	LESSON PLAN for POWERPOINT TO SYDNEY - 2.5 Hours
Integrating with Office
	Notes

	Purpose of this document

This document is NOT a user guide.  It has been designed to assist the trainer when delivering the above course.  The plan incorporates brain‑based challenges along with a logical flow in which the topics are covered.  Course files are referenced and issued to the associate as “memories from their trip” (floppy disk containing data files).  


	

	Contacts
Gina Calleo

-
Masterfoods Project Manager




(Office: 908-850-2385  Cell: 908-720-1742)


	

	Training Preparation

Ensure the following data files are loaded on all the laptops:

Handouts: PPT25,PPT32,PPT33,PPT36
Data Files

· Blue Planet Airlines Bus Plan_To Complete.ppt

· Going Places in 2004.ppt

· Staff Profit Sharing Scheme.doc

· Destination Countries.doc

· Ticket Sales.xls
· Projected Revenue.xls

Trainer Files

· PPT to Sydney Delivery Presentation.ppt

· Tips.ppt

· Blue Planet Airlines Bus Plan_Finished Onscreen.ppt
· Blue Planet Airlines Bus Plan_Finished_To Complete
· Blue Planet Airlines Bus Plan_In order of creation.ppt
· Going Places in 2004.ppt

· Staff Profit Sharing Scheme.doc

· Destination Countries.doc

· Ticket Sales.xls

· Projected Revenue.xls
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	1. Place boarding card on the associate’s desk

2. Ensure flight information sheets are available

3. Place Safety Cards on the desk with In-flight inserts

4. Have Flight Boarding and Flight Departed posters available

5. Open PPT Flight to Sydney Delivery Presentation.ppt on the Tutor's pc

	

	Checking in
Chilled Classic music playing and details of boarding either on a poster or screen.

	

	Flight Take-off and Flying time

Check-in 15 minutes before take-off.  Please ensure you arrive with time to check-in and bring your e-ticket with you.  You will be asked to board 5 minutes before the flight takes-off.  Light refreshments will be served an hour and a half into the flight.


	

	Boarding/Introduction

PPT to Sydney Delivery Presentation.ppt
Trainer to use the Delivery Presentation to cover the following:

· Trainer introduction: name, experience of the product.
· Safety Briefing: emergency exits, toilets, mobiles, smoking, etc 
· Boarding cards: in-flight reading (can collate/collect at the first break)
· Associate introductions: name, your department, your experience of the product, something about yourselves (true/false) and one word to describe how you feel.
· Associate’s objectives defined: get each Associate to write at least two individual objectives (destinations) on a sticky note and put on flipchart page entitled ‘Destinations’.  (At the end of the course, associates will remove these).
· In Flight Entertainment, including:
· Destinations Board: place each sticky note on flipchart page entitled ‘Destinations’.  At the end of the course, associates will remove these.
· Koosh Balls: use as a stimulus throughout the session to get the left and right hemispheres of the brain working together.  Hand out Koosh balls telling associates you will be taking them back at the end of the session.
· Treasure Hunt – to be used as a fun way of exploring the product and used as the prize qualifier.

· Paper Jets – at an appropriate interval or at the end of the session, all associates to ‘fly’ their paper jets to see whose lands the furthest.


	

	PPT to Sydney Delivery Presentation to be used to introduce the Flight Path (course contents)
Objectives

During this flight, we will focus on:
· Inserting a Word Table
· Working with Organisational Charts

· Linking to other MS applications – Word, Excel, PPT

· Importing data from Excel

· Linking to Excel using Paste Link

· Creating Charts in PowerPoint

· Embedding existing Excel Charts in PowerPoint

· Animating Charts
· Hyperlinks

· Action Buttons

· Slide Transitions

· Running the Presentation

· Design and Presenting tips

TAKE OFF!


