Student PowerPoint Guide

Rules to Remember:

Rule 1: Outline ideas and have all information

Rule 2: Always use two contrasting colors for font and background selection throughout presentation.
Rule 3: Never put too much data on one slide (one topic per slide).

Rule 4: Use images when suitable
Rule 5: Allow plenty of white space around borders and images
Rule 6: Use options (animation, colors, etc) wisely
1. OUTLINE first: specify what will be on each slide: 

a. title slide

b. each topic slide

c. ending slide 
2. Select a background and font 

a. Make sure it relates to your topic
b. Light font on dark background or dark font on light background --- (default background color = pale yellow with a black font color- it is data proven to be the easiest to read)
c. Font size 
i. minimum 24 point, 32 is typical, titles 36 pt

d. Use Standard Fonts to avoid unwanted substitution if a computer does not have that font installed:
i. Arial, Times New Roman, Courier New, Symbol, Bookman Old Style, Book Antiqua, Century Gothic, Arial Narrow, Georgia
3. Needed data or information 

a. Never put too much data on one slide 

b. No more than one topic per slide

c. 6 X 6 rule: 6 lines of texts, 6 words per line
4. Collect ideas for images
a.  Use when suitable; Do Not overload with images

5. Allow plenty of white space on each slide

a. Leave room around borders and images
b. Use little text; keep only important content

c. You are not telling the whole story, just the important data that you will expand on in your verbal presentation or written paper.

6. Use options wisely

a. Bullets: imply no significant order
b. Numbers: show rank or sequence (top 1 of 5 or steps 1-5)
c. Emphasize important words/statements w/ bold, italics, Larger size, different fonts, or font colors
When in doubt, use AutioContent Wizard:
1. Select orange PowerPoint button on the bottom menu bar
2. On the right side of your screen there should be a pop-up menu.  Click the AutoContent Wizard option (3rd option from the top). 

Tip: If you do not see the Getting Started dialog box, click New from the File menu. 

3. The left side of AutoContent Wizard shows you where you are in the wizard. Click Next. 

4. Under Select the Type of Presentation, click General, then click Generic. Click Next. 

5. Under How Will This Presentation Be Used, click on-screen.
6. Click Finish. Notice that the AutoContent Wizard creates an entire presentation complete with suggestions for the flow and content of the presentation. 
To add more slides:

1. Go to Insert on toolbar

2. Select New Slide 
Changing the Background Color:

1. Go to Format on the toolbar
2. Select Background
3. Click the drop down menu for a list of colors and effects (Select More Colors for more colors and Fill Effects for a choice of designs)

4. Select Apply to All to change the background of all your slides
Adding Pictures:

Use the Microsoft Clip Gallery:
1. On the Insert menu, click Picture, then click Clip Art to launch the Clip Gallery. 

2. Here you can search for Clip Art, Photographs, Movies, and Sounds.
3. Type a keyword of picture you are searching for.  Select image.
4. Your image will appear on your slide. 

5. Drag the picture to a good location on your slide. 
Using Pictures from the Web
1. Copy image from website. 
2. Paste onto slide you wish it to be on.  Resize and move it to the location you wish on your slide. Tip: If resizing causes the image to become blurry, do NOT use it.
Tip: To make the image larger: drag corners, not sides; otherwise, you will stretch it one way rather than increase the size of the entire image.
3. If you wish for an image to be your background:  Save the image into your network file.  Go to Format > Background > Fill Effects.  Select the Picture tab.  Click Select Picture.  There will be a drop down menu to get to your folder and select the image.  Click Insert > OK > Apply.  
Tip: Remember to cite the URL of the website that hosts your image. (Picture from: www) Insert a text box and paste the URL there until you are given directions on how to correctly cite your information 
Slide Transitions:
Tip:  Use same transition throughout presentation:

1. Select Slide Show on top toolbar, select Slide Transition
2. A box will appear on the right side of your screen listing your options

3. To preview what it would look like click on an option and watch your slide view

4. After locating the one you want, have it highlighted
5. Select the speed: there is a drop down menu labeled Speed; when an option is highlighted it shows a preview 
6. Then click Apply to All Slides
7. To add sound to a transition, select the slide you wish to add the sound to and open Slide Transition locate the drop down menu labeled Sound and select your choice by highlighting it.  (Use sound sparingly)

Inserting Animation of text or images to slides:

1. Highlight area, text or image, you wish to animate  

2. Go to Slide Show  
3. Select Custom Animation
4. Select Add Effect; choose option you wish (entrance, exit, motion, or emphasis)
5. Select from the listed choices for that option, click more options to see all possibilities (it will show a preview) 
6. Select the direction and speed you wish in the custom animation window  
Adding WordArt:

The same as using WordArt in Microsoft Word
1. Click the WordArt icon
2. A popup box will appear
3. Select word title you would like 
4. Type in the words you want on your slide

5. click OK
6. You can change the color of the words by right clicking the WordArt & selecting Format WordArt  
7. You can change the font and size of the words by double clicking the WordArt
See Ms. Eggen if you have questions or need assistance!
Adding Sound:
Inserting Microsoft sounds from the Sound Gallery:
1. go to Insert > Movies and sound > Clip Organizer
2. Select sound  file you wish

Inserting Music from a CD:
1. Go to Insert > Movies and sound > Play CD Audio Track
2. Fill in information in the pop-up box.  

To have a song play continuously:

1. Looping means that it will replay the song until you change slides.  

2. You can specify the start and end of the part of the song you want limits what is played.

To completely control a song from CD, make sure to have a MP3 file of the song embedded into your slideshow:

1. Go to Insert > Movies and sound > Sound from File
2. A pop-up will appear asking you if you want it to start automatically or on click: you decide which you prefer.

3. To change the presentation of the music file in your PowerPoint, select/highlight speaker icon of file

4. Go to slideshow > custom animation
5. Select when you wish it to start, then select the down arrow menu next to the title of the sound file

6. Select the timing or the effect option.  A pop-up will appear with multiple options.  Play with these options until you like the results for your presentation  
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