	PowerPoint


	
	Preparing a Presentation


All too often PowerPoint is used as an end in itself.  Do not mistake the medium for the message.  PowerPoint should always be used in support of a person who is presenting a topic.  Think of the presenter as the actor and PowerPoint as the scenery, it is there to support, illustrate and underline but the scenery must never dominate.

Since PowerPoint is fun to work with it’s too easy to get carried away with the visual possibilities, so get the real work done before you even open the programme.  There’s no way past it, you need to write the presentation first.
Some Guidelines
Tone and language

A presentation, however formal, does not need the same tone as an essay or a report.  While you are writing it remember that you will be speaking the words aloud, so try saying it out loud as you prepare it. 

Aim

Think about why you are doing a presentation.  What are you hoping to do?  Who are you doing it for?  Try to write these things down in one sentence each.

Audience 

Think about your audience.  Think of them as being intelligent but ignorant.  You cannot assume they know as much as you do about the subject – or anything at all. 

Structure 

Write down an outline of your presentation using bullet points. 

Presentations usually have an introduction, two or three main elements and a conclusion.

These main elements can break down further but avoid making your presentation too complicated. 

Plan your presentation to help the audience hear what they need to know, rather than to tell them want you want to say. 

You will also need to choose the length of the presentation and your style - how formal or informal do you need to be?  Remember, informal presentations need just as much as preparation, only a different presentation style.  Once you've fixed on a length - stick to it.
Putting it together

When your text is ready plan how you are going to use PowerPoint to illustrate your presentation – roughly how many slides are you going to have and what is going to appear on them.  Divide your text up appropriately.

1. Now you can open PowerPoint.

2. Choose, or design, a layout.

3. Copy-and-paste your pieces of text into the area at the bottom of the screen where it says ‘click to add notes’. 

4. Decide what to call the section and give the screen a title

5. Decide what the key points are.  Copy-and-paste these in brief form into the main part of the screen – they area your sub-headings.  Visuals should be kept very simple. Above all don’t clutter your slides with text.  One main message per slide is enough, with no more than four bullet points.  Use colour or pictures to help keep the audience’s attention but remember the audience should be looking at and listening to you, not the screen.  You are more important than your background.

6. Now you can add appropriate graphics.

7. When you have put your whole PowerPoint together you can begin to think about animation and effects.  Remember, less is more.
Delivering your presentation
Just as with any important event, a rehearsal of your presentation is essential. You can check timing, practise using your materials and check the flow of your arguments.

Consider your tone of voice and your stance - what message does your body convey?  Try getting someone to watch you or even video your rehearsal – it can be excruciating but you can learn a lot. 

Don’t forget to check the practicalities – 

· Does the projector work?

· Is it in focus?

· Are you loud enough?

· Have you got everything you need? 

· Handouts – pencils, spare paper?

Is there any other thing that might make you feel uncomfortable?
