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PowerPoint: Mastering the Slide Master 

Many of us are given a PowerPoint file to edit and have trouble deleting or changing elements on a given slide. 

This is often because the Slide Master has been used to present specific text, images or other items on every 

slide of a particular Layout. What does this mean? 

Understanding the Terminology 

 

1 – Slide Masters are the top slide in a hierarchy that stores 

information about the theme and slide layouts of a presenta-

tion. Every presentation contains at least one slide master. 

The key benefit to modifying and using slide masters is that 

you can make universal style changes to every slide in your 

presentation, including ones added later to the presentation. 

 

2 – Slide Layouts are the various types of slides that can be 

inserted. A new, blank presentation offers some standard 

layouts, including Title and Content, Two Content and a 

Blank slide. 

 

 

  

Figure 1 Slide Master View 

Figure 2 Slide Layout View 
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Depending on the type of information you want to present, you will select the appropriate layout when 

inserting new slides. 

The Slide Master determines what appears on all slides and the Slide Layout determines what type of content 

can be added and how it is laid out. But at the core, all of the consistent design elements, such as backgrounds, 

images and text, should be placed on the Slide Master. 

If you’re familiar with Word Styles, think of your Slide Master as the “Normal” style. If all of your other styles 

are based on Normal, once you make a change to Normal, it affects those other styles. Likewise, in 

PowerPoint, once you make a change to the Slide Master, it affects all Layouts associated with that Master. 

Editing the Slide Master 

Okay, so you have a presentation with someone’s name in the bottom-left corner on each slide. You are 

unable to double-click to select the text, but want it gone. It’s actually pretty simple once you know where to 

look. 

1. Click on the View tab and select Slide Master.  

 

2. Determine where the content was added – at the top level (Master) or on one of the associated 

Layouts.  

3. The Master Pane displays the Master and all of the sub-layouts available in the file. 
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4. If the extra text or item is showing on ALL slides, chances are it has been added to the Master. If it’s 

only showing up on slides of a specific Layout, it has been added to that layout. 

5. In the example shown above, “John Jones” was added to the Master Slide. It then appears on all 

layouts associated with that template. 

6. Delete the item from the main PowerPoint window with the Master Slide selected and it will 

disappear. 

7. Close the Master View. 
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Caveat: Many PowerPoint users don’t understand Master Slides and will manually edit their slides to add 

content that should rightly belong on ALL slides (or all slides of a particular layout). You may need to double-

check all of the slides in the deck to make sure additional content is not sitting on top of the slide. Again, this is 

analogous to Word when someone uses Direct Formatting to update text instead of applying a Style. 


