
Importing an Outline into PowerPoint  

1. Create an outline in Microsoft Word.  Save the file in a convenient location, then close Microsoft 

Word (the import into PowerPoint will not work if the Word document you are trying to import is still 

open).  

 

 

 

 

 

 

 

 

 

 

 

2. Open a new PowerPoint 

presentation. 

 

 

3. On the Home tab, left-click on the 

arrow in the bottom right hand corner 

of New Slide (in the Slides group). 

 

 

 

 

 

 

 

 

 

 

4. Select Slides from Outline. 
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5. Navigate to your Word document you wish to import, select it by left-clicking on it, then select 

Insert.   

 

 

 

 

 

 

 

 

 

  

6. You outline will now be converted into PowerPoint slides.  Be sure to save your presentation.  

 


