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Communicating Your Performance Measure 
Results 

NEDARC workshop  
June 3-5, 2014; Manhattan Beach, California 
 
 

Day 1 

8:00 – 8:30 Equipment Check & Setup 

8:30 – 9:15 Welcome & Introductions 

9:15 – 9:45 Why Communicate Your 
Data? 

9:45 – 10:30 Providing Feedback to 
Respondents, Part 1 

10:30 – 10:45 BREAK 

10:45 – 12:00 Providing Feedback to 
Respondents, Part 1 (cont.) 

12:00 – 1:30 LUNCH ON YOUR OWN 

1:30 – 2:00 Providing Feedback to 
Respondents, Part 1 (cont.) 

2:00 – 3:15  Providing Feedback to 
Respondents, Part 2 

3:15 – 3:30 BREAK 

3:30 – 4:15 Providing Feedback to 
Respondents, Part 2 (cont.) 

4:15 – 5:00 Work Time 

 

Day 2 

8:30 – 9:45 State Reports & Editable Fact 
Sheets 

9:45 – 10:00 BREAK 

Day 2 (cont.) 

10:00 – 12:00  Communicating Effectively  

12:00 – 1:30 LUNCH ON YOUR OWN 

1:30 – 3:30 PowerPoint Refresher 

3:30 – 3:45 BREAK  

3:45 – 4:30 Work Time 

4:30 – 5:00 Skills for Oral Presentations  

 

Day 3 

8:30 – 10:15 Work Time 

10:15 – 10:30 BREAK 

10:30 – 12:30 Participant Presentations 
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Why Communicate Data? 

‘The single biggest problem in communication 
is the illusion that it has taken place’

- G e o r g e  B e r n a r d  S h a w

‘What we’ve got here is a failure to communicate’ 
– S t r o t h e r M a r t i n

‘It’s Not About the Nail’ Objectives
• Importance & Purpose of Data 

Communication

• Introduce Participant Presentations

• Set-up the Workshop
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Data 
Communication

Is Important

Share what 
you’ve 
learned

Your program 
will benefit

Give info to 
respondents

Garner 
support from 
decision‐
makers

Purpose of Data 
Communication

• Elicit action
• Promote behavior change
• Share information or insights
• Solicit support or participation
• Educate on findings or accomplishments
• Document issues
• Justify program activities
• Prepare for upcoming intervention or 

program

Steps to Effective 
Communication

Define 
your goal

What 
outcome 
do you 
want?

What’s 
the take 
home 

message?

What did 
you learn?

Step 1 Step 2 Step 3 Step 4

Step 1 - What Did You Learn 
From Your Data?

• Identify primary messages 

• Which findings would you share?
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Step 2 - What ‘Take Home’ 
Message to Share?

• Review findings

• Identify the most important 

• Rephrase succinctly

Step 3 - What’s Your Desired 
Outcome from Sharing?

• Identifying your target outcome

• Strategize & focus your communication

• Help your audience understand what 
needs to be done

Step 4 - Define Your Goal
• Brainstorm

• Write it as a goal

• Include your primary message 
AND your desired outcome 

Road Map for the Next 2 ½ Days

• Why Communicate 
Your Data?

• Providing Feedback 
to Respondents

• Fact Sheets & 
Presentations

• Participant 
Presentations

* * 3 * *



4

Participant Presentations

• Safe environment to practice

• Give & receive peer feedback

• Share your data! 

Let’s get ready to communicate 
data!
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 Workshop Communicating Your Performance Measure Results 
June 2014 

Preparing	the	EMS	Data		
Several of your respondents left comments when completing the EMS reassessment. 
Before we can get started looking at comments, there are several things we need to do 
prepare our dataset.  

 Clean the text formatting for agency 
 Clean the text formatting for address 
 Clean the text formatting for city 
 Clean the text formatting for name 
 Insert worksheets for respondent agencies with comments 

1. Make sure filters are enabled but cleared and that freeze panes is activated. 

2. Do a visual inspection for agency.  

 Some things to check for include agency names being in all caps or all lower case. 
Also need to check for /, \, and : and remove if present. 

 What are some formatting issues you found with your agencies?  

 ___________________________________________________ 

3. Do a visual inspection for address.  

 Some things to check for include addresses being in all caps or all lower case 
and/or inconsistent with “PO Box” 

 What are some formatting issues you found with your agency addresses?  

 ___________________________________________________ 

4. Do a visual inspection for city.  

 Some things to check for include cities being in all caps or all lower case  

 What are some formatting issues you found with your city names?  

 ___________________________________________________ 

5. Do a visual inspection for zip.  

 Some things to check for include any zips that should have a “-” or if you have 
any zip codes in your state/territory that should begin with a “0” and is missing. 

 What are some formatting issues you found with your zip codes?  

 _______________________________________________________________ 

6. Do a visual inspection for name. 

Some things to check for include names being in all caps or all lower case  

What are some formatting issues you found with your respondent names?  

___________________________________________________ 

* * 5 * *
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7. At the bottom of your Excel screen you will see a single worksheet named 
[state]2013-14PedMedDirandEquipAsses (for your state’s PMs 71-73 data). You 
might have another worksheet with removed records but we are not going to 
concern ourselves with that worksheet at this point. 

a. You will need to add 2 more worksheets by clicking on the icon just to the 
right of the name of your main worksheet and inserting new worksheets. 

 

 

b. To rename the new worksheets, double-click on each of the worksheet tabs 
and enter the following names to the 2 new worksheets: 
 MedDirComments  
 EquipComments  

 

 

8.  Go back to the worksheet called [state]2013-14PedMedDirandEquipAsses 

 

9.  Filter for all the fields that are not blanks for the medDirComments variable 

 

 

a.  Click on OK  
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10. Using the Ctrl + A keys on your keyboard, copy the subset of those respondents 
who left comments related to medical direction 

 

11. Paste this subset into the worksheet called MedDirComments 

12. Go back to the worksheet called [state]2013-14PedMedDirandEquipAsses 

13. On the Data tab, clear all filters   

14. Repeat steps 9 – 10 except for equipComments 

15. Paste this subset into the worksheet called EquipComments 

16. Go back to the worksheet called [state]2013-14PedMedDirandEquipAsses 

17. On the Data tab, clear all filters   

18. Save your file 
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Preparing	the	Pediatric	Readiness	
Data		
There are several things you need to do to prepare your dataset before conducting an 
email mail merge.  

 
1. Make sure filters are enabled but cleared and that freeze panes is activated. 

 

2. Do a visual inspection for Name.  

Check names of the survey respondents are all in the same case (most will have 
first letter of first and last name in caps the remaining letters in lover case) 

 
3. Do a visual inspection for Hospital.  

 Some things to check for include hospital names being in all caps or all lower 
case. Also need to check for “/” and remove if present. 

 

4. Do a visual inspection for Email.  

 Some things to check for include the @ is included in the email address and that 
there in NOT a period (.) at the end of the email address.  

 

5. Do a visual inspection for City.  

 Some things to check for include cities being in all caps or all lower case  

  

6. Do a visual inspection for zip.  

 Some things to check for include any zips that should have a “-” or if you have 
any zip codes in your state/territory that should begin with a “0” and is missing. 
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Reviewing	EMS	Respondent	
Comments		
After you have finished preparing your EMS dataset (see Preparing the EMS Data 
section), you will want to review the comments provided by respondents. Review of 
comments can assist you in understanding agency needs. 

1. Go to the MedDirComments worksheet  and enable filters and freeze panes 

2. Select the entire medDirComments column by clicking on the letter(s) above 
(AC in the practice dataset) 

3. Right click anywhere in the selected column 

4. Select Column Width… from the options 

5. A Column Width box will open. Enter 100 in the Column width: field 

6. Click on the OK button 

 
7. Go to the Home tab and select the Wrap Text option 

  
8. Take a moment to review each of the comments 

9. Go to the EquipComments worksheet 

10. Repeat steps 1-8, but for equipComments  

11.  Save and close dataset 
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Mail	Merge	 	

Mail Merge: Emailed and Printed Report Letters 

I. List of Variables for Reports: 
Performance Measure 72—Offline Pediatric Medical Direction: 

1. Variables inserted manually by EMSC Program Manager (in red font) 
a. statute #: state statute number for states that require all EMS 

agencies use statewide protocols 
 Possible values: Optional 

b. protocol link: URL where state protocols available for download 
 Possible values: Optional 

c. manager name: first and last name of the state/territory EMSC 
Program Manager 

d. phone: telephone number of state/territory EMSC Program Manager 

e. email: email address of state/territory EMSC Program Manager 

f. state EMSC website link: URL of state/territory EMSC Program 

 Possible values: Optional 

g. Facebook address: state/territory EMSC Program Facebook page 

 Possible values: Optional 

h. Twitter ID: state/territory EMSC Program Twitter account name 
e.g., @msemsc1  
 Possible values: Optional 

 
2. Variables imported from EMS performance measure dataset 

a. agency: name of the responding agency 

b. name: name of the person who completed the survey 

c. address: street/mailing address of the responding agency 

d. city: city of responding agency 

e. state: state or territory 

f. zip: zip code of responding agency 
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II. Steps for Preparing Printed and Emailed Report Letters: 
1. Prepare your EMS dataset; refer to the Preparing the EMS Data section 

2. Create two new folders and name them:  
a. No_Protocols 

b. Availability_protocols 

3. Edit and Save EMS report template letter(s) for content – disregard the [ ] 
areas at this point 

a. NOprotocolsTemplate (printed letter).doc: template report for 

agencies that indicated they did not have any protocols 

b. AvailabilityprotocolsTemplate (email).doc: template report for 

agencies that indicated they had protocols but protocols not available 
90%+ on vehicles or providers 

4. After editing the content of the templates, copy the content into your 
letterhead or insert your logo into the templates 

5. Save the new letters with the following names in the folders you created in 
step 2 

a. NOprotocolsTemplate (printed letter).doc 

b. AvailabilityprotocolsTemplate (email).doc 

 

III. EMS Printed Report Letter Steps: Note: You cannot have the Excel file 
open to run this report. 

1. Open the new EMS report letter template: NOprotocolsTemplate (printed 
letter).doc 

2. Enter/edit manual Program Manager variables (see I. List of variables for 
report on previous page) 

3. If applicable, change red font to black and remove highlight for the manual 
Program Manager variables – leave the yellow highlight for the other 
variables 

4. Save so you don’t lose any work 

5. Start mail merge 

a. Select the Mailings tab 

b. Click the down arrow for the Start Mail Merge 

c. Select Letters 

d. Click the down arrow for the Select Recipients 

e. Select Use Existing List… Note: make sure your Excel file is closed 

f. Choose your state/territory EMS PM dataset (e.g., AKEMS.xlsx) 

* * 14 * *

All screenshots from Office 2010 programs



 Workshop Communicating Your Performance Measure Results 
June 2014 

g. A Select Table dialog box will appear listing all of the available 
worksheets in the document you chose in the previous step. Select the 
complete dataset. Note: your variable names should be on the first row of 
your dataset and therefore the First row of data contains column headers 
should be checked. 

h. Select Edit Recipient List located on the Mailings tab 

i. A Mail Merge Recipients dialog box will appear 

 

j. Choose Filter… 

k. A Filter and Sort dialog box will appear 

l. Choose offlineProtocols in the dropdown for the Field: 

m. Choose Equal to for the Comparison: 

n. Enter N for the Compare to:

 

o. Click OK in the Filter and Sort box 

p. Click OK in the Mail Merge Recipients box 

* * 15 * *
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q. Select/highlight the first variable in the report letter to be imported e.g., 
[agency] (see I. List of variables for report on previous page). 

r. Click the down arrow for the Insert Merge Field 

s. Select agency; [agency] will then appear as <<agency>> 

t. Complete steps q. through s. for each variable to be imported  
Note: use the Clean versions for name, address and city that we created in the 

Reviewing Respondent Comments I. Preparing the EMS Data: section 

u. Remove the yellow highlight from the report once you have all fields done 
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v. On the Mailings tab click on Preview Results 

 Conduct a quick review of each individualized report by clicking on 
the forward and backward arrows. 

 

 If you need to make any changes to one, or some of the reports, click 
on the down arrow for Finish and Merge 

 Select Edit Individual Documents… 

 A Merge to New Document dialog box will appear. Choose whether 
you want to edit all, only the copy that's currently visible, or a subset 
of the set—which you specify by record number. Word compiles the 
copies that you want to edit into a single file with a page break 
between each copy of the document 

 After you finish editing the new file of report letters, save the 
document into the No_Protocols folder – remember each letter is a 
separate page 

 

 

 

IV. EMS Emailed Report Letter Steps: Note: You cannot have the Excel file 
open to run this report. 

1. MAKE SURE YOUR EMAIL IS CLOSED, NOT JUST MINIMIZED 

2. Open the new EMS report letter template: AvailabilityprotocolsTemplate 
(email).doc 

3. Enter/edit manual Program Manager variables (see I. List of variables for 
report) 
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4. If applicable, change red font to black and remove highlight for the manual 
Program Manager variables – leave the yellow highlight on for the other 
variables 

 

5. Save so you don’t lose any work 

6. Start mail merge 

a. Select the Mailings tab 

b. Click the down arrow for the Start Mail Merge  

c. Select E-Mail Messages Note: if your letterhead has headers &/or footers, 
they will NOT be present in the email mail merge 

d. Click the down arrow for the Select Recipients 

e. Select Use Existing List… 

f. Choose your state/territory EMS dataset (e.g., AKEMS.xlsx) 
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g. A Select Table dialog box will appear listing all of the available 
worksheets in the document you chose in the previous step. Select the 
complete dataset. Note: your variable names should be on the first row of 
your dataset and therefore the First row of data contains column headers 
should be checked. 

h. Select Edit Recipient List located on the Mailings tab 

i. A Mail Merge Recipients dialog box will appear 

 

 

j. Choose Filter… 

k. A Filter and Sort dialog box will appear 

l. Choose offlineAvailable in the dropdown for the Field: 

m. Choose Equal to for the Comparison: 

n. Enter Rarely for the Compare to: 

o. Change And to Or 

p. Choose offlineAvailable in the dropdown for the next Field: 

q. Choose Equal to for the Comparison: 

r. Enter Never for the Compare to: 

s. Change And to Or 

t. Choose offlineAvailable in the dropdown for the next Field: 

u. Choose Equal to for the Comparison: 

v. Enter Occasionally for the Compare to: 

w. Change And to Or 
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x. Choose offlineAvailable in the dropdown for the next Field: 

y. Choose Equal to for the Comparison: 

z. Enter Usually for the Compare to: 

 

aa. Click OK in the Filter and Sort dialog box 

bb. Click OK in the Mail Merge Recipients dialog box 

cc. Select/highlight the first variable in the report letter to be imported via 
mail merge e.g., [agency] (see I. List of variables for report). 

dd. Click the down arrow for the Insert Merge Field 

ee. Select agency; [agency] will then appear as <<agency>> 

ff. Complete steps y. through aa. for each variable to be imported  
Note: won’t want to complete steps until after all of your address/contact 
fields are cleaned in Excel file. 

gg. Remove the yellow highlight from the report once you have all fields 
done 
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hh. On the Mailings tab click on Preview Results 

 Conduct a quick review of each individualized report by clicking on 
the forward and backward arrows. 

 

If you need to edit one or some of the emailed report letters, click on the down 
arrow for Finish and Merge 

 Select Edit Individual Documents… and follow the instructions 
covered in section III. step v.  

If you DO NOT need to edit one or some of the emailed report letters… 

 

STOP!!!!!! DO NOT PROCEED WITH THE LAST STEPS UNLESS YOU 
ARE 100% READY TO SEND THESE EMAILS. EVEN IF YOUR EMAIL IS 
CLOSED IT WILL STILL SEND THE EMAILS ONCE YOU RE-OPEN 
YOUR EMAIL ACCOUNT. 

 

 Click on the down arrow for Finish and Merge  

 Select Send E-mail Messages… 

 A Merge to E-mail dialog box will appear 

 Microsoft is smart enough to pull in the variable related to email 
address for the To: field 

 Enter a subject in the subject line that is related to what you are 
sending. Note: avoid the word survey as often it will be tagged as 
SPAM 

 Leave Mail format: as HTML as many of your respondents likely 
have non text only email accounts 

 

* * 21 * *

All screenshots from Office 2010 programs



 Workshop Communicating Your Performance Measure Results 
June 2014 

 Decide if you want to send all email letters, the current one you are 
viewing, or a range of the email letters 

 If you are ready select OK. If not ready, select Cancel 

ii. DO NOT save the file. All the emails will be in your sent email account 
sent folder 

 

V. Four Additional Mail Merge Options:  
These options will not be covered at the workshop but are provided as an 
additional resource. 

1. Once you have approved each individual report you will want to save/print the 
reports… 

a.  Option 1 is to immediately print each personalized report and/or save 
a single Word Document containing every agency letter for mailing 

 Follow Section III steps 1 – 6v., stopping at the Finish & Merge 
sub-step 

 Click on the down arrow for Finish & Merge 

 Select Print Documents…  

 An individual report will print for each EMS agency listed in the 
worksheet you imported data from 

 Then click on the down arrow for Finish & Merge again 

 Select Edit Individual Documents… 

 A Merge to New Document message box will appear 

 Select whether you want all, only the copy that's currently visible, 
or a subset of the set of the reports as a single Word document 

 Word will create a new document that has each letter as a new 
page. Go to the File tab and Save the document in either the No 
Protocols or Protocols not available folder you created. It is 
suggested you include the year and state name in the name of the 
document e.g., 2012AKagnencies 

Note: Remember that merged documents that you save are separate 
from the main document. It's a good idea to save the main 
document itself if you plan to use it for another mail merge. 

