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POWCV_ Training Session

Basic technical skills

Jess Hill: Digital Skills Advisor
Library and Learning Resources Team
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Your Digital Skills Advisor

Jessica Hill &) E-mail: digitalskills@uwtsd.ac.uk
)|8|ta| Skl”S AdVisor o] Website: digitalskills.uwtsd.ac.uk
MH

Book us: bit.ly/UWTSD-DSA-Booking-form

.hill@uwtsd.ac.uk
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Session Plan

Design Content Delivery

J J J




Aims

= To learn how to add effects to
your PowerPoint slides

= To effectively use slide master
and manage the various views

" Toinclude images into the slides

own Author is licensed un

= To record your presentation
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https://researchleap.com/aims-and-scope-ijom/
https://creativecommons.org/licenses/by/3.0/

What can you do with PowerPoint?

e Enter and edit text

* Alter the appearance of information
and images

* Organize and arrange information

* Incorporate information from other

sources i
| =

S
lide 2 of 6 English (United States)

* P re Se nt i n fo r m at i O n i n m a ny Wa ys sTl;lis Ph;tolby Unknown Author is licensed under CC BY S —

Collaborate with others on a presentation
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https://slidehunter.com/powerpoint-templates/balance-scale-money-bags-template-powerpoint/
https://creativecommons.org/licenses/by/3.0/

Choose a template to start

Microsoft PowerPoint training session A « Saved Jessica Hill @ & 2 e a %

New

Get Add-ins -
Theme2 purple
Blank Presentation Minimalist presentation Colourful abstract pitch deck Floral LinkedIn banners. Abstract Linkedin banners
Info
S Office  Custom
Save as Adobe
PDF N )
Search for online templates and themes el
Print Suggested searches:  Presentations  Themes  Education  Charts  Diagrams  Business  Infographics
Share
Share 2s Adobe QuickStarter . : ™A
o S )
PDF link 2. comoo
é - 'ﬁ e J
1) | _aas
Start an outline Angle lines design Frosted design Architecture pitch deck Dividend design Galaxy presentation Business plan presentation
PRESENTATION -/
T
Annual Review Presentation title presentation title
A ® [ b,
i /'S
A L YN
Geometric annual present... Universal presentation Shoji design Tech presentation Organic design Verdant pitch deck Geometric Colour Block
P
NS
‘Scientific findings present... Minimalist sales pitch Bohemian design Training presentation Leaf design Gradient rise design
Account

Feedback

rsatsin Pitch deck
Options : )

Conference
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Examining the PowerPoint window

Quick access toolbar

Ribbon

AutoSave ") v Presentation1 - PowerPoint ,O Search (Alt+Q) Jessica Hill  JH = S
File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help VEVOX Acrobat = @ Record & Share
X + '__| Layoutv = = = 5= 1= LJ, DT & /OFind
I—\:_\E'E @L_‘O\@ AR B 7;:[] ’__GLD %r (ébReIacev [E @ @
Paste B New Reuse =Reset I U S a5 AV. Ag V2 A ====49 Shapes Arrange BhEy Create and Share | Dictate | Designer
v Slide v Slides [ Section v - ’ : - - - = = v v Q@ I Select v Adobe PDF v
Clipboard N Slides Font Paragraph Drawing Editing Adobe Acrobat Voice Designer
1
= Click icon to add picture
% Prifysgol Cymru
Y Drindod Dewi Sant a
' University of Wales BOOKS&BEYOND
Trinity Saint David >
2
B
. .

: Click to add title

Click to add subtitle

Status bar
Notes pane

@WWW-uwfsd-acuk/Iibrary FIO@ cuwrsoic P tibraryeuwtsdacuk

oo
oo

15 ¥ - ——h—t 5%

f)’( Accessibility: Investigate é Notes

Slide 1of4 [}  English (United Kingdom)

@UWTSDIib
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<+—— Slide pane

}A library@uwtsd.ac.uk



Comparing Presentation Views

Normal View- edit slide content

Slide Sorter View — Rearrange slides and
add slide effects
@Id9- 0=

" NOtes Page View - Type nOteS to Self Slide Master Home Insert Transitions Animations Review View

