training to process documentation and data visualization. Below are key ways
PowerPoint can be used effectively in industrial settings:

1. Training and Employee Onboarding

Create Training Modules: Use PowerPoint to design interactive and visually
engaging training materials for new hires.

Simulations: Incorporate animations, transitions, and videos to simulate industrial
processes or safety procedures.

Quizzes and Assessments: Add interactive quizzes to evaluate trainees’
understanding of the material.

Custom Templates: Develop reusable templates specific to company processes for
consistent training delivery.

2. Process Documentation and SOPs

Standard Operating Procedures (SOPs): Develop step-by-step guides with visuals
and animations for better understanding.

Flowcharts and Process Diagrams: Use SmartArt and shapes to create detailed
diagrams of industrial workflows.

Checklists and Forms: Embed forms and lists directly into slides for operational
use.

Interactive Navigation: Use hyperlinks and action buttons to allow users to jump
between sections, creating an interactive manual.

3. Data Visualization and Reporting

Project Updates: Present progress on industrial projects with charts, graphs, and
timelines.



Production Metrics: Use PowerPoint to visualize KPIs like production output,
efficiency, and downtime.

Infographics: Combine text and visuals to communicate complex data in an easy-
to-understand format.

Dashboards: Create slides with embedded charts and pivot tables for dynamic
reporting.

4. Safety and Compliance

Safety Training: Design engaging presentations to educate employees on safety
protocols and emergency procedures.

Incident Reports: Use PowerPoint to document and present incidents with visuals,
timelines, and actions taken.

Compliance Guidelines: Communicate legal and industry compliance requirements
in a structured and visually appealing way.

5. Product Design and Prototyping

Concept Presentations: Use PowerPoint to present new product designs with 3D
images, sketches, and videos.

Prototyping: Create interactive mockups of user interfaces or systems.

Design Feedback: Share designs with stakeholders, collect feedback, and refine in
iterative presentations.

6. Marketing and Sales Presentations

Product Showcases: Highlight features, benefits, and specifications of industrial
products with animations and multimedia.

Customer Proposals: Develop customized proposals for clients using a blend of
data and visuals.

Trade Show Presentations: Create looping presentations or kiosks for exhibitions
and conferences.

7. Industrial Automation and Simulation



« Workflow Simulations: Demonstrate automated workflows using animated
sequences.

. Control System Layouts: Design and present layouts of control systems or
machinery configurations.

« Virtual Tours: Use embedded videos or animations to simulate factory layouts or

operations.

8. Project Management

« Project Timelines: Use Gantt charts and timelines to map out project phases.

« Resource Allocation: Visualize resource distribution across tasks or projects.

. Stakeholder Communication: Summarize project goals, risks, and progress in
concise, professional slides.

9. Client and Stakeholder Engagement

. Present Business Proposals: Showcase business strategies, financial plans, and
ROl projections.

. Feedback Mechanisms: Use live polling tools integrated with PowerPoint (e.g., Poll
Everywhere) during stakeholder meetings.

. Case Studies and Success Stories: Present case studies to demonstrate the impact
of your industrial solutions.

10. Digital Signage and Displays

« Factory Displays: Use PowerPoint to create slideshows for production metrics or
announcements displayed on factory monitors.

. EventSignage: Develop digital posters or banners for industrial events or internal
communications.

Best Practices for Industrial Use

1. Standardized Templates: Maintain a library of templates aligned with company
branding for consistency.
2. Automation: Use PowerPoint macros and VBA for automating repetitive tasks.



3. High-Quality Media: Use HD images, videos, and animations for clarity and

professionalism.
4. Collaboration: Share presentations via OneDrive or SharePoint for team edits and

feedback.
5. Updates: Regularly update slides to reflect new industrial standards and practices.

Example 1: Safety Training Slide

Objective: Create an engaging slide to train employees on workplace safety procedures.

1. Open PowerPoint:
o Launch PowerPoint and choose a blank presentation.

2. Set the Theme:



o Gotothe Design tab, select a professional theme, or customize colors to
match company branding.
3. Title Slide:
o Insert atitle slide.
o Add atitle like "Workplace Safety Training”and a subtitle such as "Ensuring a
Safe Work Environment".
4. Content Slide:
o Insert anew slide with a Title and Content layout.
o Addthetitle: "5 Key Safety Rules’.
5. Insert Graphics:
o Use SmartArt under the Insert tab to create a list.
o Listrulessuch as:
Wear appropriate PPE.
Follow signage and alerts.
Report hazards immediately.
6. Add Images:
o Insert relevant icons or images (e.g., a helmet or caution sign).
o Resize and align them for visual appeal.
7. Animations:
o Select each rule and apply Appear or Fade animations under the Animations
tab.
8. Final Touch:
o Add afooter with the company logo and date.

