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FAQ for Corporate PowerPoints

Why do group PowerPoints use a template?

The reason for having a template for group events, like the SuperConference, is to provide a consistent, professional-looking format so that even though the presentations are created by many different people, they all appear to come from the same group. Keeping colors, font, and text size consistent all help in this effort. 
How much information can I put in one slide? I want to include a lot of information in my PowerPoint so my audience can print it out and have it to refer to later.
PowerPoints are best used to summarize the main points of a talk rather than to flood the screen with text. Common advice says to:

· Above all - keep it simple.
· Cut paragraphs down to sentences, sentences to phrases, and phrases to keywords. 

If you want to give you audience access to detailed information, include a Word document as an additional session resource. Then, your PowerPoint can be limited to the main points only. For SuperConference, you don’t have to include all information into the PowerPoint in order to make it accessible. A variety of document types can be linked to the session name on the superconference.info Web page for downloading. 
How can I make a slide look less crowded?

One obvious way to make text appear less dense is to spread it out over several slides, or break up text into more text boxes within the same slide. Either remedy looks better because white space is added between blocks of text. Too much text looks claustrophobic – well placed white space lets the text “breathe.” If one slide is spread out into several and you want to indicate they are connected, place “Cont.” in parentheses and in a small point size at the end of the slide heading.
Adjusting space between lines can also improve crowding. Go to Format/Line Spacing to modify space between lines (called leading) to a fine degree, or just change the font size of the paragraph mark in-between the lines.
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How do I know what settings to use?
For the sake of consistency, the proper font sizes, type, color, etc. are all incorporated into the master slide of the template. So, when you begin typing into the text boxes within each slide, your format will automatically reflect what is in this master slide. Only if you delete the slide’s text box and create a new one, do you lose the correct settings. If you need a new text box, copy one from another slide. 


A PowerPoint that does not follow the template when it is presented with many others, such as at a users’ conference, stands out as not belonging to the group, and appears to have come from a different company. 
What are the little things that can make a big difference?

· Screen shots – Graphics can be a big plus for your presentation, but remember they do affect the size of the file.  The most important thing to note when using screen shots is audience visibility. Consider whether a person in the back of the room can make sense of the image.
· Correct product names – Sometimes we are lax with product names in day-to-day use. So double-check names in your presentation. Examples of errors include using Workflows instead of WorkFlows and Single Source instead of SingleSource. Imagine how it looks to others when we don’t refer to the names of our own products correctly and consistently. When in doubt, check.
· Parallelism – When listing bullets, keep the text parallel. Try to start each bullet with the same part of speech, such as all verbs, all nouns etc. 

· Headings and titles – 

· Heading wrapping: If your heading for a slide wraps before extending the full width of the screen, the text box may be too narrow. Just click on the text box and make it wider.





· Capitalization: Resist the common tendency to over-capitalize. Use capitals only when they are required. The following describes the SirsiDynix style for titles and headings.
• The title for a PowerPoint (that appears on the title page) always has title caps (that is, capitals for every word except articles and prepositions).
•   Headings that appear at the top of each slide have only the first word capitalized, except for words regularly capitalized. 

· SirsiDynix style choices - Matters of style refer to situations were text can be treated in one of several ways and still be correct. Usually a company makes a choice, and everyone abides by that choice. These are some of the common areas applied inconsistently, so note what the established SirsiDynix style is and try to abide by it:
· Use an initial cap for Web and Internet
· Do not hyphenate email

· Include a comma before the last item in a series: yellow, white, red, green, and blue

· Use only one space after a period rather than two

It would be just as correct if we all were to spell Web with a lower case letter or put two spaces after a period. The idea is just to be consistent. We are many people representing one company.
What areas require my close attention in bullet use?
· Punctuation - No commas are needed at the end of the bullet − nor is the word “and” used before the final bullet. If you are copying and pasting a comma-separated series from a paragraph formatted with bullets, be sure to delete this unnecessary punctuation. Periods can be used at the end of bullets that make complete sentences, as long as they are used consistently.

· Sub-bullets -  From a first level bullet, press Enter to go down to the next line and then press Tab. The top level bullet will then change into the next lower level according to the master slide. Follow this same procedure for the third level bullets. 

· Limiting length – The rule of “chunking” limits lists to seven items, because readers find it hard to comprehend a longer list. But ideally, a bullet list for a slide should include no more than 3-6 bullets due to size limitations. 

· Numbers - If a list is sequenced, use numbers instead of bullets.

How does bullet use affect wording?
· Common words - Put any words common to all bullets in the introduction rather than repeating them in each bullet.

· First word: As a rule, don’t begin a bullet with articles such as the and a, but do use an initial cap.

How can I cut words without losing meaning? 
Writing concisely is always important, but it’s crucial in PowerPoints when an audience wants to grasp your point quickly, rather than plow through wordy slides. Although wordy text is easier and quicker to create, take time to cut out extraneous wording. Compare the longer and shorter versions in the boxes below. No doubt the edited message will be even clearer.

Here are a few easy ways to make your PowerPoint text more concise:
· Drop the verbs and articles in bulleted text wherever possible to make text easier to scan. Bullets are a condensed form of writing, so go ahead and condense!
· Also drop “there” and “that” when possible.
· Avoid these highlighted phrases altogether. Note how the shortened sentences in italics following each example still convey the same meaning.
· The check was in the amount of fifty dollars. / The check was for fifty dollars.

· The invitation was in the form of a letter. / The invitation was in letter form.

· The fact that the beta tester was overseas made no difference. / The beta tester’s overseas location made no difference.