== : = C - T — |___i
. . . -jJ _[_|| [ | [ |5-'ff = | D Ruter R |;-_-.’F_ ..Cc:h:ur‘
= Slide show view — Present slides = B B BB (&N B B g RO
Gridlines e — E Grayscale
Mormal 5lide Motes Reading || &lide |Handout Motes B Guid Zoom  Fitto ;BI N
° ° g g Sorter Page  View | |Master| Master Master | | Uides Window ack and White
| —
Readlng VIeW VIeW presentatlon On a Presentation Views Master Views Show " Zoom Colorfiarayscale

computer screen

= You can change views using the view tab
on the Ribbon
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Slide Master View

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Help VEVOX Acrobat Shape Format
= = [ L =] [ Ruler é = .Color _|_ Eﬁkrrangeﬁkll = =
| B2 e BN Q O |ESE | g B 2|
ridlines
Mormal| Outline Slide Motes Reading Slide Handout Motes _ Motes foom Fitto . New 3 ooo0e Switch Macros
View Sorter Page View Master [Master Master | [ Guides Window :BlackandWhite Window 5 Move Split  Windows ~
Presentation Views Master Views Show I Zoom ColorfGrayscale Window Macros

Add logos or content to each slide with the slide master view

DEMO
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Adding a new slide

= |tis easy to add a new slide to your presentation — navigate to the home
tab

» Aslide layout contains text and object placeholders that are arranged in a specific
way on the slide

Autosave (@ or) 5 o s resentation] - PowerPoint £ search

Home Insert Draw Design  Transitions  Animations  SlideShow  Record  Review View Help VEVOX  Acrobat [=][e

(]
- =] > & |8 A
i - Par: = aph | Drawing | Editing | Create PDF  Create PDF and | Dictate Add-ins | [Designer| |  PPT- i
£ A A A and Share link Share via Outlook v DESIGN | In
Font Adobe Acrobat \Voice Sensitivity Add-ins PPT-DESIGN

[ tayout ~
= e
New  Reuse

Slide v slides 5] section v

Title Slide 1_Title Slide 2_Title Slide 3_Title Slide ‘ Title blank Slide

’7_ ﬁ —
Team slide Contents slide Text and picture Text and text
ﬁ I—— — e ] subtitle
son Title and Content  Title and pictur Section Header Title Only
—
Blank Contact Social media Empty slide Title and Text

4_Title Slide

& Duplicate Selected Slides

[l slides from Outline...

@ Reuse Slides
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Images - Insert tab

= There are several ways you can insert images and change the appearance of them

AutoSave m E[:.-F_-u'l '?' @ ~ Mic
File Home Insert Draw Design Transitions
yi== : 1 w | P
4 ’ . %
0 | g, & Oy
Mew Reuse Table Pictures|Screenshot  Photo Shapes lco
Shide ~ 5Slides = = = Album ~ =
Slides Tables

Insert Picture From

+ I c: e

= Hen

-« gl Stock Images...

- ~Hedre
= | “hew
L}

== & Online Pictures..,

= e e g s ey e nrwr Fa b
= e Dl
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How to make your
slides interesting
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Animations

Animations — You can choose entrance, emphasis, exit

This is usually best used for bullet-points and images

Home Insert Draw Design Transiticms\ Animations

Slide Show Record Review View Help Acrobat
\ / .lll.
i
w | K X @ ) SR § SR U « GRS | G-
Maone Appear Fade Fly In Float In Split Wipe Shape Wheel

[} Start: |With Previous |~

As with the t ition tab | h h @Duratinn: 00.50
S WI e transition tab, you Can alsO CNO0se V

when and for how long an animation occurs. @

0 @UWTSDIib

@ Delay: 03.00 :

Timing

@ www.uwtsd.ac.uk/library

Random Bars  Grow & Turn

Shape Format

x %

foom

Reorder Animation
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Transitions

This will help you seamlessly transition between slides.(here is a
demonstration of a few) \

File Home Insert Draw Design Transitions Animations Slide 5

L] | =] @M@EEE

Mane Marph Push Wipe Split Reveal Cut Random Bars Shape Uncaover Cover Flash Fall Ower Drape Curtains
Sound - You can also add in sound effects such as i) Sound: [Mo Sound] |+ Advance Slide
applause, camera shutter, wind and more.