Example 2: Production Metrics Dashboard

Objective: Present key production metrics using data visualization tools.

1. Choose a Layout:
o Select ablank slide and set a Two Content layout.
2. Insert Title:
o Add atitle: "Monthly Production Metrics"at the top.
3. Visualize Data:
o Insert a Chart by going to Insert > Chart.
o Choose a Bar Chart to represent metrics like production output or efficiency.
o Input data such as monthly production quantities in the Excel sheet that
opens.
4. Add aKPI Table:
o Use atable to display key performance indicators (KPlIs).
o Example columns: Metric, Target, Actual, Variance.
5. Design Enhancements:



6.

o Apply contrasting colors to the chart to highlight trends.
o Add data labels for clarity.
Use Icons:
o Inserticons to represent each KPI (e.g., a gear for efficiency or a box for
production).

7. Transitions:

o Apply a Morph Transition to smoothly shift between metrics.

Example 3: Process Workflow Slide

Objective: Show an industrial workflow using a flowchart.

1.

2.

Insert SmartArt:
o GotolInsert > SmartArt and choose Process under the available options.
Title:
o Add atitle: "Assembly Line Workflow".
Define Steps:
o Label each step of the workflow (e.g., Raw Materials > Assembly > Quality
Check > Packaging > Dispatch).
Custom Shapes:
o Replace SmartArt shapes with custom icons (e.g., gears, trucks) from the
Icons library under the Insert tab.
Add Colors:
o Color-code each step for easy identification (e.g., blue for input, green for
output).
Animations:
o Animate the flowchart using Wipe or Path Animation to simulate movement.



Example 4: Client Proposal Slide

Objective: Present a proposal for a new industrial project.

1. Title Slide:
o Addthetitle: "Proposal for Automated Conveyor System”.
o Include aclient name and company logo.
2. Problem Statement Slide:
o Insert aslide with a Title and Content layout.
o Title: "Current Challenges”.
o Use bullet points to outline issues like inefficiency, high labor costs, or
downtime.
3. Proposed Solution Slide:
o Add anewslide titled "Our Solution”.
o Use a Two Content layout:
Left side: Insert a description of the solution (e.g., automated
conveyors).
Right side: Add an image or video of the proposed solution.
4. ROI Calculation Slide:
o Use atable to compare costs and benefits.
o Highlight key numbers like payback period or cost savings.
5. Call to Action Slide:
o Add afinal slide with a strong call to action (e.g., "Let’s Build Your Future
Together!").

Example 5: Equipment Maintenance Checklist

Objective: Provide an interactive checklist for machine maintenance.

1. Layout Selection:

o Choose a Two Content layout.
2. Title:

o Add atitle: "Weekly Maintenance Checklist".
3. Checklist Creation:



o Use bullet points to list tasks (e.g., /nspect belts, Lubricate moving parts, Test
safety mechanismes).
4. Interactive Features:
o Insert checkboxes using the Shapes tool.
o Add action buttons to navigate to detailed instructions for each task.
5. Visual Aids:
o Include images of the equipment being maintained for reference.
6. Export for Use:
o Export the slide as a PDF for distribution or print.

Example 6: Energy Consumption Analysis Slide

Objective: Visualize energy usage patterns in the facility.

1. Insert a Blank Slide.
2. Add Title: "“Energy Consumption Analysis - Monthly Report'.
3. Insert aLine Chart:
o GotolInsert > Chart > Line Chart.
o Plot energy consumption data for the past 12 months.
4. Add a Comparison Metric:
o Insert a Text Box below the chart and highlight average consumption vs
target consumption.
5. Color Coding:
o Use green for meeting targets and red for exceeding limits.
6. Annotations:
o Add arrows or callouts to highlight spikes or dips in the graph.
7. Final Touch:
o Add afooter with the date and department name.



Example 7: Lean Manufacturing Principles Slide

Objective: Educate employees on lean manufacturing concepts.