When you save the main document, you also save its connection to 
the data file. The next time that you open the main document, you 
are prompted to choose whether you want the information from the 
data file to be merged again into the main document. 

b. Option 2 is to immediately email each personalized report (as body of 
email) 

Note: you would NOT want to use this option if you were going to 
attach/send a copy of the protocols with the report. 
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 Sign in to your work email account  

 Follow Section III steps 1 – 6v., stopping at the Finish & Merge 
sub-step  

 Click on the down arrow for Finish & Merge 

 Select Send E-mail Messages… 

 A Merge to E-mail message box will appear 

 Make sure the To: field has an email variable selected such as 
emailAddress  

 Enter something to the Subject line: field 

 The Mail format: field defaults to HTML. Note: some email 
addresses only accept text messages  

 Select whether you want all, only the copy that's currently visible, 
or a subset of the set of the reports 

 Select the OK button 

Option 2 Example 
Options 3 & 4 are only available for those who have Adobe Acrobat Pro 9 or X 
installed on their computer! 

c.  Option 3 is to create PDFs of each personalized report to be printed 
and mailed or emailed as an attachment later. 

 Follow Section III steps 1 – 6v., stopping at step before the Finish 
& Merge sub-step  

 Click on the Merge to Adobe PDF 
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 An Acrobat PDFMaker – Mail Merge message box will appear. 

 Select whether you want all, only the copy that's currently visible, 
or a subset of the set of the reports as a PDF 

 Optional: enter a name for Specify PDF file name: 

 Select the OK button 

 A Browse For Folder message box. Select either the No Protocols 
or Protocols not available folder you created 

 Select the OK button 

 An Acrobat PDFMaker – Mail Merge message box will appear 

 Click the OK button. Note: The PDF reports will be saved in the 
folder you selected in step f of this option 

d. Option 4 is to immediately email a generic message to every agency 
with the personalized PDF of report attachment. 

Note: you would NOT want to use this option if you were going to 
attach/send a copy of the protocols with the report. 

 Sign in to your work email account 

 Follow Section III steps 1 – 6v., stopping at step before the Finish 
& Merge sub-step  

 In the report you have been editing, click on the Merge to Adobe 
PDF 

 An Acrobat PDFMaker – Mail Merge message box will appear 

 Select whether you want all, only the copy that's currently visible, 
or a subset of the set of the reports as a PDF 

 Optional: enter a name for Specify PDF file name: 

 Check Automatically send Adobe PDF files by Email 

 The To: field should be defaulted to emailAddress; if not, search 
the drop down box for the appropriate variable 

 Enter a subject in the Subject line: field 

 Enter a generic email message in the Message: field that applies 
for all of the agencies who will be receiving a report. The 
appropriate personalized attached PDF report will be sent to the 
associated EMS agency 

 Select the OK button 

 A Browse For Folder message box. Select either the No Protocols 
or Protocols not available folder you created 

 Select the OK button 

 An Acrobat PDFMaker – Mail Merge message box will appear. 

 Click the OK button 
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Option 4 Example (this option available only to those with Adobe Acrobat Pro 9 or X) 

 

2. Repeat the appropriate option steps for your other EMS report letters if 
applicable 
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Mail	Merge	–	Hospital	Performance	
Measures	(email	only)	

I. List of Variables for Report: 
Performance Measures 76 & 77—Inter-facility Transfer Guidelines & 
Agreements: 

1. Variables inserted manually by EMSC Program Manager (in red font) 
a. manager name: first and last name of the state/territory EMSC 

Program Manager. 

b. phone: telephone number of state/territory EMSC Program Manager. 

c. email: email address of state/territory EMSC Program Manager. 

d. state EMSC website link: URL of state/territory EMSC Program. 

 Possible values: Optional 

e. Facebook address: state/territory EMSC Program Facebook page. 

 Possible values: Optional 

f. Twitter ID: state/territory EMSC Program Twitter account name 
e.g., @msemsc1  
 Possible values: Optional 

 
2. Variables imported from Pediatric Readiness dataset 

a. hospital: name of the responding hospital. 

b. Name: name of the person who completed the survey. 

c. City: city of responding agency. 

d. state: state or territory. 

e. Zip: zip code of responding agency. 

 

II. Steps for preparing Emailed Report Letters: 
1. Prepare your Pediatric Readiness dataset; refer to the Preparing the Pediatric 

Readiness Data  
2. Create three folders and name them:  

a. No agreements 

b. Missing guideline components 
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c. No guidelines 

3. Edit and Save hospital report template letter(s) for content as in EMS mail 
merge 

a. NOagreementsTemplate.doc: template report for hospitals that 

indicated they did not have or were in the process of developing 
inter-facility agreements 

b. NOcomponentsTemplate.doc: template report for hospitals that 

indicated they have inter-facility guidelines but the guidelines did 
not have all the EMSC components 

c. NOguidelinesTemplate.doc: template report for hospitals that 
indicated they did not have or were in the process of developing 
inter-facility guidelines 

4. After editing the content of the templates, copy the content into your 
letterhead or insert your logo into the templates and save in the folders you 
created. 

 

III. Hospital Report Steps: Note: You cannot have the Excel file open to run this 
report. 

This example is only for those hospitals that indicated they did not have inter-facility 
agreements. You will need to modify your filter in steps l-r below for the other two 
letters. (NOcomponentsTemplate.doc and NOguidelinesTemplate.doc) 

1. MAKE SURE YOUR EMAIL IS CLOSED, NOT JUST MINIMIZED 

2. Open the Hospital report letter template: NOagreementsTemplate.doc 

3. Enter/edit manual Program Manager variables (see I. List of variables for 
report) 

4. If applicable, change red font to black and remove highlight for the manual 
Program Manager variables – leave the yellow highlight on for the other 
variables 

5. Save so you don’t lose any work 

6. Start mail merge. 

a. Select Mailings tab 

b. Click the down arrow for the Start Mail Merge 

c. Select E-Mail Messages Note: if your letterhead has headers &/or 
footers, they will NOT be present in the email mail merge 

d. Click the down arrow for the Select Recipients 
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e. Select Use Existing List… 

f. Choose your state/territory Hospital dataset (e.g., Alabama Pediatric 
Readiness Dataset Final. xlsx). 

g. A Select Table message box will appear listing all of the available 
worksheets in the document you chose in the previous step. Select 
the complete dataset. Note: your variable names should be on the 
first row of your dataset and therefore the First row of data contains 
column headers should be checked. 

h. Select Edit Recipient List located on the Mailings tab 

i. A Mail Merge Recipients dialog box will appear 

j. Choose Filter… 

k. A Filter and Sort dialog box will appear 

l. Choose agreements in the dropdown for the Field: 

m. Choose Equal to for the Comparison: 

n. Enter N for the Compare to: 

o. Change And to Or 

p. Choose agreements in the dropdown for the Field: 

q. Choose Equal to for the Comparison: 

r. Enter inDev for the Compare to: 

s. Click OK in the Filter and Sort dialog box 

t. Click OK in the Mail Merge Recipients dialog box 

u. Select/highlight the first variable in the report to be imported e.g., 
[hospital] (see I. List of variables for report on previous page). 

v. Click the down arrow for the Insert Merge Field 

w. Select hospital; [hospital] will then appear as <<hospital>> 

x. Complete steps q. through s. for each variable to be imported.  
Note: won’t want to complete steps until after all of your 
address/contact fields are cleaned in Excel file. 

y. Remove the yellow highlight from report template once you have all 
fields done. 

z. On the Mailings tab click on Preview Results 

 Conduct a quick review of each individualized report by 
clicking on the forward and backward arrows. 
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If you need to edit one or some of the emailed report letters, click on the down 
arrow for Finish and Merge 

 Select Edit Individual Documents…  

 A Merge to New Document dialog box will appear. Choose 
whether you want to edit all, only the copy that's currently 
visible, or a subset of the set—which you specify by record 
number. Word compiles the copies that you want to edit into a 
single file, with a page break between each copy of the 
document. 

If you DO NOT need to edit one or some of the emailed report letters, Save your 
file 
 
STOP!!!!!! DO NOT PROCEED WITH THE LAST STEPS UNLESS 
YOU ARE 100% READY TO SEND THESE EMAILS. EVEN IF YOUR 
EMAIL IS CLOSED IT WILL STILL SEND THE EMAILS ONCE YOU 
RE-OPEN YOUR EMAIL ACCOUNT.  
 

 Click on the down arrow for Finish & Merge 

 Select Send E-mail Messages… 

 A Merge to E-mail dialog box will appear 

 Microsoft is smart enough to pull in the variable related to 
email address for the To: field 

 Enter a subject in the subject line that is related to what you are 
sending. Note: avoid the word survey as often it will be tagged 
as SPAM 

 Leave Mail format: as HTML as many of your respondents 
likely have non text only email accounts Decide if you want to 
send all email letters, the current one you are viewing, or a 
range of the email letters 

 If you are ready select OK. If not ready, select Cancel 

aa. Save the file  
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Excel	Equipment	Add‐In	&	Reporting:	
Installation		
 
The purpose of these instructions is to save the Excel Equipment Add-In in a permanent 
location and install it in your Excel program.   

 

I. Create Folder to store Excel Add-In: 

1. Go to My Computer. 

a. Open your Documents folder.  

b. Create a New Folder in which you 
will save the Excel Add-In files. 

i. Right-click and select New > 
Folder. 

c. Name the folder Excel Add In 

i. The file path following these steps will be: C:\Users\<your 
username>\Documents\Excel Add In 

ii. If you saved the folder elsewhere or named it differently, record the 
file path here:  

_________________________________________________________ 

2. Go to the 2014 Communicating Your Performance Measure Results Workshop 
folder you copied from your jump drive. 

a. Open the Excel Add-In Materials sub-folder. 

b. Copy the Medical Equipment Efficiency Analysis.xla Excel Add-In file with 
the red dot. 

 

c. Paste this file into your new Excel Add In folder. 

 
Note:  If you move or delete this add-in file from where you originally store it for the 
installation, you will get an error message every time you open Excel and the Add-In 
will no longer work in Excel. 
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II. Install Add-In: 

1. Open Excel. 

a. Go to File > Options > Add-Ins. 

b. Select Excel Add-ins in the Manage field at the bottom of the options 
window and click Go. 

 

c. The Add-Ins window should come up. 

d. Click Browse. 

e. Navigate to where you stored the Add-In: C:\Documents\Excel Add In. 

f. Select the Medical Equipment Efficiency Analysis.xla Excel Add-In file 
and click OK. 

g. The Add-In should now show up in the Add-Ins available list. 

 

h. Make sure Medical Equipment Efficiency Analysis is checked and click 
OK. 

i. The Add-Ins tab should show up in the Ribbon in Excel if it was not there 
already. 

 

j. Go to the Add-Ins tab and you should see the Medical Equipment 
Efficiency Analysis button. 

Note:  The Equipment Add-In is now installed in your Excel program. You will not 
need to re-install it each time you want to use it. You may want to follow the same 
steps in this handout to install the Add-In to your machine back at your office if that 
is the machine you primarily use for work. 
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Excel	Equipment	Add‐In	&	Reporting:	
Provider	&	Equipment	Reports	

I. List of variables for reports: 

1. Agency: Name of the responding agency 
 
2. Equipment: Extended description of ALS and BLS equipment items  
 
3. Deficiency: The number of deficiencies for that equipment item at that agency  
 Possible values: 1 to the number of PCUs for that agency (double the 

number of PCUs for possible ET tube deficiency) 
 
4. Units: The number of equipment units needed to remedy the deficiency 

(should match the number of deficiencies for that equipment item) 
 
5. Unit Cost: The cost of one unit of each particular equipment item* 
 
6. Total: The total cost to remedy all equipment deficiencies for that agency (in 

Provider Report) or that equipment item (in Equipment Report)* 

II. Steps for preparing data and report files: 

Make sure the Excel Equipment Add-In is installed and working. Refer to the 
Excel Equipment Add‐In & Reporting: Installation handout. 

Note:  You do not need to have the data file open to run this report. Once the 
Add-In report is selected it will ask you which data file you want to use.  

III. Provider Report steps: 

1. Select Provider Report from the Medical Equipment Analysis drop down 
menu under the Add-Ins tab in the Ribbon. 

 

 

 

 

 

 

 

 

* Cost information in the Excel Add-In is based on national equipment price averages as of May 2014. These costs 
will very likely need to be updated based on local pricing information (explained in the next section on the Lookup 
Table). 
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Excel will want you to open the data file you want to use.  

Navigate to the folder on your computer where you have saved the working 
copy of your state EMS dataset. Select the file and click Open. 

2. It will take a moment to process and then your Provider Report will open with 
the following tabs: 

a. Original Data: Contains the original dataset from your working dataset 
file. 

b. Deficiencies: Contains a list of deficient equipment items by agency (this 
table is needed to populate the deficiency report below). 

c. Deficiency Report: Contains the final deficiency report by the provider 
Agency. This report also lists the Equipment items by their full 
description instead of their variable name, Deficiency, Units, Unit Cost, 
and Total. 

 

IV. Equipment Report steps: 

1. Select Equipment Report from the Medical Equipment Analysis drop down 
menu under the Add-Ins tab in the Ribbon. 

 

2. Excel will want you to open the data file you want to use. 

a. Just as before, navigate to the folder on your computer where you have 
saved the working copy of your state EMS dataset. Select the file and click 
Open. 
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3. It will take a moment to process and then your Equipment Report will open 
with the following tabs: 

a. Original Data: Contains the original dataset from your working dataset 
file. 

b. Deficiencies: Contains a list of deficient agencies by equipment item (this 
table is needed to populate the deficiency report below). 

c. Deficiency Report: Contains the final deficiency report by the full 
description of the Equipment item. This report also lists each Agency 
missing that equipment item, Deficiency, Units, Unit Cost, and Total. 
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Excel	Equipment	Add‐In	&	Reporting:	
Lookup	Table	

I. List of variables for table: 

1. BLS Variable: List of the 35 BLS equipment items from the PM survey 
 Possible values: b_SucCathTip_Num through b_PedTape_Num 

 
2. ALS Variable: List of the 67 ALS equipment items from the PM survey 
 Possible values: a_SucCathTip_Num through a_ETTube8_Num 

 
3. Quantity Per Ambulance: The number of that equipment item recommended 

for one vehicle according to national standards (1 for most items) 
 
4. Equipment: Extended description of ALS and BLS equipment items 
 
5. Box Cost: The cost per box of that equipment item (whether that item is 

packaged individually or in bulk)* 
 
6. Units Per Box: The number of that equipment item that comes in one box 
 
7. Unit Cost: The cost of one unit of each particular equipment item* 

II. Steps for preparing data and report files: 

1. Make sure the Excel Equipment Add-In is installed and working. Refer to the 
Excel Equipment Add‐In & Reporting: Installation handout. 

2. Run either the Provider or Equipment Report from the Excel Equipment Add-
In. Refer to the Excel Equipment Add‐In & Reporting: Provider & 
Equipment Reports handout. 

Note:  You DO need to have one of the reports generated and open to access the 
Lookup Table.  

  

* Cost information in the Excel Add-In is based on national equipment price averages as of May 2014. These costs 
will very likely need to be updated based on local pricing information (as explained in these instructions). 
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III. Lookup Table steps: 

1. With either the Provider or Equipment Report (or both) open, press 
Ctrl+Shit+A. This will open the Lookup Table spreadsheet with the variables 
listed above. 

 

2. You can make changes to these equipment items and cost information to more 
accurately reflect the prices in your state. (Note: the Unit Cost will 
automatically recalculate based on changes to the Box Cost or Units Per Box 
values). 

3. Once you have made your changes, press Ctrl+Shit+A again to exit the Lookup 
Table. DO NOT close the table by clicking the X in the upper right 
corner. The information will save upon closing it, but you can click Save as 
well. The changes will not be immediately reflected in either the provider or 
equipment reports you already generated. You will need to re-generate these 
reports to see the unit and cost changes. 
 

Note:  To reiterate, the prices that are currently programmed into the Lookup 
Table are based on national averages and may not accurately reflect prices in 
your state. You should compare all of these prices to prices in your state and 
update as necessary to generate the most accurate reports and letters for your 
EMS agencies. 
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Excel	Equipment	Add‐In	&	Reporting:	
Deficiency	Letters	

I. Deficiency Letter customization: 

1. Open the Deficiency Letter Example file from your 2014 Communicating Your 
Performance Measure Results Workshop folder in the Excel Add-In Materials 
sub-folder. You are going to need to spend some time customizing this letter 
for dissemination to your agencies, but first you need to understand how the 
letter is formatted. 

2. This file has “bookmarks,” and you will need to see where they are located 
and what they do. 

a. Go to File > Options > Advanced. 

b. Scroll down to the Show Document Content section and make sure Show 
bookmarks is checked and click OK. 

 

c. You will now see markers in your document indicating the areas that will 
be populated for each letter you generate. Do not delete the bookmarks! 

 

3. Now go to the Insert tab in the Ribbon and click on Bookmark in the Links 
section to see the Bookmark manager dialog box. 

a. This dialog box includes a list of the bookmarks in the document and 
the ability to Add and Delete bookmarks. 

b. Select Sort by: Location to see where each bookmark occurs in the 
document. You can double-click on the name of the bookmark to 
move the cursor to that bookmark in the document. 
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4. Now with bookmarks showing you will need to carefully review the letter 
before proceeding: 

a. Read through the content of the letter and make sure it is applicable and 
accurate for your state. Pay special attention to all areas in yellow…these 
MUST be customized and formatted properly or else the letters will not 
make any sense!! 

b. Be sure to insert your contact information at the bottom of the letter 
(name, title, phone, email). 
 

