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Presentation Graphics 


Presentation graphics got its first start about 30,000 years ago in the Chauvet-Pont-d'Arc Cave located in the Ardèche region of France. 
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This picture is a cabonated clay film drawing from the Chauvet Cave. This cave was discovered in 1994 by 3 speleologists (cave explorers) in southern France. Chauvet Cave contains over 400 Paleolithic drawings and engravings of horses, bears, lions, rhinoceroses, owls, and mammoths. Carbon dating has shown that the paintings in Chauvet Cave are over 30,000 years old. Prior to this, the Painted Cave of Lascaux was considered to be one of the oldest collections of Paleolithic art. 

It is thought that early humans (Cro-Magnon man) did not use these caves to live in because they would have been hard to illuminate and also the danger of suffocation from the camp fire smoke. Most likely, the caves were used primarily as a sanctuary for the performance of sacred rites and ceremonies. Thus making them early forms of presentations - cave art presentations! 

Before desktop computers existed, when someone wanted to create a photographic slide, print, chart, or a table for a presentation, they simply created the image on a piece of paper and used a camera to take a picture of it. In the early 1960's, color was added to these plain black and white images by using a process called Diazachrome. Using the Diazachrome process, the film was chemically treated with ammonia gas to produce white print on blue background. Computer graphics really didn't evolve until the early 1980's and these images were simply taking a picture of the computer screen. Depending on the type of display screen one had, the images could contain more than 2 colors, however the quality of the picture tended to be poor due to the curvature of the computer's display screen. 

In 1982, one of the first computer graphics software applications was developed specifically to generate computer images on film, this software was called ImageMate. The ImageMate software worked with a hardware device called an ImageMaker, a computer with a Color Graphics Adapter card and a CGA color monitor. This combination of software and hardware allowed the user to create slides that could contain 16 different color backgrounds and 16 foreground colors. The ImageMaker worked on the same principle as the old typewriters. The text, lines, or other simple characters that the user wanted to create were imaged on the film by light passing through a font wheel. Only simple text and graphics could be created using this method and there wasn't any capability to import data directly into the software. 

In 1985 came the evolution of the of what I will call the second generation graphics software applications, with the first release of Microsoft Windows. This new software required the user to have an Enhanced Graphics Adapter graphics adapter in the computer and a color EGA monitor. This software was capable of generating 64 colors, used vectors to draw images instead of pixels or font wheels, allowed scalable fonts, and also had some limited importing capabilities. Around this same time, WordPerfect was shipping with B&W clipart images for use in word processing documents. 

In 1987, the third generation graphics software applications were released. If the used's computer was equipped with a Video Graphics Array graphics adapter card and a color VGA monitor, they could use 256 colors, the ability to use TrueType fonts (text would appear on the screen exactly how it would look on film), used WYSIWYG (What You See Is What You Get), and had very good importing capabilities. Also, clipart images were pretty common and now started appearing in color. 

In the early 1990's came the development of our current graphics software applications. Modern computers were being developed which incorporated high end Super Video Graphics Array graphics directly into the motherboard and came with SVGA monitors. Users could now use 16.7 million colors in their images and could import data directly from most software applications. In addition, users now had the ability to capture and playback video images, and new software was being developed to reduce the size of image and video files using the JPEG and GIF compression schemes. 

Today's technology offers a more sophisticated method for creating a presentation. Microsoft's PowerPoint application allows us to incorporate multimedia (pictures, sound, and movies) into a presentation and various methods for displaying the presentation. Research has shown that people remember 10% of what they read, 20% of what they hear, and 30% of what they see. When people hear and see a multimedia presentation that contains good visual aids, the retention level increases to 70%. This lesson will provide the background information that is necessary to develop a presentation and the details of using PowerPoint to create and display the presentation. 

Planning a Presentation 


Planning a presentation is essential. It will save development time, gives you a chance to visualize in your mind what you want to do and what types of media that you will need, and it will improve the presentation's quality. During the initial planning stages of a presentation, you need to ask yourself the following questions: 

What is the purpose of the presentation? 


Presentations are used to communicate a message or information to a select audience. Are you providing information, trying to persuade or motivate the audience, selling a product or service, or teaching or providing some sort of training. Before you can develop an effective presentation, you need to know exactly what it is that you wish to communicate. No matter how sophisticated the presentation might be, if it is not well thought out or presented in a logical order, your message will be lost. Also, resist the urge to cover too much material, sometimes more information leads to less communication. 

