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1 ● Creating and Editing a Presentation

Microsoft Office PowerPoint® 2007 – a graphics program for producing professional-looking presentations.  A PowerPoint presentation is also called a slide show.  Components include:

· word processing – create bullet lists, combine words & images, find & replace text, multiple font & type sizes

· outlining – develop a presentation using an outline format

· charting – create & insert charts, then add effects & chart elements

· drawing – form & modify diagrams using shapes like arcs, arrows, cubes, rectangles, stars & triangles

· inserting multimedia – pictures, photos, audio & video

· saving to the web – save presentations in HTML

· e-mailing – send a slide show as an attachment

· collaborating – share a presentation with friends or co-workers

· preparing delivery – rehearse by setting timings, showing selected slides, packaging the presentation for a CD

PowerPoint slides should reinforce a speaker’s message and help the audience members retain information.  The software is capable of generating handouts for later recall or review.

General guidelines:

1. find appropriate theme – graphical appearance should support the overall message & communicate information clearly

2. choose words – less is more…the less text, the more likely the slides will enhance your speech; use the fewest words possible

3. format specific elements of the text – shape, size, color & position on slide

4. determine where to save the file – file structure on Flash drive or hard drive

5. 7 x 7 rule – each slide should have a maximum of seven lines; each line should have a maximum of seven words

A PowerPoint slide may contain text or objects like graphics, tables, charts & drawings.  Layouts are used to position this content on the slide.  When you open a new presentation the default Title Slide layout appears; the software also has eight other standards layouts.  The default slide layout is set up in landscape orientation.

Placeholders – boxes with dotted or hatch-marked borders that are displayed in a new slide.

The vertical scroll bar displays different slides in the document window.  A horizontal scroll bar may appear at the bottom if the entire slide doesn’t fit on the screen.
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Placeholders

On the scroll bar, the position of the scroll box reflects the location of the slide in a presentation.  A scroll arrow is located at each end of the scroll bar.
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The Previous Slide and Next Slide buttons (shown at left) are at the bottom of the vertical scroll bar.

Like Word, Excel & Access, PowerPoint features document themes by setting the color scheme, font & font size, and layout for consistency in design.  The software also contains galleries, or sets of choices arranged in a grid or list.  Most galleries support live preview so you can point to a choice and see what it looks like without actually changing your file.

PowerPoint has several views:

1. Normal – the default view composed of three working areas; the left side has a pane for the Slides tab and Outline tab

2. Slide Sorter 

3. Slide Show
4. Notes Page
Like Word, Excel & Access, PowerPoint has a Ribbon that is the control center.  It displays seven top-level tabs: Home, Insert, Design, Animations, Slide Show, Review and View.  The Home tab is the primary tab and contains the most frequently used commands.  The tab currently displayed in the active tab.

Other familiar features:

· Enhanced screen tips – on-screen notes that provide the name of the command, available shortcuts and additional options

· Dialog box launcher – a small arrow at the lower right corner of some groups on the Ribbon offering additional options

· Mini toolbar – appears automatically on certain tasks and disappears if not used

· Shortcut menu – appears when you right-click an object with a list of frequently used commands

· Quick Access Toolbar – located above the Ribbon and typically has Save, Undo & Redo commands

· Office Button – upper left corner of screen; a central location for managing & sharing documents

Adding slides:

Any text you type after a new slide appears becomes title text in the placeholder; it can easily be changed if you wish.  When you add a new slide, the software uses the Title and Content slide layout that provides a title placeholder and content area for text, graphics, etc.

Paragraph – a segment of text with the same format that begins when you press the ENTER key and ends when you press ENTER again.  A level is a position within a structure, such as an outline, that indicates the magnitude of importance.  PowerPoint allows for five paragraph levels.  Creating a lower-level paragraph is called demoting text; creating a higher-level paragraph is called promoting text.

Graphic design rules:

· Avoid all capital letters (though some document themes have a default title text style of all caps)

· Avoid text with a font size less than 24

· Make careful color choices; colors evoke emotions and the wrong choice may elicit the incorrect psychological response

· Limit the use of red because 15% of men have difficulty distinguishing various shades of green or red; they may also see purple as blue and brown as green

By default, presentations end with a black slide so the audience doesn’t have to see the PowerPoint window.  It is a good idea to end the presentation with a final slide that looks identical, or very similar, to the first slide.
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