5. You can further customize your state deficiency form letter in the following 
ways: 

a. You can post-date the letter at the top instead of using the current date. 

b. Insert your EMSC logo at the top or bottom of the letter. 

 

c. You may also want to use use your organization’s letterhead. 

 

 

II. List of variables for letter: 

1. Agency: Name of the responding agency 
 

2. Equipment: Extended description of ALS and BLS equipment items 
 

3. Units: The number of equipment units needed to remedy the deficiency 
(should match the number of deficiencies for that equipment item) 

 
4. Unit Cost: The cost of one unit of each particular equipment item 

 
5. Total: The total cost to remedy all equipment deficiencies for that agency (in 

Provider Report) or that equipment item (in Equipment Report) 

* * 40 * *

All screenshots from Office 2010 programs



 Workshop Communicating Your Performance Measure Results 
June 2014 

III. Steps for preparing data and report files: 

1. Run either the Provider or Equipment Report from the Excel Equipment Add-
In. Refer to the Excel Equipment Add‐In & Reporting: Provider & 
Equipment Reports handout. You DO need to have one of the reports 
generated and open to run the deficiency letters. 

2. Make sure your state’s prices are accurate in the Lookup Table. Refer to the 
Excel Equipment Add‐In & Reporting: Lookup Table handout. 

 
IV. Deficiency Letter steps: 

1. Select Deficiency Letters from the Medical Equipment Analysis drop down 
menu under the Add-Ins tab in the Ribbon.  

 

2. The Browse For Folder dialog box will come up. Click on your 2014 
Communicating Your Performance Measure Results Workshop folder to save 
the agency deficiency letters you generate. 

a. You can click on the Make New Folder button to create and name a 
specific sub-folder for the letters you generate. 
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3. Excel will then ask you to select the Word document you want to use as the 
form for your deficiency letter. 

a. Go to the 2014 Communicating Your Performance Measure Results 
Workshop folder you copied from your jump drive. Open the Excel 
Add-In Materials folder. Select the Deficiency Letter Example file 
and click Open. 
 

Note:  This Deficiency Letter Example is ONLY for testing the process, but can serve as a 
basis for your letter. Remember, you MUST customize the letter for your state. 

4. You can select a specific agency to run the Deficiency Letter for, or you can 
select All to generate a letter for each agency with deficiencies in your dataset. 
Click Proceed. 

 

5. It will take a moment to process and then a Progress dialog box will pop up 
indicating that your letters have been generated and where they were saved. 

 

6. Go to the folder you created for your deficiency letters and see what’s inside! 

7. Yowsers, that was cool!!! 
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Communication	Plan		

Introduction 

Sharing the results of your state performance measure data collection or other state data 

are important to move EMS for Children (EMSC) forward in your state and garner 

support for future performance measure data collection efforts.  Communication of your 

results can take the form of a report with detailed tables and information that may be 

discernable for an epidemiologist or public health practitioner, but not so easily used by 

non-traditional audiences who could become advocates for the EMSC program.  

Remember “One size fits all” does not usually work to communicate performance 

measure data to non-traditional partners and broader audiences.  

As a result, the information from the performance measure data will need to be 

communicated in many forms to a variety of targeted audiences to build support and 

garner political will to address the gaps found from your data collection and analysis 

process. Often, data may not be released because of lack of resources, both to produce 

and distribute summaries, or concerns over potential misinterpretation of data. A well 

thought out data communication plan can address these concerns and go a long way to 

improve the visibility of EMSC in your state.   

This document provides an overview of the basic elements to consider in developing a 

simple communication plan for your state’s performance measure data.   A 

communication plan includes the activities that you and the EMSC Advisory Committee 

members want to conduct and the tools (presentations, printed/electronic materials) to 

support those activities.  Developing a communication plan requires the same knowledge 

and strategy you use for collecting statewide data, or planning an educational or 

prevention program.   
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A simple communication plan should include the following:  

 The Purpose – the Why? 

 The Audience – the Who? 

 The Message – the What? 

You will also want to consider: 

 The Method – the How? 

 The Timing – the When and Where? 

 

Things to Think About… 

What is the purpose for the communication?   

What do you want to clarify, achieve or change? Consider short- and long-term goals. Do 

you want to…? 

 Gain public and key opinion leader/ policy maker support for the performance 

measure data collection process? 

 Raise awareness of the Performance Measures? 

 Advance a specific policy based on your Performance Measure data? 

 Promote a specific message? 

 Improve processes or recommend a solution? 

 Mobilize community groups and professional organizations on a specific issue 

such as the need for pediatric inter-facility transfer agreements? 

 Develop local-level recommendations, activities, and partnerships? 

 Become a source of information for the media? 
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 Advocate for change? 

 Other reasons? 

 Promote informed decisions among the agencies/hospitals  

 

Who is the intended audience?   

Think beyond colleagues and traditional partners. Consider who has an interest in the 

data and findings or who may be influenced by the data. For example, the hospital 

association, an EMT association, local EMS agencies, medical professionals, 

foundations, private business, insurance companies, legislators, and advocates. Think 

broadly about who the findings might impact and what groups represent them. Don’t 

forget to include the providers of the data.  Use the opportunity to show how 

improvements in data quality can enhance the care of children and what the intended 

audience can do to help.  

Consider what the audience would want to know, not what you think they 

should know.  

What do you know about the attitudes, perceptions and preferences of an intended 

audience? What do they already know about the performance measures? It may be 

necessary to conduct stakeholder interviews or a focus group with different 

members of the intended population to understand what information will be useful 

to them as you are developing your communication plan.   

What angle should be played up to the intended audience?  

What areas of the performance measure results will grab your audience’s 

attention? For example, a potential partner and funder such as the Kiwanis Club 

will want to know how the lack of pediatric equipment in ambulances has affected 

children and their families.  EMS agency directors may be interested in knowing 

what type of pediatric equipment is missing on their ambulances.  
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Pick a specific result or data for each intended audience. Remember that it may be 

necessary to pick different messages and strategies for different intended 

audiences (e.g. the hospital association vs. local EMS agencies). 

What type of visuals and graphics or images are best to get the message 

across to the intended audience and for the chosen communication strategy?   

For transmitting visual information, take into account your audience and how they 

like to receive information. Develop the best medium for that audience.  For 

example, you may want to use a fact sheet, website, technical report, newsletter, 

or a press release.  Consider ways to present your data that will be pleasing to the 

audience but still convey what you need to say.  For example, you may want to 

include a picture of a child that relates specifically to that audience.   

 

What is the key message?  

This can often be the most difficult part of your communication plan. You really need to 

think if I only had one minute to share something with someone who could make a 

difference what would it be? The message is the most important result or information 

you’d like to share. 

Your message should be clear, simple, and non-technical. What do the results mean? 

Why are they important? How are they relevant to the audience? What action should be 

taken as a result? Is there a solution/recommendation you want to make?  

 

To what extent should the limitations of the data be described? 

Point out potential misinterpretations and openly state how the data should and 

should not be used. Try not to be too technical unless you are communicating 

your information to a scientific/clinical audience.  
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What method will you use? 

There are a variety of methods you can use: fact sheets, letters/emails, reports, online 

summaries, info-graphics, in-person presentations, newsletters, or a press release. You 

will want to choose the method that is best for your target audience.  

For instance, if you determine that your target audience is EMS training leadership, you 

may think of words that describe that group such as: they are very busy and probably 

spend a lot of their time in back-to-back meetings; they probably don’t have a lot of time 

to go through a full-blown data report; they do not have a lot of time to browse a website. 

Therefore, you may choose a targeted-fact sheet. A customized fact sheet (not a template) 

targeted to their needs with a very simple and clear message. 

 

What is your timing? 

For your plan, you will want to think of the when and where. What timing will work best 

for your target audience? For example, for all audiences you may not want to distribute a 

communication plan over the Christmas holidays. For others, you may want to plan to 

communicate during EMS week. 

Developing your targeted messages can take time.  A communication project can take 

from six months to several years to lay the groundwork, dig up the resources, and get it 

done. A staff member who has a significant amount of time allocated to the 

communication plan will help shorten your timeline.   
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Communication Plan Worksheet  

Note: This worksheet is intended to help you plan strategies to get the word out about the EMSC 

Program.  You do not have to think about your communication strategy in the order listed 

below.  For example, from the analysis of your state’s performance measure data you may find 

that there is a deficit that you want to address —that could be your main message and so you 

may want to start by working on #3 in this worksheet.  Once you have solidified your message, 

then you would want to consider your target audience.  Conversely, you may want to approach a 

new business in town and so you would start with that business as your target audience (#2).  In 

this case you would fill out the first question on this worksheet and then go to your data and 

decide what message is important to that audience.   

1. Purpose: What is your purpose in communicating your message(s)? What do you 

want to achieve and what are the future benefits from your communication? 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

2. Audience: Who is your target audience? Include some of their characteristics and 

interests. 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

3. Message: What is your primary message for this audience? What angle should be 

played up? 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

4. Methods: What method(s) will be best for communicating your message to this 

audience? Is there a way to translate the data associated with your main message to your 

intended audience into terms that can be easily understood?  

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 
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5. Where: Where will the message be best communicated?  

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

6. When: When will your message be best communicated? 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

Share Your Communication!!!     

 

Other Notes / Items to Remember: 

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 
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Using PowerPoint Effectively 
 

1. Step away from the computer – especially PowerPoint when 
developing your presentation. This will give you time to creatively 
brainstorm ideas for your presentation. 
 

2. Develop a story. The best presentations express your message as a 
story that is relatable to your audience and emotionally connects 
them to your main message. Remember this quote: 
 

“Data alone has no value. Only in the context of real life does it 
have meaning. And real life is conveyed best not with data but 
with story.” – John McWade 
 

3. Storyboard. Use a storyboard to sketch out the overall idea for your 
presentation. Remember that each box of the storyboard represents 
one slide and should ONLY convey one thought. Try to use images and 
only a few words to tell your story.  You can fill in the detail orally or 
give your audience a handout with more information. 
 

4. Collaborate. Review your storyboard with your colleagues. Ask them 
what they think about your ideas. Test them on their understanding 
of what you are trying to convey. Listen to their feedback and 
incorporate their suggestions. Remember the presentation is NOT 
about you, it is about the best experience for your audience. 
 

5. Find the Images.  When you’ve finished with your storyboard, go and 
start collecting images that match those you envisioned in your 
storyboard. Don’t purchase any images yet but download a “comp” or 
a practice image to try out your ideas. Some places to get images that 
follow copyright/intellectual property law are: 
 

a. Flickr.com – click on search and then “advanced search” type in 
the key words for your search and scroll to the bottom where 
you will find “creative commons.” Only search within creative 
commons. When you find an image you like search for the 
license guidelines to read the requirements for using an 
author’s image. If it says “all rights reserved.” You CANNOT use 
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that image without the author’s express consent. See the 
explanation here: http://www.flickr.com/creativecommons/ . 

b. Microsoft Clipart – this is easily accessible from inside 
Microsoft PowerPoint and is a great way to search for copyright 
free images and clip art that you are free to use in your 
presentations.  

c. Loc.gov – The library of congress has literally thousands and 
thousands of pictures available for use in their digital 
collections, “Prints & Photographs Online Catalog.” When you 
find an image you’d like to use, read the “Rights Advisory” 
section for information on how and if you can use those images 
in your presentation. 

d. Take your own photograph – when you know exactly what you 
want, go out and take the picture yourself and then you don’t 
have to worry about copyright issues. 

e. istockphoto.com – when you can’t seem to find an image 
anywhere else you can usually find it on istockphoto.com. You 
will have to pay to use the image but you will at least have an 
image that expresses and supports your message perfectly. The 
pricing ranges from about $3.00 to $50.00 depending on the 
image. The terms of usage are also outlined. 
 

6. Open PowerPoint. Using your storyboard and the images you have 
downloaded so far, create a “mockup” of your final presentation. A 
mockup is basically a skeleton of your presentation.  It contains 
proposed images and text. Review your mockup with your colleagues. 
Again ask for their feedback and suggestions. Purchase images after 
you are certain that they are the right ones for your presentation. 
 

7. Finalize the Slides. Now you can get fancy and clean up your 
“mockup” PowerPoint. Select the right fonts, choose the colors, 
follow the basic principles of design, and add images to give just the 
right punch to your presentation. 
 

8. Write the Narration. Use the “notes” section beneath every slide in 
PowerPoint to write the oral portion of your presentation. Write what 
you will say word for word underneath every slide. Consider reading 
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and recording your narration; listen to it in the car on your way to 
work. Do all you can to memorize the oral portion of your 
presentation. Remember to practice practice practice. 

 
 
References: 
 

 Duarte, Nancy. slide:ology: The Art and Science of Creating Great 
Presentations. Canada: O’Reilly Media, Inc. 2008. Print. 
 

 Reynolds, Garr. Presentation Zen Design: Simple Design Principles and 
Techniques to Enhance Your Presentations. California: New Riders. 
2010. Print. 
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a little more than a year ago, 
on a trip to Nairobi, Kenya, 
some colleagues and I met 

a 12-year-old Masai boy named 
Richard Turere, who told us a 

fascinating story. His family 
raises livestock on the edge 

of a vast national park, and 
one of the biggest challenges 

is protecting the animals from 
lions—especially at night. Richard 

had noticed that placing lamps in a 
field didn’t deter lion attacks, but when 

he walked the field with a torch, the lions 
stayed away. From a young age, he’d been 
interested in electronics, teaching himself 
by, for example, taking apart his parents’ 
radio. He used that experience to devise a 
system of lights that would turn on and off 
in sequence—using solar panels, a car bat-
tery, and a motorcycle indicator box—and 
thereby create a sense of movement that 
he hoped would scare off the lions. He in-
stalled the lights, and the lions stopped at-
tacking. Soon villages elsewhere in Kenya 
began installing Richard’s “lion lights.”

The story was inspiring and worthy of 
the broader audience that our TED confer-
ence could offer, but on the surface, Rich-
ard seemed an unlikely candidate to give a 

TED Talk. He was painfully shy. His English 
was halting. When he tried to describe 
his invention, the sentences tumbled out 
incoherently. And frankly, it was hard to 
imagine a preteenager standing on a stage 
in front of 1,400 people accustomed to 
hearing from polished speakers such as 
Bill Gates, Sir Ken Robinson, and Jill Bolte 
Taylor. 

But Richard’s story was so compel-
ling that we invited him to speak. In the 
months before the 2013 conference, we 
worked with him to frame his story—to 
find the right place to begin, and to de-
velop a succinct and logical arc of events. 
On the back of his invention Richard had 
won a scholarship to one of Kenya’s best 
schools, and there he had the chance to 
practice the talk several times in front of a 
live audience. It was critical that he build 
his confidence to the point where his 
personality could shine through. When he 
finally gave his talk at TED, in Long Beach, 
you could tell he was nervous, but that 
only made him more engaging—people 
were hanging on his every word. The con-
fidence was there, and every time Richard 
smiled, the audience melted. When he 
finished, the response was instantaneous: 
a sustained standing ovation.
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Since the first TED conference, 30 
years ago, speakers have run the gamut 
from political figures, musicians, and 
TV personalities who are completely 
at ease before a crowd to lesser-known 
academics, scientists, and writers—some 
of whom feel deeply uncomfortable giv-
ing presentations. Over the years, we’ve 
sought to develop a process for help-
ing inexperienced presenters to frame, 
practice, and deliver talks that people 
enjoy watching. It typically begins six 
to nine months before the event, and 
involves cycles of devising (and revising) 
a script, repeated rehearsals, and plenty of 
fine-tuning. We’re continually tweaking 
our approach—because the art of public 
speaking is evolving in real time—but 
judging by public response, our basic regi-
men works well: Since we began putting 
TED Talks online, in 2006, they’ve been 
viewed more than one billion times.

On the basis of this experience, I’m 
convinced that giving a good talk is highly 
coachable. In a matter of hours, a speaker’s 
content and delivery can be transformed 
from muddled to mesmerizing. And while 
my team’s experience has focused on 
TED’s 18-minutes-or-shorter format, the 
lessons we’ve learned are surely useful 
to other presenters—whether it’s a CEO 
doing an IPO road show, a brand manager 
unveiling a new product, or a start-up 
pitching to VCs. 

frame Your story
There’s no way you can give a good talk 
unless you have something worth talking 
about. Conceptualizing and framing what 
you want to say is the most vital part of 
preparation.

We all know that humans are wired to 
listen to stories, and metaphors abound 
for the narrative structures that work best 
to engage people. When I think about 
compelling presentations, I think about 
taking an audience on a journey. A suc-
cessful talk is a little miracle—people see 
the world differently afterward.

If you frame the talk as a journey, the 
biggest decisions are figuring out where 

to start and where to end. To find the 
right place to start, consider what people 
in the audience already know about your 
subject—and how much they care about it. 
If you assume they have more knowledge 
or interest than they do, or if you start us-
ing jargon or get too technical, you’ll lose 
them. The most engaging speakers do a 
superb job of very quickly introducing the 
topic, explaining why they care so deeply 
about it, and convincing the audience 
members that they should, too.