	


	Introduction
	

	1. Open Blue Planet Airlines Bus Plan_Finished Onscreen.ppt on the Tutor’s machine and run it as a slide show
2. Tutor to have open the and refer to as required, Blue Planet Airlines Bus Plan_In Order of Creation.ppt – this presentation shows the order of the creation of slides as detailed in the lesson plan
3. Explain to the group that this is a large presentation and that we will be replicating it today.  We will work from a partially completed presentation comprising 4 slides and to this we will add new slides and elements to make up a final presentation

	

	Opening the existing presentation
	

	1. Get associates to open Blue Planet Airlines Bus Plan_To Complete.ppt; the presentation comprises 4 slides

2. Explain that to this presentation, we will add a Word table, Excel charts, an Organisational chart, copy in slides from another ppt, learn to animate charts and add in hyperlinks, action buttons and transitions

3. Move to Slide 1 and complete the ‘Presented by … ‘ label with your name

4. Save the Presentation as My Blue Planet Airlines Bus Plan 2004.ppt; save the file to the desktop

	

	Adding a new slide
	

	1. Move to the last slide in the ppt – ‘Using the New Technology’
2. Add a new slide – Ctrl+M – this invokes the New Slide dialogue box which appears whenever you begin a new presentation or whenever a new slide is inserted into the presentation
3. As seen on previous flights, there are a number of Slide Layouts from which to choose; these include:

· Title Only

· ClipArt & Text/Text & ClipArt
· Word Tables
· Organisational Charts

· Excel data/Charts

Choosing the correct Slide Layout with its own pre-set placeholders enables you to complete the content more quickly and prevents you having to set things up yourself
4. Insert a slide based on the Title Only layout
Changing Slide Layouts

Mention that iff you have chosen the incorrect layout for a slide, you can easily change this using the Slide Layout feature.  Right-click on an area outside the placeholder of the slide and choose Slide Layout.


	

	Linking MS Office (Word, Excel, PPT) with PowerPoint
	

	There are a number of ways of incorporating external data into PowerPoint.  We can embed or import information from other Microsoft applications.
Copying Text from Microsoft Word
1. On the newly inserted slide, enter the title ‘Staff Profit Sharing Scheme’
2. Via MS Word, open Staff Profit Sharing Scheme.doc
3. Select and Copy all the text – Ctrl+A/Ctrl+C
4. Back in PowerPoint, use the Text Tool to draw a text box, ensuring you define the width thereof by dragging; this will ensure the text wraps appropriately
5. Place the cursor into the text box and paste the text into the text box – Ctrl+V
6. Format(Slide Layout(Reapply - by using this function, you are re-applying the master setting to that slide, (i.e. it restores the defaults for that slide as taken from the master)

7. Add an appropriate piece of ClipArt from the ClipArt gallery using the ClipArt icon on the Standard toolbar; use the final ppt as a guide
Copying a List from Microsoft Word
1. Insert a new slide based on the ClipArt & Text layout
2. Enter the title ‘Destination Countries’
3. Via MS Word, open Destination Countries.doc
4. Select and Copy all the text – Ctrl+A/Ctrl+C
5. Paste the text into the bulleted list ensuring that you have clicked into the bulleted list first
6. Format(Slide Layout(Reapply - by using this function, you are re-applying the master setting to that slide, (i.e. it restores the defaults for that slide as taken from the master)

7. Using the ClipArt placeholder, add an appropriate piece of ClipArt from the ClipArt gallery; use the final ppt as a guide

	

	Inserting a Word Table
	

	Data can be inserted in a Word Table within PowerPoint.

Table 1

1. Insert a new slide based on the Table (Word) slide layout

2. Enter the Title ‘Major Competitors’
3. Double-click on the Table icon and create a 4 x 4 table
4. Explain that we will enter the text first and then format the table

5. Enter the text as per the slide in the final presentation
6. Ensure the Table & Borders toolbar is displayed
7. Centre all text vertically in the cell and ensure text is centre aligned
8. Change the headings to 26 points
9. Change the rest of the text to 24 points

10. Apply a fill effect, as per slide in the final ppt to the row of headings – choose the blue ‘background’ colour as the fill from the colour scheme palette (the one on the extreme left) and choose the fourth option from the Horizontal shading style
Table 2
1. Insert a new slide based on the Table (Word) slide layout

