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Using PowerPoint Live in a Teams meeting 

 

If you need to present a PowerPoint presentation during your Teams meeting, then you do 

not need to open the PowerPoint separately and then navigate to its window via the Share 

Content button. There is a much neater way to do this, which is entirely self-contained 

within the Teams meeting, and that is to use PowerPoint Live. 

1. In the meeting, click on the 

Share Content button 

2. Under the PowerPoint Live 

heading, you will see a list of 

your most recently-opened 

presentations, so the one 

you need will probably be 

here. If it is not, you can find 

it on OneDrive or on your 

computer by selecting these 

options. 

3. Click on the PowerPoint 

presentation that you need 

 

 

 

 

 

 

 

 

4. You will see your presentation open within the Teams meeting, and it will look 

something like this. 
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5. Let’s have a look in more detail about what you can do on this screen: 

Look for the “eye” icon at the top of the screen. Click on this to make sure it is crossed 
out. This ensures that the audience cannot navigate to look at your other slides before 
you choose to present them.  

  

 

You can still access the Teams controls as normal, so you can change your microphone and 

camera settings, view the participants and chatbox, see hands-up, etc. 

 

 

Any presenter notes you have written will appear alongside the slides here 

 

You can use the annotation tools to supplement your presentation as you deliver it. These 

include a laser pointer, pens and highlighters. 
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To navigate through 

your slide show, you can 

either click on the slide 

itself in the presentation 

window, use the “next” 

arrows, or you can click 

on any slide in the 

carousel to jump 

ahead/back. 

  

 

You can click on Grid View to show all slides in your presentation in a large grid on the 

screen. This is handy if you have a lot of slides and you need to skip a long way forward or 

back in the presentation. 

 
 

 

 
 

 

6. All the time, while you are presenting, this is what will appear on screen for all the 

meeting participants. They will not see your notes or annotation tools. Just the 

presentation itself, plus the Teams resources. Viewers can turn “Focus” on or off in 

their meeting settings, meaning that participant webcams are either present or 

hidden. 

 