The biggest problem I see in first drafts 
of presentations is that they try to cover 

too much ground. You can’t summarize an 
entire career in a single talk. If you try to 
cram in everything you know, you won’t 
have time to include key details, and your 
talk will disappear into abstract language 
that may make sense if your listeners are 
familiar with the subject matter but will 
be completely opaque if they’re new to 
it. You need specific examples to flesh 
out your ideas. So limit the scope of your 
talk to that which can be explained, and 
brought to life with examples, in the avail-
able time. Much of the early feedback we 
give aims to correct the impulse to sweep 
too broadly. Instead, go deeper. Give more 
detail. Don’t tell us about your entire 
field of study—tell us about your unique 
contribution. 

Of course, it can be just as damaging to 
overexplain or painstakingly draw out the 
implications of a talk. And there the rem-
edy is different: Remember that the people 
in the audience are intelligent. Let them 
figure some things out for themselves. Let 
them draw their own conclusions. 

Many of the best talks have a narrative 
structure that loosely follows a detective 
story. The speaker starts out by presenting 
a problem and then describes the search 

for a solution. There’s an “aha” moment, 
and the audience’s perspective shifts in  
a meaningful way. 

If a talk fails, it’s almost always because 
the speaker didn’t frame it correctly, mis-
judged the audience’s level of interest, or 
neglected to tell a story. Even if the topic is 
important, random pontification without 
narrative is always deeply unsatisfying. 
There’s no progression, and you don’t feel 
that you’re learning.

I was at an energy conference recently 
where two people—a city mayor and a 
former governor—gave back-to-back 
talks. The mayor’s talk was essentially 
a list of impressive projects his city had 
undertaken. It came off as boasting, like 
a report card or an advertisement for his 
reelection. It quickly got boring. When the 
governor spoke, she didn’t list achieve-
ments; instead, she shared an idea. Yes, 
she recounted anecdotes from her time in 
office, but the idea was central—and the 
stories explanatory or illustrative (and also 
funny). It was so much more interesting. 
The mayor’s underlying point seemed to 
be how great he was, while the governor’s 
message was “Here’s a compelling idea 
that would benefit us all.” 

As a general rule, people are not very 
interested in talks about organizations or 
institutions (unless they’re members of 
them). Ideas and stories fascinate us; orga-
nizations bore us—they’re much harder to 
relate to. (Businesspeople especially take 
note: Don’t boast about your company; 
rather, tell us about the problem you’re 
solving.) 

Plan Your Delivery
Once you’ve got the framing down, it’s 
time to focus on your delivery. There are 
three main ways to deliver a talk. You 
can read it directly off a script or a tele-
prompter. You can develop a set of bullet 
points that map out what you’re going to 
say in each section rather than scripting 
the whole thing word for word. Or you can 
memorize your talk, which entails rehears-
ing it to the point where you internalize 
every word—verbatim.

a successful talk 
is a little miracle—
people see the world 
differently afterward.
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My advice: Don’t read it, and don’t use 
a teleprompter. It’s usually just too dis-
tancing—people will know you’re reading. 
And as soon as they sense it, the way they 
receive your talk will shift. Suddenly your 
intimate connection evaporates, and ev-
erything feels a lot more formal. We gener-
ally outlaw reading approaches of any kind 
at TED, though we made an exception a 
few years ago for a man who insisted on 
using a monitor. We set up a screen at the 
back of the auditorium, in the hope that 
the audience wouldn’t notice it. At first 
he spoke naturally. But soon he stiffened 
up, and you could see this horrible sink-
ing feeling pass through the audience as 
people realized, “Oh, no, he’s reading to 
us!” The words were great, but the talk got 
poor ratings. 

Many of our best and most popular 
TED Talks have been memorized word for 
word. If you’re giving an important talk 
and you have the time to do this, it’s the 
best way to go. But don’t underestimate 
the work involved. One of our most mem-
orable speakers was Jill Bolte Taylor, a 
brain researcher who had suffered a stroke. 
She talked about what she learned during 

Find the perfect Mix of data and narrative by Nancy Duarte

Most presentations lie somewhere on the continuum between a  
report and a story. a report is data-rich, exhaustive, and informa-
tive—but not very engaging. stories help a speaker connect with  
an audience, but listeners often want facts and information, too. 
great presenters layer story and information like a cake, and under-
stand that different types of talks require differing ingredients.

research 
findings
if your goal is to commu-
nicate information from a 
written report, send the 
full document to the audi-
ence in advance, and limit 
the presentation to key 
takeaways. don’t do a long 
slide show that repeats 
all your findings. anyone 
who’s really interested can 
read the report; everyone 
else will appreciate 
brevity. 

financial 
Presentation
Financial audiences 
love data, and they’ll 
want the details. 
satisfy their analytical 
appetite with facts, 
but add a thread of 
narrative to appeal 
to their emotional 
side. then present 
the key takeaways 
visually, to help them 
find meaning in the 
numbers.

Product 
launch
instead of covering 
only specs and 
features, focus on the 
value your product 
brings to the world. 
tell stories that show 
how real people will 
use it and why it will 
change their lives.

VC Pitch
For 30 minutes with 
a vC, prepare a crisp, 
well-structured story 
arc that conveys your 
idea compellingly in 
10 minutes or less; 
then let Q&a drive the 
rest of the meeting. 
anticipate questions 
and rehearse clear 
and concise answers.

Keynote 
address
Formal talks at big 
events are high-
stakes, high-impact 
opportunities to 
take your listeners 
on a transformative 
journey. use a clear 
story framework and 
aim to engage them 
emotionally.

nancy Duarte is the author of HBR Guide to Persuasive Presentations, Slide:ology, and Resonate.  
she is the Ceo of duarte, inc., which designs presentations and teaches presentation development.

the eight years it took her to recover. After 
crafting her story and undertaking many 
hours of solo practice, she rehearsed her 
talk dozens of times in front of an audi-
ence to be sure she had it down. 

Obviously, not every presentation is 
worth that kind of investment of time.  
But if you do decide to memorize your 
talk, be aware that there’s a predictable 
arc to the learning curve. Most people 
go through what I call the “valley of 
awkwardness,” where they haven’t quite 
memorized the talk. If they give the talk 
while stuck in that valley, the audience 
will sense it. Their words will sound 
recited, or there will be painful moments 
where they stare into the middle distance, 
or cast their eyes upward, as they struggle 
to remember their lines. This creates 
distance between the speaker and the 
audience. 

Getting past this point is simple, 
fortunately. It’s just a matter of rehears-
ing enough times that the flow of words 
becomes second nature. Then you can 
focus on delivering the talk with meaning 
and authenticity. Don’t worry—you’ll get 
there.

But if you don’t have time to learn 
a speech thoroughly and get past that 
awkward valley, don’t try. Go with bullet 
points on note cards. As long as you know 
what you want to say for each one, you’ll 
be fine. Focus on remembering the transi-
tions from one bullet point to the next. 

Also pay attention to your tone. Some 
speakers may want to come across as 
authoritative or wise or powerful or pas-
sionate, but it’s usually much better to just 
sound conversational. Don’t force it. Don’t 
orate. Just be you. 

If a successful talk is a journey, make 
sure you don’t start to annoy your travel 
companions along the way. Some speak-
ers project too much ego. They sound 
condescending or full of themselves, and 
the audience shuts down. Don’t let that 
happen. 

Develop stage Presence
For inexperienced speakers, the physi-
cal act of being onstage can be the most 
difficult part of giving a presentation—but 
people tend to overestimate its impor-
tance. Getting the words, story, and sub-
stance right is a much bigger determinant 

report 
literal,  
informational,  
Factual,  
exhaustive

story 
dramatic, 

experiential, 
evocative,  
persuasive
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of success or failure than how you stand or 
whether you’re visibly nervous. And when 
it comes to stage presence, a little coach-
ing can go a long way.

The biggest mistake we see in early 
rehearsals is that people move their bodies 
too much. They sway from side to side, or 
shift their weight from one leg to the other. 
People do this naturally when they’re 
nervous, but it’s distracting and makes 
the speaker seem weak. Simply getting 
a person to keep his or her lower body 
motionless can dramatically improve 
stage presence. There are some people 
who are able to walk around a stage during 
a presentation, and that’s fine if it comes 
naturally. But the vast majority are better 
off standing still and relying on hand ges-
tures for emphasis. 

Perhaps the most important physical 
act onstage is making eye contact. Find 
five or six friendly-looking people in dif-
ferent parts of the audience and look them 
in the eye as you speak. Think of them as 
friends you haven’t seen in a year, whom 
you’re bringing up to date on your work. 
That eye contact is incredibly powerful, 
and it will do more than anything else to 
help your talk land. Even if you don’t have 
time to prepare fully and have to read 
from a script, looking up and making eye 
contact will make a huge difference.

Another big hurdle for inexperienced 
speakers is nervousness—both in advance 
of the talk and while they’re onstage.  
People deal with this in different ways. 
Many speakers stay out in the audience 
until the moment they go on; this can 
work well, because keeping your mind en-
gaged in the earlier speakers can distract 
you and limit nervousness. Amy Cuddy,  
a Harvard Business School professor who 
studies how certain body poses can affect 
power, utilized one of the more unusual 
preparation techniques I’ve seen. She rec-
ommends that people spend time before 
a talk striding around, standing tall, and 
extending their bodies; these poses make 
you feel more powerful. It’s what she did 
before going onstage, and she delivered 
a phenomenal talk. But I think the single 

best advice is simply to breathe deeply 
before you go onstage. It works.

In general, people worry too much 
about nervousness. Nerves are not a 
disaster. The audience expects you to be 
nervous. It’s a natural body response that 
can actually improve your performance: 
It gives you energy to perform and keeps 
your mind sharp. Just keep breathing, and 
you’ll be fine. 

Acknowledging nervousness can also 
create engagement. Showing your vulner-
ability, whether through nerves or tone of 
voice, is one of the most powerful ways 
to win over an audience, provided it is 
authentic. Susan Cain, who wrote a book 
about introverts and spoke at our 2012 
conference, was terrified about giving her 
talk. You could feel her fragility onstage, 
and it created this dynamic where the 
audience was rooting for her—everybody 
wanted to hug her afterward. The fact that 
we knew she was fighting to keep herself 
up there made it beautiful, and it was the 
most popular talk that year.

Plan the Multimedia
With so much technology at our disposal, 
it may feel almost mandatory to use, at a 
minimum, presentation slides. By now 
most people have heard the advice about 
PowerPoint: Keep it simple; don’t use a 
slide deck as a substitute for notes (by, say, 
listing the bullet points you’ll discuss—
those are best put on note cards); and 
don’t repeat out loud words that are on the 
slide. Not only is reciting slides a variation 
of the teleprompter problem—“Oh, no, 
she’s reading to us, too!”—but information 
is interesting only once, and hearing and 
seeing the same words feels repetitive. 
That advice may seem universal by now, 
but go into any company and you’ll see 
presenters violating it every day.

Many of the best TED speakers don’t 
use slides at all, and many talks don’t 
require them. If you have photographs 
or illustrations that make the topic come 
alive, then yes, show them. If not, consider 
doing without, at least for some parts of 
the presentation. And if you’re going to 
use slides, it’s worth exploring alterna-
tives to PowerPoint. For instance, TED 
has invested in the company Prezi, which 
makes presentation software that offers a 
camera’s-eye view of a two-dimensional 
landscape. Instead of a flat sequence of 
images, you can move around the land-
scape and zoom in to it if need be. Used 
properly, such techniques can dramati-
cally boost the visual punch of a talk and 
enhance its meaning. 

Artists, architects, photographers, and 
designers have the best opportunity to use 
visuals. Slides can help frame and pace a 
talk and help speakers avoid getting lost in 
jargon or overly intellectual language. (Art 
can be hard to talk about—better to experi-
ence it visually.) I’ve seen great presenta-
tions in which the artist or designer put 
slides on an automatic timer so that the 
image changed every 15 seconds. I’ve also 
seen presenters give a talk accompanied 
by video, speaking along to it. That can 
help sustain momentum. The industrial 
designer Ross Lovegrove’s highly visual 
TED Talk, for instance, used this technique 
to bring the audience along on a remark-
able creative journey. 

Another approach creative types might 
consider is to build silence into their talks, 
and just let the work speak for itself. The 
kinetic sculptor Reuben Margolin used 
that approach to powerful effect. The idea 
is not to think “I’m giving a talk.” Instead, 
think “I want to give this audience a pow-
erful experience of my work.” The single 
worst thing artists and architects can do 
is to retreat into abstract or conceptual 
language.

Video has obvious uses for many speak-
ers. In a TED Talk about the intelligence of 
crows, for instance, the scientist showed 
a clip of a crow bending a hook to fish a 
piece of food out of a tube—essentially 

nerves are not a 
disaster. the audience 
expects you to be 
nervous.
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Talk myself. So he invited me to give one, 
and I accepted.

It was more stressful than I’d expected. 
Even though I spend time helping others 
frame their stories, framing my own in  
a way that felt compelling was difficult.  
I decided to memorize my presentation, 
which was about how web video powers 
global innovation, and that was really 
hard: Even though I was putting in a lot of 
hours, and getting sound advice from my 
colleagues, I definitely hit a point where 
I didn’t quite have it down and began 
to doubt I ever would. I really thought I 
might bomb. I was nervous right up until 
the moment I took the stage. But it ended 
up going fine. It’s definitely not one of the 
all-time great TED Talks, but it got a posi-
tive reaction—and I survived the stress of 
going through it.

Ultimately I learned firsthand what our 
speakers have been discovering for three 
decades: Presentations rise or fall on the 
quality of the idea, the narrative, and the 
passion of the speaker. It’s about sub-
stance, not speaking style or multi media 
pyrotechnics. It’s fairly easy to “coach 
out” the problems in a talk, but there’s 
no way to “coach in” the basic story—the 
presenter has to have the raw material. 
If you have something to say, you can 
build a great talk. But if the central theme 
isn’t there, you’re better off not speaking. 
Decline the invitation. Go back to work, 
and wait until you have a compelling idea 
that’s really worth sharing.

The single most important thing to 
remember is that there is no one good way 
to do a talk. The most memorable talks of-
fer something fresh, something no one has 
seen before. The worst ones are those that 
feel formulaic. So do not on any account 
try to emulate every piece of advice I’ve 
offered here. Take the bulk of it on board, 
sure. But make the talk your own. You 
know what’s distinctive about you and 
your idea. Play to your strengths and give a 
talk that is truly authentic to you. 

hbr reprint R1306K

creating a tool. It illustrated his point far 
better than anything he could have said.

Used well, video can be very effec-
tive, but there are common mistakes that 
should be avoided. A clip needs to be 
short—if it’s more than 60 seconds, you 
risk losing people. Don’t use videos—par-
ticularly corporate ones—that sound 
self-promotional or like infomercials; 
people are conditioned to tune those 
out. Anything with a soundtrack can be 
dangerously off-putting. And whatever 
you do, don’t show a clip of yourself being 
interviewed on, say, CNN. I’ve seen speak-
ers do this, and it’s a really bad idea—no 
one wants to go along with you on your 
ego trip. The people in your audience are 
already listening to you live; why would 
they want to simultaneously watch your 
talking-head clip on a screen?

Putting it Together
We start helping speakers prepare their 
talks six months (or more) in advance so 
that they’ll have plenty of time to practice. 
We want people’s talks to be in final form 
at least a month before the event. The 
more practice they can do in the final 
weeks, the better off they’ll be. Ideally, 
they’ll practice the talk on their own and 
in front of an audience.

The tricky part about rehearsing a pre-
sentation in front of other people is that 
they will feel obligated to offer feedback 
and constructive criticism. Often the 
feedback from different people will vary 
or directly conflict. This can be confus-
ing or even paralyzing, which is why it’s 
important to be choosy about the people 
you use as a test audience, and whom 
you invite to offer feedback. In general, 
the more experience a person has as a 
presenter, the better the criticism he or 
she can offer.

I learned many of these lessons myself 
in 2011. My colleague Bruno Giussani, who 
curates our TEDGlobal event, pointed 
out that although I’d worked at TED for 
nine years, served as the emcee at our 
conferences, and introduced many of the 
speakers, I’d never actually given a TED  Chris anderson is the curator of ted.

as hard as it may be to give a 
great talk, it’s really easy to 
blow it. Here are some common 
mistakes that ted advises its 
speakers to avoid.

10 Ways to Ruin  
a presentation

take a really long time  
to explain what your  
talk is about.

speak slowly and 
dramatically. Why talk 
when you can orate?

Make sure you subtly  
let everyone know how 
important you are.

Refer to your book 
repeatedly. even better, 
quote yourself from it.

Cram your slides  
with numerous text 
bullet points and 
multiple fonts.

use lots of unexplained 
technical jargon to 
make yourself sound 
smart.

speak at great length 
about the history of 
your organization 
and its glorious 
achievements.

don’t bother rehearsing 
to check how long your 
talk is running.

sound as if you’re 
reciting your talk  
from memory.

never, ever make eye 
contact with anyone  
in the audience.

1
2
3
4
5
6
7
8
9
10
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FROM THE SPONSOR

“Technology like GoToMeeting with HDFaces 
allows us to brainstorm well, plan better and 
communicate with each other in a very efficient 
way, every single day, while we’re looking at  
each other.”
—JASCHA KAYKAS-WOLFF, CHIEF MARKETING OFFICER, MINDJET

To make your next online presentation a killer one, consider 
using HD video conferencing in GoToMeeting. Video helps 
your audience familiarize with you and engage better 
in the content in online presentations. And with robust 
features built-in—like integrated audio and private chat—
GoToMeeting is so easy to use that you can forget about 
the technology and get on with your presentation.