2. Enter the Title ‘Existing Staff & Salaries’
3. Double-click on the Table icon and create a 4 x 2 table

4. Explain that we will enter the text first and then format the Table
5. Enter the text as per the slide in the final presentation

6. Ensure the Table & Borders toolbar is displayed

7. Left align the text in the 1st column and right align text in the 2nd column to line up the decimal; centre text vertically in the cell
8. Apply a lilac background fill to the Table

	

	Working with Organisational Charts
	

	Organisation Chart
1. Insert a new slide based on the Organization Chart slide layout

2. Enter the Title ‘The Team’
3. Double-click the placeholder – the Microsoft Organization Chart program initiates
4. Explain how Org Charts are created
5. Create the slide as per the slide in the final ppt
6. Re-size the chart using the re-sizing handles


	

	Importing data from Excel
	

	Copy/Paste

Data can be copied and pasted into PowerPoint from Excel.  The pasted data will be treated as a Word Table.
1. Insert a new slide based on the Title Only slide layout

2. Enter the Title ‘Ticket Sales’
3. Open, via Excel, the file Ticket Sales.xls
4. Copy the range A1:D12
5. Go to the inserted slide in PowerPoint and choose Edit(Paste
6. The contents are pasted in as a Word Table and you should treat it as such
7. Delete the table so that just the heading is left on the slide
Copy/Paste Special
Data can also be copied and pasted into PowerPoint from Excel using Copy/Paste Special.  The pasted data will be treated as a Microsoft Excel Worksheet.

1. Using the same slide and leaving the title as is - ‘Ticket Sales’, open, via Excel, the file Ticket Sales.xls
2. Copy the range A1:D12

3. Go to the inserted slide in PowerPoint and choose Edit(Paste Special
4. Choose Microsoft Excel Worksheet Object
5. The contents are pasted as an Excel Object
6. Re-size the Excel object with the re-sizing handles and move it into position
7. Double-clicking the object opens up Excel within PowerPoint for you to amend the data if you require, e.g. open the Excel object by double-clicking it
8. Highlight A1:D12

9. Change the colour of the font to light blue or green
10. Turn the text back to black (automatic)and take off the bold

11. Take away the borders for the entire object by adding fill colours

12. For the data for each month, choose a different fill colour
13. Left align the words Oct, Nov and Dec and change their colour as desired
14. Make 2003 bold

15. Change the wording Blue Planet Ticket Sales to ‘Destination Countries’ and change the font size to 12 points
16. Notice that if the object is double-clicked, you are now in Excel mode – all the toolbars show Excel features, not PowerPoint features

17. Make the changes to the object as per slide in the final ppt

	

	Importing data from Excel using Paste Link
	

	Copy and Paste Link data from Excel
When bringing data over from Excel, we can Data set up links between the source and destination files so that if content in the source file changes, it will change in the destination file as well.  In this example, we will copy data from an Excel file and link it when pasting it into PowerPoint.  The pasted data will be treated as a Microsoft Excel Worksheet but will link back to the source file.
1. Insert a new slide based on the Title Only slide layout

2. Enter the Title ‘Projected Ticket Sales’
3. Open, via Excel, the file Ticket Sales.xls
4. Copy the range A16:D27
5. Go to the inserted slide and choose Edit(Paste Special(Paste Link(Microsoft Excel Worksheet Object
6. Re-size the Excel object with the re-sizing handles and move it into position
7. Check this … Double-clicking the object takes you to Excel where the source file is displayed
8. Amend the object/data as you require – e.g. take away the borders for the entire object by adding a light fill colour for the background
9. Note:  All amendments to the file have to be done in Excel, not in PowerPoint because you are changing the file at its source
10. Go back to Ticket Sales.xls and change one of the figures under the Projected Ticket Sales Range - B18:D27.  Ensure you hit Return once you have changed a figure in Excel.  If this is not done, it will not update in the linked file.