1. Choose a Template:
o Use aclean and modern template with white space for clarity.
2. Add Title: "Understanding Lean Manufacturing’.
3. Add Key Principles:
o Insert aSmartArt List with principles like:
Eliminate Waste
Optimize Workflow
Empower Employees
4. Insertlcons:
o Add meaningful icons for each principle (e.g., a recycle symbol for waste
reduction).
5. Highlight Examples:
o Use atable to list specific examples of lean practices in your facility.
6. Animations:
o Use Fade animations to reveal each principle sequentially.

Example 8: Machine Downtime Analysis Slide



Objective: Showcase downtime statistics with visual elements.

1. Start with a Blank Slide.
2. Title: Add "Downtime Analysis - Last Quarter".
3. Insert a Pie Chart:
o Gotolnsert > Chart > Pie Chart.
o Display downtime causes (e.g., Maintenance, Breakdowns, Operator Errors).
4. Add Percentages:
o Enable datalabels to show percentage values on the chart.

5. Visual Enhancements (continued):
o Add icons or small images near each downtime category (e.g., a wrench for
maintenance).
6. Summary Section:
o Add atext box below the chart summarizing key insights, e.g., “80% of
downtime is due to preventable maintenance issues."
7. Action Plan:
o Insert a Callout Shape on the side with proposed solutions (e.g., "Schedule
proactive maintenance every 2 weeks.").

Example 9: Quality Control Statistics Slide

Objective: Present quality control performance over time.

1. Choose a Professional Template.
2. Title: Add "Quality Control Metrics - Annual Overview".
3. Add aBar Chart:
o GotoInsert > Chart > Bar Chart.
o Plot data such as defects per 1,000 units over the past year.
4. Insert a Trend Line:
o Highlight improvements or declines in quality.
5. Highlight Key Numbers:
o Use bold text or colored shapes to emphasize critical statistics (e.g., “Defects
reduced by 25%.").



6.

7.

Add a Process Diagram:
o Use SmartArt to depict the quality control workflow.
Finalize:
o Add your company logo and a footer with the reporting period.

Example 10: Incident Reporting Dashboard

Objective: Create an interactive slide to track workplace incidents.

1.
2.

3.

Add Title: “/ncident Reporting Dashboard - YTD"
Insert a Table:

o Add columns like /ncident Type, Date, Location, Status.
Highlight Critical Incidents:

o Use conditional formatting (e.g., red text for unresolved issues).
Add a Heatmap:

o Insert a colored map of the facility, highlighting high-incident areas.
Interactive Elements:

o Use Action Buttons to link to detailed incident reports.
Icons:

o Add relevanticons (e.g., caution signs) to indicate incident types.



Example 11: Supply Chain Overview Slide
Objective: Visualize the supply chain process.

1. Insert a Process Diagram:
o Gotolnsert > SmartArt > Process.
o Use aHorizontal Process Diagram.
2. Label Each Step:
o Example: Raw Materials > Manufacturing > Warehousing > Distribution >
Retalil.
3. Add Icons:
o Useicons to represent trucks, warehouses, or factories.
4. Color Code Steps:
o Use green for efficient steps and red for bottlenecks.

5. Final Touch:
o Add atimeline at the bottom to show estimated durations for each step.

Example 12: Industrial Maintenance Log Slide
Objective: Document and present equipment maintenance schedules.

1. Title Slide: Add "Weekly Maintenance Schedule" at the top.



2. Insert a Table:
o Add columns like Equipment Name, Last Maintenance, Next Maintenance,
Status.
3. Use Conditional Formatting:
o Highlight overdue maintenance tasks in red.
4. Add aTimeline:
o Use shapes to create a visual timeline of upcoming tasks.
5. Images:
o Insertimages of key equipment for easy identification.

Example 13: Training Completion Report Slide
Objective: Present employee training progress.

1. Add Title: "Employee Training Completion Report - Q4"
2. Insert a Bar Chart:
o Show percentage completion for different departments.
3. Add a Summary Table:
o Include columns like Department, Total Employees, Completed Training,
Pending Training.
4. Highlight Achievements:
o Use abadgeiconto celebrate 100% completion in a department.
5. Future Plan Section:
o Add a text box at the bottom detailing upcoming training sessions.



Example 14: Industrial Equipment Overview Slide
Objective: Showcase key specifications of equipment.