About GoToMeeting
GoToMeeting is the extremely simple, extraordinarily powerful web conferencing service 

from Citrix. It integrates HD video conferencing, screen sharing and audio conferencing, 

allowing you to collaborate effectively online in a face-to-face environment. Hold unlimited 

meetings for one low flat fee and attend meetings from Mac, PC and mobile devices. 

GoToMeeting will change the way you work—and perhaps a whole lot more. To learn 

more, visit www.gotomeeting.com. 
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FOX 21 EXCLUSIVE: Donation to Superior Fire Department Helps 
Save Young Boy

 

 
By Tracee Tolentino & 
photojournalist Kristian 
Tharaldson, FOX 21 News

SUPERIOR- Back in April, 
FOX 21 brought you a story on 
new equipment donated to the 
Superior Fire Department. This 
new equipment is already 
making a difference in the way
Superior Firefighters help 
children, and without it, there 
could have been a very 
different for outcome for one 
young boy.

It’s every parent’s worst 
nightmare. “He had gotten a 
grape off the table that one of 
his old brothers was eating 
and he was choking and he 

couldn't get any air,”recalls Paul Wintersheidt, of that scary day, his 2-year-old son Elliot was 
choking and not breathing.

“You just feel helpless, there's nothing you can do to stop what's going on,” said 
Wintersheidt.

Trying to help little Elliot until firefighters arrived, Paul remembers those terrifying moments 
and calls them the longest couple of minutes of his life.

Finally, help arrived. It was Superior firefighter Jeremiah Glonek, and with him was a new 
pediatric medical bag; a bag of equipment made to treat tiny patients, like Elliot..

“He handed Elliot over to us, and we had the equipment in the bag, we got the right size in 
him, put him on oxygen and helped him breathe until the ambulance got there,” said Glonek, 
“the bags are labeled out, and exact equipment we need, and the sizes are in their own bags 
so it makes it much more easier.”

These lifesaving pediatric medical bags, a donation from the Kiwanis club of Superior, are 
now helping firefighters on these tough calls.

“Once a kid is involved, you're definitely at the top of your game. You never want to see 
anything bad happen to the kids,” said Glonek.

The Kiwanis Club is thankful to see this donation making a difference in the community.

“You hate to see it used, but at the same time to have it there and have it available, that's a 
great feeling. I'm glad we could help,” said Kiwanis Club of Superior president, Jerry Choate.

“It's nice to know that they have specific bags for pediatrics, and when they got there I was 
very relieved,” said Winterscheidt.

Elliot is doing fine now, and his dad says he’s not allowed to have another grape until he’s 
35.

The Kiwanis Club also donated pediatric medical bags to Gordon, Wascott, and Hawthorne.
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Persuasive PowerPoint in 

Michael Jackson Trial 

9/28/2011 @ 1:21PM – FORBES 

Carmine Gallo, Contributor 

Prosecutors in the manslaughter trial of Michael 

Jackson doctor Conrad Murray are using an 

effective PowerPoint technique called picture 

superiority.  Simply put, picture superiority 

means that we process content more easily when 

it’s delivered in pictures and words instead of 

words alone.  The saying, “Death by 

PowerPoint” was coined for presenters who 

don’t understand picture superiority! 

Prosecutors opened the trial with a graphic image of Michael Jackson on a gurney with tubes in 

his nose.  But that’s not all.  They deftly contrasted the image with a photo of Michael Jackson 

on stage at LA’s Staples Center just 12 hours before his death.  The left side of the slide showed 

a picture of Jackson performing; the right slide showed the death image.  The only words on the 

slides were the dates: June 24, 2009 and June 25, 2009.  I don’t know what result the images will 

have on the ultimate conclusion of the trial but if prosecutors win, they will be able to partially 

credit their first slide. 

The next slide contained a multimedia clip.  Prosecutors played a voice recording of a heavily 

sedated Michael Jackson slurring his words and barely coherent.  They said the recording was 

taken by Murray, implying that the doctor should have known better than to administer more 

drugs to Jackson.  Hearing someone’s voice is far more emotional than simply reading the 

person’s words on a slide.  Here again prosecutors are using multimedia techniques to connect 

emotionally with jurors. 

After the audio recording slide (along with 

transcript), prosecutors displayed several 

other visual slides to complement their 

opening statements.  “What did Conrad 

Murray do with the information on that clip?” 

they asked. “He orders another shipment of 

propofol and lorazapam just two days after 

the recording was made.”  The slide showed a 

calendar with two prescription bottles 

covering the date of the order.  The slide was 

covered with an image of forty 100 ml vials – 
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the order Murray had placed. 

I once had the opportunity to interview the 

lawyer who successfully won a landmark 

lawsuit against Merck for selling the arthritis 

drug Vioxx, which lead to the death his 

client.  He won a $250 million 

verdict.  Although the verdict was partly 

overturned on appeal, the lawyer won the 

case by laying out a logical argument and 

complementing that narrative with an 

emotional story told through the PowerPoint 

slides.  He showed me the first six slides of 

his presentation.  There were no words on 

the slides.  They simply told the story of two people in love and how one lost his life due to 

taking the prescription medication.  At the end of a lengthy trial the jurors said they were moved 

by the story. 

The prosecutors in the case of Michael Jackson’s doctor are delivering the most important 

presentation of their careers and they’re using more images instead of words.  Take another look 

at your PowerPoint slides.  Are they too wordy?  Using pictures to tell a story will help you 

appeal to our audience whether you’re a lawyer seeking to persuade a jury, an entrepreneur 

hoping to convince an investor to back a product, or a leader trying to inspire a team. 

Carmine Gallo is the communications coach for the world’s most admired brands. He is a 

popular keynote speaker and author of several books including the bestsellers, The Presentation 

Secrets of Steve Jobs and The Innovation Secrets of Steve Jobs. His new book, The Power of 

Foursquare, will be released by McGraw-Hill in October, 2011 Follow him on Twitter: 

carminegallo 

Story: http://www.forbes.com/sites/carminegallo/2011/09/28/persuasive-powerpoint-in-michael-

jackson-trial/  
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Introduction to Microsoft® PowerPoint® 2010: Tools You 
May Need  
1. Templates:	PowerPoint	has	many	pre‐formatted	templates	called	Design,	which	allow	you	to	get	

your	presentation	completed	with	minimal	formatting	work.		Unfortunately,	several	of	these	
templates	can	give	your	presentation	an	unprofessional	and/or	busy	look	and	feel.		(see	#17	for	
more	information	related	to	creating	and	editing	templates	to	make	them	more	professional)	
	
In	addition,	some	of	the	templates	will	violate	the	art	and	science	of	great	presentations1		and	
therefore	should	not	be	used.		

 

 
 
2. Blank	Presentation: To	get	away	from	a	canned	look	you	would	want	to	start	a	new	presentation	

from	scratch.	To	start	from	scratch,	you	simply	open	PowerPoint	and	it	will	open	a	blank	
unformatted	single	slide	presentation	(see	below). 

 

 

                                                           
1 Slide:ology by Nancy Duarte http://www.duarte.com/book/slideology/  
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3. Slide	Insertion,	Navigation,	and	Slide	Layout:	After	you	have	started	a	new	presentation,	you	may	
want	to	add	additional	slides	and	then	navigate	between	slides	to	edit.		

a. You	can	add	more	slides	by	clicking	on	the	New Slide	tool	located	on	the	Home	tab.	If	you	click	
on	the	down	arrow	by	the	New Slide	tool,	you	can	choose	which	type	of	new	slide	to	add	(e.g.,	
Title	and	Content	slide)	Note: If you don’t select a type, PowerPoint will choose the type.	

	

b. To	see	how	many	pages	are	in	your	presentation,	look	at	the	left	hand	side	of	your	screen.	You	
will	know	what	slide	you	are	on	in	the	presentation	because	it	will	have	a	yellow‐gold	area	
around	the	slide	you	are	currently	viewing.	

	

 

* * 74 * *

All screenshots from Office 2010 programs



 Workshop Communicating Your Performance Measure Results 
June 2014 

For	Microsoft®	PowerPoint®	2010.	Not	all	of	the	functions	in	this	presentation	will	be	available	or	work	the	same	in	older	versions	of	PowerPoint	
Developed	by	the	National	EMS	for	Children	Data	Analysis	Resource	Center	(NEDARC):	www.nedarc.org	

c. To	navigate	to	a	slide,	in	the	left	hand	area	(see	example	for	3b),	click	on	the	slide	you	want	and	
PowerPoint	will	jump	you	to	the	selected	slide.	

d. If	you	decide	to	change	the	layout	of	a	slide	after	you	have	added	it,	DON’T	start	deleting	or	
inserting	text	boxes.		

Instead,	click	on	the	down	arrow	by	the	Layout	tool	located	on	the	Home	tab	and	choose	the	
layout	you	need.	

	
	

e. You	can	also	zoom	in	on	your	slide,	so	that	it	appears	bigger.	(It	does	not	actually	change	size	‐	
it	just	appears	bigger	on	your	screen,	so	that	you	can	more	easily	position	frames	and	so	on).		
Holding	down	the	“Ctrl”	key	on	your	keyboard	and	moving	the	wheel	on	your	mouse	up	or	
down	to	zoom	in	and	out	respectively.	

 

4. Text	Box:	Since	PowerPoint	treats	everything	as	an	object	instead	of	a	continuous	flow	of	
characters,	you	need	to	use	text	boxes	to	add	any	text	you	want	in	your	presentation.	

a. Inserting	a	Text	Box:	to	insert	a	Text	Box	in	your	presentation,	you	would	select	the	Text Box	
tool	located	in	the	under	the	Insert	tab.	You	only	need	to	click	on	the	tool	once.	You	would	then	
move	your	cursor	to	the	slide	you	are	working	on.	Note: If you have selected the Text Box, your 
cursor will change to a “cross hairs” when the cursor is on the viewing slide. By	going	to	the	desired	
location	on	the	slide	of	the	presentation	and	left	clicking	you	can	insert	a	Text	Box.		

Once	the	Text	Box	has	been	inserted,	you	can	type	in	the	text	you	
want.	You	can	also	format	the	text:	font,	size,	color,	bold,	italicized,	
and	underlined.	When	you	want	to	type	text	in	a	Text	Box,	you	click	on	
the	Text	Box	and	it	will	become	selected	with	circles	at	the	corners	
and	center	points	(see	right).  
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PowerPoint	allows	you	fine	control	over	how	your	text	appears.	The	Font Selection	box	shows	
the	font	choices	available	on	your	computer	and	what	each	font	will	look	like.		

	
But	that´s	not	all!	From	the	Format	menu,	you	can	select	any	number	of	different	formatting	
options,	including	borders,	colors,	indenting,	fancy	initial	letters	and	so	on.	Below	are	some	of	
the	little	known	font	formatting	options	that	will	be	beneficial	for	you.	

	
The	A	tools	with	the	up	and	down	arrow	(pictured	left)	let	you	automatically	incrementally	
increase	(up	arrow)	or	decrease	(down	arrow)	selected	text	simply	by	clicking	on	either	one	
of	these	tools.	Each	click	increases/decreases	one	size.	

	
	
	
	
The	Aa	tool	with	the	down	arrow	will	let	you	format	the	characters	
formatting	for	any	text	you.		
	
	
	
	

	

The	AV	tool	with	the	down	arrow	will	let	you	format	any	of	the	spacing	between	
characters	of	the	text	you	select.	This	option	is	useful	if	you	want	to	use	a	font	
that	is	a	little	hard	to	read	because	the	characters	are	a	little	close	together	(see	
EMSC	example	below).	To	spread	the	characters	of	the	text,	you	can	choose	
Loose,	Very Loose,	or	More Spacing…	if	you	need	more	options.	This	is	also	
very	useful	when	you	are	trying	to	make	fonts	align	(one	of	the	principles	of	
design).	Note: each menu item which ends in an ellipses (three dots) leads on to a 
further dialog box from which you can select more options 

 
 
 
 

b. Adjusting	a	Text	Box	Size:	If	a	Text	Box	is	selected,	you	can	make	it	taller,	shorter,	wider,	or	
narrower	by	moving	your	cursor	to	one	of	the	corners	until	it	becomes	a	double	arrow	(							).	
Holding	down	the	left	mouse	button	you	can	drag	to	re‐adjust	the	size	of	the	Text	Box.	

	

c. Moving	a	Text	Box:	If	you	decide	you	want	to	move	a	Text	Box,	you	can	do	that	in	PowerPoint	
since	the	Text	Box	is	an	object.	To	move	a	Text	Box	to	a	new	location	in	your	presentation,	
make	sure	the	Text	Box	is	selected.	Then	move	your	cursor	to	any	of	the	Text	Box	borders	until	
you	get	a	4‐way	arrow	(						).	While	holding	down	the	left	button	on	your	mouse,	you	can	drag	
the	entire	Text	Box	to	the	new	location. Note: A Text Box is selected when it has circles at the 
corners and midpoints of the box (see example for 4a on previous page) 

EMSC E M S C  
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d. Paste	Special	into	Text	Boxes:	If	you	already	have	text	in	another	location	or	presentation	
that	you	want	to	paste	into	your	PowerPoint	presentation,	but	do	not	want	to	paste	in	the	
formatting,	font	style,	font	size,	etc.,	then	you	would	use	the	Paste Special…	option.	The	Paste 
Special	option	is	located	under	the	Paste	on	the	Home	tab.	To	see	the	pasting	options,	click	on	
the	down	arrow.	After	you	have	copied	the	text	you	want	to	paste	into	your	PowerPoint	
presentation,	place	your	cursor	in	the	Text	Box	the	text	is	to	be	pasted	into.	Click	on	the	down	
arrow	under	the	Paste	tool.	Several	options	will	be	available	to	you: Warning: always use spell 
check for all text boxes!	

	
The	A	option	will	keep	only	the	text.	This	means	that	the	text	you	paste	using	this	
option	will	be	formatted	to	whatever	settings	you	have	set	for	the	inserted	text	
box.	If	you	have	not	set	any	formatting	yet,	the	text	will	paste	in	for	whatever	
default	text	size	and	style	is	on	your	computer	–	likely	the	default	is	Calibri	10	pt.	
This	option	is	the	same	as	selecting	the	Paste Special…	option	and	choosing	
Unformatted Text		
	
	
The	option	with	the	blue	arrow	will	merge	the	formatting	between	the	original	
presentation	and	the	one	you	are	pasting	into.	If	you	compare	the	text	in	the	
example	above	to	the	example	to	the	left,	you	will	notice	differences	in	the	font	
style	as	well	as	spacing	in	the	text	box	even	though	it	is	the	same	text	and	same	
size	text	box.		
	

	
The	option	with	the	little	page	is	the	simple	paste	option.	This	option	will	paste	all	
formatting	that	was	applied	to	the	text	you	copied	from	and	will	paste	that	
formatting	into	your	PowerPoint	presentation.		
 
Note: If you want the copied text to keep its original formatting, you can simply select 
Paste.	
	
	

5. Images:	Working	with	a	picture	or	image	in	PowerPoint	is	much	the	same	as	working	with	a	Text	
Box.		

a. Inserting	a	Picture	or	Image:	When	you	want	to	insert	a	picture	or	image	in	your	PowerPoint	
presentation,	you	click	on	the	Insert	tab.	You	will	then	see	several	picture‐related	options	to	
choose	from.		

Picture:	PowerPoint	allows	you	to	insert	pictures	from	other	locations	such	as	your	desktop	or	
a	shared	drive.	

Clip	Art:	Microsoft	has	a	large	library	of	free clip art which is also copyright free	so	you	can	use	it	
in	any	presentation.	
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Screenshot:	a	relatively	new	feature	in	PowerPoint,	you	can	now	insert	a	screenshot	directly	
into	PowerPoint.	With	the	Screenshot	option,	you	can	choose	an	entire	screen	or	clip	a	section	
of	the	screen.	

Warning: You should NOT use a picture or image from a website or a picture that 
someone other than you took unless you have permission from the other 
party. Using pictures/images without permission or attribution is copyright 
infringement and could incur you or your office a substantial fine 
($5,000+/image).		

To	insert	a	picture	or	image,	you	would	only	need	to	choose	one	of	the	3	options	
listed	above.	If	you	chose	Clip Art,	you	will	be	able	to	search	for	a	
picture/image.		

If	you	find	clip	art	you	want,	simply	click	on	it.	PowerPoint	will	
default	to	putting	the	picture/image	in	the	center	of	slide	in	the	
presentation	you	are	working	on.	If	you	do	not	find	a	
picture/image	you	like,	type	in	a	new	search	word	until	you	find	a	picture/image	that	fits	your	
needs.	If	you	are	out	of	ideas	for	other	words	to	search	for,	in	the	search	results	area,	click	on	an	
image	you	like	and	a	down	arrow	will	appear	(see	below).	

		

	

Choose	Edit Keywords…	from	the	options	
and	you	will	see	a	Keywords	dialog	box	
that	will	give	you	ideas	of	other	possible	
key	words	to	use	for	searching	for	images	
(see	right).	
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If	you	chose	Picture	an	Insert Picture	window	will	open	that	will	let	you	navigate	to	an	image.		

For	Screenshot,	click	on	the	down	arrow	and	you	can	choose	
to	insert	an	entire	screenshot	or	just	a	section	of	a	screen	by	
using	Screen Clipping		

If	you	choose	Screen Clipping,	your	screen	will	look	like	it	has	
frosted	over	and	you	can	draw	out	the	area	you	want	
clipped.	PowerPoint	will	then	automatically	drop	the	image	
into	your	slide.	Remember,	if	you	clip	a	picture	from	a	
website,	you	need	to	note	the	source	on	your	slide	(see	
below).	