In addition, once the table of data has been imported, you can simply double-click on it and it will take you back to the source file in Excel – the Excel file does not have to be open, just stored in the same folder as the presentation.
11. Go back to Blue Planet Airlines Bus Plan_To Complete.ppt again and note the change - try this a couple of times
12. Note:  Any amending of the range in Excel will affect the destination (PPT) file, e.g. taking off the border, changing the fill colour, enlarging fonts, etc.

Note:

· The Presentation will look to the linked file each time you open the Presentation therefore always ensure they are stored in the same folder

· If you are required to send your presentation (by e-mail for example) you must ensure the associated linked files are also stored with the presentation
· If a presentation cannot find a linked file, the following error message will display:
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	Creating Charts in PowerPoint
	

	Import Excel Data into PowerPoint to create a Chart
1. Insert a new slide based on the Chart slide layout

2. Enter the title ‘Ticket Sales Charted’
3. Double click to add the chart

Note: Once you do this, you will notice the appearance of the Excel Charting Toolbar within PowerPoint
4. Click the Import File button on the toolbar and select the file Ticket Sales.xls
5. Specify the following details:
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     and click OK
6. Transpose the details ‘by column’
Allow associates to flick through ‘by row’ and then ‘by column’ in order to see the difference.  ‘By column’ shows the countries on the x-axis; ‘By Row’ shows the months on the x-axis.

Note:  In order to change any detail of the chart, you have to be inside the actual chart.  Ensure you are in the chart by double-clicking on it.     To change a particular area of the chart, right-click on it, e.g. click the countries as they appear on the x-axis to change their properties.

7. Ensuring your data is transposed ‘by column’, format the x-axis data so that all countries appear along the axis   (tip - you will need to rotate the text)

- Right-click on e.g. Germany
- Select the Font tab; change size to 16 points and take off bold
- On the Alignment tab, rotate the text using the red diamond bottom to top option – 90 degrees
8. Reposition the legend by moving the months Oct, Nov and Dec to the top of the chart.

- Right-click on the legend
- Choose Format/Placement – select ‘Top’

- Change the font to 16 points

9. Format the y-axis labels

- Right click on y-axis labels

- Change font to point size 16 and take off bold

10. Stretch the chart from both the left hand and right hand sides as well as from the top and bottom so that all countries show/it is spread out.

REMEMBER - there is no link established between this data and the original file!

Later on, we will animate this chart to make it more interesting.


	

	Embedding existing charts
	

	You can incorporate charts that already exist e.g. in Excel into a presentation.  We will create a chart in Excel and bring it into PowerPoint where we can amend it.
1. Insert a new slide based on the Title Only slide layout

2. Enter the Title ‘Projected Revenue’
3. Open, via Excel, the file Projected Revenue.xls
4. Highlight the range A2:C5
5. Click the Chart Wizard button on the toolbar to invoke Step 1 of the Chart Wizard
6. From Chart Type, select Bar Chart and from Chart Sub-Type, select Clustered Bar – 1st one in the list; Show the Press and Hold to View Sample button; click Next
7. On Step2 of the Chart Wizard, click Next

8. On Step 3 of the Chart Wizard, click Next
9. On Step 4 of the Chart Wizard, choose As object in Sheet 1 – the default; click Finish
10. The Chart appears on the Sheet within Excel
11. Ensure the Chart toolbar is displayed

12. Any formatting that you want to do should be done at this point, e.g.
· On the Chart Area, right click and choose Format Chart Area
· Select the Patterns tab

· From the Area section, choose a colour as a background fill (light purple is a good colour)
· Select the Plot Area and delete it
· On the Category Axis (Year), change the font size to 12 and bold
· Repeat for the Value Axis

13. Click over the border of the Chart Area to ensure the entire Chart is selected and copy it – Ctrl+C
14. Go to the inserted slide in PowerPoint and choose Edit(Paste Special(Microsoft Excel Chart Object and click OK
15. Re-size the Excel Chart with the re-sizing handles and move it into position; stretch it from the left and right
16. Double-click on the Chart Object.  Notice a) the Chart opens in Excel, within PowerPoint; b) the Chart toolbar appears and c) the Chart Menu appears in PowerPoint
17. Once in PowerPoint, you can still edit the chart

