Getting Started

Throughout your grad school experience, you will be asked to present for a variety of reasons. Sometimes
you will be sharing research findings, other times you may be pitching an idea to recruit members to a team
project or attempting to persuade a key stakeholder that your vision is the one they should invest in.
Regardless of the reason, you will need to have some basic presentation creation skills under your belt.
This guide will introduce you to presentation options, discuss overall best practices, then dive a little deeper
into two presentation programs to walk you through how to create, personalize, and share your work.
If you have questions beyond the guide, be sure to schedule an appointment with the CDVL tutors! They
will happily walk you through any issue you may be facing.

Presentation Program Options

PowerPoint - This may be the option you are most familiar with. Its name is synonymous with presentations!
PowerPoint is an option that comes standard with any Microsoft Office or O365 account. Most other presentation software builds their presentations like PowerPoint does, so as you learn skills in PowerPoint you can
often transfer those skills to other programs.
Google Slides - This is Google’s version of a presentation builder. It functions like PowerPoint, but also allows
you to create collaboratively like you can in other Google products. Meaning if you are assigned to a group,
your group can work in Google Slides simultaneously. It also allows you to easily share the file via link or
email, making it a preferred way to present material in class as it eliminates the need for individuals to log into
a computer or transfer files.
Keynote - This is Mac’s version of PowerPoint. It includes many of the same elements as PowerPoint, but with
an emphasis on design as one may come to expect from a Mac. It is a free program available only to Apple
laptops, desktops and iPads. The finished Keynote can be exported to a PowerPoint. Be sure to check the file
after export, while typically it transfers nicely between the two programs, sometimes you will need to make
slight edits to the font sizes after conversion.
Prezi - Prezi is an online presentation builder that moves you away from the idea of linear slides. Instead, Prezi
creates one giant slide that you choose how to navigate around. You can zoom in or out of areas, move up/
down/side to side. When using Prezi, you should always be aware of your degree of zooming and its
resulting speed - because it is a “free-for-all” poorly planned Prezi’s can have the unfortunate side effect of
making people dizzy. But if your material lends itself to a more creative presentation, and you are willing to
take time and care in planning how the material is presented, Prezi can be a solid alternative to the traditional.
It also provides an online link for viewing. The basic version is free to all users. Click here to access the Prezi
website to learn more.
Canva - Canva is another online presentation builder. Much of what they are known for is image based, but
there are some excellent presentation templates available for you to adapt and build to suit your needs. Much
of what they offer is free to use, but Canva operates on a pay per piece model. You may see a dollar sign icon or
a crown on an element of your chosen layout - that means you need to replace that element with a free version
or pay the per item price to use that element in your final presentation. Canva allows you to share an online
link or download as a PDF or PowerPoint file. Click here to access the Canva website to learn more.

While multiple options are listed here, this guide will only focus on PowerPoint and Google Slides as these are two
programs that will allow you to accomplish everything you need to accomplish presentation-wise in the program.
If you prefer to explore alternatives, use this list as a jumping off point to research further.

Best Practices

1. Use darker background colors. Stark white can be harsh to the eyes, darker presentations have a
calming effect on viewers. When possible, consider using a darker background for your slides.
2. Streamline your slides. Don’t type your entire speech onto the slides. When tasked with listening
to and reading a slide, viewers will focus on reading and retain only a small portion of what is being
said. Use your slides to illustrate concepts with maps, graphs, charts, and images. Or use them to give a
simplified list of talking points, facts and figures you’d like to highlight or even a quote that is appropriate to your overall content. Don’t forget YOU are giving the presentation, not the PowerPoint. Use the
PowerPoint to enhance the material you are discussing not to replace it.
3. With streamlining in mind, keep your presentation slides simple. If at all possible, try not to have
more than 6 elements on a page. Oftentimes we may find we need to include more, but do your best
not to overwhelm the viewer.
4. Be mindful of Image quality. Ever sit through a presentation and notice one or more of the images is
blurry? Prevent this by being certain to use larger image files that have plenty of pixels. You can test out
images by previewing your presentation, opening them on your desktop and scaling them (dragging
the corner to make them larger) or by being aware of file size when you download an image. Don’t use
thumbnails if the image needs to be larger than a couple inches.
5. Make sure your font is readable. Some fun fonts look great as titles, but become impossible to read
in a presentation. Be mindful of how the font looks when multiple lines are on a page. If you layer text
over an image, you may find that you need to change the color of the font to be more visible.
6. Transitions are fun, but can irritate your viewers if used excessively. Be mindful of what types of
animations or transitions you use. Most professional presentations do not use animations that
incorporate sound - while having every letter show up individually with the sound of a typewriter
typing may seem like fun when you first discover it, it’s not so much fun for your audience 7 slides into
a 20 slide presentation. However, you may find that it is wholly appropriate to time out multiple items
to appear on your slide if you need to convey a large amount of material, but either need to take it stepby step, or do not want to overwhelm the viewer. As with most things in life, moderation is key.

Considerations Before Starting Presentations

Planning is instrumental before creating a presentation.
At a minimum, you need to determine:
• What information must be given?
• Out of that information, what can be said versus what needs to be on the slide?
• What images do you plan to use?
• How long does the presentation need to be?
Beyond the minimum, it may be a good idea to incorporate the following into your planning:
• Consider writing an outline of the order of your slides.
• Gather all of your image files in advance so that they are easy to access when creating your slides.
• Are there presentation notes you need to add? PowerPoint gives a “presenter view” in which you can see
notes that the audience cannot, this can be a good place to add some specific facts or reminders of items you
want to make sure you cover.
• Do you need to link webpages, videos or even other slides? Have a list of what links you need to use so that
you can copy and paste these as needed.
When you create your presentation:
• Save and save often. (Google Slides will automatically save for you as you work.)
• You may wish to have a written draft of your content in the event the system crashes and you have to rebuild
your presentation.
• Be sure to test it in present mode to verify everything looks as expected and the presentation works as
expected.