@ () Duration: 01.00  ~ | On Mouse Click
Duration — how long the transition lasts —
ISy Appl After | 00:00.00 ~

Advanced options — You can tell the transition when to
go to the next page and how. Timing
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Good vs bad presentation slides

(Dwork ogethe@g_gﬂn

tech

Lgyious aspects
dptien of new

rre+ated and often

t ad\’/ance\ments in

L

Presentation
Ideas

@ www.uwtsd.ac.uk/library

0 @UWTSDIib

-

BE ON TIME

4 ®

How to make a
Good First Impressmn

(] [ ] X/Z,
¥ Y

DRESS TO IMPRESS BE PREPARED .

Do your research

.

CONSIDER NON-VERBAL
COMMUNICATION .
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Slide show

= You can record slide show in the slide show tab. You will need to click on ‘play from beginning.’

Home Insert Draw  Design Transitions Animatio Slide Show Review View Shape Format () Tell me
| P> | |DE| | | v 5T I v Kee i v imi i
o p Slides Updated Use Timings Always Use Subtitles
T i i 7 ld LG
Play from  Play from  Presenter Custom SetUp  Hide Rehearse | | v/ Play Narrations v/ Show Media Controls 4! Subtitle Settings v
Start Current Slide  View Show Slide Show Slide Timings [Slide Show
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Designer Feature

0 &

Designer — Can help you auto

&

. . Szew Background | | o
generate a professional slide
Customize 2 Bsigner A
ﬁ Designer .

Design themes — PowerPoint has a standard set of
design themes that you can use to make your
presentations professional.

File Home Insert Draw Design Transi tions Animations Slide Show Record Review View Help Acrobat

Double tap
| title

e S .
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Add notes

You can print off your notes under file
print settings, next to full page slides
select the drop-down arrow, under print
layout, select Notes Pages. Click Print.
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Presenting Tips

Planning

Planning is a critical part of creating a presentation

Planning includes:

Determine and outline the message you want to convey

Deciding on additional materials needed — you may want a script for
example something that you can refer to that will prompt you

Identify the audience and the delivery location

Keep it professional not distracting

Rehearse your presentation — utilize some of the tools in the slide show
tab in PowerPoint

Dress to impress — wear a smart outfit make sure you feel good about
yourselves and that will give you the confidence to do well
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More tips

Get the right balance between images and text. Images reinforce your
content.

A suggestion would be to use 18pts for the content and around 32pts to
44 pts for the headings but use a size that you are comfortable with.
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Recording your
PowerPoint
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Rehearse with Coach

Find it within slideshow Analyse your presentation
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Rehearse Coach

*
Your Rehearsal Report (Preview) Rehearse Again
() Rehearse for more than one minute for Coach to better understand y nd give recommendations.
Summary Pace How was your experience? 37 3% 37 3% % ~
150
Good job rehearsing! Keep up the hard ’
work.
137 pitch
0'1 2 1 show words/min fast 5 e
. Good pitch variation increases
total time spent slides rehearsed Your pace is just right! Keep it up! liveliness in your speech and keeps
the audience engaged.
. Your average pace over time
Fillers o Learn More
words/min
To sound more pelished and confident, try 200
to avoid using filler words. Pause or take a
breath to relax. Some filler words to avoid 150 Originality
are:
100 You avoided reading slide text aloud.
umm That's good for keeping the audience
w0 engaged with your message.
Learn More
| Learn More
0:02 004 006 0:08
Repetitive Language Learn More
NEW ¥

.° Nice work! Your variety of

@ www.uwtsd.ac.uk/library 0 @UWTSDIib M library@uwtsd.ac.uk




Prepare To Record - 1

- . II @ Auosawe G B2 D+ () T = PowerPoint SamplePresentation.p... » Saving... £ search - o x
You Wl need ‘ File Home Insert Draw Design  Transi tions  Animations  Slide Show M Review VWiew Help Acrobat ‘_@ Record ‘ ‘_ﬁ Presen it in Teams | ‘E|
B e W% b 0B g b
0 o o . Cam From From Screen  Audio Saveas Export Learn
[ ] A Powe r PO | nt p re S e n tat | O n O p e n | n t h e PowerPO| nt - Beginning Current Slide Recording Shaw ta \fpiden Mare
Preview = Camera Record Edit Export Help v
desktop application on a computer. B

LLYFRAUaRHAGOR
BOOKSABEVOND

= The online version PowerPoint does not have the : —
features described in this guide.

