PowerPoint Made Easy(er)
November 2016
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Slide 5—Organization:

Once you have decided that the PowerPoint model is rightfor your objectives,audienceand venue, you should consider
the principles discussed in TOT 1 for the 4-Step Model of Effective Presentations for Small Group Learning Experiences.
[NOTE: this lecture was a pastTOT presentationthat | have now included on this Padlet with lecture notes for your perusal.]

Slide 6—Where to start?

So now you canjustsitdown and quickly writea PowerPoint lecture...right?
Probably not...there should be some madness to your method. You canfeel free to use whatever works well for you, but let
me at leastdiscussoneoption with you.
You could build your presentation the same way you might write a bestselling series of novels . [CLICK]
* Anecdote about how JK Rowling sketched out her characters and then started with the lastchapter of her last
book and then started writing the firstchapter of her firstbook after that.
The important pointis to keep your objectives in mind and build towards them in a continuous fashion.
I will putina plugfor any coursethat will help you with Visual Storytelling...we have one at UMass that is very well done
andthe speakeris Lisa Gussak, fromthe Family Medicine Department.
*  They will help you with constructingideas and moving forward towards your objectives.

Slide 7—Structure:

3

Let’s talkabout slidestructure.

Basic Rules: punctuation, spelling, etc. Use the spellcheckand make sure the details areinorder. Otherwise it makes your
presentation look likeitwas put together atthe lastminute.

Fonts:

1. Usea basic, NON-EXOTIC font. First, not every computer has the same fonts (varying OS’s and versions of
PowerPoint). For example, PCs and Macs differ on a lot of font choices, soyou need to be aware of this and either
choose a common one, or embed your particular fontinto the presentation soyou don’t run into problems.

2. Avoiditalics! Theyare HARD to READ, particularly fromthe back of the room.

3. COLOR counts and will affectin unanticipated ways. Green is tough to project. Yellow is also very difficult.
Remember that some of your audience may be color-blind!!

4. Font pairingsaremade for areason. There arefamilies thatwork well together (hence, why PowerPoint often
groups two together). When in doubt, go with what looks good.

Environment: Thinkabout where you will be presenting. Ifyou don’t know, ask!

1. Room size

2. Llightsaturation

3. Equipment

4. Remember, what looks good in planningstages on your computer will notnecessarily beseen by your audience.

Intypography, a sans-serif, sans serif, gothic, san serif or simply sans typeface is one that does not have the small
projecting features called "serifs" atthe end of strokes.

1. The term comes from the French word sans, meaning "without".

2. Sans-seriffonts tend to have less linewidth variation than serif fonts.

Slide 9—Structure Structure Structure 2:

Keep in mind that many prepared slidetemplates have embedded color schemes with font sizes and styles setinplace.
These may have only been chosen because they matched the corporation’s logoand/or colors.
When indoubt, use a plain background and chooseyour own styles as per the guidelines above. You can convert the slides
andset a Master Slidetemplate that can be saved and used in the future.

*  We will bediscussingMaster Slides ina few slides....

Slide 10—Simplify:

When thinkingaboutthe structureof your slides...Keep It Simple, Silly.
The message should not be your slides, butrather the content of your talk! Complicated fonts, colors, pictures and slide
transitions end up diluting the communicationinstead of enhancingit.

* Thereisagreat trend inshiftingthe emphasis onto havinga conversation with your learners.




* Researchsuggests that humans can process 6 items or less in ~200hundreths of a second, allowing them freedom
to then listento whatyou are saying.
*  More than that number, takes 1.5-2s to process. A difference of 800%.
*  This means ittakes them 800% more processing power to understand what is on the slide.
* Thelessonis....keep your slides BRIEF and uncluttered!

Slide 11—Mastering Your Slides:
e The Slide Master is a very powerful tool and should be used.
¢ [CLICK] In PowerPoint, use the “View” tab at the top andselect “Slide Master”.
*  When you areinthe Master Slide, you can edit any number of things, includingtextstyle, font sizes, colors,and
even spacing.
*  This will enableyouto not only have complete control, but also to streamlineand create uniformity throughout
your lectures.
* Plus,itavoids the frustratinglittleidiosyncrasies thatcreep up inany Microsoft product.
* |won’t gointo great detail here, but play with this feature a littleand | am confident you will seehow incredibly easythis
makes things.

