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This worksheet is to help you prepare and deliver your presentation.  You do not have to hand in this worksheet.


Exercise 1 – I can use MS PowerPoint

This is individual exercise to help you with preparing a presentation.

1. Pick a topic and plan what you want to say in your presentation. Any topic will do but you can use your assignment topic.
2. Create a new presentation and pick your favourite theme.
3. Select ‘view’ and pick slide master.
4. On the Master slide insert the date/time and slide number on the bottom of every slide 
5. Close the slide master view and create your title slide with the title of your presentation and the name of the company the presentation is for as a sub-heading
6. Insert a new slide after the title slide with the title of “agenda” and add the list of topics about which you are going to talk.
7. Change to the slide master view and supress the date/time and slide number on the first slide.
8. Return to slide view and insert your first content slide with a title of ‘Background’ then bring up a browser window with a company’s web site (e.g. www.ibm.co.nz) and insert a screen shot the entire window into your presentation.
9. Insert a second content slide with three or four points that you want to talk about.
10. Insert a third content slide with some level one and level two headings.  Make sure you know how to promote and demote the lines.
11. View the slide master again and change the bullet style for the level one and level two text, enable the slide footer and add your name so that it appears on every slide.

12. Return to your presentation and make sure the new bullet style is applied and your name is displayed.  Each slide except the title slide should now have the date/time, your name and the slide number at the bottom of every slide.

13. Add a smart art graphic to your presentation and complete its text. Similar to the one below




14. Use the ‘screen clipping’ option to draw a rectangle around the sun image opposite and insert it into your presentation.
[image: Description: Screen Clipping]





Exercise 2 – Alternatives to MS PowerPoint

Have a look at this website
https://www.powtoon.com/blog/10-best-powerpoint-alternatives/

Read some reviews and think whether MS PowerPoint is best for you.



Exercise 3 Evaluating a presentation
This exercise is best done with a partner so you can talk and discuss points.

Watch this presentation.

http://www.youtube.com/watch?v=YivQYeI0vys&feature=related

Evaluate it against these points
1. Introduction. 
a. Did the presenter state his name clearly and could you read his name?
b. Did he state what his topic was?

2. Presentation of the topic. 
a. What was the speaker’s non-verbal communication like?
b. Did he use gestures to help with the speech?
c. What was his appearance like?

3. The presenter’s language was clear and easy to understand. 
a. Was the presenter easy to understand?
b. Did he talk at a good speed?
c. What was the volume like?
d. How about his tone?
e. Comment on whether the presenter read the slides for you.

4. Audiovisual material. 
a. Were the slides easy to follow?
b. Were the diagrams readable?
c. Was the font and style appropriate?
d. Were there any spelling or grammar mistakes?
e. What was the background?
f. What transitions were used?
g. What other features of PowerPoint were used?
h. Were any of the slides too cluttered?

5. The presentation followed a logical progression or development of ideas. 
a. How did the presenter develop his ideas?
b. Was there a good progression from the wide topic to specific topics?
c. Do you have any other comments?

6. The presenter seemed knowledgeable about the topic. 
a. Did the presenter know what he was talking about? 
b. What indications were there that the presenter was knowledgeable about the topic?


Exercise 4 Your presentation

It is now your chance to stand up at the front and give a short presentation.  You can use the material you developed in exercise 1. This worksheet is not marked but gives you a good opportunity become more confident, if you are nervous.
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