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Adding POINT to 
PowerPoint

and other presentation tips: 

10 DOs, 10 DON’Ts
and 20 HOW-IT’S-DONEs
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Adding Point to PowerPoint

First, the how-it’s-dones!

Adding Point to PowerPoint

Add pictures to your 
slideshow

Adding Point to PowerPoint

Add pictures to your 
slideshow

Adding Point to PowerPoint

Resize your picture

Adding Point to PowerPoint

Add screen-grabs to 
PowerPoint

� Use Capture/Screenshot in IrfanView
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Adding Point to PowerPoint

Add screen-grabs to 
PowerPoint

� Or Capture in PaintShopPro

Adding Point to PowerPoint

Add screen-grabs to 
PowerPoint

� It’s Capture in ScreenHunter

Adding Point to PowerPoint

Add screen-grabs to 
PowerPoint

� Or just use PrtSc on your keyboard!

Adding Point to PowerPoint

Add screen-grabs to 
PowerPoint

� Use Capture/Screenshot in IrfanView
� or Capture in PaintShopPro

� or Capture in ScreenHunter
� or ... or ... or ...
� Or just use PrtSc on your keyboard!

Adding Point to PowerPoint

Add screen-grabs to 
PowerPoint

� SAVE as a .jpg
� Back in PowerPoint:

Insert >> Picture >> File

� If you used PrtSc, just Paste inside 
the PowerPoint slide.

Adding Point to PowerPoint

Crop your picture
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Adding Point to PowerPoint

Lose the background

Adding Point to PowerPoint

Write on your picture
(edit mode)

Adding Point to PowerPoint

Write on your picture
(slideshow)

Adding Point to PowerPoint

Merges and transitions

� You can have a great deal of fun, 
changing from one slide to another.

� Go to Slide Show >> Animation 
Schemes to see what you can do.

Adding Point to PowerPoint Adding Point to PowerPoint

Merges and transitions

� You can have a great deal of fun, 
changing from one slide to another.

� Go to Slide Show >> Animation 
Schemes to see what you can do.

� Then don’t!
“Just because you can do something does 

not mean it’s a good thing to do.” (anon)
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Adding Point to PowerPoint

Merges and transitions

� You can have a great deal of fun, 
changing from one slide to another.

� Go to Slide Show >> Animation 
Schemes to see what you can do.

� Then don’t!
“Just because you can do something does 

not mean it’s a good thing to do.” (anon)

Adding Point to PowerPoint

Insert a duplicate slide

and edit it to taste...?

Adding Point to PowerPoint

Use Slide-Sorter
to move your slides

Adding Point to PowerPoint

Go forwards / backwards
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� Right-click, Previous / Next
OR

� Use PageUp /PageDown keys

Adding Point to PowerPoint
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Adding Point to PowerPoint

Insert slides from another file
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Adding Point to PowerPoint

Colors, fonts and 
backgrounds

� To change all, use
View >> Master >> Slide Master

Adding Point to PowerPoint
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Adding Point to PowerPoint

Don’t just read the slide

� Your message is important. So too are 
your visual aids. Give them point, avoid 
powerpointlessness.

[Powerpointlessness : a term made 
popular by Jamie McKenzie; it indicates 
unnecessary use of PowerPoint and its 
effects in ways which seem to make the 
PowerPoint the point of the presentation 
when it should be your message which is 
the point!]

IB AEM DP Librarians’ Workshop: Athens 2007
John Royce

The library in the programme

Skills and attributes
� Critical reading, thinking, analysis and reflection
� Personal communication skills
� Learning and enquiry skills
� Higher order thinking
� Reasoning skills
� Personal reflection
� Independent working and enquiry
� Working cooperatively/team work
� Decision-making
� Asking and answering their own questions
� Creative thinking
� Study skills/information literacy/ study habits/ academic rigour
� Ability to synthesize information
� Note-taking (making)
� Planning skills
� Time management
� Writing skills
� Research skills
� Understand and apply logic
� Ability to discriminate (between truth and opinion)

From Anthony Tilke, The school library and the IB Diploma Programme at the core?

IB AEM DP Librarians’ Workshop: Athens 2007
John Royce

The library in the programme

Skills and attributes (1)

� Critical reading, thinking, analysis and 
reflection

� Personal communication skills
� Learning and enquiry skills
� Higher order thinking
� Reasoning skills
� Personal reflection
� Independent working and enquiry

From Anthony Tilke, The school library and the IB Diploma 
Programme at the core?
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IB AEM DP Librarians’ Workshop: Athens 2007
John Royce

The library in the programme

Skills and attributes (2)

� Working cooperatively/team work
� Decision-making
� Asking and answering their own questions
� Creative thinking
� Study skills/information literacy/ study 

habits/ academic rigour
� Ability to synthesize information
� Note-taking (making)

From Anthony Tilke, The school library and the IB Diploma 
Programme at the core?