1. Title: Add "Equipment Overview - CNC Machine”
2. Insert an Image:
o Use a high-quality image of the equipment.
3. Add Specifications:
o Use atableto list key specs like Power, Capacity, Dimensions.
4. Insert a Comparison Chart:
o Compare the equipment with similar models.
5. Enhancements:
o Use arrows or callouts to highlight unique features.



Example 15: Sustainability Report Slide

Objective: Highlight the company’s environmental initiatives.

1. Title Slide: Add "Sustainability Efforts - 2024 Goals".
2. Visualize Data:

o Insert adonut chart torepresent energy savings.
3. Infographic:

o Use SmartArt to depict the company’s recycling process.
4. Highlight Achievements:

o Use bold numbers to show reductions in carbon emissions.
5. Future Goals:

o Add atext box listing goals for the upcoming year.

Example 16: Employee Recognition Slide



Objective: Celebrate achievements in the workforce.

1. Title Slide: Add "Employee of the Month - December 2024".
2. Insert Employee Photo:
o Useacircular crop to make it visually appealing.
3. Add Achievements:
o Use bullet points to list key accomplishments.
4. Background Enhancements:
o Add agradient background and confetti-style animations.
5. Company Logo:
o Include the company logo and a congratulatory message.

Example 17: Waste Management Strategy Slide
Objective: Present plans for industrial waste reduction.

1. Title Slide: Add "Waste Management Strategy - 2024"
2. Use aFlowchart:
o Show steps in the waste management process (e.g., Segregation > Recycling >
Disposal).
3. Add Metrics:
o Use bar charts to show waste reduction over time.
4. Highlight Key Policies:



o Add a text box listing government compliance measures.

Example 18: Productivity Improvement Plan Slide
Objective: Present strategies to enhance worker and machine productivity.

1. Title Slide: Add "Productivity Improvement Plan - 2024".
2. Split Slide Layout:
o Divide the slide into two sections: one for strategies and one for expected
outcomes.
3. Add Strategies:
o Use bullet points to list strategies such as 7raining Programs, Automation,
and Workflow Optimization.
4. Insert a Chart:
o Add a bar chart showing projected productivity increases (e.g., hours saved
or units produced).
5. Uselcons:
o Add relevant icons for each strategy (e.g., a light bulb for innovation or a
graph for tracking progress).
6. Animations:
o Apply Wipe animations to each strategy to keep the audience engaged.



Example 19: Annual Revenue Report Slide

Objective: Present financial performance data for the year.

1. Add Title: "2024 Annual Revenue Report’.
2. Insert aLine Chart:
o Show monthly or quarterly revenue trends.
3. Highlight Key Numbers:
o Use alarge font size for total annual revenue.
4. Breakdown by Division:
o Insert apie chart to display revenue contributions from different business
units.
5. Add Insights:
o Use callouts to highlight significant trends or anomalies (e.g., "Q2saw a 15%
growth due to increased demand.”).
6. Final Touch:
o Add afooter with the CFO’s name or approval for credibility.



Example 20: New Product Launch Plan Slide

Objective: Outline the steps for launching a new product.

1. Choose a Modern Template:
o Use avisually appealing template with bright colors and gradients.
2. Title: Add "Launch Plan - Smart Conveyor System".
3. Add a Timeline:
o Use SmartArt > Timeline to outline key milestones (e.g., Prototype, Testing,
Marketing, Launch).
4. Insert a Visual Mockup:
o Add animage or 3D rendering of the product.
5. Include Metrics:
o Use atable toshow budget, target sales, and market segments.
6. Call to Action:
o Add aclosing statement encouraging stakeholders to provide feedback.

Example 21: Shift Performance Comparison Slide
Objective: Compare productivity between shifts.

1. Add Title: "Shift Performance - Morning vs Evening”
2. Insert a Bar Chart:
o Plot productivity metrics for each shift.
3. Add Key Metrics:
o Use atable to compare additional parameters like downtime, output quality,
and absenteeism.



4. Highlight Differences:
o Usearrows or colored shapes to emphasize areas of improvement.

5. Insert Recommendations:
o Use atext box to suggest actionable steps based on the data.

Example 22: Inventory Management Report Slide
Objective: Present the current status of inventory and restocking plans.

1. Add Title: "/nventory Overview - December 2024".
2. Insert a Table:
o Include columns like /tem Name, Current Stock, Minimum Required,
Restocking Date.
3. Visualize Stock Levels:
o Use abar chart or heatmap to represent stock availability.
4. Add Icons:
o Useicons for restocking (e.g., trucks or shelves).

