Tech Tip — PowerPoint the Notes View

Most presentations are created backwards. What is going to be presented to the audience
should be typed word for word in the “Click to add notes” section (if PowerPoint is used). The
introduction to the talking points will be located on the upper half of the slide, the part the
audience will see.

When you first open PowerPoint, this is what you will see:
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Notice that the Click to add notes section is too small to write your script. Put your
curser on the blue line and hold your left mouse button down. Notice that the
curser turns into a double line with an up-and-down arrow. Pull the blue line up to
make more room for your notes.
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Now there is plenty of room to add word for word what you will say to your audience
in this section. Text that will be added to your slide will serve to introduce what you
will read or speak to the audience. Never read the slide to vour audience. Besides
insulting your audience, it lets them know you are a Techno rookie.
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As you begin your presentation, always start each slide by writing your script. The creative process
needed for the top part of the slide, the part the audience will see, will come to you more easily when
you have the exact message you wish to convey.
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You can print the above view so that you can use your notesas | . E st @ [ et ]
" __Fmd Printer...

. Type: SHARP MX-3501N PCLE =

you present. i Go to the Office button and pull Where:  BertTechridons Roam _
|& Comment: 10.181,16.87 [Print to file

down to print. \_) Frrtrange Copies
®@al O gurrent slide Selection Number of copies:
e o R |

O sides: | ]

In the Print what: rectangle, select Notes Pages. e
R [ collate
H H Print what: Handouts
Click the OK button to print. “E o
‘ ./ Order: (#) Horizontal Yertical EE

[scale to fit paper Print hidden sides
[CIFrame slides [ High guality
Print comments and ink markup

S | e

%




