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The Art of
PowerPoint

Without Being an
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The Basics
- Putting Together a Simple Presentation

The Art

- Tips and Tricks for a Professional Presentation

Making It Memorable

. Tools for an Unforgettable Presentation
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~ Putting It Together

Basic Set Up

Start a Blank Presentation
- Select a theme
- Create a basic opening/closingage
. Title page
- Footer with details and your contact info
. Content page- copy those for additional slides as needed
- Save the template and use it again for other presentations

No More than One Slide for each 1 to 2 minutes of speech
time

Simple colors easy to read

KIS Keep It Super Simple
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Special Guest Star!
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Read Your Slides

Get Carried Away with Colors

Get Too Fancy with Video or Sound

Have Too Many Slides

Use Complicated Graphs

Include technical material without a handout
Use multiple or fancy fonts

52y Qi ¢Qc BE tBdiPresenter and You are the
Presentation! Not the PowerPoint!!
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Get Carried Away with Colors

Have Too Many Slides
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Do This:

Keep It Simple Easy to See and Read
Use a Theme& A simple One to Add Color

Show Pictures and Graphics! Remember One Picture is
Worth a Thousand Words

Have a handout for notes with your contact info

Have a handout for technical material

Have an easy way for them to get more detailed
Information or to download the presentation

Keep Text at minimung ¢ K | { Qcuto Praskidt
Have a Fun
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The Art
KIS Keep It Super Simple
Rememberg You Are the Presentatiog Not The PowerPoint
One Picture Says a Thousand Words

. Use them-paint them with your body, voice and gestures
Always Have a Handout from the Presentation

- Include your contact info on it
For Complicated or Technical Material:

. Give a handout or another way to get that information
Make Presentation Available via Download or Emaill
Have a Reward if They Take Action or Participate

. Make extra material available

. Give a prize if they remember something or play along
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Make It Memorabl

Consider:

- What was the last presentation you remember that was awful?
52y Q0 R2 U0KI OH

- What was the last presentation you remember that was good?
Do That!!

Get them involved

Appeal to their emotions

Use Humor

White board technique
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White Board Technique
Live Q & A

Documented here and then provided when they visit
and download the presentation later

Speaker does presentatianhelper to document the
white board if possible

What is the one thing you'll remember about this
presentation?

Time Permittingg Additional Q & A
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Your Notes: Our Notes

The Art of PowerPoint Without Being an Artist

s

Add more substance

52y Qi NBIFIR (0KS &4f ARSA
Addphotographs be careful with copyrights

Addhumort cartoons are good be careful with copyrights though
Add ability to insert technical information

FlyA yaQdtransitionsg might be distracting to the audience

LearnPower Point tutorials? Use help features in PowerPoint, ask
a friend or teenager for help, PowerPoint for Dummies, check bonus
slides here, visit Microsoft site for lots of help and free downloads

Use the notedeaturet see bonus material here

Compatibleequipment use basic fonts like Ariel especially when
you will be using equipment that is not yours.
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~ Your Notes: Our Notes

The Art of PowerPoint Without Being an Artist
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value might be distracting, might be fanits your call
whether to use or not.

©ORustyleg[ SI RSNEKA LI WnodX ¢Rusy@SWyFcBdcomi KX H A n o



e

How To Download This
Presentation

Two Places to Download

Screen Shots to Download from D7Toastmasters.org
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http://d7toastmasters.org/member-resources/downloads/cat_view/92-d7-shared-documents.html
http://d7toastmasters.org/member-resources/downloads/cat_view/92-d7-shared-documents.html
http://d7toastmasters.org/member-resources/downloads/cat_view/92-d7-shared-documents.html
http://d7toastmasters.org/member-resources/downloads/cat_view/92-d7-shared-documents.html
http://d7toastmasters.org/member-resources/downloads/cat_view/92-d7-shared-documents.html
http://d7toastmasters.org/member-resources/downloads/cat_view/92-d7-shared-documents.html
http://d7toastmasters.org/member-resources/downloads/cat_view/92-d7-shared-documents.html
http://d7toastmasters.org/member-resources/downloads/cat_view/92-d7-shared-documents.html
http://d7toastmasters.org/member-resources/downloads/cat_view/92-d7-shared-documents.html
http://callmypcdr.com/?page_id=10
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