PowerPoint Tips and Tricks, Part 2
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   Graphic Basics (Review)
[image: image4.jpg]



Layout basics:
· Less is more…big is better. Use white space as part of your design. Avoid clutter.
· KISS:  Keep It Simple Stupid! Simplicity is best. Convey your message creatively without distracting from it. Use graphics, animation, colors, etc., to make your point.
· Be consistent:  Inconsistency detracts from an effective presentation. Consistency makes for solid ideas that the audience won’t forget.
· Think visually:  Can you use images, photos, charts or graphs in place of words? Is your layout pleasing to the eye?
· Color choice is important:  Use colors to emphasize, differentiate, group, and separate ideas. Use them to appeal to your specific audience. Make your color combinations effective and test them on a projected screen.
· Use images wisely:  Is your clip art appropriate? Are your photos strategically placed? Are there too many? Not enough?
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Working with images:
· Photos:  PowerPoint (PPT) can handle large numbers of photos.
· Keep your file sizes down
· Don’t paste or drag/drop images into PowerPoint from other files or from the internet. This creates metafiles or embedded OLE objects, resulting in LARGE file sizes. These images cannot be compressed later (see below for compression).
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Save image to your computer (file types are already defined: JPEG, PNG, TIF, or GIF), THEN insert picture into PPT. Insert>Picture>From File, then browse for file and picture, highlight picture, click Insert.
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Once images are saved in PPT, it is safe to copy and paste from one presentation to another.
· File types:  Know the differences between file types.

· JPEG:  Joint Photographic Experts Group. Great for web or onscreen use. Compresses photos with “lossy” method. Small files.

· PNG:  Portable Network Graphics.  Good for web or onscreen use. Allows transparency. Not widely supported yet.
· TIFF:  Tagged Image File Format.  High color quality. Better for print. Large image files.
· GIF:  Graphic Interchange Format. Good for web or onscreen use. Good for flat color art. Allows transparency. Small files.
Manipulating images:

View>Toolbars>Picture will display your picture toolbar.
· Contrast/brightness:  Picture toolbar buttons allow you to:
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Change your picture to grayscale, black and white, or washout

· Increase and decrease the picture’s contrast

· Increase and decrease the picture’s brightness

· Format picture options
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· Format>Picture produces a dialog box. Or you can double click on the picture itself.
· Colors and lines tab:  Use to set borders for your images. This is another way to establish a color scheme throughout your presentation.
· Size tab:  Allows you to adjust the size or rotation of your image in various ways.

· Explore your format picture options.
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Compression
· Compressing pictures helps reduce file size. (Format>Picture>Picture>Compress)

· You can compress all or just your selected picture.
· You can change the resolution of your picture.

Tip:  Printed documents are usually at 200dpi. Web or screen-displayed objects can be at 96dpi.
· You can also delete cropped areas of pictures to reduce file size.

Tip:  When cropping a picture in PPT, the entire picture is still there, only hidden. Deleting these hidden areas helps reduce file size.
· Crop/Uncrop
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Cropping tool in Picture toolbar can be used to do either cropping or uncropping. 
      Tip:  Once you have deleted cropped areas of a picture through the Compress Pictures process, they can no longer be uncropped.
· Transparency tool:  
Have you ever wondered how to remove background color from images imported from another source?
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Create transparency:  Click on image, click on Transparency tool, then click back on color of image you wish to make transparent.  Allows you to make one single color transparent.
· Transparent image:  At times, the transparency tool will make your image itself transparent. To help bring the image “back to life,” you may want to draw your own image behind it.

Tip:  For example:  Logos that are circular or triangular may paste into your PPT with a white box around them. The transparency tool will make box disappear but also some of the white within the logo itself. Draw a white circle or triangle exactly over the logo, then send the shape in back of the logo (see below for Forward/Backward) and then group them (see below for Grouping). Your logo is now visible without the white box.
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Color change:  You can change the color on certain types of images. For example:  Flat color in clip art images can sometimes be changed. “Recolor picture” button appears on Picture toolbar.

Image sources
Use caution when using images from other sources. Free images are offered on certain sites for minimal use. Others must be paid for. 

