COMM 1010: POWERPOINT ASSIGNMENT - CREATING SLIDES USING MICROSOFT POWER POINT 

Key Guidelines For Developing Your Slides
1. You are the presenter, and you the STAR of the show. Your spoken words should be the focal point of your presentation. Your slides are only an accompaniment. They provide a very brief outline of key points and perhaps some occasional diagrams or pictures to clarify main ideas.
2. Keep your lines of text very short.  Use bulleted lists of key words only, not complete sentences   The maximum words on your slide should be 7 words per line, 7 lines per page (Rule of Seven) .   A good legible font size is at least 66 for titles and at least 44 for text.  At all costs, avoid a font size less than 28. 

3. Keep graphics, animation, and sound effects to a minimum.  

 4. Don’t use the "Speaker Notes" function. Instead, your speaking notes will be your word-processed key-word outline


Instructions For Windows XP PowerPoint
How to Open the Program

-Open Microsoft Power Point (Start / Programs / PowerPoint)
-Select “blank presentation.”  Click “Create.” 

 

 

1.  Create Your Title Slide  (You’ll show this slide as you say your hook and thesis) 

-Check to be sure you are in the Normal View.

-A slide with the default layout (“Title” layout) will appear.

-Type the title of your speech in the box labeled “Click to add title.”


-Change the font size to 66


-Select a style that is easy to read (Arial or Tahoma work well)

-If desired, add your name and date in the box labeled “Click to add subtitle.”

-Before moving to the next step, highlight and copy your title onto your clipboard memory. 

2. Create Your Preview Slide
(You’ll show this slide as you say your preview.) 

-Place your cursor on the thumbnail of your title slide that appears in a column on the left side of your screen. 

-Right click.  Choose “New Slide.”  

-Your “New Slide” will default the “Title and Content” layout.

-Copy and paste your title from slide 1 (your title slide) into the top box of slide 2 (labeled “Click to add title”). 

-In the lower box of slide 2 (titled “Click to add text”), type your preview (your two to five main points) 

-Type them as a bulleted list … three to five words each.
-Use the same font you used for your Title Slide. 

-If possible, choose parallel grammatical construction for each bullet point (i.e., start every phrase with either a noun, a verb, or a participle)

-Before moving to the next step, highlight and copy your first bulleted point onto your clipboard memory. 
3.  Create A Slide For Your First Main Point (You’ll show this slide as you say your transition to your first main point.)

-Add your next slide by right clicking on your preview slide in the left column; select the New Slide icon.
-Paste the first point of your preview onto the title box (top box) of slide 3. This is your first main point

-Type your first supporting point in the lower box of slide 2 (titled “Click to add text”)

-Tap Enter and type your second supporting point (maximum five words).

-Continue in this way, creating a new line for each supporting point (maximum of five subpoints on this slide)

 -If possible, use parallel grammatical construction for each of your subpoints (i.e., start every phrase with either a noun, a verb, or a participle)

4.  Create A Slide For Your Second Main Point.  Copy the Title of your 2nd main point slide from the 2nd point of your Preview slide.
5.  Optional:  Create A Slide For Your Third Point  (if you have a third point). 
6.  Create Your Conclusion Slide
-Add your conclusion slide by right clicking on your last main point slide in the left column; select the New Slide icon.

-Right click on this new slide in the left column.  Choose Layout.  Then select the “Title Slide” format.

 -Type a few words that represent your conclusion in the Title box.  Limit your conclusion to a short phrase!

Add Finishing Touches
1.  Insert a Relevant  Object (e.g., a chart, graphic, table, or photo) at an appropriate place in your slide show so that it adds to, not detracts from, the flow of the speech.  The object you insert must illustrate a key point of your speech.  Keep it simple and large!!!!

-Use the Layout menu to choose Content with Caption or Picture with Caption. 

-Place your cursor in the “Picture” box. 

-Click Insert from the top menu bar.
-Select “Picture,” “Table,” “Chart,” etc.

-You can use the “handles” on the art item to resize it.

2.  Use Spell Check
-Move your cursor to the top slide in the column of slides on the left side of your screen.
-Use the spell check function (1st choice under the “Review” tab)

-Then proofread again with your own eyes, to catch embarrassing errors such as typing “ass” instead of “as.” 
-Impeccable spelling contributes to your credibility

3. If Desired, Set Your Color Scheme.  If you do, KEEP IT VERY SIMPLE. 
-Use ONE consistent, non-distracting color scheme throughout your entire presentation.

-Highlight all sides in the left column.
-From the Design menu, you can select a Theme (see dropdown menu), Color, and/or Background Style if you so desire.
-Select a LIGHT and unobtrusive color for the background.  It’s easier to read dark type on a light background than light type on a dark background.
-For text, choose a dark, neutral color that will show up against the background without making the audience dizzy

-Don’t add shadows, fills, accents, etc.  They make your slides harder to read.
4. Verify That Your Slide Transitions Are Set To “On Mouse Click.” 
-From the Animations menu, on the far right, under Advance slide, select “On Mouse Click.” 
-If you forget to do this, your slides will change automatically, and they might not change at the right pace for what you’re saying.
 

5.  Play Your Slide Show
-Select Slide Show from the top toolbar, then “From Beginning” on the far left. 
-Advance the slides using the Space Bar, down arrow, or Mouse.
-The Mouse is not recommended; if you accidentally right click, you’ll cover your slide with a pop-up menu.
-You can exit “View show” using the Escape key or tapping the Space Bar twice.  
6.  Save Your Slide Show
-Insert a memory stick.
-Select “File” from the top toolbar.

-Select “Save As” [not “Save”] from the drop down menu.

-Browse to your memory stick. 

-Type a name in the “File name” box (lower part of screen).  Use your Last Name_Speech Title. ppt or pptx.
-Your title must be followed by “.ppt” or “pptx” or the computer will save it in the wrong format

-Click the “Save” icon (lower right).

-Before you exit PowerPoint, check to see if you can open the file you saved!

 

7.  Print A One-Page Thumbnail Summary of your slide show (you will need to submit one of these)

-Go to “File / Print”

-From the “Print what” drop-down menu, select “Handouts”

-In the “slides per page” box, select 6 or 9 (depending on how many slides you have created).  Click “OK.”

