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Potent PowerPoint Presentations
Thanks for coming to the Potent PowerPoint Presentations workshop. As part of this workshop, you’ll learn how to utilise PowerPoint to create stunning, highly professional presentations. Whilst the information you learn during the night will be useful, please keep in mind the following suggestions to really help you optimise your presentation skills.

General Tips
· Remember to create a consistent ‘uniform’ look for your slides
· Format the background for all slides
· Use the same slide transitions for all slides
· Don’t overuse animation, it can make or break a presentation
· Stick to one or two animations per slide
· Use fast or very fast option so that the viewer doesn’t get bored
· Use animation to highlight important information, try the “emphasise” option for animating important text or images.
· Try to keep your slides brief yet informative: don’t cram too much information onto a single slide.
· Use off topic slides (perhaps humorous) to provide a brief distraction to the reader and keep their attention.
Presentation Tips

· Don’t use the automatic timer feature unless you are absolutely sure about the length of time you spend on each slide. Often, the running time of a presentation will differ every time you present it.

· Presentations can also be useful as circular advertisements; PowerPoint can often be seen in shop windows and on information screens in sports centres.
Multimedia Tips

· Make good use of the Slide Layout presets that PowerPoint gives you, there are suitable options for almost all types of slide.

· Remember that moving audio and movie clips around within your computer’s file system will break any presentations that have them embedded, if you have to move resources, check your presentations are still working.

· Clicking on a slide with a playing sound or video clip will stop either playing immediately and advance the slide.
· Be careful when including content off the internet, lots of multimedia items are free to copy and use in presentations these days, but don’t just assume. If you’re not sure, email the proprietor.
Image Tips
· You can copy and paste any image in your clipboard into PowerPoint.

· Stretching any image too much will cause it to pixilate, try to choose larger images to start with to avoid pixilation all together.

· Linking to an image in a directory uses less disk space than copying and pasting an image directly into your presentation.
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For more information, http://www.funkymonkeysoftware.com/potentpowerpoint/ 


