Preparing Supplements

When preparing to give a presentation, allot yourself approximately two minutes to present each slide. Therefore, a 30-minute presentation will have about 15 slides. You may feel that you need more content than this to “save you” for half an hour, but the actual time that it takes to present a slide to an audience is rarely less than two minutes. 

In preparing for a presentation, consider creating cheat sheets or crib notes to help you when delivering the presentation. These notes help you avoid a common pitfall among novice presenters—putting too much text on the slides. Also, as a courtesy, consider giving each audience member a handout to supplement your slide presentation. In PowerPoint, an audience handout is essentially a printout of the slides in your presentation.

This module covers printing audience handouts and notes pages.

Printing Handouts

	Feature
	In the Print dialog box, you can choose to include two, three, four, six, or nine slides on a handout page. Keep in mind that when you include fewer slides on the page, there’s more room for your audience to take notes.



	Method
	1.
CHOOSE: File, Print

2.
SELECT: Handouts from the Print what drop-down list

3.
SELECT: the number of slides you want on the handout from the Slides per page drop-down list

4.
SELECT: Horizontal or Vertical option in the Order area 



	Practice
	In this lesson, you print audience handouts. Ensure that no presentations are open.


1.
Open the PP0510 file.

2.
Save the presentation as “College Training” to your personal storage location.

3.
To print the handouts: 


CHOOSE: File, Print


SELECT: Print what drop-down arrow


CHOOSE: Handouts from the drop-down list


The Print dialog box should now appear similar to Figure 1. Note that “6” appears in the Slides per page drop-down list. As a result, six slides will print on a single page. Note also that the Horizontal option button is selected in the Order area, meaning that slide 2, for example, will appear to the right of slide 1, rather than below it. Let’s leave this setting unchanged.

	Figure 1
Print dialog box
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4.
To preview the handouts:


CLICK: Preview command button in the Print dialog box


Figure 2 shows how the handouts will look when printed.

	Figure 2
Previewing the handouts
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5.
If your computer is connected to a printer that is on, do the following to print the handouts:
CLICK: Print button ([image: image3.png]


) on the Print Preview toolbar

CLICK: OK command button 

Since this presentation only contains 5 slides, only a single page should have been printed. 

6.
Save the presentation and keep it open for use in the next lesson.

Printing Speaker Notes

	Feature
	Keep your slides brief and to the point. Use PowerPoint’s notes pages to store reminders, relevant facts, and anecdotes. You might also use notes pages to provide your audience with additional information related to each slide. 



	Method
	1. In Normal view, display the slide you want to add notes to.

2. CLICK: in the notes pane


TYPE: notes
3. To enlarge the notes pane for easier typing:


DRAG: the border on the top of the notes pane upward

4. To print notes pages:
CHOOSE: File, Print
SELECT: Notes Pages from the Print what drop-down list



	Practice
	In this lesson, you add notes to the “College Training” presentation and then print them. 


1.
Display slide 1 of the “College Training” presentation in Normal view. Your screen should now appear similar to Figure 3.

	Figure 3
“College Training” presentation
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2.
To enlarge the size of the notes pane:


DRAG: the border on the top of the notes pane upward until the pane reaches a height of approximately 3 inches (refer to Figure 4)


Your screen should now appear similar to Figure 4.

	Figure 4
Enlarging the notes pane
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3.
The insertion point is already blinking in the notes pane. To add notes to the first slide:


TYPE: Welcome to MPC College.

PRESS: [image: image6.png]


 twice


TYPE: And welcome to our first computer-training orientation meeting. We are anxious to share with you the elements of our training program and to take you on a tour of our training facilities.

PRESS: [image: image7.png]


 twice


TYPE: Please feel free to ask questions at any point during the presentation.

Your screen should now appear similar to Figure 5.

	Figure 5
Using the notes pane
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4.
To print notes pages:


CHOOSE: File, Print


SELECT: Print what drop-down list


CHOOSE: Notes Pages from the drop-down list

5.
If your computer is connected to a printer that is on, do the following to print just the current slide:
SELECT: Current Slide option button in the Print range area


CLICK: OK command button

6.
Before proceeding:


DRAG: the border on the top of the notes pane downward until the pane reaches a height of approximately one-half inch.

7.
Save and then close the presentation. 

Click here to see how the handouts will appear when printed.





To print handouts, select “Handouts” in the Print what drop-down list.





Use the Handouts area to customize your printouts.





Drag this border upward or downward to resize the notes pane.





The insertion point is positioned in the notes pane.





Insertion point