Who is the target audience? 


You should have an idea of your audience's knowledge and experience as it relates to your subject matter. If the audience has different levels of familiarity with the topic, then you need to decide at what level to make the presentation. Talking at a level to reach the people with the least amount of knowledge about a given subject is just as bad as talking on a level to keep the people with the highest amount of knowledge happy. Also, the style of a presentation changes with the size of audience and as a general rule, the smaller the audience, the less formal and more interactive the presentation needs to be. 

What type of presentation will this be? 


Knowing the purpose of the presentation and the target audience should give you a pretty good idea as to the type of format that your presentation needs to be in to convey your message. If the purpose of the presentation is to educate or provide some sort of training, then you should provide handouts. If the presentation is being given to pre-school students, then the format will be much different that if it was being presented to company executives. 

Where will the presentation be located? 


You need to be familiar with the room where you will be making your presentation. If there are specific equipment needs that you have, such as a computer with access to the Internet, you need to be sure everything is working properly before you start to speak, you don't want any last minute surprises. 

Preparation 


As you work on the presentation, consider the objectives that you wish to achieve. Establish a positive attitude as you put the presentation together, you need to believe in yourself and the message you relate to your audience. The presentation should follow a logical progression and be divided into clear segments. An effective presentation will include an introduction, objective list, main body defining each objective, and a closing statement or summary. 

Introduction 


The introduction must capture the audience's attention, if it doesn't, the audience may lose interest very quickly. Start with a question, a sincere compliment, or relate a relevant incident. The introduction should also tell the audience what the purpose or main focus of the presentation is and if you are reporting data, the sources of the data and a brief summary of your main findings. 

Objective List 


The objective list should be a single slide in bullet list form, that lists the key points that you intend to cover in the presentation. Limit your key points to four or five points at the most. 

Main Body 


The main body of your presentation should develop your key points with statistics, analogies, demonstrations, testimonials, incidents, exhibits, pictures, and/or movies in a logical manner. Each slide should contain information that supports one or more of the key points of the presentation. The slides that you use should support and supplement the presentation, not dominate it. They should be clear and to the point, relevant to the topic, have eye appeal, visibility, good quality, and memorable. 

Closing Statement 


For your closing remarks, you want something that will be memorable to your audience. Dramatize your ideas, offer a challenge or a motivating statement. Summarize your key points again and offer your recommendation or opinion. Common phrases that can be used to conclude the presentation are: 

"To sum up... 

"In conclusion..." 

"In closing..." 

"In summary..." 

Slide Preparation Tips 


Here are 10 tips for creating a better slide presentation: 

1. Use the same background color or image in all slides. 

2. Be consistent in the font type and style. 

3. 6 x 6 Rule - six or fewer items per slide, incomplete sentences of six or fewer words.. 

4. Omit unnecessary articles, pronouns and adjectives. 

5. Use color or shading to enhance key points. 

6. Limit outline to 4 or 5 key points. 

7. Present data in the form of a graph or chart, avoid columns of numbers. 

8. Crop images to eliminate unnecessary information. 

9. Company and organizations should have a logo for a visual identification. 

10. Information should be centered in the slide. 

Practice Makes Perfect 


Nothing will build your confidence and presentation skills like practicing. You need to be comfortable with the subject before you can relay the information on to others. Begin practicing by going through the presentation to yourself. As you become more comfortable, start speaking out loud. This process will not only familiarize you with the subject, but will build confidence in your presentation and your speaking ability. As you talk, be aware of the presentation's flow, exciting or new ideas demand enthusiasm, whereas serious and important points require a more measured pace which may require a pause to allow a crucial point sink in with the audience. 

Practice your presentation in front of a friend, classmate, or a colleague that has the same background knowledge as the audience you intend to have. Have them grade you on your opening remarks, key points, logical flow, clarity, and a memorable close. Also, have them point out if there are any distracting mannerisms that you may have. If possible, audio or video tape the presentation so that you can identify ares that need to be improved. 

Giving the Presentation 


At presentation time, assume the attitude of a professional. This is not only a privilege for you to present the subject matter to this group of people, but your responsibility. Be positive about the subject and project to the audience that you know what you are talking about, you are sincere, and that you are enthusiastic about your message. 