18. Right click on the Value (X) Axis and choose Format Axis
19. Choose the Scale tab
20. Change the Major Unit to 20 and the Minor Unit to 4
21. Right click over the Legend and change the Font to 14 and bold
22. Change the font colour on both axes to deep purple and size 14
23. Click outside the object to come out of chart mode

24. We will animate this chart later if there is time

	

	Animating Charts
	

	Just as you can animate text, graphics, sounds, movies and other objects on your slides so you can animate charts to add interest to your presentation.

Excel Chart 1

Go to Slide 12 - ‘Ticket Sales’ by double-clicking on it from Slide Sorter view  (This is Slide 10 in the final ppt as there are 2 Summary Slides that have not yet been created by associates)
To highlight and focus on January’s figures first, followed by February and then March’s figures, do the following:

· Click the Chart on the slide

· Choose Custom Animation

· Click the Chart Effects tab

· Choose ‘by Series’ in the Introduce chart elements drop down box

· Choose ‘Wipe & Up’ as an Entry animation (do not select a sound effect)

· Explain the Animate grid and legend checkbox

Excel Chart 2

Go to Slide 13 - ‘Projected Revenue’ by double-clicking on it from Slide Sorter view  (This is Slide 16 in the final ppt as there are 2 Summary Slides that have not yet been created by associates)
· This object is not seen as a Chart, but rather as an object
· Notice therefore that the chart Effects tab is greyed out
· Animate the object using the Zoom In effect
Show that in Slide Sorter view, you can see the slides that have had Animation applied.


	

	Copying slides from another presentation
	

	Importing/Copying a Slide(s) from another Presentation

It is possible to insert one or more slides from other PowerPoint presentations into the current presentation.

From Slide View
1. Go to the last slide in your Presentation - Slide 13 (Slide 15 in the final ppt)
2. Switch to Slide view
3. Choose Insert(Slides from Files(
4. Browse for the file Going Places in 2004.ppt (should be in the PPT003 Data folder)

5. Take note of the design template of the ppt and then choose Open
6. Display the slides as a list as opposed to slide miniatures – you can use the Ctrl / Shift keys to select the slides you want from the presentation and then use the Insert button or
7. Choose Insert All – x 3 slides - Mission Statement, Going Places in 2004 & In Flight Entertainment

Note:  Even though the original presentation had a different design template, when imported, the slides take on the look and feel of the current design template.

OR, show associates that they can insert slides ….
From Slide Sorter view
1. Switch to Slide Sorter view
2. Go to the last slide in your Presentation - Slide 13
3. Choose Insert(Slides from Files(
4. Browse for the file Going Places in 2004.ppt (should be in the PPT003 Data folder)

5. Take note of the design template of the ppt and then choose Open
6. Display the slides as a list as opposed to miniatures – you can use the Ctrl / Shift keys to select the slides you want from the presentation and then use the Insert button or
7. Choose Insert All – x 3 slides - Mission Statement, Going Places in 2004 & In Flight Entertainment

	

	Slide Sorter view – copy, delete, re-order/move 
	

	1. Recap Slide Sorter view to show:

· All slides appear as ‘thumbnails’ to give you an overall picture of your presentation

· Explain the Zoom button – largest zoom percentage being 100

· Double-clicking a slide in this view takes you back to Slide view

· Click and Drag on a chosen slide to move it to a different position

· Hold down Shift to select continuous slides before moving them

· Hold down Ctrl to select random slides before moving them

· Show the numbers that appear at the bottom of each slide

· To copy a slide, Ctrl+Drag the slide away; a copy of the slide should appear

· To delete, select the slide(s) and hit delete on the keyboard

· Explain that if animation and transition were on the slides, you would see symbols representing these in slide sorter view

2. Get associates to move the slides into the order as they appear on the final ppt


	

	Summary Slide(s), Hyperlinks and Action Buttons
	

	Before adding any Hyperlinks or Action buttons, create a Summary Slide(s) for the presentation.