5. Final Touch:
o Add notes at the bottom for procurement deadlines or supplier issues.



Example 23: Industrial Market Trends Slide

Objective: Showcase market trends impacting the business.

1. Title: Add “Industrial Market Trends - 2024 Overview".
2. Insert aLine Chart:
o Plotindustry growth rates over the past five years.
3. Use Infographics:
o Represent key trends (e.g., Rising Demand for Automation, Shifting Supply
Chains) with SmartArt or icons.
4. Add Data Sources:
o Include footnotes citing credible sources for the data.



Example 24: Risk Assessment and Mitigation Plan Slide
Objective: Present risks and proposed solutions for industrial operations.

1. Title Slide: Add "Risk Assessment - Key Threats & Solutions”.
2. CreateaTable:
o Add columns for Risk Description, Impact Level, Probability, Mitigation
Strategy.
3. Color Code Risks:
o Usered, yellow, and green to indicate high, medium, and low risks,
respectively.
4. AddIcons:
o Usewarning signs or shields to emphasize key risks.

Example 25: Employee Onboarding Process Slide
Objective: Outline the steps for new employee onboarding.

1. Title Slide: Add "Onboarding Process for New Hires".
2. Use SmartArt:
o Select a process diagram to show steps like Orientation, Training, Evaluation.
3. Add Visuals:
o Insert photos of training sessions or onboarding materials.
4. Include Timeline:



o Add a timeline showing key milestones within the first 90 days.

Example 26: Environmental Impact Assessment Slide
Objective: Report on the company’s environmental footprint.

1. Add Title: "Environmental Impact Assessment - 2024 "
2. Insert a Doughnut Chart:
o Show resource usage distribution (e.g., water, energy, materials).
3. Highlight Achievements:
o Use bold numbers to show reductions in emissions or waste.
4. Include Goals:
o Add atext box outlining sustainability goals for the next year.



Example 27: Team Performance Dashboard Slide

Objective: Showcase team performance metrics.

1. Title Slide: Add “Team Performance Dashboard - Q4 2024".
2. Insert aRadar Chart:
o Show skills or productivity comparisons across teams.
3. Add aTable:
o Include columns for 7eam Name, Target, Achieved, Variance.
4. Visual Enhancements:
o Use badges or stars to highlight top-performing teams.

Some industrial-themed templates for easing the jobs

You can use these as starting points for your slides:

1. Industrial Project Timeline Template
Purpose: To showcase project timelines and key milestones in industrial operations.

. Background: Light gray with subtle factory icon images (gears, machines, etc.).
. Slide Layout:
o Title: "Industrial Project Timeline - [Year]"
o Timeline Chart: A horizontal timeline with milestones like Design Phase,
Implementation, Testing, Completion.
o Color Scheme: Dark blue for main items, light gray for background, and
orange for milestones.
o Text Boxes: For detailing each phase, expected completion, and critical
dependencies.



2. Manufacturing Performance Dashboard Template
Purpose: For tracking key performance indicators (KPIs) in manufacturing.

« Background: Dark blue with metallic gray accents.
. Slide Layout:
o Title: "Manufacturing KPIs Dashboard"
o Visuals:
Bar Chart: Showing metrics like Units Produced, Downtime, Efficiency
Rate.
Pie Chart: Breakdown of Waste Percentage by material type.
Text Boxes: Place for adding insights, such as "Production decreased
by 10% due to machine failure.”
o Color Scheme: Use strong contrasts, like metallic gray and orange for high
visibility of critical data.

3. Industrial Equipment Maintenance Template
Purpose: To report the status and maintenance schedules for industrial equipment.

. Background: Light green with subtle mechanical design elements.
. Slide Layout:
o Title: "Equipment Maintenance Schedule - [Year]"
o Table:
Columns: Equipment Name, Last Maintenance Date, Next Scheduled
Maintenance, Issues Found.
o lcons: Use icons for equipment (e.g., gears, tools) to represent each row in the
table.
o Highlighting: Red for overdue maintenance, yellow for upcoming.
o Color Scheme: Green (for operational), red (for urgent), and yellow (for
upcoming).

4. Risk Assessment and Mitigation Template
Purpose: To assess and mitigate risks in industrial operations.

. Background: Light gray with a darker gray border, designed for clarity and
seriousness.