People respond better to an individual that is relaxed, confident, well groomed, and speaks with a clear voice. Stand naturally and avoid any distracting gestures or mannerisms. Look at the audience and keep them engaged in your talk by establishing eye contact. Voice projection in a presentation is important, the audience must be able to hear you. Add character to your words by varying the tone and pace of your voice. Avoid talking in a monotone, too slowly, or too quickly, and be prepared to pause during the talk to give the audience a chance to grasp a difficult point. 

Be aware of the audience at all times. Finding a friendly face in the audience or to seeing people nod in agreement or laughing at your jokes will make you more relaxed. Be careful not to focus on one individual or group in the audience, talk to everyone. If you find an individual or group of people that seem bored, do your best to liven up your delivery. Don't be afraid to smile and let the audience know that you are enthusiastic about the topic. Above all, be yourself. 

Presentation Outlines 


The following is a series of brief outlines for various presentation formats. These are just suggested formats for various types of presentations and I am only including them here to help you get started. 

General Presentation Outline 


1. Title slide 

Title of the presentation and the speaker's name and company. 

2. Introduction 

Purpose of the presentation. 

3. Topics of Discussion 

Brief overview or outline of the main points for discussion. 

4. Topic One 

Details, supporting information and examples for point number 1. Include additional slides to support the topic. 

5. Topic Two 

Details, supporting information and examples for point number 2. Include additional slides to support the topic. 

6. Topic Three 

Details, supporting information and examples for point number 3. Include additional slides to support the topic. 

7. Summary 

State your opinion, summarize the key points audience needs to remember. Use additional slides if needed. 

8. Conclusion 

Summarize actions required by audience, summarize actions required by you. Use additional slides if needed. 

Research Presentation Outline 


1. Title slide 

Topic and the speaker's name and company. 

2. Introduction 

Outline research or other data. 

3. Procedures 

Experimental design. 

4. Materials 

Materials and/or samples used for research. 

5. Methods 

Type of experiment. 

6. Results and Discussion 

State your conclusion based on the results. 

7. Summary 

Summarize points. Describe options for future consideration. 

Product Presentation Outline 


1. Title slide 

Name of product and the speaker's name and company. 

2. Overview 

Briefly describe the product, the user problems it solves, and the audience for which it is intended. Outline different models available. 

3. Features & Benefits 

Features of product. Group features in logical categories, using one slide per category. 

4. Applications 

How product can be used by different groups, give examples. 

5. Specifications 

Technical specifications using as many slides as necessary. 

6. Pricing 

Detail the product models available. 

7. Availability 

List availability, where product can be purchased, or where to direct orders. 

Services Presentation Outline 


1. Title slide 

Name of service and the speaker's name and company. 

2. Overview 

Briefly describe the service, the user problems it solves, and the audience for which it is intended. 

3. Features & Benefits 

Features of service. Group features in logical categories, using one slide per category. 

4. Applications 

How service can be used by different groups, give examples. 

5. Pricing 

Detail the terms and conditions under which the service is offered and the price. 

6. Availability 

List availability, where service can be purchased, or where to direct orders. 

Microsoft PowerPoint 


Computers have drastically changed the way presentations are developed and displayed. Gone are the days of the old-fashioned media forms such as overhead transparencies, 35mm slides, and 16mm movies. These were not only costly and time-consuming to produce, but last minute changes to correct spelling or add/remove a line of text was out of the question. Also, arranging and setting up an overhead projector, slide projector, movie projector, and projection screen just added to the preparation time. 

With a computer, multimedia presentations can be created and displayed from the same computer. A presentation can be revised up to the last minute or by using interactive techniques, the presentation can be revised while in progress. Software applications for creating presentations such as Microsoft's PowerPoint gives us more flexibility in the types of media that we use. PowerPoint allows us to use pictures, sound, animation, full motion video, and we can have dynamic links to spreadsheets and databases to give our audience up-to-the-minute information. Besides creating presentations that are we present to an audience, we can create interactive presentations that can be viewed at the computer or via the World Wide Web. 

Microsoft PowerPoint is a presentation graphics application that is used to create, organize, and display presentations in a variety of formats such as slide shows and overhead transparencies. Presentations are in a slide show format, meaning that the presentation is an arrangement of slides or screen fulls of information, organized to display in a specific order. Besides the presentation itself, PowerPoint provides a space to include notes for the speaker, outlines, and handouts for the audience. 