This is a presentation used to Presentation Title

demonstrate PowerPoint.

* A microphone, such as:

Sample Presentation

* awebcam microphone.
* headset/earbuds with a microphone.
* the microphone built into your laptop.

‘9 www.uwtsd.acuk/library o SUATEOM library@uwtsd.ac.uk

“-w

Introduction Notes Here
Side 1075 [} English (United Kingdom] 1% Accessibility: Investigate = hotes E &8 F - 7%
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Prepare To Record - 2

-
ﬂ. AutoSave ['f_"g "5) 3 -'—'_ ) @ = PowerPoint_SamplePresentat ving... ~ P search

File Ho Draw Design  Transitions  Animations  Slide Show  Record Review View Help  Acrobat |_@ Record | |_i_j
. . . g: QDE D! Fd (53 Eﬁ [ [2
m T d f he f lide: 5 &= ® ©® @+ f© 0| % - ?
O Sta rt recor |ng rom t e |rSt S I e * Cameo From From Screen  Audio Save as Export Learn
Beginning Current Slide Recording Show  to Video Mare
Preview | Camera Record Edit Export Help

1. Select the Record Menu. :

2. Click on From Beginning.

= This will launch your presentation and open the

recording window.

This is a presentation used to Presentation

demonstrate PowerPoint. .
Sample Presentation

.
1 i i
.

End of Presentation

‘? www.uwisd.acuk/library 0 :

Introduction Notes Here
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Prepare To Record - 3

00:00/00:00

A timer for your presentation
Record Button

Camera & Microphone On/Off buttons
Turn the camera off to record voice-only.

Forward & back buttons Presentation Title

This is a presentation used to

demonstrate PowerPoint. .
Sample Presentation

View options:
» Teleprompter and Presenter views will show
any notes you have added.

* Presenter view will also show a small preview
of the next slide.

@ www.uwtsd.ac.uk/library 0 @UWTSDIib

. . . oz AU O00HERERECOE
* Slide view shows the current slide at

full-screen size.
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Record Your Presentation

00:04/00:15 (:) (O]

Click the Record button to start recording

2. After a short on-screen countdown, your
recording will start. The timer will begin
counting, and a red recording indicator will

Slide 1

appear by the timer. This is the first slide.

3. You can pause recording any time to check
notes, etc. using the pause button.

4. Use the slide controls or your arrow keys to
move through slides while recording your
presentation.

5. The recording will stop when you reach the B wwonmestacuniivrary s | Je—
end, or you can click the Record button again wazas [ /¢#¢ AU0ONNREEE0E
to stop recording at any time.
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Check Your Recording

= When the recording has finished: Sl S

1. You can play the recording of each slide to
check it.

If you want to try again, you can select Retake
Video.

End of Presentation

Thank You

oz BUO0ONERERECE
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Upload to Turnitin

Note: Do not click on “Export”.

Exporting video creates an mp4 file,
which Moodle will not accept.

Your recordings are saved inside the
PowerPoint presentation file. You will
submit the PowerPoint file to Moodle.
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Sources of information

https://slidemodel.com/23-powerpoint-presentation-tips-creating-engaging-interactive-presentations/

Presenting with cameo - Microsoft Support

Create a presentation in PowerPoint - Microsoft Support

Lesson: Make a Presentation on a Topic- Applied Digital Skills

How to make good PowerPoint Presentation (2022) | SlideLizard®

Aims & objectives - Study Skills | Designing your presentation
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Thank you for listening

Jessica Hill

i.hill@uwtsd.ac.uk
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Please provide some
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