PowerPoints

Simply Put
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PowerPoints - DO

+ Keep it simple

- Mind needs b5 seconds
to clear info

* No more than 5 lines per slide



PowerPoints — DO

Use Master Slide View for Layout



PowerPoints - DO

Use "Outline"” View



PowerPoints — Don't

- Have excessive data

» Use too many slides

Do use supplements such

as handouts, websites,
e-mail addresses




PowerPoints - Fonts
e San-serif: no tails

e Serif: with little tails (printed materials)

* Headlines: San-serif preferred
» Bullets: San-serif

* Font size - no smaller than 32 in body



PowerPoints - DO

» Use dark background
with light type

» Avoid white lettering -
it expands



PowerPoints — DO

» Use Spell Check

* When in Outline
View just highlight
type and click F7




PowerPoints — Bullets

= Only use to clarify point



PowerPoints - DO
» Use Graphics - Keep simple
* Limit animation

+ Keep audience attention

- Remember “Pointless Motion”



A Few References:
www.cob.sjsu.edu/splane_m/PresentationTips.htm

www.cheney268.com/training/PowerPoint/PowerPoint
Tips.htm

http://kinesiology.boisestate.edu/kines442/tips_for m
aking_effective_powerp.htm

http://www.creativemindsinc.com/
http://www.crystalgraphics.com/



http://office.microsoft.com/training/training.aspx?AssetID=RC010858061033

