Introduction to Microsoft PowerPoint XE "PowerPoint"  (XP) XE "Introduction to Microsoft PowerPoint (XP)" 
Creating a Presentation XE "Creating a Presentation" 
· Design Templates – show the different templates

· New Slides – make new slide and enter text

· Evaluating a Presentation – tips for a good presentation

· Keep message focused

· Keep the design simple, easy to read, and appropriate for the content

· Choose attractive colour that make the slide easy to read

· Keep your text concise

· Choose fonts and styles that are easy to read and emphasize important text (No more than 2 fonts, no smaller than size 18, usually 28-44)

Presentation Checklist XE "Presentation Checklist" 
· Always rehearse your presentation

· Is PowerPoint XE "PowerPoint"  or PowerPoint viewer installed on the computer?

· Is your Presentation file on the hard drive of the computer?  Put a shortcut on the desktop.  Do you have a backup copy of your presentation on a floppy?

· Is the projection device working correctly?  Can the slides be seen from the back of the room?

· Do you know how to control room lighting so the audience can see both your slides and their notes?  You may want to designate someone to control the lights if the controls are not close to you.

· Will the computer be situated so your can advance and annotate the slides yourself?  If not, designate someone to advance them for you.

PowerPoint XE "PowerPoint"  Shortcuts XE "Tips and Shortcuts" 
Copy – Ctrl + C

Paste – Ctrl + V

Cut – Ctrl + X

Undo – Ctrl + Z

New Slide – Ctrl + M

Select a sentence – Triple click sentence

To make a straight line – hold down Shift as you draw the line
In Presentation View:

Turn screen black – B

Turn screen white – W

Pen Tool – Ctrl + P

Turn Pen off – Ctrl + A
Exit Presentation view – Esc

