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Agenda – 10/20/06

1. Presentation Requirements
2. Exam
3. Review – presentation skills, anxiety, 

visual aids
4. Discussion – PPT: Good or Bad?
5. PowerPoint Tips
6. Individual Work

Presentation Requirments

1. Time: 3 – 5 minutes
2. Content: your choice
3. PowerPoint Requirements 

(Minimum 1 each)
a) Chart (bar, pie, org, relational)
b) Animation
c) Photograph 
d) Sound or Video Clip
e) Original Template

Presentation Requirments

4. Evaluation
5. Provide Presentation on Disk with your 

name and the presentation topic
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Exam

• 25 True/False Questions
• 5 short answers, selected from group of 7 

short answer questions
• Combination of Lecture, Readings, 

Discussions, Assignments
• Open Book, but time limited
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Peer Evaluation
Please rate your peer in the class on the following scale and provide written feedback on what 
went well or needs improvement.  5 = Excellent; 4 = Very Good; 3 = Good; 2 = Fair; 1 = Poor
Presentation & Delivery 5 4 3 2 1
Grabber, Flow, Organization, Conclusion, Loudness, Eye Contact, Reading, 
Postures, Gestures, Nervousness, Preparation

Comments:

Audio Visuals 5 4 3 2 1
Clarity of text, Copy length, Animation Usage, Charts, Color Usage, Template 

Comments:

Overall Presentation 5 4 3 2 1
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Speech Anxiety

Causes
• Lack of preparation
• Lack of experience
• Pessimism 
• Negative self-talk
• Unrealistic goals
• Misperceive audience

Speech Anxiety

Solutions
• Be prepared
• Gain experience
• Positive self-talk
• Don’t Procrastinate
• Visualize 
• Practice

Speech Anxiety

Solutions
• Control your breathing
• Drink water
• Stretch
• Watch food
• Test equipment
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PowerPoint – Good or Evil? Gettysburg PowerPoint

Compare and Contrast…

“Finally, there is Bush’s tongue-tied-in-public 
nature.  

He’s unsure of himself without a simple script.

It’s almost as if Microsoft had George W. Bush 
in mind when they invented Power Point.”
Source: “The Explainer and Un-explainer in Chief”, MSNBC, 
Howard Fineman, 3/1/06

PowerPoint Spoof Video

Agenda – 10/20/06

1. Presentation Requirements
2. Exam
3. Review – presentation skills, anxiety, 

visual aids
4. Discussion – PPT: Good or Bad?
5. PowerPoint Tips
6. Individual Work

Samples

• Doubletree Hotel Viral Marketing
• McGraw Hill Principles of Marketing
• Naperville Police Department
• Prophet Branding Seminar
• Sixty Marketing Tips
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PowerPoint – Simple or Hard?

Slide & 
Outline 
Tabs

Menu 
Bar

Drawing Tools

Task
Pane

Toolbars

PowerPoint 2003 Layout 

Notes
Pane

Title Bar

View
Buttons

PowerPoint 2003 Layout

Title
Master

Slide
Master View

- Master
- Slide
- Handout

PowerPoint 2003 Layout 

Slide
Layout

PowerPoint Tips – Templates (Ch 6)

• Templates
• Masters

Slide Master
Handout Master
Notes Master

• Formatting Masters
• Saving Templates

Slide
Design
Template

PowerPoint 2003 Layout 
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PowerPoint Tips – Color (Ch 7)

• Color Schemes
• Adding Colors
• Color Backgrounds

Slide Color Scheme

PowerPoint Tips – Shapes (Ch 8)

• Drawing
• Copying
• Changing Look
• Aligning
• Connecting
• 3 D

Drawing and Shapes

Drawing
Toolbar

Power Point Tips – Inserting (Ch 9)

• Change Slide Layout
• Insert Clip Art
• Change Size and Colors in Clip Art
• Tables
• Charts
• Graphs
• Diagrams

PowerPoint Figures
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PowerPoint Tips – Delivery (Ch 10)

• Animating Slide
• Slide Transitions
• Delivering Show

Custom Animation

Slide Transition
PowerPoint Tips – Multi-media 
(Ch 11)

• Inserting Sound
• Inserting Movies

According to Microsoft “Only *.wav (waveform audio data)
sound files can be embedded — all other media file types
are linked.”

VC - 10 20 30 Rule
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1. Presentation Requirements
2. Exam
3. Review – presentations, anxiety, visual 

aids
4. Discussion – PowerPoint Good or 

Bad?
5. PowerPoint Tips
6. Individual Work

Good Luck, Hope You Enjoyed Class!


