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2 ● Creating a Presentation with

Illustrations and Shapes
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Visual elements are more effective than plain text because illustrations motivate audiences to study the material.

People remember at least one-third more information when a document contains visual elements!

Remember…a speaker’s skills are the most effective part of a presentation (posture, eye contact, volume, gestures, tone & tempo).  A good presentation rarely overcomes a poor delivery!

General guidelines:

· adhere to copyright regulations – use only photos or artwork in the public domain, or if you have permission

· serif vs. sans serif – fonts with thin & thick area are serif while fonts that are all the same thickness are sans serif

· choose graphics that serve a purpose – illustrations should help the audience remember and understand
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Uneven lines in serif typefaces cause a reader’s eye movement to slow down so designers often use serif fonts for the slide title text.

PowerPoint prefers the use of single apostrophe marks [‘ ‘] rather than traditional double apostrophe marks [“ “].

PowerPoint features numerous background styles, or designs that include color, shading, patterns and textures.  Fill effects add pattern & texture to a background and depth to a slide.

Layout – specifies the arrangement of placeholders on a slide; the placement of text in relationship to other content depends on the slide layout

Layout Gallery – nine preprogrammed layouts featuring a variety of placeholders

· 3 for text

1. Title Slide

2. Section Header

3. Title Only

· 5 for text & content

1. Title & Content

2. Two Content

3. Comparison

4. Content with Caption

5. Picture with Caption

· 1 blank for a custom layout

Clip – a single media file (art, sound, animation or movie) to increase the visual appeal of a slide; many choices are in the Microsoft Clip Organizer.  If you have an open Internet connection you can access other clips from the Microsoft Office Online Web.

Clip Art task pane – allows you to search for clips by descriptive keywords, file names or media formats

PowerPoint recognizes the following graphic file types:

.emf – Enhanced Metafile

.gif – Graphics Interchange Format

.jpg – Joint Photographic Experts Group (JPEG)

.png – Portable Network Graphics

.bmp – Windows Bitmap

.rle – Windows Bitmap

.dib – Windows Bitmap

.wmf – Microsoft Windows Metafile

Resizing – allows enlarging or reducing the size of a graphic

Selected graphics are surrounded by a selection rectangle, with small squares and circles at each corner & middle location.

To maintain the original proportions of the image, drag the corner sizing handles.
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Quick Styles – a collection of 42 formatting options for objects & documents.  Once you select a Quick Style you can use the Format Painter to copy all formatting changes from one object to another.

PowerPoint provides a variety of shapes for visual interest:
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action button
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banner
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callout
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line

Animation – visual & sound effects applied to text or content; the following types of slide transitions are special animation effects used to progress from one slide to another:

· Fades & Dissolves – blend one slide seamlessly into the next

· Wipes – gently uncover one slide to reveal the next

· Push & Cover – appear to move one slide off the screen

· Stripes & Bars – use blinds & checkerboard patterns

· Random – vertical & horizontal bars or an arbitrary pattern that change each time you run the presentation
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