	Research with the Skunkman
Designing Slide Shows
Student instructions

Designing Slide Shows using MS PowerPoint

Why use slide shows?

PowerPoint enables you to:

· create slides for display on a computer, or a large screen attached to the computer, or you can print the slides and make overhead transparencies

· write speakers notes for each slide

· print a copy of your presentation for your audience

· print the speakers notes for you to speak from.

PowerPoint is usually used to add to a speaker's presentation. It is not usually used as a stand-alone presentation although it can be. 
A few tips

Each slide should have no more than 3-4 points on it.
Keep the language simple and the points short
Use images to illustrate points made where these will add impact to your presentation.
Use color - it is much more interesting for the audience than black and white.

Create your presentation

Read all the instructions before you begin to make your slides.

Instructions

1. Find your notes on the topic you are presenting!

2. Open PowerPoint, create your title slide and choose a look for your slideshow.
Select blank presentation from the options when the software opens
Select an Auto layout for your first slide (the first layout is usually the best for the title slide)
Make a title slide with the name of your presentation and your name(s) on it.

Choose Format.....Apply Design if you would like your slides to have a common colorful background.
Choose Format....Background if you want to change the color of the background.
Choose Format...Slide color scheme if you want to change the color of components of the slide.

Choosing font size, color, and type is similar to using MS Word. The tool buttons are near the top of the screen.
Choose Insert...Picture to insert an image on your slide.
Choose Insert….Movies and Sounds to insert a sound or movie on your slide.
(Search for the file you need) 

3. Create the remaining slides
Select Insert….New Slide from the menu
Choose an Autolayout for the slide
Add your text and any images and/or sound (see 2 )
Click on the arrows on the right hand vertical scroll bar to go through your slides

4. Write your speakers notes
4.1 Go to your first slide
Use the right vertical scroll bar to scroll up to your first slide or
Select View…Slide Sorter to view all the slides on one page

4.2 Choose View...Speaker Notes
Write in the box what you are going to tell the audience or short notes as reminders of what you will say. These are prompts to make sure you don't forget anything important.

4.3 Click on the down arrow in the right vertical scroll bar to go to the next slide.
Write your notes for that slide. 

4.4 Repeat step 3 until you have written your notes for each slide.

5. Save your work by giving the file a sensible name.

6. Print your speakers notes
Choose File....Print

In the window that pops up find Print what:
Click the arrow and select Notes Pages

7. Check your notes and make any changes you think will improve your talk.
These notes are for you not your audience. If you want your audience to take something away, then print the slides. These will give them a good summary of your talk.

8. Print the slides as a summary for your audience.
Choose File....Print
In the Print what: dialog box select Handouts (6 slides per page is usually adequate and efficient)
Give the printout to your teacher to make copies for your audience.


