Preparing Slides and Presentations
· NEW COMMENTS IN BLUE

· Keep entries short by use of keywords and phases. Using sub-bullets allows you to add additional information below a bullet. It is easier to see the information that you need to talk about when slides are presented in this format. You can still have a lot of information in your slides and make them useful for reference purposes. 

· Normally try to avoid long sentences and paragraph-type entries as they force you to read your slide to the audience – as it is difficult to find the keywords and key phases since they are embedded in sentences and paragraphs. 

· Using complete sentences normally forces you to add a lot of unneeded words to your presentation slides. Often you can strike out about one-half of the words without loosing any information. When used, keep sentences short.
· Avoid crowding slides with a lot of information. It is hard for the audience to know where you are on the slide when the slides are crowded. 

· Also, avoid just listing a few keywords on slides if you expect them to be useful references after your lecture is over.

· ---------------------------------------------------------------------------------------------------
· Try to identify any references that are mentioned in the text/article that you will be present as quickly as possible. Then try to obtain a copy of these prior to your lecture, if possible. (See hints for locating reference papers at "Additional Resources" website.)

· Preparing a presentation is likely to take at several days (especially if you need to try to locate some references). It is not unusual to need a week to prepare for a lecture.

· Since your slides will become a source of information for the class, the presentation should be in a form that is readable by others. (I.e., just a list of topics you plan to discuss orally is not adequate.) Since you should put a lot of time into understanding the material and figuring out how to present it in an understandable way, your slides should make the material you cover easier to understand.

· There is a fine line between putting too much information on a slide and too little. Often it is desirable to have sufficient information on one slide so that it will all be available on the screen when you explain it. However, when slides become too crowded with words and bullets, the slides become cluttered and difficult for the audience to follow. Also, small print is difficult for the audience to read. As a result, you should try to avoid creating "crowded or cluttered slides".

· You can handle subscript/superscripts on PowerPoint by highlighting the item that you want to be a subscript/superscript, click on "format" at the top of the PowerPoint slide, then click on "font", and finally clicking on subscript or superscript.

· You can get many mathematical symbols when using PowerPoint by moving your cursor to where you want the symbol to go, clicking on "Insert" at the top of the slide, and then choosing "symbol" as your font choice. (Some other choices are occasionally useful, but this is the most useful.) Be sure to look at the entire list, as some gaps may occur in the middle of list.

· To create more complex formulas and equations in PowerPoint, you often have to use "Microsoft Equation". Go first to "Insert" at the top, then click on "Object". From this list, choose "Microsoft Equation". (Economically priced software is available to upgrade this software.)