	

b. Adjusting	the	Picture/Image	Size:	If	a	picture/image	is	selected,	you	can	make	it	larger	or	
smaller	by	moving	your	cursor	to	one	of	the	corners	of	the	picture/image	until	it	becomes	a	
double	arrow	(							).	Holding	down	the	left	mouse	button	you	can	drag	to	re‐adjust	the	size	of	
the	picture/image.		
	

	
Warning: If you do not resize the picture/image from the corner, it will distort the picture/image.	
	

	
c. Moving	a	Picture/Image:	If	you	decide	you	want	to	change	the	layout	of	your	presentation	
and	you	need	to	move	a	picture/image,	you	can	do	that	in	PowerPoint	since	the	picture/	image	
is	an	object.	To	move	a	picture/image	to	a	new	location	in	your	presentation,	make	sure	the	
picture/image	is	selected.	Then	move	your	cursor	to	any	of	the	picture/image	borders	until	you	
get	a	4‐way	arrow	(							).	Holding	down	the	left	button	on	your	mouse,	you	can	drag	the	entire	
picture/image	to	the	new	location.	
	
	
	
	
	

* * 79 * *

All screenshots from Office 2010 programs



 Workshop Communicating Your Performance Measure Results 
June 2014 

For	Microsoft®	PowerPoint®	2010.	Not	all	of	the	functions	in	this	presentation	will	be	available	or	work	the	same	in	older	versions	of	PowerPoint	
Developed	by	the	National	EMS	for	Children	Data	Analysis	Resource	Center	(NEDARC):	www.nedarc.org	

d. Flipping	a	Picture/Image:	Sometimes	you	find	the	right	image,	but	the	direction	the	image	is	
facing	is	wrong	for	your	needs.	In	these	cases,	you	
will	want	to	flip	the	image.	If	you	double	click	on	
the	image	after	inserting	it,	PowerPoint	will	
automatically	take	you	to	the	Picture Tools Format	
tab.		

Click	on	the	Rotate	tool	down	arrow	located	on	the	
top	and	choose	the	appropriate	direction	you	want	
to	flip	the	image.	

	

e. Layering	a	Picture/Image:	PowerPoint	ships	with	more	than	5,000	clip	art	images	and	
photographs.	As	discussed	earlier,	you	can	insert	any	of	
these	into	your	presentation.	However,	for	an	even	
more	dramatic	and	creative	look,	why	not	"layer"	two	or	
more	images?	

If	you	place	two	images	on	top	of	each	other,	the	second	
image	you	insert	will	obscure	the	first	–	like	stacking	
paper.	However,	you	can	achieve	really	eye‐catching	
results	by	deciding	which	of	the	images	should	be	on	
top.	Like	this….	

Here	we	have	two	graphics,	an	ambulance	and	two	EMTs,	but	the	ambulance	is	partially	
obscuring	the	stretcher,	making	the	graphic	unusable.	

What	you	need	to	do	is	to	send	the	ambulance	image	to	
the	back,	so	that	the	image	with	the	stretcher	can	be	on	
top.	Select	the	ambulance	image	by	clicking	on	it.	Click	on	
the	Send to Back	located	on	the	Picture Tools Format	tab.	 

	

Depending	on	which	image	you	have	selected	and	where	you	want	it	to	appear	in	the	layer,	will	
determine	which	of	these	options	to	choose.	In	this	case	since	you	selected	the	ambulance	and	
you	want	it	to	be	behind	the	image	with	the	stretcher,	you	would	choose	Send Backward	or	Send 
to Back	depending	on	how	many	layers	(objects)	are	on	the	page.		

Note: if the selected image does not appear to move, when you select Send Backward, there are 
other layers and a shortcut is to choose Send to Back. The same can be applied to Bring Forward 
and Bring to Front.	
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And suddenly your graphic takes on a whole new clarity! 

Before        After 

   

 

 

 

Note: when you use the Send to Back or Bring to Front options, the top graphic becomes 
"transparent" and does NOT totally obscure the graphic beneath it.	

f. Rotating	Objects:	You	can	also	rotate	images	(as	well	as	text	boxes)	by	placing	your	cursor	

over	the		 	(located	at	the	top	of	your	image/text	box)	until	you	get	a	black	circle	around	it.	 	
	 Then	hold	down	the	left	mouse	button	and	rotate	the	image	any	direction	you	need.	

	
	

g. Grouping/Ungrouping	Objects:	Often	when	you	insert	multiple	objects	(whether	images	
and/or	text	boxes)	you	might	want	some	of	these	objects	to	be	adjusted,	moved,	or	rotated	
together	as	though	one	object.	To	do	this,	you	would	want	to	“Group”	objects.	

	
To	group	two	or	more	objects	(text	boxes,	image,	and/or	
shapes):	
 Select	one	object	by	clicking	on	it.	You	would	only	need	to	

click	on	the	object	once.	Selected	objects	will	have	circles	at	
the	corners	and	center	points	(see	right). 	

	
	

 While	the	first	object	is	selected,	hold	down	the	“Ctrl”	key	
on	your	keyboard	and	move	your	cursor	over	the	other	
object	you	want	to	group	and	click	on	it.	Repeat	this	
process	for	any	more	objects	you	want	to	group	as	one.	
When	you	have	2	or	more	objects	selected,	each	object	
will	have	the	circles	at	the	corners	and	center	points	(see	
right). 	

	
	
	
 If	you	right‐click	on	the	selected	objects,	a	dialog	box	will	appear	

with	several	options.	To	group	the	objects	as	one,	click	on	the	

Group	option.	 	This	option	is	also	available	on	the	Picture 
Tool Format	tab. 	
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 All	of	the	objects	that	had	been	selected	will	be	“grouped”	into	one	object	that	can	later	be	
ungrouped	if	needed.	Also,	each	object	will	no	longer	have	circles	at	the	corners	and	center	
points—instead	there	will	be	one	set.	(see	below).	

	
	
	

The	tool	will	then	change	to	two	overlapping	squares	with	dots	at	each	corner.	
This	option	is	also	available	on	the	Drawing Tools Format	and	Picture Tool Format	
tabs.	Once	the	objects	are	grouped,	they	can	be	adjusted,	moved,	or	rotated	together	
as	though	one	object.	

	
To	ungroup	two	or	more	objects:	

 To	ungroup	objects,	select	the	grouped	object	and	click	on	the	tool	shown	in	the	
previous	step.	By	clicking	on	it,	the	objects	will	be	ungrouped	and	will	no	longer	be	
editable	as	a	single	object.	

Note: once you ungroup the objects, all of the objects will be selected. If you want to modify just one of the 
objects, you will need to click outside of the area and then click back on the one object you want to unselect 
the other objects.	

h. Transparency:	Sometimes	you	will	find	an	image	you	want	to	use,	
but	the	background	color	is	too	dark	or	you	do	not	want	the	image	
to	have	a	background	color.	In	these	cases,	you	will	want	to	make	
the	background	transparent.	You	can	create	a	transparent	area	in	
most	images,	but	not	all.		

 Select	the	picture	that	you	want	to	create	a	transparent	area	in		
 On	the	Picture	Tools Format	tab,		
 Click	on	the	down	arrow	by	Color	and		
 Select	the	Set Transparent Color	option			

Note: you will not be able to create a transparent area in all images. If this 
option is not available for an image, the tool will be grayed out.	
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Your	cursor	will	change	shape	to	look	like	a	little	marker.	Move	your	cursor	to	the	image	and	
click	on	the	area	you	want	to	make	transparent.	In	the	following	example,	we	wanted	to	get	rid	
of	the	black	background	to	add	text	boxes	around	the	transparent	areas	in	the	image.	

Before	 	 	 	 	 	 	 After	 	 	 	

 
 
 
 
 
 
 

 
 
 
 
	
	
	
Then	you	can	put	a	text	box	in	front	of		
the	image	and	make	it	part	of	the	message		
(see	right).	

  
 
 
 
 
 
 
 

i. Removing	an	Image’s	Background: The	newer	versions	of	PowerPoint	have	added	some	
other	basic	image	editing	tools.	Some	images	you	might	want	to	use	have	backgrounds	that	
have	many	different	colors.	Since	the	transparency	tool	only	works	on	removing	a	single	
color,	another	tool	that	can	help	you	with	backgrounds	is	called	Remove Background	which	
is	located	on	the	Picture Tools Format	tab	(see	below). 

 
 
 First,	double	click	on	the	image	–	which	will	take	you	to	the	Picture Tools Format	tab 
 Select	Remove Background 
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 PowerPoint	will	then	make	areas	purple	that	it	plans	on	removing	with	a	box	around	the	
area	it	plans	to	keep	as	part	of	the	picture. 

 Resize	the	box	area	to	the	desired	size	depending	on	how	much	of	the	image	you	want	to	
keep	(see	below).	

																										 	

 After	you	have	the	image	the	way	you	want,	select	Keep Changes	on	the	Background 
Removal	tab.	

 Your	image	is	transformed	from	a	boring	box	shape	to	an	interesting	organic	shape	

																										 	
	

 If	some	artifacts	remain	that	you	still	want	to	get	rid	of,	use	the	Remove Background	tool	
again.	

	

 Choose	the	Mark Areas to Remove	tool	located	on	the	Background Removal	tab.	
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 Your	cursor	will	look	like	a	pencil.	Click	on	the	areas/artifacts	you	want	to	remove.	The	
areas	to	be	removed	will	have	little	white	circles	with	a	‐	(see	below).	

	

 After	you	have	selected	the	areas,	click	on	the	Keep Changes	located	on	the	Background 
Removal	tab.	
	

j. Recolor	Images:	Another	image	editing	option	is	to	modify	or	change	the	color	of	an	image.	
 Double	click	on	the	image	you	want	to	modify	the	color.		

 Click	on	the	down	arrow	under	the	Color	tool.	

	

 Now	you	can	convert	your	image	into	a	1.	black	and	white	version,	2.	more	vibrant	in	
color,	3.	sepia	effect,	4.	to	look	like	a	sketch,	5.	washed	out	color	version,	and	6.	washed	
out	black	and	white	version	to	name	a	few	(see	above).	

Experiment	with	the	presets	to	find	what	works	best	in	your	presentation.	

1 2

3  45 

6
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k. Cropping	Images: There	are	times	when	for	the	purposes	of	your	presentation,	you	need	to	
crop	an	image.	PowerPoint	has	some	basic	photo	editing	capabilities	that	allow	you	to	crop	
an	image	to	a	rectangular	or	square	shape.	You	will	find	the Crop tool	located	on	the Picture 
Tools Format	tab	(see	below).	

	
	
 First	select	the	image	you	want	to	crop	by	clicking	on	it	with	your	cursor.	
	
 Then	move	your	cursor	to	the Picture Tools Format	tab	

and	click	on	the	Crop tool.	After	you	click	on	the Crop 
tool	the	circles	on	the	selected	image	will	go	away	and	
there	will	be	dark	black	lines	around	the	image	(see	
right).	

If	you	put	your	cursor	on	one	of	the	midpoint	black	
lines,	the	cursor	will	look	like	a	T.	If	you	put	your	
cursor	on	one	of	the	corner	black	lines,	the	cursor	will	
look	like	an	L	

 
 
 When	you	move	your	cursor	to	the	corner	or	side	you	

want	to	crop	from,	hold	down	the	left	button	on	your	
mouse	and	move	in	the	direction	you	want	to	crop.	
You	can	crop	from	multiple	directions	(see	right).	

When	you	are	done	cropping	an	image,	move	your	
cursor	outside	of	the	image	and	click.	The	dark	black	
lines	will	go	away.	

 
 
 
 
Note: You can un-crop any image you have cropped using this method. If you want to remove the cropping 
on an image, just click on the image and then the Crop tool. Then move your cursor to the areas of the 
image you want to un-crop and holding down the left mouse button, drag it out, down, or up. 
 
 
 
 
 
 

* * 86 * *

All screenshots from Office 2010 programs



 Workshop Communicating Your Performance Measure Results 
June 2014 

For	Microsoft®	PowerPoint®	2010.	Not	all	of	the	functions	in	this	presentation	will	be	available	or	work	the	same	in	older	versions	of	PowerPoint	
Developed	by	the	National	EMS	for	Children	Data	Analysis	Resource	Center	(NEDARC):	www.nedarc.org	

6. AutoShapes: It	is	easy	to	insert	ready‐made	shapes	(auto	
shapes)	into	your	presentation.		

Click	on	the	down	arrow	under	Shapes	located	on	the Insert tab. 	

As	you	do	so,	PowerPoint	shows	you	all	the	shapes	from	which	
you	can	choose.		

If	you	choose	Lines	you	will	get	some	basic	line	shapes	to	
choose	from.	Once	you	have	made	your	selection,	the	cross	
hairs	will	appear	again.	Click	and	drag	on	your	presentation	to	
"draw"	the	shape.  

	

 
 
 

7. Inserting	a	picture	in	an	object: PowerPoint	allows	you	to	
insert	a	picture	in	an	AutoShape	or	a	vector	image2			

 First	insert	the	AutoShape	or	vector	image	you	want	to	insert	a	picture	into	
	
 Right‐click	the	shape/image	with	your	cursor	and	choose	Format Shape ...		

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

                                                           
2 Vector	images	are	made	up	of	many	individual,	scalable	objects.	These	objects	are	defined	by	mathematical	equations	rather	than	
pixels,	so	they	always	render	at	the	highest	quality.	This	means	you	can	make	a	vector	image	as	large	or	as	small	as	you	need	and	retain	
a	high	quality	image.	To	learn	more	about	vector	images	go	to	this	link:	
http://graphicssoft.about.com/od/aboutgraphics/a/bitmapvector_2.htm	
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 A	Format Picture dialog	box	will	appear		

 Select	Picture or texture fill	under	the	
Fill		

 Select	File…	

 Navigate	to	the	picture	you	want	to	
insert	

 Select	the	picture	and	click	Open	

 In	the	Format Picture	dialog	box	adjust	
how	the	image	appears	in	the	shape	by	
playing	with	the	Offset	and	Scale	
options	

 Select	Close	when	done	adjusting	
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8. Inserting	SmartArt:	SmartArt	graphics	are	designed	for	textual	information.	They	are	a	visual	
representation	of	information	and	ideas	such	as	organizational	chart,	steps	in	a	process,	or	for	a	
decision	tree	to	name	a	few.		

 If	you	have	the	appropriate	information	for	a	SmartArt,	go	to	the	Insert	tab	

 Click	on	the	SmartArt	tool	 	

 A	Choose a SmartArt Graphic	dialog	box	will	appear	

	
 Think	about	the	type	of	information	you	are	trying	to	portray	and	what	you	want	to	show	

(e.g.,	organizational	chart		Hierarchy)	

 Then	choose	the	layout	that	would	work	best	

 Click	OK	

 PowerPoint	then	inserts	the	SmartArt	layout	you	chose	into	your	slide	

 On	the	SmartArt Tools Design	tab	you	can	add	text,	modify	the	layout,	change	colors,	and	
change	styles	

	
	

 The	SmartArt Tools Format	tab	will	let	you	change	the	shapes	as	well	as	shape	styles	
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9. Creating	&	Editing	Charts	within	PowerPoint:	Charts	are	designed	for	numbers.	They	are	a	visual	
representation	of	numeric	values	or	data.		

 If	you	have	the	appropriate	information	for	a	Chart,	go	to	the	Insert	tab	

 Click	on	the	Chart	tool	 	

 An	Insert Chart	dialog	box	will	appear	

	
 Think	about	the	type	of	data	you	are	trying	to	portray	and	what	you	want	to	show	(e.g.,	

compare	BLS	to	ALS		Column)	

 Then	choose	the	layout	that	would	work	best	

 Click	OK	

 A	Chart in Microsoft PowerPoint – Microsoft Excel	window	will	open	for	you	to	enter	data	
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 Manually	enter	your	data	in	the	spreadsheet	and	set	it	up	the	way	you	want	it	to	appear	in	
the	chart	

	
	

 Once	you	have	your	data	entered,	close	the	Excel	window	and	your	chart	is	ready	to	format	
the	way	you	want	

	

 If	changes	are	made	to	the	data,	you	can	edit	your	chart	by	right	clicking	in	the	chart	and	
choosing	Edit Data…	from	the	list	of	options	

	
	

 The	Chart in Microsoft PowerPoint – Microsoft Excel	window	will	reopen	for	you	to	edit	the	
data	

	

 When	done	editing	the	data,	close	the	Excel	window	
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10. Insert	Video:	To	make	presentations	more	interesting,	demonstrate	an	action/idea,	and	often	to	
make	a	point,	you	might	want	to	insert	a	video	on	a	slide.	

 To	insert	a	video	on	a	slide,	go	to	the	Insert	tab	

 Click	on	the	Video	tool	down	arrow	

	
 You	can	choose	Clip Art Video…		

 Or	you	likely	have	one	on	our	computer		Video from File…	

 If	you	choose	a	video	on	your	computer,	there	are	two	ways	to	insert	the	video	1)	Embed,	2)	
Link	

Embedded	videos	are	stored	inside	the	presentation.	This	way	your	video	won’t	get	lost	
even	if	you	send	it	to	someone	or	move	the	presentation.	An	issue	though	is	that	potentially	
your	presentation	file	size	can	get	quite	large.	

Linked	videos	are	stored	outside	of	the	presenation.	This	will	allow	for	a	smaller	file	size,	
but	links	can	break.	If	your	link	breaks	the	video	won’t	work	in	your	presentation.	

