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Create a Portfolio in PowerPoint 
 
A well-organized and professional portfolio takes time to create. If you do it right, it can become a 
powerful If used correctly, it can become a powerful tool for tracking your personal progress, building a 
strong idea of your skills and experiences, and a sleek showcase of your achievements. 
 
One way to create a portfolio is to use PowerPoint to showcase visual and multimedia work. There are 
several advantages to using PowerPoint over Adobe Acrobat Professional, an online portfolio tool, or an 
HTML editor: 
 
 You likely have PowerPoint installed on your home computer, but may not have an HTML editor or 

Adobe Acrobat Professional 
 You likely know how to use many features of PowerPoint already 
 PowerPoint files can also be converted to HTML and PDF formats if needed 
 You can use clipart to enhance your presentation – the new options are no longer corny and ugly 
 You can package your PowerPoint portfolio in ways that allow people without PowerPoint on their 

computers to view it. Likewise, if you are using other people’s equipment to present your work, then 
you can do so without relying on software 

 PowerPoint includes attractive and easy to use backgrounds, clipart and templates (you can also 
download more or get help from the Microsoft site http://office.microsoft.com/en-
us/powerpoint/default.aspx) 

 
Presentation vs. Portfolio 
 
You can use your PowerPoint portfolio to present. You can also use your PowerPoint presentation as a 
portfolio. Think about the differences. The following are common characteristics of each: 
 
Characteristic Presentation Portfolio 
Audience Many One-to-one or small group 

 
Purpose and 
Delivery 

Stand-and-deliver presentation with little 
interaction. Delivered on a large screen. 

Highly interactive conversation with 
multiple changes and topics. Delivered via 
a laptop. 
 

Use of Text Less is more. You do the talking during the 
presentation. People cannot see if images 
and text are too small. 

You can put more text on the slides 
because people will likely sit closer. If you 
send it to someone, you will not be there 
to explain it so more text is necessary. 
 

Organization Linear. You start at the first slide and 
move in order until you reach the last one. 

Non-Linear. You may use only selected 
slides and/or jump back and forth between 
slides. You should be able to move to any 
slide and find any piece of work in 3 clicks 
or less. 
 

Animations 
and 
Transitions 

Use them in a professional manner and 
they add interest. 

Use none because navigation changes 
frequently. 

Layout Layout of images and text is important but 
usually simpler so it’s easy to work with. 

Layout of higher volumes of images and 
text must be executed in an organized and 
professional manner. 
 

Sharing Can be displayed or transported, even if 
the other user does not have PowerPoint. 

Can be displayed or transported, even if 
the other user does not have PowerPoint. 
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Linear vs. Non-Linear 
 
Most people know how to create a linear PowerPoint presentation by using backgrounds, images, and 
text. The skills required to do this will come in handy when creating a non-linear one. The biggest 
difference between a linear PowerPoint and a non-linear one is the use of navigation in the document. 
 
Examine the following two sample slides. The slide on the left is a traditional PowerPoint slide with no 
navigation options. The one on the right has a lot more navigation features, yet it still looks organized and 
un-cluttered. 

 
How to Create a Non-Linear Portfolio 
 
The major skills that you will need to create a non-linear portfolio are: 
 Create a master slide to act as the backbone of the navigation and organization of your document 
 Create hyperlinks for navigation buttons and to link to websites, documents and other media 
 Create buttons (or images to use as buttons) and align them in the document 
 Consider software compatibility and file sizes 
 Have a clear understanding of the structure that you would like to use to organize your portfolio 
 

Follow these steps to create your portfolio: 
 
1. Create a plan to organize your thoughts and materials: 

a. What is the purpose and who is the audience of your portfolio? 
b. How much material do you have? 
c. How can you group or categorize your pieces according to criteria that make sense to you? 
d. How will you use your portfolio and what functions you would like it to have? How can you 

make it easy for you and others to navigate and understand? 
e. How will you design the layout? Professionalism and organization is the key. 
f. BEFORE creating a slide master, have a very clear picture of what you would like on EVERY 

slide. 
 

2. Create a folder where you will keep all of the external files that you link to. Be sure to put all items in 
there throughout the portfolio creation process. 

 
3. Go to Atomic Learning http://movies.atomiclearning.com/k12/ppoint_2003_adv/ (Username: 

henrywise, Password: warriors) and watch Section D, videos 1 and 2: Getting to know the slide 
master and Editing the Slide Master to get an introduction. 
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4. Follow the steps in the Learner Interface tutorial 

http://www.guidesandtutorials.net/tuts/281/pptinterface/index.htm to create and align buttons on a 
master slide. When you understand how a master slide works and you have created one, continue to 
the next step. 

 
5. View this Microsoft Help page about the difference between linking and embedding a file/object. 

http://office.microsoft.com/en-us/powerpoint/HP052431491033.aspx. It is easier to manage large files 
when they are linked to a PowerPoint. 

 
6. Continue through the Learner Interface tutorial and/or the Atomic Learning videos. You may wish to 

view the Atomic Learning videos in Section G, Working with hyperlinks. 
 
7. Pay attention to software compatibility and file size. This will save you from future headaches: 

a. Visual files (images, photos) should be saved in PDF form. Wise Wood computers have 
Adobe Acrobat Professional so you can convert almost any file into a PDF. 

b. Video files should be saved as .mov to reduce size and increase compatibility. 
c. Music and sound files should be saved in MP3 form to reduce size and increase 

compatibility. 
d. Compress all images to reduce file size. http://office.microsoft.com/en-

us/help/HP030740421033.aspx  
 
8. To package your presentation and take it with you or distribute it to others, use this link 

http://office.microsoft.com/en-us/powerpoint/HA011552791033.aspx. View four links: “Learn more 
about Package with CD”, “How to Package for CD”, “Copy Files to a CD”, and “Run a presentation 
with PowerPoint Viewer”. 

 
9. Continue to develop your portfolio, update it regularly, and try using it as you go to ensure 

functionality. Refer back to the Atomic Learning site to learn about additional tools and functions to 
enhance your portfolio. 