. Slide Layout:
o Title: "Risk Assessment for [Operation/Project]"
o Grid:
Columns: Risk Description, Impact (Low/Medium/High), Probability
(Low/Medium/High), Mitigation Actions.
Use red/yellow/green for risk level and probability.
o lcons: Add warning icons, such as exclamation marks, shields, and check
marks.
o Color Scheme: Red for high risks, green for mitigated risks, and orange for
moderate risks.

5. Workflow Process Analysis Template
Purpose: Toillustrate an industrial workflow or process analysis.

. Background: White with bold lines for clarity.
. Slide Layout:
o Title: "Workflow Analysis - [Process Name]"
o Flowchart: Use arrows and shapes to show step-by-step actions in the
process (e.g., Raw Material -> Assembly -> Quality Control -> Packaging).
o lcons: Add icons for each stage (e.g., factory for assembly, magnifying glass
for quality check).
o TextBoxes: For brief descriptions of each step and issues identified in the
process.
o Color Scheme: Use industry-specific colors like steel gray, industrial yellow,
and black.

6. Industrial Safety Procedures Template
Purpose: To outline safety procedures and protocols for workers in an industrial setting.

. Background: Safety yellow with black outlines, evoking a construction zone theme.
. Slide Layout:
o Title: "Safety Procedures for [Department/Operation]"
o Text Boxes: List the steps for safety measures, like "Wear protective gear”,
"Check equipment before use”.
o lcons: Use safety-related icons like hard hats, gloves, and first aid kits.
o Images: Place relevant safety procedure images or diagrams.
o Color Scheme: Yellow (for caution), black (for boldness), and white (for
clarity).



7. Industrial Budget and Cost Tracking Template
Purpose: For presenting budget allocation and cost tracking in industrial projects.

. Background: Dark gray with light blue accents.
. Slide Layout:
o Title: "Project Budget & Cost Tracking"
o Table/Chart:
Columns: Category (e.g., Labor, Materials, Equipment, Miscellaneous),
Allocated Budget, Actual Spending, Variance.
o Bar Chart: For visualizing the comparison of budget vs. actual spending.

o Color Scheme: Blue for actual spending, gray for budgeted amounts, and red
for variance.

8. Industrial Training Program Template
Purpose: To showcase an employee training program for industrial skills.

. Background: Light blue with white outlines.
. Slide Layout:
o Title: "Employee Training - [Program Name]"
o Timeline: Horizontal timeline for the training program phases (e.g.,
Introduction, Basic Skills, Advanced Techniques).
o Text Boxes: For course objectives and skills gained.
o lcons: Use educational icons like books, gears, and certifications.
o Color Scheme: Blue for training materials, yellow for highlights.

9. Industrial Environmental Impact Template
Purpose: To analyze the environmental footprint of industrial activities.

. Background: Green with subtle leaf and Earth imagery.
. Slide Layout:
o Title: "Environmental Impact - [Year]"
o Bar/Column Charts: Compare emissions, energy usage, and resource
consumption year over year.

o lcons: Use eco-friendly symbols, like trees, water droplets, and recycling
arrows.



o Text Boxes: For detailing strategies like "Energy Efficiency Measures"and
"Waste Reduction Initiatives".

o Color Scheme: Green for environmental, blue for water, and gray for
industrial elements.

10. Industrial Sales and Forecast Template
Purpose: To present sales forecasts and track performance.

. Background: Neutral gray with bold red highlights for emphasis.
. Slide Layout:
o Title: "Sales Forecast for [Quarter/Year]"
o Line Graph: Show the sales trends over time.
o Data Table: Display actual sales, forecasted sales, and variance.
o lcons: Sales icons like cash registers, calculators, or graphs.

o Color Scheme: Red for target sales, gray for actual sales, and light blue for
forecasts.

PowerPoint Keyboard Shortcuts Cheat Sheet for Industrial Applications

Beginner to Advanced Levels

Basic Shortcuts (For Navigating and General Use)

Shortcut Action Use Case

Ctrl + N Create anew presentation  Start afresh industrial project report.

Ctrl+ Open an existing Open past presentations for updates or
presentation reference.
Ctrl+S Save the presentation Frequently save progress while creating slides.

F12 Save As Save a copy with a different name or format.



