Lesson 2 — Editing PowerPoint for Success: Content and Flow

V0

e Outlines Are Awesome ¢

. WhY?
o Forces you To focus on ideas via words
o Encourages you fo visually see your presentation take shape
o  Frees your mind to Think creaﬂvehy ...ond dearhy
= And not be forced to thinking Hnearhy
. How to Start?
o First write down your end results
= In the end, what does your farget audience need to know
= \What action do you want to happen
o Next list how you plan to take them from Point A to Point B
. Poss‘nbly by logical steps
= Or by way of a story line
¢  NowBrainstorm
o Create major talking points
= These will even’ruaH\/ Turn into PowerPoint slides
o Jot down ideas inside the major talking points
= Don't worry, just speed think
¢ OnceDone...Giveit aBreak
o Come back later and review
o Now you can start the editing process
. Create A Story Arc
o The beginning to set expectations
o The middle to deliver on the stated goals
o The big bang ending to win support
o You MUST CLOSEL
o Askthe questionl Get the decisionl
¢ EditPhase
o Add in complete thoughts
= Not sentences, just falking points
o  Make PowerPoint a visual and verbal experience
= Leverage the power by "completing’ the falking points in the
presentation
o Construct your outline, knowing details will be discussed out loud
o Ufilize action words with visual imagery
= Make it compelling
= Avoid clichés and jargon
o Create powerful bullet points
= Make Them HEADLINES, not dull sentences
» Think of goed headlines, They make the audience want more
» Create "reveals’ to keep audience engaged
=  Be conciselll
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Building Bullet Points
o The mechanics of sentence “fragments’
= fitisan m#roduﬁory fopic, put a colon () at the end [don't repeat "How 0"
* And then if it is a list, capitalize the first line
o No puncfuation at the end
+ BUTIf you must use a sentence (or two in a single bullet point), then
you need fo put a period at the end of ALL bullets
« Nummbers versus Bullets
o If the list must follow an order, use numbers
o Otherwise use bullets
= Follow parallel construct
» Don't mix grammatical structure: start with verb or noun
" Symme’rrica\ bullet point construct - choices:
e Single statement and supporting sub-bullet item
¢ One level set of bullef items
o No more than "Six’ bullet points per page
»  Attempt fo separate "ideas’ fo different pages
Rules Can Be Broken
o Buf know why

Checkll
o Facts
o SPeng

o Grammar
= Read aloud
= Consider gefting Gmmmarhy_com

o Tone

o S#OW Arc

o Goal
Brum\ly Editll

e  Shorter is better! Ever\/ minute TOO LONG, loses your audience
PolishUp Presentation
o Read it aloud to yourseh’?
o Think of how you will present it in a room
o Read it aloud to someone else
Drop it into PowerPoint
o This ends the outline mode
= And now you can work inside of PowerPoint
= To make your words shine even more

AND THAT IS HOW YOU USE OUTLINING TO CREATE EFFECTIVE PRESENTATIONS|
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