Slide 12— Importing Slides:
Later on, you may wonder how | was ableto import other slides into this presentation and keep the formatting, but it’s a pretty easy
thing to do.
* Basically,open both presentations and pick the slideyou would liketo bringin.
1. Copyit.
2. Pasteitinto your presentation. Don’t worryif itautomatically changes toyour current style.
3. Go back to the “donor” presentation and find the formatting “paintbrush” [CLICK] on the tool bar. Make surethe
“donor” slideis still highlighted and then click the paintbrush.
4. Go to the presentation where you imported the slide. Double-clickonthe slide(onthe sidebar to the left).
5. The formatting changes.
* Sometimes itmight be best to create another new slide after the one you are about to re-format. Otherwise the new
formatting will continuethroughout the remainder of your slides.

Slide 14—Afterthe Lecture:

*  Your talkdoes not end when you stop talking. The questions at the end of your lecture arevery importantbecause you are
engaging your audience.

e Assuch,you need to prepare for, and allotappropriatetime for questions and answers. This way, you can have slides to
assistwith the anticipated questions.

*  You canbecome facileenough with PowerPoint to be ableto utilizethe programming to immediately go and find the
pertinent slideand bringitback up whileyou answer the question, to add emphasis to your speaking point and help the
audienceunderstand.

e Cover the briefamount of time needed to do this by repeating the question for the whole audienceto hear (which should
be done anyway, for reasons of clarity).

*  Example: “On the slidewith fonts, what did you mean by sans serifagain?”

. “You canrightclick (ifusinga PC) or go to the slideiconinthe lower left corner (ifusinga Mac or PC) and
clickonitbringingupa menu. Move the mouse over ‘Go to Slide’and itshould give you the numbers and
titles of each slide. Now it’s up to you to pickthe correctone, but you should know your slides well
enough to do so smoothlyand quickly.”

Slide 15—Designing the Epilogue:
* Hereisa6-pointsystem developed by Dr. Falconefrom the University of Pittsburgh to effectively answer questions atthe
end of a presentation and reinforce the educational experienceat the same time.

Slide 17—Problems...
* Let's lookat some examples of challenging presentations.
*  Remember to lookatthem criticallyandapply whatwe have already learned.

Slide 18—Injuries by Body Site:
*  Whatdo you think aboutthis?
* Sadly, thisis one of my earlyslides.



* Every time | putitup | felt the need to apologize,sinceitwas difficulttoread.

*  Whatlshould have done was printitout on a page and handit to my audience ifitwas truly important. | could
then mention it and have them lookat the table on their page.

* Orlcouldhaverecreated the importantlines ina chartandreference the original article.

Slides 19-20—(a confusing mess of images and arrows)
*  However, ifutilizedina slowbuild,addingimages as you discuss them with your audience, this can be a great example of
dual channel learning with audio and visual workingintandem.

. Dual-channel is a cognitive theory of multimedia learning based on three mainassumptions:
. 1) there are two separatechannels (auditoryand visual) for processinginformation;
[usually ~80% visual and 10% auditory]
. 2) there is limited channel capacity;
. and 3) that learningis anactive process of filtering, selecting, organizing,and integratinginformation.

Slide 21—Apple:
*  How about this presentation?
e Steve Jobs was particularlyadeptatgivinglarge presentations.
* Histeam was noted to saythataremarkable45-50 minute presentation likely had about30 orso slides and 90
HOURS of preparation behindit.
*  Take home: tell a story!

Slide 29—Technology:
Let’s get to the technology!
e This canbe very useful as we deal with learners who areincreasingly adeptand enmeshed inthe technological age.
e Beware thatitcanalsodistractawayfrom your message ifyou useitinappropriately or to extremes.
* Think of itlikeyou would with PowerPoint...is itnecessaryand does it enhance what | am tryingto teach?
«  Weé'll discusssomeaudience participation, cloud participation/utilization/storageand (everyone’s favorite) how to embed
videos into your talk.

Slide 30— Error Messages:
* Be prepared.
e Adapt & overcome.
e Expect thatthere will bean error, either clerical or technological. Be ready with sparecopies of handouts or slides. Take
your slides on a USB drive but also storethem on a CD-ROM, smartphone or cloud drive.
*  NEVER expect them to have the correct adapters (especiallyifyouarea Macuser). For afew dollars,investinyour own
wires and carry them with you.
* Example 1l: Dr. Wellman has a small “tackle box” with different adapters, wires,and power cords for his MacBook.
* Example 2:1 have my own mini projector, wires and connectors for my phone/iPad as well as MacBook.