Shortcut

Ctrl+P Print
Ctrl+Z Undo
Ctrl+Y Redo

Ctrl + W Close the presentation

Slide Management

Shortcut

Ctrl+M

Ctrl+D

Ctrl + Shift + D

Ctrl + Shift +
Up/Down Arrow

Ctrl+G

Ctrl + Shift + G

Ctrl + Shift + K

Text Formatting

Action

Use Case

Print slide handouts for meetings.

Reverse accidental edits or deletions.

Reapply actions after undoing.

Action
Add a new slide

Duplicate the selected
slide

Duplicate objects on
the slide

Move the slide
up/down in order

Group selected objects

Ungroup selected
objects

Exit after finishing work.

Use Case

Quickly add a new slide for the next topic
or data set.

Create multiple similar slides (e.g., for
repeating templates).

Copy diagrams, charts, or shapes within a
slide.

Rearrange slides to improve flowin a
report.

Combine shapes, charts, and text into a
single object for easier movement.

Break down grouped elements to edit
individual parts.

Duplicate selected text Quickly replicate content while

box or object

Shortcut Action

Ctrl + B Bold selected text

maintaining style.

Use Case

Emphasize important titles or keywords.



Shortcut
Ctrl +1
Ctrl+U
Ctrl+E
Ctrl+L
Ctrl+R
Ctrl+T

Action

Italicize selected text

Center-align text
Left-align text

Right-align text

Working with Objects

Shortcut

Ctrl+ A

Ctrl+C

Ctrl+ X

Ctrl+V

Delete

Ctrl+K

Ctrl + Shift
+C

Ctrl + Shift
+V

Action
Select all objects

Copy the selected
object/text

Cut the selected
object/text

Paste copied/cut
object/text

Delete selected
object/text

Insert a hyperlink

Copy formatting

Paste formatting

Use Case

Highlight technical terms or references.
Underline selected text Mark headings or key points.

Improve the balance of slide content.
Align bullet points and paragraphs neatly.
Use for specific design elements.

Open the font dialog box Access advanced font styling options.

Use Case

Select everything on a slide for bulk alignment or
formatting.

Duplicate elements like charts or text boxes across
slides.

Move content between slides.

Insert previously copied content.

Remove unnecessary content or placeholders.

Link to relevant documents or external resources
(e.g., PDFs, web reports).

Apply consistent formatting across slides.

Ensure uniform style for charts, text, or diagrams.



Working with Shapes and Images

Shortcut Action
Alt+N,P Insert a picture
Alt+N,S,H Insert a shape

Ctrl + Shift + Right Resize the selected
Arrow shape/object

Ctrl + Shift + Left Resize the selected
Arrow shape/object

Ctrl + Shift +F Bring object to the front
Ctrl + Shift +B Send object to the back

Slide Show Shortcuts

Shortcut Action

F5 Start Slide Show from the beginning
Shift +

F5

Ctrl+ P Use apenduring a presentation

Erase annotations made during a

Ctri+E slideshow

Esc Exit the Slide Show

Use Case

Add photos of machinery or facility
layouts.

Create custom diagrams for processes
or workflows.

Adjust dimensions for better visibility.

Adjust dimensions for better visibility.

Ensure selected objects are visible.

Layer objects without obstruction.

Use Case

Present industrial data to
stakeholders.

Start Slide Show from the current slide  Review specific slides during edits.

Annotate slides live during
discussions.

Clear marks after explanations.

Quickly return to editing mode.

Advanced Shortcuts (For Industrial Applications)



Shortcut

Alt+D, C

Alt+W,Q Openthe zoom dialog box

Ctrl + Shift +
Tab

Alt+N, T

Ctrl + Shift +
H

Ctrl+G

Action

Insert a chart

Switch between multiple
presentations

Insert a table

Hide/unhide slide

Open the grid and guides
options

Use Case

Visualize industrial metrics (e.g., downtime,
revenue, or inventory trends).

Zoom in to focus on specific data points in
charts or diagrams.

Compare data or copy content between
projects.

Create tables for technical specs or task
schedules.

Hide internal slides during external
presentations.

Align objects precisely for professional
layouts.

Tips for Efficiency in Industrial Applications

PO

images or shapes.

Use Templates: Pre-load industrial-themed templates for consistency.

Master Slide Setup: Use View > Slide Master to create standard layouts.
Animation Pane: Use Alt + A to access advanced animations for processes.
Custom Shortcuts: Customize shortcuts for repetitive tasks like inserting standard