A	list	of	supported	video	file	formats	for	PowerPoint	are:	

 Windows	Video	file	(.avi)	
 Movie	file	(.mpg	for	.mpeg)	
 Windows	Media	Video	file	(.wmv)	

 MPEG‐4	file	(.mp4)	
 QuickTime	Movie	file	(.mov,	.qt)	
 Adobe	Flash	Media	(.swf)	

 If	you	choose	embedded	you	will	need	to	navigate	to	where	the	video	is	stored	on	your	
computer	and	select	it.		

For	more	information,	go	to	http://office.microsoft.com/en‐us/powerpoint‐help/embed‐a‐video‐4‐22‐
RZ102673174.aspx?CTT=1&client=1&section=3	

	

 If	you	decide	to	link	instead,	put	the	video	file	in	the	same	folder	as	the	presentation	to	
mitigate	the	link	breaking.	Then	go	to	the	slide	you	want	the	video	and	select	insert	Video 
from File….	Then	click	on	the	drop	down	for	the	insert	button	and	choose	Link to File.		

	

For	more	information,	go	to	http://office.microsoft.com/en‐us/powerpoint‐help/link‐to‐a‐video‐2‐20‐
RZ102673174.aspx?CTT=1&client=1&section=4		

	

You	can	also	find	more	information	about	sizing	a	video	(http://office.microsoft.com/en‐
us/powerpoint‐help/size‐a‐video‐2‐27‐RZ102673174.aspx?CTT=1&client=1&section=5)	and		

	

Playback	options	(http://office.microsoft.com/en‐us/powerpoint‐help/playback‐options‐7‐21‐
RZ102673174.aspx?CTT=1&client=1&section=6)	
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11. Changing	Presentation	Views:	PowerPoint	allows	for	you	to	see	your	presentation	in	4	primary	
views	depending	on	your	needs.	Toggling	between	these	4	views	is	done	by	clicking	on	one	of	the	
tools	located	on	the	bottom	bar	on	the	screen.	

	

Normal	view	 :	is	the	default	and	main	editing	view	in	PowerPoint	The	working	areas	in	this	
view	are	the	slides	tab	located	on	the	left	side,	the	outline	tab	located	under	the	slides	tab,	the	
slide	pane	where	you	edit	a	slide’s	content,	and	the	notes	pane	below	the	slide	pane	to	enter	
your	talking	points.	Clicking	on	a	slide	on	a	slide	on	the	left	hand	side	will	jump	you	to	that	
slide.	The	current	viewing	slide	will	be	denoted	with	a	yellow‐gold	area	around	it	(see	step	3b)	

Slide	Sorter	view	 :	This	view	will	let	you	see	all	of	your	slides	in	thumbnail	form	in	order,	
reading	from	left	to	right.	This	view	makes	it	easier	to	see	your	“story”	and	grab	and	move	
slides	(see	step	12	for	information	related	to	rearranging	slides)	

Reading	view	 :	This	view	resizes	the	current	slide	to	fill	the	entire	screen	while	hiding	the	
ribbon	and	quick	access	toolbar.	This	view	is	usually	used	when	the	presenter	is	sharing	their	
presentation	with	someone	on	their	own	computer	instead	of	projecting	the	presentation.	Not	
available	in	2007	or	older	versions	of	PowerPoint.	

Slide	Show	view	 :	This	is	the	view	for	launching	your	presentation	that	will	be	projected	
onto	a	screen.	

12. Moving	/	Rearranging	Slide	Order:	PowerPoint	lets	you	move	your	slide(s)	into	a	different	
order(s)	within	your	presentation.	The	Slide	Sorter	view	is	the	best	view	to	use	to	rearrange	your	
slides.	While	in	the	Slide	Sorter	view,	click	on	the	slide	you	want	to	move	and	drag	it	between	the	
slides	you	want	it	to	be.	

					 																 	
	

13. Hiding	Slides:	Sometimes	you	want	to	have	slides	available,	but	don’t	want	them	to	appear	when	
you	are	presenting.	Essentially	these	slides	might	have	some	additional	information	or	data	in	
case	your	audience	wants	more	detail.	The	Slide	Sorter	view	is	the	easiest	view	to	see	slides	and	
hide	them.	Simply	right	click	on	the	slide(s)	you	want	hide	and	choose	the	Hide Slide	option.		
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Hidden	slides	will	appear	with	a	bar	through	the	slide	number	in	the	Normal	slides	view.	

	
You	can	pull	up	any	hidden	slide	during	a	presentation	by		

 leaving	the	Slide	Show	view	

 clicking	on	the	hidden	slide	in	the	normal	view,		

 and	then	going	back	to	the	Slide	Show	view.	

	

14. Automatically	Advance	Slides:	Sometimes	a	remote	is	not	available	for	a	presentation	or	you	
need	to	create	one	that	will	be	available	online	for	downloading	and	you	want	it	to	automatically	
advance	for	the	audience.	

 Select	the	slides	you	want	to	advance	automatically	

 Go	to	the	Transitions	tab	

 On	the	far	right	hand	side	you	should	see	Advance Slide	with	On Mouse Click	checked	

	
 Uncheck	On Mouse Click	

 Check	After	

 Set	the	time	you	want	to	elapse	before	advancing	to	the	next	slide	Note: 00:01.00 is one 
second, not one minute.	

 If	you	want	the	same	time	for	each	slide,	you	can	select	the	Apply to All tool	 	

 If	you	don’t	want	to	have	the	same	timing	for	all	slides,	you	will	have	to	manually	set	the	
timing	for	each	slide	following	the	above	steps.	

	

	

15. Loop	PowerPoint	Slides:	You	can	have	your	presentation	continuously	loop	if	you	need.		

 To	continuously	loop	your	slides	go	to	the	Slide Show	tab	

 Select	the	Set Up Slide Show	tool	

 A	Set Up Show	dialog	box	will	open	
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 Check	Loop continuously until ‘Esc’	

	
 Click	OK	

 Launch	your	presentation	

	

	

16. Change	a	Slide’s	Background:	sometimes	you	need	to	change	the	background	color	or	image	for	
your	presentation,	but	don’t	want	to	change	the	background	for	all	slides.	For	example,	maybe	you	
want	the	background	for	a	video	slide	to	be	black	like	the	video	frame.	

 First	navigate	to	the	slide	you	want	to	change	the	background	

 Right	click	anywhere	on	the	slide	outside	of	text	boxes	and	outside	of	any	images	

 Choose	Format Background…	from	the	options	listed	
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 Change	the	Fill Color	to	the	desired	color	(e.g.,	black	for	the	video	slide)	

	
 Select	Close	

Note: If you want to change the background to a picture, repeat the same steps, but click on Picture 
or texture fill and navigate to the picture you want to be the background. 

	

17. Create	and	Edit	a	PowerPoint	Template:  a template is	a	pattern	or	blueprint	of	a	slide	or	group	
of	slides.	It’s	best	to	create	your	template	before	you	start	adding	content	to	your	slides.	

	

a. Create	a	template:	As	stated	earlier,	several	of	the	available	PowerPoint	Designs	are	
unprofessional	and/or	have	a	busy	look	and	feel.	You	can	create	a	true	template	called	a	.pot	or	
.potx	file	but	there	is	an	easier	way	is	to	create	your	own	template	by	modifying	the	design.	
Note: The steps in this section can be used to edit any PowerPoint Design if you choose to use one 
to make it more professional.	

 Go	to	the	View	tab	

 Click	on	the	Slide Master	tool	

 PowerPoint	will	then	open	a	Slide	Master	tab	and	is	ready	for	you	to	start	setting	up	your	
template.	If	you	have	already	added	some	content	to	slides	you	will	not	be	able	to	view	
while	creating	and/or	editing	using	the	Slide	Master.	Instead	your	presentation	will	look	
like	the	following	
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 Make	sure	to	click	on	the	first	slide	shown	on	the	left	hand	side	of	the	screen.	Any	
formatting	you	want	to	be	applied	to	ALL	slides	should	be	done	in	the	first	slide.	On	this	
slide	is	where	you	will	change	the	font	to	follow	good	presentation	principles,	font	size,	text	
alignment,	resize	text	boxes,	and	delete	the	3	small	text	boxes	located	along	the	bottom	of	
the	slide.	You	can	also	add	an	image	or	logo	but	remember	any	change	you	make	on	the	
slide	will	be	on	all	slides.		

To	change	any	of	the	formatting,	go	to	the	Home	tab	

 Make	any	changes	you	want	(see	example	below)	

	

I made the following header 
changes: 

1. Left aligned headers 
2. Changed font to Calisto MT 
3. Bolded the header 

I made the following body 
changes: 

1. Increased the font size for 
the entire text box so that the 
fifth level was 32 point font 
size
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 Then	you	can	go	through	the	different	slide	layout	styles	listed	below	the	first	slide	on	the	
left	hand	slide	and	do	some	custom	formatting	for	each	slide.		

For	example,	maybe	you	want	your	logo	to	appear	on	all	slides	that	use	the	Title	layout	

	
 After	you	are	done	formatting	each	layout	slide,	go	to	the	Slide Master	tab	

 Click	on	the	Close Master View	tool	

Your	slides	now	have	a	mater	template.	

	

b. Edit	Template:	sometimes	you	decide	you	want	to	make	changes	to	the	template	for	various	
reasons	such	as	you	don’t	want	the	logo	on	every	slide,	you	want	the	logo	smaller,	you	don’t	like	
the	font	style	you	originally	chose,	or	any	number	of	other	reasons.	

 Open	your	presentation	

 Go	to	the	View	tab	

 Click	on	the	Slide Master	tool	

 Make	any	of	the	changes	you	want	

 After	you	have	made	all	changes,	go	to	the	Slide Master	tab	

 Click	on	the	Close Master View	tool	

Your	mater	template	is	now	edited.	
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18. Use	Presenter	View	Tool: allows you to view	your	presentation	with	your	speaker	notes	privately,	
see	elapsed	time,	which	slide	number	you	are	on	and	the	upcoming	slide	on	one	computer	(your	
laptop),	while	the	audience	views	the	notes‐free	presentation	on	a	different	monitor	(screen)	(see	
below).	

	

	
	

 To	set	up	Presenter	View,	go	to	the	Slide Show	tab	

	

 Check	Use Presenter View	

	
	

 Determine	if	you	want	the	slide	show	to	Show On:	your	Primary Monitor	or	your	other	
monitor	(applicable	only	if	you	have	2	monitors)	

Note: If you only have a single monitor, the F5 key will let you see the presenter view on your 
monitor. 

	

 When	you	launch	your	presentation	one	monitor	should	show	the	presentation	and	the	
other	monitor	show	the	presenter	view.	
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 You	can	use	your	mouse	to	point	to	something,	draw	on,	or	highlight	something	on	a	slide	
using	the	pen	tool	located	on	the	presenter	view	

	

	
	

 

 To	get	rid	of	any	drawing	or	highlighting	you	added	to	a	slide,	click	on	the	pen	tool	in	the	
presenter	view	

 Select	Eraser	or	Erase All Ink on Slide from	the	dropdown	menu	

 In	the	Presenter	View	side,	put	your	cursor	over	the	area	you	want	erased	and	click—your	
cursor	will	look	like	an	eraser	(see	below).	

	

* 
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19. Convert	PowerPoint	into	a	Video:	PowerPoint	has	a	built	in	feature	to	convert	a	presentation	into	
a	video	which	you	can	distribute	on	a	disc,	the	Web	(including	YouTube),	or	email.	Once	your	
presentation	is	final	and	you	are	ready	to	convert	

 Go	to	the	File	tab	

 Select	Save & Send	located	along	the	left	hand	side	of	the	screen	

 Choose	Create a Video	

 The	Create a Video	options	will	become	viewable	

	
	

 You	can	create	multiple	viewing	versions	depending	on	how	your	audience	will	view	your	
video	presentation.	The	available	options	are	located	under	the	dropdown	arrow	by	
Computer & HD Displays. Choose	the	option	appropriate	based	on	your	needs.	
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 You	can	also	set	timings	as	well	as	record	sound	for	your	presentations.	If	you	choose	
Record Timings and Narrations	and	have	a	microphone,	you	can	record	audio	for	the	slides	
and	the	timing	for	each	slide	will	be	unique.	Note:	you	can	use	and	record	the	PowerPoint	
cursor	laser	pointer	(Ctrl	+	left	mouse	button)	to	point	out	things	on	your	slides.	

	
 The	next	step	is	to	select	the	Create Video	button	

 Decide	where	you	want	to	save	your	video	along	with	what	you	want	to	name	it.	The	Save as 
type:	should	be	Windows	Media	Video.	

	

20. Printing: Often	your	audience	will	ask	for	a	printed	or	electronic	copy	of	your	presentation.		Note: 
If you are sharing electronically, it’s best to share as a PDF document to ensure they can read all slides as well as 
protecting your intellectual property.	
a. Setting	up	Printing	Options:	PowerPoint	has	a	few	different	options	than	Word	for	printing	
its	presentations.		

 First,	click	on	the	File	tab		
 Then	choose	Print		
 Several	print	options	will	be	available	
 Under	Printer,	choose	which	printer	you	want	based	on	if	color	vs.	black	and	white	

  Note: Printer Properties will give you more printing options 

 Under	Settings,	you	can	choose	what	area	or	pages	you	want	to	print	
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 You	can	also	select	if	you	just	want	the	slide,	slide	with	notes,	outline,	and	the	number	of	
slides	per	page	for	the	printing.	Click	on	each	one	to	see	how	it	changes	

  
	
 A	final	option	is	printing	single‐	or	double‐sided	

  
 
 
	
b. Converting	to	PDF:	When	the	presentation	is	final	and	you	want	to	send	out	

electronically	or	post	on	your	website,	you	should	convert	it	to	a	PDF	presentation	
before	sending	or	posting.	By converting your presentation to PDF people will not be 
able to change it and everyone should be able to read it.	There	are	several	ways	to	
create	a	PDF	version	of	your	presentation.		

 First,		in	the	2010	version,	you	might	have	an	option	called	Save as Adobe PDF	

This	option	is	adequate	for	internal	review;	however,	this	
option	does	not	allow	for	creating	a	high	quality	copy	of	your	presentation	(ie.,	your	
presentation	can	appear	fuzzy	when	you	send	for	printing)	
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 Another	option	is	go	to	Print	under	the	File	tab	

Choose	Adobe PDF	from	the	Printer	dropdown	options	

Click	on	Printer Properties	located	under	the	printer	dropdown	

Go	to	the	Adobe PDF Settings	tab	on	the	Adobe PDF Presentation Properties dialog	box 

Change	Standard to	High Quality Print under	the Default Settings: (see	below)	

	
	

Click	OK 

	

Click	the Print button		

	

Note: If you do not have Adobe Acrobat Pro, then there are several freeware options available. At the time this 
tutorial was created, these two programs were available for free and without any malware. However, check 
with your IT before downloading any programs     

doPDF:http://www.fileparade.com/listing/121922/doPDF?did=10844&pid=1&ppd=search,334333599
80,dopdf,e,,c,0,,,&gclid=CM-boYCZ6rwCFewRMwodtioAbg	
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15 Tips for Giving a 
Great Presentation

Craig Hemingway 

1. Photographers Vision 

• Passion, Creativity, Vision, 
Purpose 

2. Concise, Articulate, 
Thoughtful (C. A. T.)

Source: reviewerswithoutborders.blogspot.com

3. Practice

• Practice

• Feedback

• Practice

• More Feedback
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4. Start Strong 5. Spatial Awareness 

Source: Guy Kawasaki, Garage Technology Ventures

6. Use a Remote 7. Tell Stories 
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8. Pause… 9. Take Your Time

10. Focus

“B”

11. Pictures?                Use ‘em

Source: AwkwardFamilyPhotos.com
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12. Nerves of Steel 13. Reel Them Back In

14. Don’t Apologize 

Just Keep Swimming

This is my first day

Source: http://www.disneypicture.net/r-dory-205-dory-nemo-wallpaper-2974.htm

15. Finish 
Strong!

Source: http://givesgoodemail.com/2010/02/25/what-makes-moral-people-moral/
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Introduction to Microsoft® Publisher® 2010: Tools You May 
Need  
1. Why use Publisher instead of Word for creating fact sheets, brochures, posters, 

newsletters, etc.? 

While	both	Word	and	Publisher	can	create	documents	that	seem	fairly	similar	at	first	glance,	the	
underlying	structure	of	each	is	markedly	different.		

 Word	treats	a	document	as	a	continuous	flow	of	characters,	which	have	to	be	formatted	
“in‐line”.	Continuous	flow	characters	does	not	allow	for	flexible	and	precise	page	layout	
and	design.	

 Publisher	is	“object‐oriented”,	meaning	that	it	treats	a	document	as	a	collection	of	
separate	and	distinct	objects	which	can	be	moved,	edited,	or	deleted	completely	
independent	of	any	other	objects	in	the	document.	Images	can	also	be	placed	outside	of	
the	document	page	area	to	be	used	as	a	parking	space.	Note: PowerPoint is also an object 
oriented program and therefore similar.	

So…which one should you use and why?1 

IF YOU WANT TO CREATE USE THIS 
PROGRAM 

WHY?

Graphically rich print and e-mail 
newsletters 

Publisher Precise control over positioning text with images and other design elements.

Graphically rich catalogs Publisher Pre-designed catalog publications and the Mail and Catalog Merge Wizard.

Greeting cards Publisher Greeting card types and designs you can customize for all your business and personal needs.