PowerPoint Workspace 


When we launch the PowerPoint program, our workspace window will appear as follows: 
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Notice that many of the buttons that appear in the PowerPoint window are similar to the ones that we have already discussed in other Windows programs. The Toolbar across the top contains the standard Windows buttons. The formatting Toolbar just below that contains buttons to change the presentation's text format. There are however a few new buttons and tool bars that we need to explain before we continue. 

Standard Toolbar 


The standard Toolbar contains buttons that we are already familiar with, new, open, save, print, etc. There are three new buttons here that are specific to PowerPoint: 
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Insert Chart - inserts a chart into the slide that is selected.
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Insert Clip Art - inserts an object into the slide that is selected.
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New Slide - inserts a new slide after the slide that is selected.
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Slide Layout - apply a new slide layout to the slide that is selected.
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Apply New Design - apply a new design to the presentation.
Formatting Toolbar 


The formatting Toolbar also contains buttons that we are already familiar with, font, font size, bold, underline, etc. In addition, there are the following buttons: 
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Shadow - adds a shadow effect to selected text.
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Bullets - add or remove bullets from a slide.
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Increase Paragraph Spacing - increases the amount of space between paragraphs.
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Decrease Paragraph Spacing - decreases the amount of space between paragraphs.
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Increase Font Size - increases the font size of the selected text.
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Decrease Font Size - decreases the font size of the selected text.
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Promote - moves the selected paragraph up one heading level and to the left.
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Demote - moves the selected paragraph down one heading level and to the right.
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Animation Effects - displays a menu which allows you to animate the title or text of the selected slide.
Outlining Toolbar 


On the left side of the PowerPoint window is the Outlining Toolbar (in the outline view). This Toolbar gives us shortcuts quickly change the view of or to make modifications to the presentation's outline. We can use these buttons to change the indent level of a bullet or to move a bullet or an entire slide up or down within the outline. Also, we can use the buttons to show or hide formatting or to expand or collapse text for selected slides. The new buttons in this Toolbar are as follows: 
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Promote - moves the selected paragraph up one heading level and to the left.
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Demote - moves the selected paragraph down one heading level and to the right.
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Move Up - moves selected text up in the presentation outline.
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Move Down - moves selected text down in the presentation outline.
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Collapse - hide the text associated with a slide.
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Expand - display the text associated with a slide that has been collapsed.
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Collapse All - hide the text associated with all of the slides in a presentation.
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Expand All - display the text associated with all of the slides in a presentation that has been collapsed.
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Summary Slide - creates a new slide which includes the headings of the slides that are selected.
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Show Formatting - show or hide character formatting.
View Toolbar 


The view Toolbar is located above the status bar across the bottom of the window in the lower left corner. This Toolbar is new with PowerPoint and contains buttons that are used to change the way a slide presentation viewed. This Toolbar contains the following buttons: 
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Slide View - edit text and graphics on individual slides. A drawing Toolbar will replace the outlining Toolbar.
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Outline View - displays the presentation in outline form.
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Slide Sorter View - displays a thumbnail view of all the slides at once.
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Notes Page View - edit presentation notes on individual slides.
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Slide Show - runs the slides show.
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As with other Windows programs, the buttons are merely shortcuts to commonly used operations in an application, everything listed above is in the pull-down menu. If you forget what the purpose of a button is, position the mouse pointer over a button and a small yellow box will appear with the name of the button.
Viewing a Slide Show 


Once you have a presentation created in PowerPoint, you run the slide show by clicking on the [image: image60.png]


button in the View Toolbar. 

[image: image61.png]My Presentation

By Dave Krauss





The first slide of the show will be displayed. If the slide contains an object, such as a movie, click the left mouse button on the object to play it. To advance to the next slide, just click the left mouse button on the slide, away from an object. While the presentation is playing the mouse pointer will not be visible. If you move the mouse during a slide show, the control button will appear in the lower left corner of the screen: 
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Clicking on the control button or simply right-clicking anywhere on the slide will reveal the control menu: 
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The control menu allows you to move back and forth between slides, display Meeting Minder for taking notes: 
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Speaker Notes for displaying the notes to remind you of what you need to say: 
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or the Slide Meter to keep track of your pace: 
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There are also options for selecting a pointing device. The Pen is a handy tool for highlighting portions of the slide that you want your audience to focus on. 
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In the above example, we changed the color of the pen to red and can now use that to highlight a portion of the slide: 
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In the tasks for this lesson, we will look at the various tools available with Microsoft PowerPoint and create a slide show presentation. 

