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Best Practices for Printing Powerpoint Slides 

To print the slides from a Powerpoint presentation, use Powerpoint’s print options to save 

paper and improve readability. 

 

 

From the Office Button in Powerpoint 2007, 

choose “Print”.  If you’re using Powerpoint 2003, 

choose “Print” from the File Menu. 

Powerpoint’s Print dialog will appear. 

 

 

 

Under “Print What”,  

pick Handouts  instead of 

slides. If they are too small 

at 6 slides per page, you 

could choose 4 or 2, 

instead. 

 

 

 

Under “Color/Grayscale”, 

pick Pure Black and 
White. This will result in 

very readable black text, on 

a white background.  