IB AEM DP Librarians’ Workshop: Athens 2007
John Royce

The library in the programme

Skills and attributes (3)

� Planning skills
� Time management
� Writing skills
� Research skills
� Understand and apply logic
� Ability to discriminate (between truth and 

opinion)
From Anthony Tilke, The school library and the IB Diploma 

Programme at the core?

IB AEM DP Librarians’ Workshop: Athens 2007
John Royce

Clean up your desktop! ... your slide background too!... your slide background too!

�� avoid distracting backgrounds which add avoid distracting backgrounds which add 
nothing to the show nothing to the show –– but which can make but which can make 
reading difficult.reading difficult.

�� Microsoft PowerPoint includes some real Microsoft PowerPoint includes some real 
humdingers.  PLEASE, PLEASE humdingers.  PLEASE, PLEASE NONO!!

IB AEM DP Librarians’ Workshop: Athens 2007
John Royce

Switch off what you can!

� Screen savers
� Animated help-mates

� Incoming mail alerts
� Etc etc

IB AEM DP Librarians’ Workshop: Athens 2007
John Royce

Switch off what you can!

� Screen savers
� Animated help-mates

� Incoming mail alerts
� Etc etc
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Adding Point to PowerPoint

Check your spellling

� Check you’re grammar to!

Adding Point to PowerPoint

Don’t use fx
unless they are effective !

� Just because you can do it does not 
mean that you have to do it!

Adding Point to PowerPoint

SAVE frequently – use new 
names

� Filename1.ppt
� Filename2.ppt

� Filename3.ppt
� .....

Adding Point to PowerPoint

Colors, fonts and 
backgrounds

� To change all, use
View >> Master >> Slide Master

Adding Point to PowerPoint

Don’t forget backup / failsafe 
precautions (Murphy’s Law)

� Take at least one backup copy
� Take your own leads

� Don’t rely on live Internet connection
� Check power requirements
� Don’t rely on the battery
� Take OHP slides (?)
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Adding Point to PowerPoint

Right click

� It’s context sensitive, depends on 
which application you are using and 
what you are doing in it!

Adding Point to PowerPoint

Read my lips slides.

� Don’t forget the people at the back of 
the room!

� Voice & slides!

Adding Point to PowerPoint

Learn keyboard shortcuts

� Ctrl + C Ctrl+X
� Ctrl + V Ctrl + Z

� Ctrl + A Ctrl + S
� Ctrl + N Ctrl + P
� Ctrl+B Ctrl+I

Adding Point to PowerPoint

Hand out handouts!

Adding Point to PowerPoint

Don’t forget copyright!

� Face-to-face educational fair use 
situations. 

� Publication situations.

� If you’re not sure it’s OK, ASK!

Adding Point to PowerPoint

Rehearse

� Check timing
� Check transitions

� Check wording
� Get audience feedback
� Make notes!
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Adding Point to PowerPoint

“Phone a friend?”

� Failing that ... get the help of a buddy

Adding Point to PowerPoint

Don’t leave it to the last 
minute

� to find your room
� to get set up

� to make sure your equipment works
� to make sure you have everything you 

need

Adding Point to PowerPoint

DO make sure it can be read!

� Don’t have too many changes of
colo(u)r.

� Don’t have too many changes of size.
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Adding Point to PowerPoint

BONUS TIP #1: BE VERY  
SURE IT CAN BE READ!

� A SANS-SERIF FONT IS MORE 
EASILY READ.

� A SERIF-FONT CAN BE DIFFICULT 
TO READ ON SCREEN, EVEN WHEN 
IT IS THE SAME SIZE AS THE SANS 
SERIF FONT, ESPECIALLY  IF THERE 
IS A LOT TO TAKE IN AND NOT 
MUCH TIME TO DO IT.

Adding Point to PowerPoint

BONUS TIP #1: BE VERY  
SURE IT CAN BE READ!

� A sans-serif font is more easily read.
� A serif font can be difficult to read on 

screen, even when it is the same size as 
the sans serif font, especially if there is a 
lot of text to take in and not much time to 
do it.
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Adding Point to PowerPoint

BONUS TIP #1: BE VERY  
SURE IT CAN BE READ! 

� What looks great on the computer 
screen may not look so good on the 
projector screen...

Adding Point to PowerPoint

BONUS TIP #1: BE VERY  
SURE IT CAN BE READ!
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Adding Point to PowerPoint

BONUS TIP #1: BE VERY  
SURE IT CAN BE READ!
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Adding Point to PowerPoint

Bonus tip #2

� Finish on time
� It is polite to whoever is next in 

the room, they may need to get 
set up!

� It is polite to your audience –
who may have other 
presentations to get to.

Adding Point to PowerPoint

If you want to know more...
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Reynolds, Garr.  “Top Ten Slide Tips.” 2005.  Presentation Tips.  
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PowerPoint

and other presentation tips:

10 DOs, 10 DON’Ts
and 20 HOW-IT’S-DONEs

John Royce : Library Director : Robert College
email: jroyce@robcol.k12.tr

web: http://www.read2live.com/