Slide 31—Know Your Tools!
e The firsttechnology we should discussis PowerPointitself.
*  Start with the basics and go from there.
* Useyour local medical libraryand ITdepartments! Many have experts and may even hold classes.
*  PowerPointis fairly powerful and should be utilized beyond the “Template Wizard” and basic animations.
*  Presenter view allows you to utilizethe notes and speakto the audience, rather than putting too much text on the
slideitself.
*  Forolderversions (i.e., 2007 and earlier), this feature is only enabled when there are multiple monitors or
a projector.
*  For PowerPoint 2010/11 or newer, clickon “SlideShow” tab and choose “Presenter View”.
*  When you start, introduce yourselfwith a Black or White screen.
*  Whileinslideshow,justtype “B” or “W”.
*  PowerPoint comes with its own pen...just hit“P” and use the mouse to underlineor have a virtual laser pointer.
*  However, it's probably best to leave the laser pointer at home and not use the pen.
* The pen isalsoavailableinslideshow, in the bottom left corner near the slideselector.

Slide 32—Cloudsharing:
*  Sohow canwe jointhe 215tcentury and also avoidkilling trees by printing out so many handouts?



* Onlinehandouts andslidenotes for your audience, of course! You've probablyseen these atlarge conferences, but you
cando this for your rotating students and residents as well.
* Barrierscaninclude:setting itup; the problem of where to store your files without getting charged anarmorleg
for data storage; and not to mention makingsure your learners canaccess the informationreadily and easily.
e |havea several solutions for data storage:

*  4Shared
*  Wikispaces
* Padlet

Slide 33— 2D Barcoding:

* Remember thatother barrierto usingonlinesharing? Itwas gainingaccesstoyour cloudsharefiles.

* 2D barcodingallowsyouto placeascanner code on the screen and allowyour learners toimmediately “grab” your slides

stored on the “cloud”.

* These codes areactuallyuniqueidentifiers thatcanstorea largeamount of information,including encoded URL (uniform

resourcelocator). Essentially, they canallowthe learner to quickly access the place where you stored your data.

* To do this,yourlearner audiencewill need access toa “QR Reader” or scanner...luckily, they all haveone in their pocket.
Location for 2d barcode on this page:
http://www.ncbi.nlm.nih.gov/pubmed/?term=barcoding+allows+immediate+downloading+of+powerpoint+presentations+by+smart
phones %5BTitle%5D

Slide 34—Padlet.com:
e Padletand other cloud-based programs likeitareideal for regular small group teachingor even largelectures.
*  You canutilizethe boardto have learners postanswers to questions, present ideas and thoughts to the group, and even
leave articles abouttopics.
*  You areableto generate a 3D bar code linkto your Padletthat you could embed into your presentation.
The QR code is a hotlink to my Padlet:
e https://padlet.com/pjsell/PowerPoint

Hidden Slide—Audience Participation:
* Audience response systems are not new technology.
e |tis well-documented that, in certain circumstances, can engage learners and also allow the speaker to judge knowledge
base in an anonymous fashion.
* Audience members enjoy the lectures more and speakers can immediately assess the understanding of concepts
just taught.
* Learners like the protection of anonymity (reduces fear of “being wrong”) and Speakers can more accurately judge
understanding, rather relying on the vocal minority.
e There is a growing amount of literature:
*  Studies of Radiology residents have shown that there was anincrease in information retention at 3-months
compared to standard didactics.
*  Residents were also found to have increased in training exam scores when lectures were delivered with the
technology.
*  Unfortunately, it can be expensive, has a steep learning curve (for instructors) and has been labeled as “clunky”.

Hidden Slide— PollEverywhere.com:
e PollEverywhere technology (and others) allow for this same effect without utilizing expensive equipment.
*  Essentially, you can accomplish the same thing with the audience using their smartphones in place of the handheld
polling “clickers”.
*  Can be designed for multiple choice, true/false, and open-ended questions.
*  Online service is free for small group polls with varying increases in fees depending on number of poll participants.

