
With a younger population that is 
steadily increasing, Florida’s GED 
instructors have to find better ways to 
capture and maintain students’ atten-
tion. Bringing technology into the 
classroom is one way to do that.  

Microsoft PowerPoint is the best-
known presentation graphics program 
available. Many adult educators have 
been less than enthusiastic to em-
brace this technology that is easy to 
use and has the potential to grab stu-

dents’ attention and keep them fo-
cused on the lesson at hand. With 
animation, slide transitions, graphics, 
sound effects, and videos, Power-
Point can take any lesson from cut 
and dried to exciting and thought pro-
voking.  

This Technical Assistance paper has 
been designed to provide instructors 
with strategies that they can use to 
build dynamic presentations for the 
classroom. 

Using PowerPoint in the 
Florida GED PLUS Classroom 

Before You Get Started 

Just because the technology is there, 
doesn’t mean it should always be 
used. Before using PowerPoint, there 
are some questions that any instruc-
tor should ask.   
 
Eugene V. Gallagher and Michael 
Reder, from the Center for Teaching 
and Learning at Connecticut College, 
developed the following questions 
that instructors should ask them-
selves before using PowerPoint. 
 
What is the use of PowerPoint de-
signed to achieve? 
 
1. Address different learning styles 
2. Provide a focus for in-class dis-

cussions 
3. Demonstrate or animate a proc-

ess 
4. Stop students from taking notes 

and focus them on the discussion 
5. Provide a model for professional 

communication 

How will you, the instructor pre-
pare to use PowerPoint? 
 
1. Consult the literature 
2. Complete a tutorial 
3. Learn on your own 
4. Use trial and error in class and 

hope it all works well 
 
How will you know that you 
achieved your goal? 
 
1. Test the students 
2. Ask for feedback from the stu-

dents 
3. Gage your own feelings 
4. Conduct a random survey of stu-

dents 
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While every effort has been made to ensure the 
accuracy of this document, it is not an official 
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Building the Content  
 
PowerPoint is easy to use. You can add all kinds of 
bells and whistles (literally) to any PowerPoint presenta-
tion. However, bells and whistles are not necessarily 
going to make a difference in what your students learn. 
Learning comes from the content that you select. Be-
fore you start looking for designs, layouts, and all of the 
neat audio, clip art, and video you can insert, begin with 
the end in mind. 
 
Step 1—Begin with the Purpose 
 
At the end of the lesson, what do you want student to 
know and be able to do. Use a graphic organizer to pull 
together each of the elements of your lesson.  
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
This graphic organizer is commonly used by students 
for writing purposes. It allows them to organize their 
ideas in a simple and easy-to-use manner. Students 
use the center of the circle to identify the topic about 
which they are going to write and the spokes to identify 
ideas about the topic. 
 
When developing a PowerPoint presentation, use the 
center of the circle to denote the skill, concept, or princi-
ple that you wish to teach. Each of the six spokes radi-
ating out from the circle should include various ele-
ments that you will need to include to cover the content. 
 
1. Are there any rules associated with the skill or con-

cept being taught? 
2. Are there step-by-step procedures that are 

needed? 
3. Can you provide examples that demonstrate the 

procedures or rules that have been covered? 
4. Can you include practice items that the students 
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can complete to assess understanding? 
5. Are there real-life examples that can be used so that  

students can see how the skill can be applied to 
something that is familiar to them at home, at work, 
or in the community? 

6. Is there a way to assess student mastery of the ma-
terial, such as a project to complete or a few test 
items? 

 
All presentations may not need the six elements listed. 
Adapt the graphic organizer as needed. 
 
Step 2—Include Three Components 
 
PowerPoint presentations should include the following 
three primary components: 
 
1. An opener that grabs the attention of the learner. 

This could be a brain teaser or even a cartoon. It 
should be something that draws the learner into the 
lesson and if possible be directly related to the con-
tent that is going to be covered. 

2. The body of the lesson which includes elements 1-5 
from the graphic organizer. 

3. A closing which should includes element 6 from the 
graphic organizer. 

 

Adding Special Effects  
 
Now it is time to add the bells and whistles to the pres-
entation. However, there is a caution attached to this 
step. Less is more! Too much of a good thing is just too 
much and can pose as a distraction for the learner.  
 
The research is clear that graphics and sound that are 
unrelated to the content results in a significant drop in 
mastery of learning. However, finding just the right pho-
tograph to show a specific period in time in history or 
using the right sound clip so students can hear a fa-
mous speech can enhance student learning. Keep in 
mind that any video or sound clip should be minimal in 
length. Student attention will wander if they have to lis-
ten or watch for too long a period of time. 
 
Transitions between slides or even between bullets on a 
single slide can draw student attention to important in-
formation. However, too much transition and you lose 
the effect that you want to achieve. In addition, too 
much transition slows down the PowerPoint and stu-
dents become bored waiting on the next line of text to 
move into place. Remember less is more—especially 
when dealing with slide transitions and custom anima-
tion. 

Skill, Concept, 
Principle to be 

Taught 

1 

2 

3     4 

5 

6 



Tips and Tricks  
 
Tired of the Same Old Design? 
PowerPoint comes loaded with a wide variety of tem-
plates. You can access even more free templates by 
visiting the Microsoft website where new templates are 
posted on a regular basis. A search on Google or any 
search engine can also lead to free PowerPoint tem-
plates. Just search for “free PowerPoint Templates.” 
 