Before doing this, you should ensure your slides are in the right order.
Summary/Agenda Slide

You can use the Summary Slide feature to create an Agenda slide.
· Go to Slide Sorter view

· Explain that now that we have added many more slides to the presentation, we will automatically generate summary (agenda) slides so we do not have to create them manually.  The Summary Slides feature will allow us to do this.
To create a Summary Slide(s):

· In Slide Sorter view, press Ctrl+A to select all the slides
· De-select slide 1 by pressing Ctrl and clicking with the mouse
· To select multiple slides one by one, hold down CTRL and click the slides required.

NOTE: The Slide Summary button will not be active if one or more slides in the presentation do not have proper titles; where this happens, right-click on the slide concerned, choose Slide Layout and select the Title Only slide.  Type in the required Heading.

· On the Slide Sorter toolbar, click Summary Slide.  A new slide(s), with bulleted titles from the selected slides, appears in front of the first selected slide.

Adding Hyperlinks

A hyperlink is ‘attached to/placed on’ a piece of text so that when you click on that text, it will take you to a desired location; that desired location can either be a file or a website.

Using Slides 2 & 3, create Hyperlinks to the following slides:

1. Mission Statement

2. This will be a Busy Year

3. Using the New Technology
4. Projected Revenue

Do the following
· On the Summary Slide, highlight the text to be linked
· Click on the Insert Hyperlink button (the Globe) or press Ctrl+K

· In the ‘Named location in file (optional)’ box, click Browse

· Select the Slide you wish to link to (by name or number)

· Click OK

· Click OK again

· Run the Slide Show for that slide only

Using Action Buttons

An Action Button will take you to any location you desire.

Place Action Buttons on ‘Mission Statement’, ‘This will be a Busy Year’, ‘Using the New Technology’ and ‘Projected Revenue’ to enable you to return to the Summary Slide once you have moved to it using the Hyperlink.

· From the appropriate slide, click the Slide Show menu
· Select Action Buttons

· Choose Action Button Home

· Draw the button anywhere on the slide

· The Action Settings Dialogue box appears

· From the Hyperlink to drop-down box, choose Slide (this displays the numbers of the slides with their respective slide titles)

· Choose ‘Summary Slide’ or ‘Summary Slide cont’ from the list

· Click OK

· Click OK

Repeat the above process for each slide that has a Hyperlink attached to it.


	

	Slide Transitions
	

	Transitions allow you to determine how the slides will move from one to the next when in Slide Show mode.

It is better to have one transition throughout the entire presentation rather than a variety of transitions.

Apply a Transition from Slide Sorter view.  Work from the Slide Sorter Toolbar.

· Highlight all the slides in the presentation

· Click the Slide Transition button (viewed only in Slide Sorter view)

· Specify the Transition using the drop down list under the Effects section

· Choose/click Apply to All

· In Slide Sorter view, the transition icon appears underneath each slide on the left hand side.


	

	Running the presentation
	

	Ensure your presentation is saved.

To view the presentation as a show, choose the Slide Show/
View Show option

Explain the difference between Slide Show/View Show and the Slide Show (from current slide) button to the left of the scroll bar which will only display the current slide in ‘slide show’ mode

Explain that ending with a blank black slide is professional and an excellent way to end off a presentation – turn the feature on by clicking Tools/Options/View – tick the ‘End with Black Slide’ checkbox


	

	Design & Presenting Tips
	

	Design Tips
Choose a suitable font

Use a sans serif True Type font for on-screen presentations. Good examples are: Verdana/Arial/Tahoma.

For short sprints, such as bullet points, a sans serif is easier to read and has more impact. 

Serif fonts such as Times New Roman are easier to read for blocks of text - that’s why most newspapers use them. The ‘serifs’ lead the eye from one word to the next.

Choose a good size of type
No less than 18 points.  Minimum size for overhead projection is 18 points; smaller than that and it will annoy an audience because they cannot read it.

Enhancing text
Don’t use italics for impact.  Italics don’t emphasise - they are visually weak. Use bold or large type to enhance text.

