Hints and Tips

As you become more familiar with the possibilities of PowerPoint you will develop your own style of presentation.

Here are some things to think about.
	Background
	· If your presentation is to be shown either on screen or projected, use light text on a dark background.

· If you are creating slides for the overhead projector then you would use dark text on a light background.

· Use the Slide Master to set your background and text.

· Ensure the text can be seen clearly.



	Slide Transition and effects
	· Decide on an effect that suits your presentation.  In general you would use one effect for your text with a second for your graphics.

· If you have a range of transitions and effects your audience may become preoccupied with the special effects rather than with the content of your presentation!

· There is an option to use sound effects built into the program.  Use them sparingly if at all.



	Saving your presentation
	Once you have completed your PowerPoint you may wish to use the option of saving it as a show.  This allows you to double click on the icon which will start up the presention without showing all the programming.

Go to File then Save As



	
	Choose the PowerPoint Show option
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	Now that you have completed these practical exercises, consider the following:



	How could this tool be used in your classroom or school? 

· to present or support curriculum topics within departments

	What would be the benefit of large screen viewing for pupils and adults? 

· communication to a wider audience in a clear and stimulating manner

· Easier access for people with sight impairment



	How could this technology support the work of the school?

· induction and curricular talks

· illustrating Parents Evening talks

· illustrating Information Evening talks



	Could you use this tool with your pupils to create presentations to support their own learning or develop their communication skills? 

· personal projects

· pupil council

· illustrating field trips to a wider audience



	How will you store the presentation?  How will it be viewed?  Is it easily transferable to another PC? 

· graphics and particularly video clips are memory intensive
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