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Power Point – Best Practices
1. Always give a title in the first slide in your Power Point File. This title should indicate the contents of the PPT file.
2. Give titles to all the slides.  Slide titles help in easy navigation during a slide show.

3. Decide the design template you would like to apply in the beginning itself.

4. A dark background with a light foreground or light background with a dark foreground is recommended.

5. Too many colors distract the attention of the audience.  Preferably use only three colours, one for the background, one for the text and another for highlighting important text matters.

6. If you have to change the format of any text in many places, as far as possible, do not do any format modification manually. Carry out necessary format modification in the Slide Master.  For this  go to slide master by selecting View > Master > Slide Master

7. You can also use Format Painter for copying the format to selected place.

8. For using Format Painter go the line from where you want to copy the format. Then click the Format Painter (A paint brush symbol) in the Standard Tool Bar.

9. Mouse pointer will change to Paint Brush Sign.

10. Go to the desired place and select the text. Automatically the format will be applied there.

11. If you want to use the Format Painter in multiple places, double click the Format Painter. 

12. To come out of Format Painting Mode press Esc key.
13. In nutshell – changing format of text in one or two slides only, do it manually. But remember, whenever you do manual corrections, if you change the design template, you will have to do this correction again. Lot of time is wasted. 

14. If you have to do correction in format in few places you can use Format Painter. 

15. For global changes, i.e. changes in all the slides use Slide Master. 

16. For files with large number of slide create Custom Shows.  Custom shows help in displaying selected slides.  There is no need to skip the slides while making presentation.  Unmasking a slide and not speaking or discussing on that slide is not a good practices.  Audience will feel dissatisfied and may feel that the presenter / speaker has not done justice to the topic.  You can avoid this by creating custom shows.

17. For creating custom shows select Slideshow > Custom Shows > New.
18. After selecting New give a suitable name to your Custom Show. Name your custom show in such a manner that you can easily identify them.

19. Select the desired slide and Click Add

20. Once you are through, press OK

21. To run a custom show, start the slide show, right click 

22. Select Go To Slide > Custom Show

23. Select the desired Custom Show.

24. Animation helps in unmasking the point one by one.  Generally, the speaker should unmask one point, discuss that and proceed further. We have to appreciate the fact that audience can either read or listen to you.  So animation is a very good tool for making the presentation effective. 

25.  Keep the animation simple so that audience time is not wasted.
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