
Using PowerPoint



What is PowerPoint?

ÅPowerPoint is a Presentation Graphics

program

ïused to create and show a series of 

ñslidesò to illustrate a message

ÅVery powerful and can seem daunting

ïactually reasonably easy once you know 

how



PowerPoint Versions

ÅThere are several versions of 

PowerPoint currently being used

ÅThe commonest are:

ïPowerPoint 2007

ïPowerPoint 2003

ïPowerPoint 2000

ïalso PowerPoint 2008 for the Mac



PowerPoint Versions

ÅIf you buy a Windows computer today 

and install Microsoft Office you will get:

ïPowerPoint 2007

ïIt looks very different to previous versions:
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PowerPoint anatomyð2007
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Saving

ÅSave your Slideshow as soon as you have 

created the first slide

ÅChoose a meaningful name and save it where 

you can find it

ÅDo not save it onto a memory stick

ïcopy it across when you have completely finished



Saving

ÅSave your Slideshow after every significant 

edit e.g. creating a new slide

ïthe quickest way is to press Ctrl+S on the 

keyboard



Making mistakes

ÅDO NOT PANIC when you make a 

mistake

ÅClick Undo on the Edit menu

ÅEasier is to press Ctrl+Z on the 

keyboard



What are we trying to 

achieve?

ÅDisplay the words to the hymns

ïaccurately

ïlegibly

ïlegally

ïconsistently

ïrobustly

ïtastefully

ïwithout creating distraction



Accuracy

ÅIt is essential that the words on the 

screen match those in the hymn book



Legibility

ÅSize of text

ÅFont

ÅColours

ÅSpelling



Size of text

ÅFont size is measured in points (pt)

ÅFor projection aim to use at least 32 and 

preferably 36



Font

ÅChoose your font carefully

abc abc
ArialðSans serif Times New RomanðSerif



Font

ÅSans serif typefaces are generally good 

choice as they are easy to read

ïArial

ïVerdana

ïTahoma

ÅDecorative typefaces are difficult to read

ðCurlz

ðJokerman



Font

ÅYou may be surprised about:

ðComic sans
ÅWhich is a very popular font but reviled 

by many

ïtry Googling ñI hate comic sansò!



Colours

ÅChoose contrasting colours for 

background and text

ÅUp to 10% of the male population are 

red-green colour blind



Can you read this?

ÅUse lighter text on a dark background

or

ÅUse darker text on a light background



How to change colours

ÅColour schemeðcan be unreliable



How to change colours

ÅSlide masterðprobably the easiest



How to change colours

ÅFont colour

ÅBackground colour



Spelling

ÅItôs very esay to make a msiatke

ÅUnfortunately, it isnôt so easy to spot it 

yourself!

ÅIf you use the spellchecker make sure 

the language is set to English(U.K.)



Legality

ÅThe vast majority of songs in Hymns 

and Psalms, Songs for Worship and 

elsewhere are covered by our Christian 

Copyright Licence

©



Legality

ÅIn PowerPoint typing (c) will 

automatically insert the copyright 

symbol

©



Legality





Legality

ÅBe very sure that you have permission 

to use a picture or other media

ïacknowledge where required

ïuseful sources

Åfree image websites e.g.

ïwww.freefoto.com

ïwww.reelworship.com

ïwww.morguefile.com

ÅWikipedia (many images are public domain)

ÅAmerican Government agencies (media are 

usually public domain by default)

http://www.freefoto.com/
http://www.reelworship.com/
http://www.morguefile.com/


Consistency

ÅTo avoid confusion keep the same basic 

font and layout for each verse

ÅIf you use picture backgrounds it might 

be appropriate to change the picture if it 

supports the verse



Robustness

ÅDonôt make things so complicated that 

the slideshow fails

ïespecially applies to animation triggered by 

mouse-clicks

ïremember that whoever operates the 

projector is a participant in the service and 

should not lose out



Taste

ÅA very personal matter!

ïputting extras on a slide is fine if it supports 

the message



Distraction-free

ÅRemember why we are producing the 

slideshow

ÅWe do not want anyoneôs eyes to ñtripò 

over any of the elements on the slide



Distraction-free

ÅEven subtle layouts might distract

ïinappropriate animation

ïinappropriate sound effects

ïñbreaking the fourth wallò

Åaim to make the congregation unaware of the 

computer

Åsimplest way is to make the whole service into 

one slideshow



Avoiding distractions

ÅA matter of taste and judgement

ÅA pure black background

ïwill not project the edge of the slide

ïall the congregation will see is your content

ïalignment problems with the projector are 

less noticeable



Putting it all together

ÅStart with a blank slide

ïRight click on the slide

ïChoose (Slide) Layout and then Blank 

(options appear in the right sidebar in 

2003)

ÅDecide if you want to use a background 

picture



Pictures

ÅAdding pictures

ïchoose a picture which is reasonably 

simple

ïneeds a large area of uniform colour

ïthe font colour will need to contrast with the 

picture



Pictures

ÅAdding pictures

ïIf possible reduce the size of pictures you 

have taken yourself

ïIf you insert the picture after having done 

the text you will need to ñsend the picture 

to the backò



Pictures

ÅAdding pictures



Pictures

ÅAdding pictures


