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Convert PowerPoint to Word Using One of
Three Simple Methods

FEBRUARY 3, 2014 BY BRITTANI SPONAUGLE (HTTPS://WWW.UDEMY.COM/BLOG/AUTHOR/BRITTANISPONAUGLE/)

(https://www.udemy.com/powerpoint-

ninja/?

tc=blog.convertpowerpointtoword&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

marketing-

blog&xref=blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

marketing-blog&xref=blog)If you’ve got a really killer PowerPoint presentation but

would like to extract all the information to Microsoft Word – you can. Sometimes

this is necessary because the size of your PowerPoint presentation is rather large

and you would like to share it with others over email or an intranet. Converting it

to Word will help reduce the size and make it easier to view for everyone involved.

 It’s also possible that you would like your slides presented as thumbnails, with or

without speaker notes included, for easier reviewing, editing, or handing out

during the presentation itself. You can convert your presentation in one of three

ways. The directions for converting on a Mac OS and a Windows OS are as follows.

If you’re feeling a bit ambitious, why not become a PowerPoint Ninja

(https://www.udemy.com/powerpoint-ninja/?

tc=blog.convertpowerpointtoword&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

marketing-

blog&xref=blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

marketing-blog&xref=blog)?
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Convert using PowerPoint 2007
1. Open your PowerPoint presentation in PowerPoint 2007. If you’re still using

PowerPoint 2007, a few tricks of the trade could help make your presentation

building experience even easier. (https://www.udemy.com/powerpoint-2010/?

tc=blog.convertpowerpointtoword&couponCode=half-off-for-

blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

marketing-

blog&xref=blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

marketing-blog&xref=blog)

2. Go to the Office button located in the upper right corner. When you click that

you will see a menu appear.

3. Now click on Publish > Create Handouts in Microsoft Office Word

4. Now you will have a few options as to how you would like to send the

presentation to Word. Choose the option the best suits you and then click on

Paste or Paste Link. Paste will create the Word document from the PowerPoint

presentation you have open. Paste link will create a Word document from the

presentation you have open that will be automatically updated whenever the

presentation is updated in PowerPoint (really nice). Choose your options and then

click OK.

5. Make sure you save the new Word document by going to File > Save.

Convert using PowerPoint 2010
This process is much like the one used for PowerPoint 2007. Become more

acquainted with all of the great things that PowerPoint can do in PowerPoint 2010

made easy. (https://www.udemy.com/powerpoint-2010/?

tc=blog.convertpowerpointtoword&couponCode=half-off-for-

blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

POPULAR POSTS

(https://www.udemy.com/blog/how-to-build-
an-iphone-app-from-scratch-for-non-technical-
people/)

How to Build an iPhone App from Scratch for
Non-Technical People: Your quick and dirty
guide (https://www.udemy.com/blog/how-to-
build-an-iphone-app-from-scratch-for-non-
technical-people/)

(https://www.udemy.com/blog/excel-formulas/)
Excel Formulas: 10 Formulas That Helped Me
Keep My Job
(https://www.udemy.com/blog/excel-
formulas/)

(https://www.udemy.com/blog/modern-
language-wars/)

Code Wars: Ruby vs Python vs PHP [Infographic]
(https://www.udemy.com/blog/modern-
language-wars/)

(https://www.udemy.com/blog/best-
programming-language/)

Top 10 Programming Languages to Learn in 2014
(https://www.udemy.com/blog/best-
programming-language/)

(https://www.udemy.com/blog/how-to-add-
ringtones-to-iphone/)

How to Add Ringtones To Your iPhone (Updated
for iOS 7) (https://www.udemy.com/blog/how-
to-add-ringtones-to-iphone/)

(https://www.udemy.com/blog/best-
powerpoint-presentations/)

8 Best PowerPoint Presentations: How To Create
Engaging Presentations
(https://www.udemy.com/blog/best-
powerpoint-presentations/)

(https://www.udemy.com/blog/java-interview-
questions/)

Java Interview Questions: How to crack the TOP
15 questions
(https://www.udemy.com/blog/java-interview-
questions/)

(https://www.udemy.com/blog/making-an-app/)
Making an App: 6 Things You Should Consider
Before Getting Started
(https://www.udemy.com/blog/making-an-
app/)

(https://www.udemy.com/blog/drupal-vs-
joomla-vs-wordpress/)

Drupal vs Joomla vs WordPress: CMS Showdown
(https://www.udemy.com/blog/drupal-vs-
joomla-vs-wordpress/)

(https://www.udemy.com/blog/advantages-and-
disadvantages-of-social-networking/)