Handy Shortcuts 


Function
Shortcut Keys
Apply subscript formatting
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-equal.gif" \* MERGEFORMATINET [image: image71.png]



Apply superscript formatting
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-plus.gif" \* MERGEFORMATINET [image: image73.png]



Bold
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-b.gif" \* MERGEFORMATINET [image: image75.png]



Capitalize
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-f3.gif" \* MERGEFORMATINET [image: image77.png]



Copy
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-c.gif" \* MERGEFORMATINET [image: image79.png]



Delete a word
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-bksp.gif" \* MERGEFORMATINET [image: image81.png]



Demote a paragraph
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-shift.gif" \* MERGEFORMATINET [image: image83.png]




 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-arrowright.gif" \* MERGEFORMATINET [image: image84.png]



Find
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-f.gif" \* MERGEFORMATINET [image: image86.png]



Insert a hyperlink
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-k.gif" \* MERGEFORMATINET [image: image88.png]



Insert a new slide
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-m.gif" \* MERGEFORMATINET [image: image90.png]



Italicize
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-i.gif" \* MERGEFORMATINET [image: image92.png]



Make a duplicate of the current slide
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-d.gif" \* MERGEFORMATINET [image: image94.png]



Open
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-o.gif" \* MERGEFORMATINET [image: image96.png]



Open the Font dialog box
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-t.gif" \* MERGEFORMATINET [image: image98.png]



Paste
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-v.gif" \* MERGEFORMATINET [image: image100.png]



Print
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-p.gif" \* MERGEFORMATINET [image: image102.png]



Promote a paragraph
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-shift.gif" \* MERGEFORMATINET [image: image104.png]




 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-arrowleft.gif" \* MERGEFORMATINET [image: image105.png]



Repeat your last action
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or
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-y.gif" \* MERGEFORMATINET [image: image108.png]



Save the active document
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-s.gif" \* MERGEFORMATINET [image: image110.png]



Select all
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-a.gif" \* MERGEFORMATINET [image: image112.png]



Start a slide show
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Switch to the next pane (clockwise)
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Switch to the previous pane (counterclockwise)
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-f6.gif" \* MERGEFORMATINET [image: image116.png]



Undo your last action
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 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-z.gif" \* MERGEFORMATINET [image: image118.png]



View guides
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Self-Running Presentation 


There are two basic types of presentation that can be created in PowerPoint, a Web-based slide show and a kiosk. 

Web-Based Slide Shows 


A presentation can be specifically designed to be viewed from World Wide Web by publishing the completed presentation as a web page. Publishing a presentation simply means to place a copy of the presentation in HTML format on the Web. Presentations can be published as a complete presentation, a custom show, a single slide, or a range of slides. Since navigation in a presentation is important, a published presentation in HTML format will include a navigation bar that will assist the visitor in moving through the slides. Speaker notes are also visible to all viewers in a presentation published to the Web, so you can use that feature like a caption. 

Kiosk Slide Shows 


A kiosk is a stand-alone presentation that is commonly used at conferences and trade shows. Visitors to the kiosk can advance through the presentation at their leisure or the presentation can automatically display the slides, returning to the first slide once the entire presentation has been viewed. 
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An interactive presentation can often be more compelling for visitors to your kiosk than a presentation that simply runs through a set of timings.
To setup a kiosk: 

1. Select Set Up Show in the Slide Show menu. 

2. In the Set Up Show menu, select the Browsed at a kiosk (full screen) check box, then click the [image: image125.png]


button. 

3. Left-click on the Slide Show button in the lower left of the PowerPoint window to preview the presentation. 

Using Voice Narration 


Consider adding narration to a Web-based presentation or a kiosk. The computer that is used to create the presentation must be equipped with a sound card, microphone, and speakers. Narrations can be pre-recorded before you create the presentation, while the presentation is being created, or after the presentation is completed. 
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Since voice narration takes precedence, if you have other sounds set to play automatically, they will be overridden by the narration.
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