PowerPoint Designs with a Purpose 
So you got tired of the same old design and found 
something new. On screen it looks great and adds just 
the right touch for your presentation. Print a couple of 
slides as handouts. Does it print okay or does that neat 
swirl in the middle come across in black and white as a 
smudge?  Make sure your design template works for the 
screen and for printing. Remember, you may want to 
give students a PowerPoint handout so they can take 
notes. 
 
Charts, Tables, and Maps—Oh No! 
Limit the use of big charts, tables, and maps. Complex 
graphics just don’t show up well on PowerPoint. They 
can be very hard to read, especially if the chart or table 
has lots of data loaded into it. Smaller charts, tables, 
and maps will work just fine. 
 
Bullets Please! 
A PowerPoint is not a book. It is not meant to be read to 
your students or to contain every word that you want to 
convey. PowerPoint should be more like a fancy outline. 
It has the key points included, but allows you the latitude 
to go beyond what is the on the screen and discuss the 
finer points. There is nothing more boring than having 
someone read a PowerPoint to those in attendance. 
Students can read what’s on the screen—you don’t 
have to. As the teacher, you get to add all of the good 
stuff. 
 
What Color is That? 
On your computer screen, almost any color looks really 
great. Those yellows shine through with no problem. 
Red type adds pizzazz—until you project it on the 
screen.  
 

Rule of Thumb for Colors 
• Use dark blues, grays, and greens for the back-

ground. 
• Avoid red, gold, or any bright color for the back-

ground. 
• Use a dark background with light colored lettering. 
• Remember that yellow type on a blue background is 

the easiest combination to read. 
• Do not change color pallets in the middle of a pres-

entation. 
• Stay away from white or clear backgrounds. 
• Remember that the templates in PowerPoint have 

been designed using appropriate color palettes. 
 
How Many Font Styles Did You Use? 
• Stay with one or two font styles.  
• Avoid the use of underlining. Underlined text should 

be reserved for hyperlinks to the Internet or to at-
tached files or other documents. 

• Use bold for emphasis, such as vocabulary words or 
phrases that students need to know. 

• Stay away from shadowed text. It may look blurry 
when projected or printed. 

• Never use all caps. They are harder to read. 
• Use italics for emphasis only and use it sparingly. 
 
Parallel Is Not Just for Math 
• Improve your PowerPoint presentation by using 

bulleted information. 
• Maintain parallel structure when writing bulleted in-

formation. 
 
 
 
 
 
 
 
 
 

Size Matters 
• Use no more than 2-3 sizes of the font that you 

choose. Example: 
• Titles—48 point 
• Subtitles—36 point 
• Supporting details—24 point 

• Never use less than 18 point font. 
 
Never Underestimate the Power of Proofreading 
The content can be wonderful. The choice of design 
and color can be the best possible. The font size can 
be easy to read. The print quality can be excellent. 
However, if you don’t edit the material and the presen-
tation has numerous typos and the bullet structure is 
not parallel, the presentation will be little more than a 
distraction. After building the presentation, print hand-
outs and do a thorough edit. If possible, ask a col-
league to review the material and edit as well. Set a 
positive example for students and provide the best 
presentation possible. 
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Parallel                  
Structure 

• Include 
• Review 
• Demonstrate 
• Assess 

Non-Parallel  
Structure 

• Include 
• Reviewing 
• Demonstrated 
• Assessment 



Florida Atlantic University 
 

Dr. Lucy Madsen Guglielmino 
Project Director 

Touch Typing (Online or Download Version) 
http://www.senselang.com 
 
Nimble Fingers (Online or Download Version) 
http://www.nimblefingers.com  
 

Animation  
The following sites include free animated GIFs that you can 
download and add to your presentation: 
 

 GIF Animation.Com 
http://www.gifanimations.com  
 
 GIFs.net 
http://www.gifs.net  
 
Audio Files  
The following sites includes free audio files that you can 
download and add to your presentation: 
 
Free Audio Clips 
http://www.freeaudioclips.com/  
 
Free Sounds and Sound Effects 
http://www.webplaces.com/html/sounds.htm 
 
Clip Art  The following sites include free clip art that you can 
download and add to your presentation: 
 
All Free Original Clipart 
http://www.free-graphics.com  
  
Microsoft Office Clip Art and Media 
http://office.microsoft.com/clipart/default.aspx?lc-en-us 
 

PowerPoint Tutorials and Resources 
 
There are many excellent resources on the World Wide Web 
for instructors and students who want to learn how to use 
PowerPoint. The following websites provide tutorials for all 
levels of learners. 
 
PowerPoint in the Classroom 
http://www.actden.com/pp/index.htm 
 
Technology for Teachers, PowerPoint Tutorial, Ore-
gon State University 
http://oregonstate.edu/instruction/ed596/ppoint/pphome.ht
m  
 
Designing Student Presentations with and without 
PowerPoint 
http://ctl.conncoll.edu/ppt/pdfdocs/CTL-PP-StudPres.pdf  
 
Jan’s Working with Presentations—PowerPoint Tuto-
rial (Basic and Advanced) 
http://www.jegsworks.com/Lessons/presentations/basics/ind
ex.html  
 
Keyboarding 
Many students lack basic keyboarding skills. If you do not have 
access to a program such as Mavis Beacon Teaches Typing, you 
may want to use one of the following sites: 
 

More Resources for the 
Classroom 

Development & Research Consultants 
 

Susan K. Pittman 
Bonnie Vondracek 

We’re on the Web!  
Visit  us at: 

http://
www.floridatechnet.org/

 



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJDFFile false

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /Description <<

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /DAN <>

    /DEU <>

    /ESP <>

    /FRA <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /PTB <>

    /SUO <>

    /SVE <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