Advantages and Disadvantages of Social
Networking: Should You Spend More Time
Connecting Online?
(https://www.udemy.com/blog/advantages-
and-disadvantages-of-social-networking/)

https://www.udemy.com/powerpoint-2010/?tc=blog.convertpowerpointtoword&couponCode=half-off-for-blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-marketing-blog&xref=blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-marketing-blog&xref=blog
https://www.udemy.com/powerpoint-2010/?tc=blog.convertpowerpointtoword&couponCode=half-off-for-blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-marketing-blog&xref=blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-marketing-blog&xref=blog
https://www.udemy.com/blog/how-to-build-an-iphone-app-from-scratch-for-non-technical-people/
https://www.udemy.com/blog/how-to-build-an-iphone-app-from-scratch-for-non-technical-people/
https://www.udemy.com/blog/excel-formulas/
https://www.udemy.com/blog/excel-formulas/
https://www.udemy.com/blog/modern-language-wars/
https://www.udemy.com/blog/modern-language-wars/
https://www.udemy.com/blog/best-programming-language/
https://www.udemy.com/blog/best-programming-language/
https://www.udemy.com/blog/how-to-add-ringtones-to-iphone/
https://www.udemy.com/blog/how-to-add-ringtones-to-iphone/
https://www.udemy.com/blog/best-powerpoint-presentations/
https://www.udemy.com/blog/best-powerpoint-presentations/
https://www.udemy.com/blog/java-interview-questions/
https://www.udemy.com/blog/java-interview-questions/
https://www.udemy.com/blog/making-an-app/
https://www.udemy.com/blog/making-an-app/
https://www.udemy.com/blog/drupal-vs-joomla-vs-wordpress/
https://www.udemy.com/blog/drupal-vs-joomla-vs-wordpress/
https://www.udemy.com/blog/advantages-and-disadvantages-of-social-networking/
https://www.udemy.com/blog/advantages-and-disadvantages-of-social-networking/


marketing-

blog&xref=blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

marketing-blog&xref=blog)

1. Open your PowerPoint presentation in PowerPoint 2010

2. Go to File > Save & Send > Create Handouts and then click on the Create

Handouts button to insert your slides into pages in a new Word document

3. You should see a box pop up that asks you which way you would like PowerPoint

to send the slides to Microsoft Word. Choose one of the five options.

4. Choose Paste or Paste link. Paste link will create a Word document from the

presentation you have open that will be automatically updated whenever the

presentation is updated in PowerPoint (really nice). Choose your options and then

click OK.

5. Make sure you save the new Word document by going to File > Save.

Convert Using PowerPoint 2013
PowerPoint 2013 is already pretty easy to use, but if you’re not familiar with the

program learn the PowerPoint 2013 basics (https://www.udemy.com/powerpoint-

2013-the-basics/?tc=blog.convertpowerpointtoword&couponCode=half-off-for-

blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

marketing-
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blog&xref=blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-

marketing-blog&xref=blog). In the meantime, I’ll show you how simple it is to

convert to Word in 2013.

1. Open PowerPoint and then open the presentation you would like to convert by

going to File > Open.

2. With your presentation open, click on File > Export > Create Handouts. Then

click on the Create Handouts button.

3. You will be prompted to select one of five conversion options. Choose which

one applies to you best. Choose Paste or Paste link. Paste link will create a Word

document from the presentation you have open that will be automatically updated

whenever the presentation is updated in PowerPoint (really nice). Choose your

options and then click OK.

4. Your new Word document will open. Make sure you save it by going to File >

Save.

Convert Presentation to Word on a Mac
Even if you have a Mac, you can convert a PowerPoint presentation to a Microsoft

Word document – but you have to have Microsoft Word on your computer.

1. Open PowerPoint and then open the presentation you would like to convert.

2. Click on File > Send To > Microsoft Word.

https://www.udemy.com/powerpoint-2013-the-basics/?tc=blog.convertpowerpointtoword&couponCode=half-off-for-blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-marketing-blog&xref=blog&utm_source=blog&utm_medium=udemyads&utm_content=post34152&utm_campaign=content-marketing-blog&xref=blog


3. Microsoft word should open and show the converted slideshow in the new

document.

4. Save the new file by clicking on File > Save.

5. If you want to skip the conversion process all together, you can just print the

slides for a hand out by going to File > Print and then select Handouts or Notes

from the Print What drop down list.

2. Save PowerPoint Outline in Word
Use this method if you want to transfer the contents of your outline to Word.

1. Open PowerPoint and find the presentation you would like to move to Word by

going to File > Open.

2. Look at the outline of the PowerPoint on the left-hand side. You may just see

the slides at first glance, but make sure that the Outline tab is clicked.

3. Click on the Office button in the top right corner of the screen to find Save As.

When you choose Save As you can then choose Outline/RTF and click save.

4. Now you should be able to view your Word document and see the contents of

your outline.

3. Convert Using a Third Party: Website
There are websites out there that do all the dirty work for you. All you have to do

is find them, sign up (usually) and then upload the file you want converted. We will

use the site Zamzar for the purpose of this example. Here’s what to do.

1. Go to www.zamzar.com (http://www.zamzar.com). You’ll see some pretty self-

explanatory steps on the landing page to guide you through this process. Just in

case you need a little more explaining, keep reading.

http://www.zamzar.com/


2. In Step 1, choose a .PPT file from your computer, or you can drag and drop a file.

3. In Step 2, choose either the doc or docx format to convert the PowerPoint to a

Word document.

4. In Step 3, enter your email address. The only reason you’re doing this is to

receive your converted file. They won’t bombard you with mail and your

information won’t be sold. So don’t worry.

5. Click Convert.

It’s that easy. You can also use this option to convert a multitude of other files to

your preferred file type. This kind of service really takes the trouble out of your

hands. How can you argue that?
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