Creating Speaker Support Slides Using Microsoft PowerPoint


What is PowerPoint?

PowerPoint is a presentation program that lets you create slides composed of both text and graphics. These are saved together in a single presentation along with the transition effects between each slide, and between each line of text in an individual slide. 
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You have the tools to both create the presentation, and to display it as a Slide Show when finished. In the Slide Show view, you can show the slides on full screen, and use the mouse just like a slide clicker to advance the screens.

How do I save a PowerPoint Presentation?
The slide show you create is electronic and can be saved on a floppy disk, zip disk or even on a writable CD if there are many high-quality graphics or music. If you are planning on using a floppy disk don't overplan to use photos and sound. When finished, the show will not fit on one disk. If you try to spread the show over multiple disks, you will be extremely likely to have "technical difficulties".

What do I need to show a Presentation?

You will need a computer with Microsoft PowerPoint. The versions of the software that we use in this lab are versions "97" and "98". These come as a part of Office 97 and Office 98, respectively. These two versions are compatible with each other. If you have something older or newer (such as Office 2000) you may experience problems.

Can I use IBM or Macintosh?

Both types of computers can be used to create the presentation. Each program should be compatible with the other. The only catch is that IBM will only read and save files to an IBM-formatted disk. So if you plan to show your program on an IBM computer, save the file on an IBM disk.

Macintosh is more versatile and will read either an IBM disk or a Macintosh-formatted disk. Unless you are sure the finished show will be run on a Mac, save it on an IBM disk

Lets get started!

PowerPoint has templates that can provide you with a large variety of color combinations for your background and text. In addition, there are existing layouts prepared that can automatically set up the size and position of the elements on your slide.

Step 1

When you open a New presentation pick one of the templates. You can change this later, but you don't want to do all the work yourself.

Step 2

Select a layout for the first slide. Almost certainly that will be a Title Slide so select the first layout.

Step 3

The show opens up in the Slide view to start. Look for the View buttons located at the bottom left of your screen. You will use these buttons often.
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Moving from left to right they are: Slide view; Outline view; Slide Sorter view; Notes Page view and the Slide Show view.

You will find these same buttons available no matter what view you are in.

Step 4

Switch to the Outline view (2nd button) to start setting up your presentation. In this view you type what looks like an outline. The main headings have a Number to the left. Each main heading is a separate slide.

As you move in one level on the outline, the large "bullets" represent a main heading within a slide.

One more level in and you have "dashes". These are subpoints under the bullet items.

The level of each point is shown by how far it is indented to the right, just like you would use when typing an outline.
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Typing in the Outline view

There are three simple rules:

1. When you press the Return or Enter key, you start a new item at the same level of importance as the item above.

2. When you press a Tab key at the beginning of an item it is moved one level lower (indented to the right).

3. When you press the Shift key + the Tab key at the beginning of a new item, you move it up one level in importance (indent to the left).

CAUTION: Don't use the delete or backspace keys to try to move an item to the left

Outline Content

Type most of your text content in this mode. Follow the organization of your written speech. Remember that the visuals support the speech -- not vice versa. In this view you can see an overview of content and will have a better idea of continuity. Later in the slide mode you can make adjustments.
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Slide View

In this view you can:

1. Edit text

2. Add pictures

3. Add charts

4. Add table.

5. Add custom animations.

You work one slide at a time. The scroll bar on the right moves down to move to the next slide.

1. Edit text: just click in the text box and edit using normal word processing actions. The flashing vertical line shows where you are currently working. You can hold the mouse button down and drag across an area to select several letters, words or lines at a time.

You can edit the content or the style of the type. Normally, you leave the style (size, font, color etc) alone because these are automated in your Slide layout, and you want to have a consistent look throughout the presentation.

2. Add pictures: you can add clip art or digital images that have been scanned or taken with a digital camera. Because high quality images can be very large, use common sense here or your presentation won't fit on your disk.

You insert pictures by going to the Insert menu and selecting Picture from either Clip Art or File as shown below.

Add Charts: you can add a chart by going to the Slide Layout button, and selecting a layout that includes either a normal chart (graph) or an organization chart. 

You will see a placeholder that instructs you to double-click to start the process. 

3. Add Tables: you can use the Slide layout to pick a table layout. When you click the Apply button you will again see a placeholder to double-click to start a table. It will ask you for the number of columns or rows you need.

4. Add Custom Animation: you can use the Slide Show menu, and the Custom Animations command to control how each element on the slide enters the screen. By default, all items will simple come in as one single slide. But you can control such things as text builds.

Each line of text can be added separately. And previous lines can even be dimmed.

If you want a graphic to move into the screen separately, and from a certain direction, you can control that here.
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Slide Sorter view

In this view you can:

1. Rearrange slides

2. Apply slide transitions

3. Apply Text Builds

1. Rearrange Slides: view the slides as small thumbnails. Move the order of the slides by clicking on a thumbnail, and dragging it to a new location within the presentation.
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Apply Slide Transitions: set the beginning special effect for each slide as it enters the screen during the slide show. To do this click on each thumbnail, then select the box at the top left for transitions. The transition box has a drop down menu with a number of pre-made effects.

3. Apply Text Builds: on word slides that contain several lines of type - each begin with a bullet or dash - you can set the effect so that items enter the screen separately, line by line. This is called a build.  To do this, single-click (select) the individual thumbnail, and then select the box at the top to the right of the transition's box.
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Speaker Notes view

 In this view you can:

1. Create a note page for the speaker to read. It contains a small copy of the slide at the top of each page, and room to type the actual speech or narration to be spoken below it.
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Slide Show view

 In this view you can:

1. Present the finished electronic presentation on a computer that has the PowerPoint software installed. You can control the movement of each slide with the mouse, or with the arrow keys on the keyboard.
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