Getting Started with PowerPoint
This is your control panel. All of the options for your PowerPoint are accessible here

Use the items here to
add textboxes, images
or shapes if you want to
change up the template
or design your own
presentation

All of your
slides will
show up in
this window.
You can click
on each one
to go back
and edit or
change the
order

This is your main screen. You will
directly edit your slides in this screen.

Here you can add notes you’d like to have while you present. These won’t show to
your audience when you present your slideshow, but are viewable as you edit and if
you put your presentation in Presenter Mode when sharing.

Getting Started. Choosing a template.
When you open up PowerPoint it will ask you to
choose a template. You can pick one in that screen
or choose white and pick one later.
To choose or change later:
Click Themes from the control panel menu.
Thumbnails of templates will appear.
Use the arrow on the right to scroll through or
use the arrow on the bottom to open a dropdown
menu. Click on the template you’d like to use.
Click here to watch a tutorial of this step.

Getting Started with PowerPoint
Each slide will guide you as to what to enter.
•
•
•

Click on the text boxes to type in your content .
Click on the image icon to insert your images.
Click on the table/smart-art icons to add those items if
needed.
Click here to watch a tutorial of this step.
To add a new slide:
• Click on the slide icon in the top left of the control panel
• In the dropdown, choose the layout type you prefer.
Click here to watch a tutorial of this step.
To change a slide layout:
• Click on the arrow next to the slide icon in the top left of
the control panel
• In the dropdown, choose the layout type you prefer.
Click here to watch a tutorial of this step.

Adding Content.
Your editing controls in PowerPoint are almost identical to what you see in Microsoft Word.
• Click on a textbox in a slide
• Click Format in the control panel
All of your text options are available including: Font, Size, Text color, Lists, Right/Left/Center Justification,
Bold, Italics, Underline and more. Use these items as you would in Word.

More PowerPoint Options

Adding Transitions:
Click on Transitions
in the top right of the
control panel.
Use the right arrow
to scroll through the
available transitions or
click on the
bottom arrow to open
a dropdown menu of
all transitions.
Choose the one you
wish to use for that
slide. If you wish to
apply the transition
effect to all slides, click
on the Apply to All
Slides button on the
far right.
Helpful tip! You can set up your transition to occur automatically
- after a timed duration you set, or on a mouse click. Mouse click
means that the slide will not advance until you click for it to move
forward. You can apply animation effects to the items on the slide
directly much the same way by going to the Animations tab and
choosing your animation from the same scroll or dropdown menu.
While you will most likely want to set your Slide Transition to occur on a mouse click, you may want to
set an animation to occur automatically. This is how items “appear” out of nowhere on a slide.
Changing the order of your slides:
In the slide sorter view, click on the slide you would like to move.
Make sure it has a color outline around it.
Click and hold the click as you drag the slide above or below to the
new position you want it to be in. Let go of the click.
Click here to watch a tutorial of this step.

Editing Images in PowerPoint

PowerPoint gives you the ability to edit, crop and rotate your images. Click here to watch a tutorial of these
actions.
You can access the image control menu by clicking on an image you add to your slide. You’ll see that the
choices in the format menu have changed from text-based items to image-based items. The menu will now say
“Format Picture.”

You can add a frame to any image by
clicking on the arrow on the right and
scrolling through the frame options or
by clicking on the bottom arrow and
viewing the dropdown menu of all
frame options.

You can recolor images apply color filters, saturate
with a specific color hue or
convert to black and white
by clicking on Recolor at
the top left of the Format
Picture control menu

You can adjust sharpness
and contrast or adjust
brightness by clicking on
Corrections at the top left
of the Format Picture
control menu

Getting Started with Google Slides

Google Slides works much the same way that PowerPoint does. Watch this tutorial to show you how they are
similar and where to find common PowerPoint items in Google Slides. The information on these next two
pages will also walk you through the key things you need to know when transitioning to Google Slides.

This is your control panel. All of the options for your presentation are accessible here

All of your
slides will
show up in
this window.
You can click
on each one
to go back
and edit or
change the
order

This is your main screen. You will
directly edit your slides in this screen.

Here you can add notes you’d like to have while you present. These won’t show to
your audience when you present your slideshow, but are viewable as you edit and if
you put your presentation in Presenter Mode when sharing.

Don’t forget! Google slides allows you to work collaboratively. Each member of the group can work on their
part of the presentation at the same time. It also allows you to house your presentation online and share a
link with your professor. Because it is housed in the cloud, you can access your presentation from any
computer that lets you log into Google Drive.

Getting Started with Google Slides

You may need to “find” the additional format options when working with text.
In the slide you are working on, click in a text box. The top menu will change to reflect text options.
If you do not see the options to Bold, List, Right/Left Justify, click on the the three dots (...) next to the last item
in the formatting menu (this will change based on how large your browser window is as you work.) When you
click on the ... additional options will open below the formating menu.

To add a new slide:
Click the plus sign on the top left and the
same slide type will be added to your
presentation.
Or
Click the arrow next to the plus sign to choose
which type of new slide is added.
To change the layout of a slide you have
added:
• Click on Slide from the top menu
• Scroll to apply layout
• Hover your mouse over the arrow to open
a new menu
• Choose the layout you want and click it
to apply the change to the slide you are
working on.