Hidden Slide— TodaysMeet.com:
*  Another tool you can utilize is Today’s Meet.
* This allows you to harness the back chatter.... otherwise known as everything thatis happening in the lecture hall that is not
generated by the speaker.
*  You can post questions or discussion points to your learners before the lecture or have them post questions during the
lecture, so youcan answer them at the end.
*  Likely more useful for small groups, yet powerful enough to be utilized in large group settings.


http://www.ncbi.nlm.nih.gov/pubmed/?term=barcoding+allows+immediate+downloading+of+powerpoint+presentations+by+smartphones%5BTitle%5D
http://www.ncbi.nlm.nih.gov/pubmed/?term=barcoding+allows+immediate+downloading+of+powerpoint+presentations+by+smartphones%5BTitle%5D
https://padlet.com/pjsell/PowerPoint

*  For example: may be useful to generate questions in real-time at large conferences where several speakers will
lecture back-to-back with a question and answer panel at the end.
e Limits comments to 140 characters (like Twitter used to be!).

Slide 35— Embedding Video:

*  You candirectly embed your videos into your presentation, which will avoid the confusion or concern of when you arriveto
lecture and the video doesn’t work. As many of you realize, you have to travel with both your lecture and your video to
make certainitwill work. However, even ifthe video was present on the desktop, butin a new location, itwould not
work...meaning you hadto reorganizeyour presentation immediately prior to givingit.

e | often gotaround this situation by always taking my presentation and video inthe same folder. Travelingwith the folder
on my USB meant they were always inthesame proximity as when | linked them

*  Now, you canavoidall thatbydirectly savingthe video into PowerPoint...that way, it will always work.

*  KeepVid (www.keepvidformac.net) = for Mac users and for those using PowerPoint2010 and beyond.

*  MP4 Converter for Mac (www.youtubeinMP4.com) = For Mac users.

*  Freemake Video Downloader (www.freemake.com) = For PC users using PowerPointpriorto 2010.

Slide 36—Remote Control:
e There are alsoprograms thatwill help get you out from behind the computer andin front of your audience.
* | haveseveral that work, but there are many others.

a. Forinstance, |l canrun my MacBook from my iPad usinga programcalled “SlideshowRemote” from the developer
called LogicInMind.

i. Thisprogramis free and works fairly well. However, the paid application has morefeatures and better
tech support.

ii. The nice thingwith this softwareis thatlcansee BOTH my slides and lecturenotes on my iPad whilel
walkaroundthe room. Itis pretty cool, especiallyifyouhate standinginfront of a podium likel do.

b. IcanalsorunPowerPointslides frommy iPad usingthe SlideShark application from developer BrainShark, Inc.

i. Witha special VGA adapter,| canhook my iPad up to a projector and run the presentation through it.

ii. Icanalsodownloadthe Mobile Mouse appto my iPhone/iPadanduseitas aremote control for my
computer. Unfortunately, it’s no longer free, and anindividual subscriptionis $8/month for one user and
alimitof 1GB of data stored on their server.

iii. Unfortunately, SlideShark will no longer be available on the Apple AppStore after Dec 2018.

c. MyPoint PowerPoint remote is a handyfeature and ties directly in with your smartphone. You download the app
onto both devices and your phone becomes your remote control. You caneven see your notes ifyou arrangeit
the right way.

d. Mobile Mouse software allows you to turn your smartphoneinto anactual mouse, to run your laptop where the
presentation is running. This will allowyou to click on hyperlinks and other things in your presentation, or even to
exit the presentation and show a video! (Slide Remote cannot do either of those).

e As acaveat, many of these technologies areexcellentintheory, but there are a lot of varia bles and ways foritto go wrong.

*  Typically,theconnection between devices is either Bluetooth or Wireless internet. So, you would need to make
sure the set-up is working smoothly before you try itin front of a liveaudience.

*  Know your environment!

Slide 37—Creating Teachingvideos:
e Sothere is alsothispushtowards creating snippets of teachingthat can be viewed whenever the learner has time.
*  Given the advent of ever-increasing hours restrictions and limitations of our medical learner’s availability, this may be a
viable “flip the classroom” option for you to get some of the more didactic typeteaching accomplished to leave the face-to-
face time for discussion.

Slide 38—Posting Your Video:
* These are some examples of sites (mostly free) to postyour videos.
e Often, your Medical School or Hospital Library will beableto accommodate teachingvideos ina secure-access siteon their
intranet for your learners. Talkto your IT/IS staffand find out whatis availableto you.



