
How to Show the PPT Presentation in “Presenter View”  

(Where the presenter can see slide notes and control options, but the audience sees only the slide show) 

NOTE: These instructions are based on a PC using Windows 7 and Microsoft Office 10. 
 
Requirements 

 In order to show a different view to your audience, your computer must have “dual monitor display 
capability.” It must have DVI, VGA, HDMI, a display port or any combination of these items. (This is 
common in most current machines.)  (If you do not have dual display capability, see the “print notes” 
section below.) 

 Additionally, the projector must be able to connect to the computer using a monitor cable (USB not 
recommended; will result in grainy, pixelated image).  

 
Instructions 
You will be setting up your projector as a second monitor. In order to add the projector: 

1. Click on the start menu in the bottom left hand corner of your computer 

2. Select “control panel” 

3. Select “display” 

4. Select “change display settings” 

5. Select “detect” 

6. Select the projector from the list 

7. Select “extend displays” (NOT “duplicate displays”) 

8. The monitor that the presenter (teacher) will be using should be selected as the “primary.” Note-- you can 

control the organization of the screens and how you toggle between them with your mouse. If the “2” 

screen is to the right of the “1” (primary) screen, then you would move your mouse to the far right to 

place it in the presentation space. If you would prefer “2” to be on the left of the primary screen, click and 

drag the “2” screen over to the left hand side of the “1” screen. 

9. Select “apply” and “ok” to exit the control panel settings 

10. Open the Power Point presentation 

11. Click on “slide show” in your top toolbar 

12. Select “presenter view”  

13. When the option window appears, select show on: “secondary display” 

14. It should immediately change so that you see the presentation on the projector and the presenter view on 

your screen. In presenter view, you can see the current slide on the left hand side of the screen, slide 

notes on the right hand side, the elapsed time of the presentation, and you can click to different slides at 

the bottom, among other useful features. 

If your computer does not have dual presentation capabilities, you can print the slides ahead of time to get the 

notes for your use. 

1. With the presentation open in Power Point, select “file” and then “print” 

2. Under “Settings”, “slides”, select “notes pages” from the drop down menu and then select the “print” 

icon to send it to your printer. (Unfortunately, the option to print more than one slide with notes per page 

does not exist, so this will be a large 90 pg printed document.) 

3. NOTE: you can also print the presentation in “outline” view, but this will not include the slide notes, only 

the content on the slide itself. 


