
Showing Content in your Webinar 

Most webinars show content, such as a Powerpoint slide show, Word documents, Excel documents, or a 

webpage.  SfB treats Powerpoints differently by allowing you to preload them. Unless you are 

bandwidth challenged, I would STRONGLY RECOMMEND AGAINST uploading your Powerpoint. You can 

actually treat Powerpoints as any other app you want to show. The advantage of not uploading it is, if 

you do not upload it, the users can see your mouse movements. You can then use your mouse as a 

pointer to highlight want you want them to focus on. 

In this document I will show you how to launch your powerpoint in a window and display it just like you 

would any other app. Keep in mind though that your powerpoint should only contain static slides. You 

cannot show a video or play an audio inside a Powerpoint presentation or even as a stand alone 

application at this time. If you need to show a video as part of your presentation, please see me to go 

over your options. 

Powerpoint 

Open your Powerpoint in edit mode. Now you might be tempted to go into slide show mode by clicking 

on the screen icon in the red bar at the bottom. This is what you would do in a face to face live class. The 

problem with that approach is it covers your entire screen. You will not be able to see anything related 

to SfB because it will be covered up. That means if people come in or leave you won’t know. If they type 

an IM, you won’t know or be able to read it. 



 

So instead, what we are going to do is run the Powerpoint INSIDE a window that you can size, just like 

you size any window inside of Windows. Look across the type and you will see a VIEW tab. Click it. 



 

Then click “Reading View” 



 

Your slideshow will now come up in a window that you can resize by grabbing the “handle bar” in the 

lower right corner with your mouse and moving it around. In a few minutes, if you have a colleague 

coming into the meeting remotely, she can tell you whether it is sized appropriately. You will advance 

your slides by clicking on either the right or left arrows at the bottom. 



 

Powerpoint will behave in the window, exactly as it would behave in full screen mode.  

Any application that you want to show the audience MUST be opened on your computer and, preferably 

setup the way you want them to see it.  We will now share the screen. 

Sharing your screen 

Click the rectangular screen icon just left of the red “hangup” icon. 



 

Click the 2nd choice, “Present Programs”. 



 

You will see a list of all of your open programs. Click on the one you want and click Present. You can 

show any open application by selecting it here. 



 

Click OK 



 

 

 

You will now see a yellow line around the app you are presenting. The participants will ONLY see that 

app. They will not see anything else on your screen.  



 

At the top of your screen (or perhaps the top of your second screen) you will see this. You can stop 

presenting by clicking the Stop Presenting button. You can also give control to anyone by name. 
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