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Important PowerPoint Concepts & Skills

This is a summary of communicating with Microsoft PowerPoint, including the concepts and skills which you should be familiar with:

	Concepts
	Skills

	Backgrounds and themes, when used well, augment your presentation and make it look professional. (You must take care to make the background relevant, unobtrusive, and easy to see in the environment where you will be presenting. )
	· Select a document theme from among those available when creating a new presentation.



	Bulleted text helps to distill the most relevant items of your presentation.  The “7x7” rule of thumb says that the slides should not have more than 7 lines with not more than 7 words per line.  Many experts say it should be even fewer – 5 bullets per slide, or 4.
	· Create bulleted text to mirror the points in the presentation.

· Increase or decrease the level of bulleted text to achieve the hierarchical organization of an outline.

	The careful use of fonts, colors, and formatting can make it easier for your audience to read your presentation and call attention to highlighted concepts.  (You must take care to use alternate colors only sparingly, and to keep with only one or two fonts used consistently throughout.)
	· Change font typefaces and colors.

· Format text to be bold, italicized, unbulleted.

· Use Quick Styles to change the text in a placeholder.

· Use the Format Painter to quickly apply the same formatting to other placeholders.

	Different types of slides are useful for different purposes: Title slides are different from general bulleted slides, and we may use special slides for our closing.  Each has a different layout determined by placeholders for titles, subtitles, and text.

Pictures are a powerful way of communicating with all audiences and, in particular, connecting with more visual learners. You must choose your images carefully so that they add to your presentation, avoiding distracting or unprofessional images, and being conscious of copyright concerns.
	· Create slides with different layouts, or change the layout for an existing slide, so that content panes designed for images are available.

· Enter text in appropriate placeholders, or delete or resize placeholders you do not need.

· Insert image files or clip art into placeholders.

· Resize and reposition added images.



	Transitions and animations, like all of PowerPoint’s decorative functionality, play the role of a two-edged sword.  Used appropriately and in moderation, animation can be a powerful tool to illustrate certain ideas through motion.  Used too much, it can create an unprofessional distraction.
	· Add animations in a slide for Entrance, Exit, and Motion Path effects of various kinds on shapes and text.

· Change the order in which certain animations are executed.

· Change the properties of animation effects, such as direction, speed, or whether it happens on a mouse click, or after a certain delay.

	Diagrams illustrate processes and decisions in a succinct and easily absorbed fashion.  PowerPoint provides tools for easily creating professional-looking diagrams.

Process diagrams illustrate how the stages of a process flow from one to the next, often indicating how the results or output of one stage affects one or more other stages.

Flowchart diagrams illustrate a decision making process in which one or more decision points determine which path through the diagram is taken and the eventual decision that is reached.
	· Represent a process or a decision via process diagrams and/or flowcharts.

· Recognize the function and application of each of the basic flowchart shapes: 

· the rounded rectangle (start/end)

· the diamond (decision point)

· the rectangle (step in the process)

· Create, resize, move, format, and label shape objects.

· Use connectors to point from one shape to another.

· Attach the connectors to the shapes to make it easier to reposition shapes later.

	Themes provide a nice starting point, but can make your presentation appear “cookie cutter.”  To truly make the presentation personalized to your content, you need to edit the slides’ default appearance to change it from the theme packages.

Backgrounds should complement your presentation and topic without making the text harder to read.  Careful application of images in the background or borders, like background music in a movie, can enhance your presentation without upstaging it and make it unique.
	· Modify the color palette for a selected theme.

· Edit the master slide to change the templates for title slides, bulleted slides, etc.

· Edit backgrounds to display images; edit images’ transparency to make them less distracting.

· Add elements that will appear on every slide such as divider bars, logos, or other graphics. 

· Change the font of title elements and bulleted text.

· Change the appearance of bullets at different levels of indentation.
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