· Photo Lab>Gallery (http://www-teid.lbl.gov/teid/tmPhoto/gallery/PhotoGallery.htm)
· Digital cameras and scanners

· Internet>Google>Images>Advanced Image Search (http://www.google.com/)  

· Screen shots 
· Clip art (Insert>Picture>Clip art)

 Drawing: PowerPoint has various tools for drawing

· Align/Distribute:  Useful tool for accurately placing images on the slide. Numerous choices for placing your photos in a certain order. Helps distribute images evenly on slide.   (Draw>Align or Distribute>….)
· Group/Ungroup:  Grouping images into a single image facilitates placement on the slide and also prevents the image from being accidentally altered. (Draw>Group or Draw>Ungroup)
· Forward/Backward:  Sending images forward or backward allows you to “layer” them. Overlapping images can be visually effective. You can send an image back or forward one layer or all the way to the back or front of the slide. (Draw>Order>....)
· Nudging:  

Tip:  This is easier to do if you deselect “Snap objects to grid” (View>Grid and Guides>…).  Use arrow keys to “nudge” your image in any direction.  This allows you to fine tune the placement of your image, rather than trying to do so with a mouse.
· Guides/Grids/Rulers:  These tools are useful for precise sizing and placement of your images. 

· View>Ruler displays ruler at top and left side of your slide. Without this showing, you cannot adjust tabs or hanging indents in your text.
· View>Grid and Guides provides options for showing grid lines and drawing guides on your slide. These are useful for drawing straight lines, distancing text and images, and placing text and images.

· Time vs. quality:  Sometimes drawing certain objects from scratch in PowerPoint may be more useful than faster, preset methods.
· Organization charts:  Drawing your own boxes and lines, combined with the align and grouping tools, allows you to customize your charts rather than using PPT preset charts.
· Imported tables, graphs, and charts:  These items can be VERY difficult to read when imported into PowerPoint from other programs. If time allows, it is beneficial to redraw them from within PPT for a clearer, crisper, more customized effect.

PowerPoint Animation and Video

Custom animation / Slide transition:

· Both text and images can be animated in PowerPoint.

· Animation:  Select item to animate (Slide Show>Custom Animation>Add Effect) and choose the effect you want. There are several options to choose from such as:

· Entrance and exit:  animate how text or object appears on slide
· Emphasis:  change font, font size or style; spin objects
· Motion paths:  control direction of text or object’s movement
· Slide transitions:  Select slide you want (Slide Show>Slide Transition) and choose a transition format.
· Avoid overuse:  Do NOT overuse custom animation in your presentations! More is not always better. Professional presentations should be just that. Keep your audience in mind. Do not make them dizzy with constant motion.

TIP:  A good rule of thumb is no more than three animations and/or transitions in a presentation.

· Purpose:  Does the animation serve a purpose in your presentation? Just as with images and clip art, you want your audience to remember your content—not your animations. 

· Review:  Always review the material. Preview in Slide Show mode to make sure your animations are working the way you want.

· Working with video files

· Video file formats for PCs:

· .mpg or .avi file formats are the most common.  Refer to the drop down menu for file types when you insert the file.
· PCs will not take Quicktime (.mov) files unless you link and open from inside the Quicktime program.
· To use a video file: Insert>Movies and Sound>Movie from File then browse for file and click Insert. 
· Movie or Video will appear on the slide as a still image. 
· Message prompt will ask:  Do you want to start movie automatically with PPT? Always NO.

· Instead, click on Movie, go to Slide Show>Custom Animation. A new option will appear:  Play Movie>Start on Click (indicate your preference). This is the most reliable method.

· Unlinked files: Video and movie files can unlink very easily in PowerPoint. To avoid unlinking:

· Use above method:  Insert>Movies and Sound>Movie from File.
· Keep movie and video files saved in the same file folder with PPT presentation. Always keep them together. When transporting PPT to diskette or CD, move video or movie files as well. If sending your file to someone else, send entire folder with video files. Even if movies are supposed to be embedded in PPT, the original file should stay with it at all times.
· This forces PowerPoint to link to the file name and not the file path. This is called “pathless links.”
· If files do unlink when moved to a different computer or location, repeat insert process above.

   Preparing for Presentation

· Rechecks

· View in slide show mode

· View printed version and compare

· Spell check again
· Transferring the presentation

· Check on meeting equipment ahead of time

· Cross platform issues
· XP/Non-XP issues
TIP: Linking presentations can be helpful

· Audio/Visual

· ALWAYS have a plan B

· Have backups (transparencies, second computer, CDs, etc.)

· AV equipment is unreliable

· Troubleshoot ahead of time

· Dry runs

· Test equipment

· If all else fails, use your plan B
REFERENCES

http://www.create4ms.org/classroom/howto.html
· The CREATE for Mississippi website has a good library of how-to handouts.  Click on the above link and search for “Microsoft Office Software” using the keyword “PowerPoint.”  [image: image1.png]
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