· The city of Chicago will host the conference. / Chicago will host the conference.
· The training is set for the month of July. / The training is set for July.
· The problem of security is a growing concern. / Security is a growing concern.
· The holdings increase in size each year. / The holdings increase each year.
· The process of finding the solution is frustrating. / Finding the solution is frustrating.
· This particular consortium includes all the libraries in the state. / This consortium includes all the libraries in the state.
· Replace poor phrases with one word 

Take a look at the two paragraphs below. You’ll notice the second paragraph conveys the same meaning as the first one, but does it with fewer words. In paragraph 2, several phrases that simply clutter up the text have been replaced with a single word that carries the same meaning. 
Paragraph 1: 47 words:
As a general rule, we conduct an investigation at this time, together with the library, to give consideration to the contractual agreement and to perform an analysis. However, in the absence of the director, we will hold off taking action until the time when he returns. 

Paragraph 2: 24 words: 

Generally we investigate with the library now to consider and analyze the contract. However, we must postpone any action until the director returns.   
What is the best way to show emphasis?

When you want to emphasize text, just be careful not to overdo it. Too much emphasis is hard to read and ends up detracting instead of emphasizing. For varying amounts of emphasis, try bolding small amounts of text only, using italics, or additional white space etc. What stands out best for you?

	Not a good choice. Too much bold is hard to read.

	I want to really make this section stand out so that readers will be sure to notice. If they don’t read anything else, I want them to take note of this sentence. The problem is to determine what devices will best catch the readers’ attention. What stands out for you in this paragraph? 


	More effective choice is just applying bold to key words.

	I want to really make this section stand out so that readers will be sure to notice. If they don’t read anything else, I want them to take note of this sentence. The problem is to determine what devices will best catch the readers’ attention. What stands out for you in this paragraph?



	Another good option is giving the key message extra white space.
	I want to really make this section stand out so that readers will notice.

If they don’t read anything else, I want them to read this sentence. 

The problem is to determine what devices will best catch the readers’ attention. What stands out for you in this paragraph?

	Effective to a point. 

A little italics helps emphasize, but too much, like bold, makes text hard to read.
	I want to really make this section stand out so that readers will be sure to notice. If they don’t read anything else, I want them to take note of this sentence. The problem is to determine what devices will best catch the readers’ attention. What stands out for you in this paragraph?




Example 2 - Recommended 





• Public library


• Highest number of holdings





Examples:


Capitals in PPT title: Client Care Center’s Expanded Services 





Capitals in a slide heading: Client Care Center’s expanded services
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Parallel





● Keep your presentation simple


● Double check product names


● Follow template fonts and sizes


● Avoid simply reading the text on the screen


  when presenting








Example 2 - Not recommended





• a public library


• the highest number of holdings





· Point 1


- sub point 1


- sub point 1


· Point 2


- sub point 2


· Point 3


- sub point 1


- sub point 1


· Point 4











· Point 1


- sub point 1


- sub point 1





· Point 2


- sub point 2


		    








· Point 3             (cont.)


- sub point 1


- sub point 1








· Point 4











  First Alternative:


 Slide 1 is too crowded. 


After dividing it into slide 1-a and 1-b, it’s much easier to view


.





Slide 1





Slide 1-a





Slide 1-b





Example 1 – Recommended





Always perform these checks before sending in your PowerPoint:


• Spell check as a final action


• View once in show mode


• Check for consistency of headings 








Example 1 – Not recommended





Perform these checks before sending in your PowerPoint:


• Always spell check as a final action


• Always view once in show mode


• Always check for consistency of headings 





Not parallel





● Your presentation should be simple


● Double check product names


● No changing of template fonts and sizes 


● It’s better not to just read the screen when presenting



































· Point 1








- sub point 1


- sub point 1


- sub point 1


- sub point 1








- sub point 1








- sub point 1


- sub point 1


- sub point 1


- sub point 1





- sub point 1


- sub point 1


- sub point 1


- sub point 1








- sub point 1








· Point 1


- sub point 1


- sub point 1


- sub point 1


- sub point 1


- sub point 1


- sub point 1


- sub point 1


     - sub point 1





- sub point 1


- sub point 1


- sub point 1


- sub point 1








Second alternative:


View 1 is crowded. 


View 2 divides text into three text boxes. 


View 3 with text box lines hidden. 


View 4 shows even more improvement with more space between lines.





· Point 1








View 1 - looks crowded





View 3 – text box lines hidden





View 2 – text is divided into more boxes











View 4 – increased leading








- sub point 1


- sub point 1


- sub point 1


- sub point 1





- sub point 1


- sub point 1


- sub point 1


- sub point 1








- sub point 1














Headings should extend the full width of the slide before wrapping








Headings should extend the full width of the slide before wrapping








Headings should extend the full width of the slide before wrapping











Changing phrases to a single word: Check this list of alternatives to wordy phrases. Your audience will appreciate your concise text.





Replace			Use


a large segment of		many


as a general rule		generally


at this time			now


at all times			always


close proximity			close


conduct an examination	examine


continues on			continues


contractual agreement		contract


current status			status


final outcome			outcome


give consideration to		consider


in order to			to


in the absence of		without


in the neighborhood		about


in the vicinity of		near


majority of the time		usually


on a continuing basis		continually


over the long term		ultimately


perform an analysis of		analyze


place emphasis on		emphasize


take action			act


until the time when		until


with the exception of		except











Verbs and articles included (wordier)


Customers in the red sector prefer the hands-free model. 


Customers in the blue sector favor the original model.





Improved without verbs and articles 


Red sector customers = hands-free model


Blue sector customers = original model





· Point 1








“There” and “that” used unnecessarily


(a) There are only three books overdue. 


(b) This is the module that he showed me.  





Improved without “there” and “that” 


(a) Only three books are overdue.


(B) This is the module he showed me.








Templates will insert heading settings in the heading text box and body copy settings the body text box.
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