Guidelines for PowerPoint Slides


· Each slide should include a 

1. Title

2. Notes (not sentences or paragraphs) about info for that slide

3. Pictures that help illustrate that info effectively; don’t overcrowd your slide with pictures.

4. Try using blank slides instead of one of the templates that has bulleted points and places for pictures.  (This makes it easier to animate the pieces of information individually.)  All you need to do is draw a text box for each title and each separate piece of information.

· Make sure the background for all of your slides is either an Applied Design (Format/Apply design) or the same color scheme with similar fill effects.
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· If you want to make the background really effective, use color(s) related to that person or a picture that would relate to that person.  (If you use a picture for the background, please make sure it is faded enough that it doesn’t interfere with the audience being able to read information on the slide.) 

· Make sure each piece of information taken word for word from a source has quotation marks around it and the web address from which the info was taken.  If you don’t do this, it is plagiarism and will drop you a letter grade for each piece of info not cited correctly. This applies to information on the slide or in the notes.
· Make sure each piece of information, especially numbers (populations, dates, etc.) have web addresses from which the info was taken. If you don’t do this, it is plagiarism and will drop you a letter grade for each piece of info not cited correctly.
· If all information on a slide came from the same website, please list the web address in the bottom right-hand corner of the slide. If you don’t do this, it is plagiarism and will drop you a letter grade for each piece of info not cited correctly.
· Make sure to “group” the web address for each piece of info or picture so that it comes in with that piece of info or picture.  (See directions for how to do that with a picture on the back of this page.)

· Make sure not to distort any pictures you paste to your slides.  

· Make sure each picture has the web address from where the picture was copied.  

· After you paste the picture on the slide. . . 
· Copy the web address from the page of the source of that picture and then paste that address into the text box below the picture.

{Please make sure you have the entire web address so that when I copy and paste that address into the address box in Internet Explorer, it will open the page from where you copied the picture.}

· While holding down the shift key, click on the picture and then the textbox of the web address.

· While the cursor is crossed arrows, right mouse click and choose Grouping.

· Click on Group so that when you animate the picture, the web address appears or comes in at the same time as the picture.


· If you want to make the animation really effective, make each piece of information dim to a faded color as a new piece of information comes up on that slide.

· After you right mouse click and choose custom animation, select an Entry animation.

· On After animation, select a color for you info to fade to, preferably something close to your background color.  (Please use the same color for all fading.)  This will cause your info to fade to the background so that the next piece of info you bring up will be more of the focus for your audience.

· Type your notes for your presentation on the Notes section of each slide [View/Notes Page].  

· When you are ready to print your notes, go to File/ Print.  Near the bottom left hand corner of the print window, click on the drop down arrow beside Print What and click on Notes Pages. 
· Do not handwrite your notes.

· Do not copy and paste information to the slides.  That will be plagiarism. 