Keep it simple
Use an absolute maximum of 3 fonts: using lots of fonts is confusing and looks unprofessional.

Use one-line bullet points.

Have a maximum of 6 or 7 bullet points. It doesn’t hurt to have an extra slide to show.

Don’t use paragraphs on slides. The audience will read a paragraph and not listen.

Punctuation
Don’t use unnecessary punctuation!!!

Sentence case is grammatically correct.

Title Case Is Incorrect And Is Difficult To Read Fluently

Visual effects
Use Lots of ‘white space’ between objects, i.e. don't clutter the slide.

Create presentations based on a template or apply a design later. 

White does not make a good background.

For onscreen presentations, have a dark background with light text - it is easier on the eye than the other way around.

End with a blank, black slide – Tools/Options/View tab – ensure the End with black slide checkbox is ticked

Where bullet points are present, make use of the dim feature to dim the previous bullet point as you go through a bulleted list.

Know your environment
Always think ahead.  Check the projector and machine (if not your own) that the presentation is to run in. Check the lighting in the room and find out how to control it.

Engage the audience
Don’t put a very complex or busy slide on the screen and then expect your audience to listen to you; they won’t.  They will be reading the slide.  Similarly, don’t put a lot of text on the screen and then read it aloud.  

Your audience can probably read – review the tips for using bulleted text.

Get it right!
Check facts and figures – Get it right!  Proof read your material, spell check it and then proof read again and get someone else to read it.  If you don’t proof read, your audience will!  Never let typing errors get through!  They are very distracting - your audience will only remember the mistake – not the message and will spend the rest of the time trying to spot more mistakes.

Respect your audience
Keep diagrams simple

Keep charts simple but easy to understand

Use drawing and colour if appropriate

Your audience will remember key points in a presentation

Presenting Tips
Before running a slide show to a live audience, run through the following check list:

Open the file Tips.ppt
· Always think ahead, check the project and machine (if not your own) that the presentation is to run in.  Know your environment.

· Don’t put a very complex or busy slide on the screen and then expect your audience to listen to you.  They won’t – they will be reading the slide.  Similarly, don’t put a lot of text on the screen and then read it aloud.  Your audience can probably read – review the tips for using bulleted text.

· Check facts and figures – Get it right!  Proof read your material, spell check it and then proof read again and get someone else to read it.  If you don’t proof read, your audience will!  Never let typing errors get through!  They are very distracting - your audience will only remember the mistake – not the message – and will spend the rest of the time trying to spot more mistakes.

· Worst offences

· Keep diagrams simple

· Keep charts simple but easy to understand

· Use drawing and colour if appropriate

· Respect your audience – they remember key points in a presentation

· And finally … provide a summary of your presentation at the end

	

	Ending the session
	

	Memories of their trip
Associates should be given the option of copying their presentation from the desktop onto their ‘Memories of your trip’ disk to take away with them.

Optimum Evaluation Forms
Get associates to complete the Optimum Evaluation Forms; these should be kept by the trainer and returned to Optimum.

Postcard
Hand out the Masterfoods Evaluation Postcards; instruct associates to complete them and pop them into the internal mail as soon as possible.


	


Brain Based Elements

	Destinations  Board Flipchart
Get the Associates to write down one or two objectives on a post-it note of what they would like to learn in the session.  Each Associate to place the post-it notes on the Destination board (flipchart).

At the end of the course, associates will remove these ‘objectives’, reminding them that they have been met.  Address any that have not been met by individual questions.


	

	Koosh Balls

Koosh Balls can be used as a stimulus throughout the session to get the left and right hemispheres of the brain working together.  Hand out Koosh balls telling associates you will be taking them back at the end of the session.

	

	Treasure Hunt

To be used as a fun way of exploring the product and used as the prize qualifier.

	

	Paper Jets

At an appropriate interval or at the end of the session, all associates to ‘fly’ their paper jets to see whose lands the furthest.


	


Fly to your learning EdVenture with………Mars Inc Airlines
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