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Setting the Appointment

• Set up a date, time 
and place

• Collect Information
– Directions
– Contact Name & #
– Info. About Audience

• Confirm
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To Reduce Nerves, Practice:

1. Presenting
…..OUT LOUD

2. Using Equipment

3. The Beginning 
& Ending
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• If you don’t have own equipment:

make sure that location has available:

• Computer that accepts CD’s.

• Projector, Screen

• Speakers for video’s

Equipment
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Also Practice

• Beginning Power point

• Video Clips (In “Slide Show” Mode)

• Adjusting Volume Control

• Reading Script with the Power Point
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Print

• Copy of Note Pages with Script for 
Your Use during Presentation

• Copy of Handouts for Audience
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Example of Locating Notes Page –
Windows
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Example of locating 
Notes Page & SCRIPT

on Vista 
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What Note Page with Script
will look like
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Example of Print Note Pages
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Print

• Under “Print What” Notes Page

• Under Color             Black & White
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Example of “Print Copies of Handouts”
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Volume Check

1.Click onto a Video slide (ex. #8) for volume check
If too soft, click on volume control in lower 
right hand corner of screen and adjust 

2.You may want to purchase inexpensive pair of 
small computer speakers to carry with you

3.If presenting in a large room, ask to be plugged 
into the ‘House speakers’

IF THINGS NOT WORKING, MAY NEED TO RESTART 
COMPUTER
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Presentation Day

• Dress professionally and 
comfortably 

• Arrive in plenty of time

• Accept help in setting up 
equipment, literature

• Have “Teacher Perspective”
slide on screen as people enter
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Preparation – Pack Up

9Equipment and CD
9Hand-outs
9Bottle of water
9A wristwatch
9Your (and/or your 

chapter’s) contact 
information

☺ A smile!!!!
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ARRIVE 30 MINUTES EARLY

1. Make sure power point show is on both 
computer & audience screen
a) If not, “Toggle” by pressing ‘fn’ on bottom & 

corresponding “f” key (typically ‘f4’) Should 
be held down together.

b) Be Patient  between attempts at 
“syncing-up” computer & projector  

2. Tip – most times it is best to turn computer on 
first because as soon as you turn on projector, it 
searches for computer signal.



fn

Typically ‘f4’ or ‘f8’ but 
could be any ‘f’ key 

Typically in 
lower left 
corner
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Your Style

• Remember: You know more about your 
topic than anyone else in the room!!!

• Share some stories (when there is time)

• Be objective – Present Information 

• Never apologize during presentation– it 
impacts your credibility 
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Stay Positive 

• After being introduced, thank them for 
having you present today

• Tell them you will be available at end for 
questions (if you are)

• Ending…thank them again for having you 
present.  Encourage use of web site and 
follow-up presentations (using chapter as 
a future resource)


