PowerPoint Tips

1) Always back-up your project. Make two copies of your presentation.

2) For safety, test your presentation on a different computer.

3) Begin and end your presentation with a Black slide unless your last content slide is to remain on screen through your conclusion. However, your last slide must nevertheless be black.

4) You will need a minimum of 4 content slides with specific information about your topic. Thus 4 content +2 black slides minimum.

5) Maximize effects speed. Know your presentation.

6) Spell check & proof read.

7) Do not incorporate sound.

8) Save as PowerPoint Presentations (.ppt)

9) Do not strike the mouse – click lightly.

10) Your instructor will help with setup on the presentation laptop.
11) Your speech will begin with your black slide on screen. Indicate on 


your outline or notes when to advance your slides.

14)
Avoid speaking to the screen. Speak to the audience.

15)

Choose key points in your outline that can successfully be 



highlighted by PowerPoint.

16)

Any disk which activates an antivirus program will be disqualified 



and you will present your speech without PowerPoint and lose those 



points.

17) Be prepared to give your speech without your PowerPoint 


presentation.