Consistently branded business 
communications and marketing 
materials 

Publisher Master Design Sets that create a coordinated look and feel for your company letterhead, business 
cards, brochures, and labels. 

Posters or banners Publisher Poster and banner designs with easy width and height choices to match your needs. 

3- or 4- panel brochures or flyers Publisher Many designs to choose from with optional space for customer addresses, and order, response, or 
sign-up forms. 

Business cards Publisher Design types to match all of your business communications and marketing materials.

Design publications to be 
commercially printed 

Publisher Support for large jobs that require the services of a commercial printer, including composite CMYK 
PostScript output and advanced print settings for better color separations. 

Documents with a table of 
contents and index  

Word Indexing and table of contents features allow you to create a professional published document. 

Long documents Word Features specific to research papers, business plans, or other longer documents including page 
numbering, footnotes, endnotes, and annotations. 

Legal documents Word Legal document support with features such as line numbering, restricted access to sensitive 
documents, and checks for hidden text. 

Short, simple documents (memos 
or letters) 

Word Templates and Wizards that allow you to choose style and function, as well as content for the 
documents you write every day. 

Document sharing and 
collaboration 

Word Document Workspaces allow colleagues to work together on documents by using task lists, using 
links to resource materials, and storing related or supporting documents in a document library. 

Handwritten notes and comments Word With Tablet PC ink features, you can take handwritten notes or mark up Word documents.

Documents with XML support Word The Extensible Markup Language (XML) feature saves hours by allowing creation of document 
elements that are both searchable and reusable.  

Documents requiring review or 
editing 

Word Change tracking, inline comments, side-by-side compare, compare and merge, compare versions, 
and text highlighter features support document revision and collaboration. 

                                                           
1 Table	from http://office.microsoft.com/en‐us/help/word‐or‐publisher‐use‐crabby‐s‐special‐recipe‐to‐decide‐HA010175759.aspx	
taken	1/17/2014	
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2. Templates:	Publisher	has	many	pre‐formatted	templates,	which	allow	you	to	get	your	publication	
completed	with	minimal	formatting	work.		Unfortunately,	these	templates	give	your	publication	a	
‘canned’	or	‘synthetic’	look	and	feel.		
	
In	addition,	some	of	the	templates	will	violate	the	rules	of	good	design	(Proximity,	Alignment,	
Repetition,	and	Contrast)	and	therefore	should	not	be	used.		

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

ACTIVITY 
With that being said, let’s open Publisher & 
explore one of the Newsletter templates 
available in Publisher. (Top Notches 
template)  

After you open this template, what do you 
like about the template? 

 
 
What do you NOT like about the 
template? 
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3. Blank	Document: 
To	get	away	from	a	
canned	look	you	
would	want	to	start	
a	new	document	
from	scratch.	To	
start	from	scratch,	
you	would	select	
New	located	under	
the	File	tab. 

 
 
 
 
 
 
 
 
 
Note: If you are trying to get back to the blank document from any template, click on Home located at 
the top of the page. 

 
 
 

After	selecting	New,	you	will	be	able	to	choose	what	type	of	document	you	want.	I’m	going	to	
choose	Blank 8.5 x 11	in	the	portrait	orientation	since	it	is	most	like	a	fact	sheet	or	flyer	and	prints	
on	a	standard	size	page	and	orientation.	

  

Now	you	have	a	blank	document	to	get	started	creating	a	fact	sheet.	

ACTIVITY  

Let’s now start a new blank document from scratch. You can choose whichever page 
orientation and size you prefer from the blank sizes that best meets your needs. 
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4. Page	Insertion	&	Navigation:	After	you	have	started	a	new	document,	you	may	want	to	add	
additional	pages	and	then	navigate	between	pages	to	edit.	To	see	how	many	pages	are	in	your	
document,	look	at	the	left	hand	side	of	your	screen	under	Page Navigation.		

If	your	document	has	more	than	one	page,	it	could	look	like	the	example	located	below.	You	will	
know	what	page	you	are	on	in	the	document	because	it	will	have	a	yellow‐gold	area	around	the	
page	you	are	currently	viewing. 

 

Note: The example above has 2 pages and page 2 of the document is currently being viewed as it has a 
yellow-gold area around page 2. 

a. If	you	only	have	one	page	in	your	document,	but	
you	know	you	need	4	pages	total,	you	will	need	to	
insert	pages	into	the	document.	To	insert	pages,	
click	on	the	Insert	tab	located	at	the	top	of	your	
screen	and	click	on	the	down	arrow	under	Page.	
Choose	the	Insert Page…	option.	When	the	Insert	
Page	dialog	box	appears: 	

 indicate	how	many	pages	you	want		

 where	you	want	to	insert	the	pages	

 and	additional	options 

Note: each menu item which ends in an ellipses (three dots) leads 
on to a further dialog box from which you can select more options. 

Once	you	have	inserted	the	pages	and	in	the	location	you	wanted	them,	click	OK.	

Based on 
where you 
need the 
pages 

i

i 

ii

ii 

iii

iii 
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b. To	navigate	to	a	page,	in	the	Page Navigation	area	(see	example	for	4),	click	on	the	page	
you	want	and	Publisher	will	jump	you	to	the	selected	page.	

c. You	can	also	zoom	in	on	your	document,	so	that	it	appears	bigger.	(It	does	not	actually	
change	size	‐	it	just	appears	bigger	on	your	screen,	so	that	you	can	more	easily	position	
frames	and	so	on).		Holding	down	the	“Ctrl”	key	on	your	keyboard	and	move	the	wheel	
on	your	mouse	up	or	down	to	zoom	in	and	out	respectively.	
 
 

ACTIVITY  
Let’s now insert pages into our blank document to have 4 pages total and save it on our 
desktop as “PublisherTest”.  
 

Warning: always save your work often so that you don’t lose anything. 
 

5. Text	Box:	Since	Publisher	treats	everything	as	an	object	instead	of	a	continuous	flow	of	
characters,	you	need	to	use	text	boxes	to	insert	any	text	you	want	in	your	document.	

a. Inserting	a	Text	Box:	to	insert	a	Text	Box	in	your	document,	you	would	select	the	Draw 
Text Box	icon	located	in	the	under	the	Insert	tab.	You	would	only	need	to	click	on	the	icon	
once.	You	would	then	move	your	cursor	to	the	document	you	are	working	on.	Note: If you 
have selected the Text Box, your cursor will change to a “cross hairs” when the cursor is on 
the viewing page. By	going	to	the	desired	location	on	the	page	of	the	document	and	left	
clicking	you	can	insert	a	Text	Box.		

Once	the	Text	Box	has	been	inserted,	you	can	type	in	the	text	you	want.	You	can	also	
format	the	text:	font,	size,	color,	bold,	italicized,	and	underlined.	When	you	want	to	type	

text	in	a	Text	Box,	you	click	on	the	Text	Box	and	it	will	become	selected	with	
circles	at	the	corners	and	center	points.	Text	boxes	in	your	document	can	be	
all	sizes,	with	different	types	of	fonts,	character	sizes,	and	colors.	(See	
example	to	the	left). Note: If you already have the text in a Word document, you 
can copy and paste it into the Text Box to save time. 

	
Publisher	allows	you	fine	control	over	how	your	text	
appears.	The	Font Selection	box	shows	you	font	choices	
available	on	your	computer	and	what	each	font	will	look	
like.		

	
But	that´s	not	all!	From	the	Format	menu,	you	can	select	any	number	of	different	
formatting	options,	including	borders,	colors,	indenting,	fancy	initial	letters	and	so	on.	
Below	are	some	of	the	little	known	font	formatting	options	that	will	be	beneficial	for	
you.	
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The	A’s	icons	with	the	up	and	down	arrow	(pictured	left)	let	you	automatically	
incrementally	increase	(up	arrow)	or	decrease	(down	arrow)	selected	text	simply	by	
clicking	on	either	one	of	these	icons.	Each	click	increases/decreases	one	size.	

	
	
The	Aa	icon	with	the	down	arrow	will	let	you	format	any	text	you	select	to	be	
Normal,	Small	Caps,	or	All	Caps.	Normal	is	useful	for	changing	any	text	you	paste	
in	a	text	box	that	was	originally	in	all	caps.		
	
	

	
The	AV	icon	with	the	down	arrow	will	let	you	format	any	of	the	spacing	
between	characters	of	the	text	you	select.	This	option	is	useful	if	you	want	to	
use	a	font	that	is	a	little	hard	to	read	because	the	characters	are	a	little	close	
together	(see	EMSC	example	below).	To	spread	the	characters	of	the	text,	you	can	
choose	Loose,	Very Loose,	or	More Spacing…	if	you	need	more	options.	This	
is	also	very	useful	when	you	are	trying	to	make	fonts	align	(one	of	the	principles	
of	design.	See	section	#2	Templates	for	the	4	principles	of	design).		
	

 
 

 
Warning: always use spell check for all text boxes! 
 
b. Adjusting	a	Text	Box	Size:	If	a	Text	Box	is	selected,	you	can	make	a	Text	Box	taller,	

shorter,	wider,	or	narrower	by	moving	your	cursor	to	one	of	the	corners	until	it	becomes	
a	double	arrow	(							).	Holding	down	the	left	mouse	button	you	can	drag	to	re‐adjust	the	
size	of	the	Text	Box.	

c. Moving	a	Text	Box:	If	you	decide	you	want	to	change	the	layout	of	your	document	and	
you	need	to	move	a	Text	Box,	you	can	do	that	in	Publisher	since	the	Text	Box	is	an	object.	
To	move	a	Text	Box	to	a	new	location	in	your	document,	make	sure	the	Text	Box	is	
selected.	Then	move	your	cursor	to	any	of	the	Text	Box	borders	until	you	get	a	4‐way	
arrow	(						).	While	holding	down	the	left	button	on	your	mouse,	you	can	drag	the	entire	
Text	Box	to	the	new	location. Note: A Text Box is selected when it has circles at the corners 
and midpoints of the box (see example for 5a on previous page) 

d. Paste	Special	into	Text	Boxes:	If	you	already	have	text	in	another	location	or	document	
that	you	want	to	paste	into	your	Publisher	document,	but	do	not	want	to	paste	in	the	
formatting,	font	style,	font	size,	etc.,	then	you	would	use	the	Paste Special	option.	The	
Paste Special	option	is	located	under	the	Paste	on	the	Home	tab.	To	see	the	pasting	
options,	click	on	the	down	arrow.	After	you	have	copied	the	text	you	want	to	paste	into	
your	Publisher	document,	place	your	cursor	in	the	Text	Box	the	text	is	to	be	pasted	into.	
Click	on	the	down	arrow	under	the	Paste	icon.	Several	options	will	be	available	to	you:	
	
	
	

	

EMSC E M S C  
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The	A	option	will	keep	only	the	text.	What	that	
means	is	the	text	you	paste	in	using	this	option	will	
be	formatted	to	whatever	settings	you	have	set	for	
the	inserted	text	box.	If	you	have	not	set	any	
formatting	yet,	the	text	will	paste	in	for	whatever	
default	text	size	and	style	is	on	your	computer	–	
likely	the	default	is	Calibri	10	pt.	This	option	is	the	
same	as	selecting	the	Paste Special…	option	and	
choosing	Unformatted Text	(See	example	of	how	the	
font	looks	on	the	left)	
	

	
	

	
	
	
	
The	option	with	the	blue	arrow	will	merge	the	
formatting	between	the	original	document	and	the	
one	you	are	pasting	into.	If	you	compare	the	text	in	the	
example	above	to	the	example	to	the	left,	you	will	
notice	differences	in	the	font	style	as	well	as	spacing	in	
the	text	box	even	though	it	is	the	same	text	and	same	
size	text	box.		
	
	

	
	

 
 
	
	
The	option	with	the	little	page	is	the	simple	paste	
option.	This	option	will	paste	all	formatting	that	was	
applied	to	the	text	you	copied	from	and	will	paste	that	
formatting	into	your	Publisher	document.		
 
Note: If you want the copied text to keep its original 
formatting, you can simply select Paste.	
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e. Linking	Text	Boxes:	If	your	Publisher	document	has	
predetermined	Text	Box	sizes	that	cannot	change	in	
shape	and	size	such	as	in	a	newsletter,	you	might	have	
text	that	is	too	long	for	one	Text	Box	and	needs	to	go	into	
another	Text	Box	(overflow).	To	tell	if	the	text	you	pasted	
into	a	Text	Box	is	longer	than	the	size	of	the	Text	Box,	
click	on	the	text	box.	If	the	circles	and	boxes	surrounding	
the	text	box	are	red	instead	of	clear	and	if	you	have	a		…		
then	the	text	is	too	long	for	the	text	box.		
	
To	have	the	extra	text	go	into	another	(overflow)	Text	Box,	you	can	cut	and	paste	the	
part	that	does	not	fit.	But	an	easier	tool	available	in	Publisher	is	to	link	the	text	boxes.	By	
choosing	the	link	tool	as	you	add	more	text,	it	will	link	over	to	the	other	linked	Text	
Box(s).	As	long	as	the	link	function	is	enabled,	as	you	add	more	text	it	will	flow	into	the	
linked	text	box(s).	
	
To	link	text	boxes:		

 First	add	a	text	box	–	if	you	do	not	already	have	one	inserted	

 Then	select	the	Text	Box	you	want	to	
link	from	

 Click	on	the	Create Link	icon	located	
on	the	Fomat	tab	

 Then	move	your	cursor	over	the	
Text	Box	you	want	to	link	to.	Once	
your	cursor	is	over	this	other	Text	
Box,	the	cursor	will	look	like	a	
pitcher	that	is	slightly	tipped	with	
letters	flowing	out	like	water.	(see	
example	to	right)	

	
	

 Left‐click	your	mouse	inside	of	this	other	Text	Box	and	your	text	that	is	too	long	
in	length	for	the	original	Text	Box	will	link	over	to	this	other	Text	Box.		

	
	
 
 
 
 
 
 
 
 

 
Note: You can tell if a text box is linked to another text box by clicking on it and seeing if there is an 
arrow inside of a box and which way the arrow is pointing like in the example above. 
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f. Hyphenation:	Whether	you	type	in	or	paste	text,	Publisher	will	default	to	hyphenating	
the	text	if	it	needs	to	go	onto	multiple	lines.	(See	previous	example.)		

	
You	will	likely	want	to	turn	off	the	hyphenation	when	you	are	creating	your	document.		
To	turn	off	hyphenation:	

 First	you	will	need	to	select	the	text—not	the	Text	Box		

 Then	go	to	Text Box Tools Format	tab,		

	
 Click	on	Hyphenation	

 You	will	then	get	a	Hyphenation	dialog	box	(See	example	below.)		

	
 Uncheck	Automatically hyphenate this story	and	select	OK.	It	will	turn	off	the	

hyphenation	for	the	selected	text.		
Note: You will have to turn off the hyphenation for each text box in your Publisher document. 

 

ACTIVITY  
Let’s try creating a couple of text boxes on one page, adjusting their sizes, moving them around in 
relation to each other, and adding text by typing and/or pasting from another document.  
Then link the text boxes.  
As a final step, remove the hyphenation from all of your text boxes. 
	

6. Images:	Working	with	a	picture	or	image	in	Publisher	is	much	the	same	as	working	with	a	Text	
Box.		

a. Inserting	a	Picture	or	Image:	When	you	want	to	insert	a	picture	or	image	in	your	
Publisher	document,	you	click	on	the	Insert	tab.	You	will	then	see	several	picture	related	
options	to	choose	from.		

Picture:	Publisher	allows	you	to	insert	pictures	from	other	locations	such	as	your	desktop	
or	a	shared	drive.	
Warning: You should NOT use a picture or image from a website or a picture that 
someone other than you took unless you have permission from the other party. 
Using pictures/images without permission is copyright infringement and 
could incur you or your office a substantial fine ($5,000+/image).		
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Clip	Art:	Microsoft	has	a	large	library	of	clip art which is free and copyright free	so	you	can	
use	it	in	any	publication.	

Picture	Placeholder:	you	can	insert	an	empty	picture	frame	as	a	holding	place	if	you	plan	
on	inserting	a	picture/image	later.	

To	insert	a	picture	or	image,	you	would	only	need	to	choose	one	of	the	3	options	listed	
above.	If	you	chose	Clip Art,	you	will	be	able	to	search	for	a	
picture/image.		

If	you	find	a	clip	art	you	want,	simply	click	on	it.	Publisher	
will	default	to	putting	the	picture/image	in	the	center	of	page	
in	the	document	you	are	working	on.	If	you	do	not	find	a	
picture/image	you	like,	type	in	a	new	search	word	until	you	
find	a	picture/image	that	fits	your	needs.	

If	you	chose	Picture	an	Insert Picture	window	will	open	that	will	let	you	navigate	to	an	image.	
For	Picture Placeholder,	if	you	click	on	it,	Publisher	will	default	with	a	black	picture	frame	in	
the	center	of	the	page	you	are	viewing.	You	can	then	move	and/or	adjust	the	frame	for	an	
image	later.	

b. Adjusting	the	Picture/Image	Size:	If	a	picture/image	is	selected,	you	can	make	it	larger	or	
smaller	by	moving	your	cursor	to	one	of	the	corners	of	the	picture/image	until	it	becomes	a	
double	arrow	(							).	Holding	down	the	left	mouse	button	you	can	drag	to	re‐adjust	the	size	
of	the	picture/image.		
	

Warning: If you do not resize the picture/image from the corner, it will distort the picture/image.	
	

c. Moving	a	Picture/Image:	If	you	decide	you	want	to	change	the	layout	of	your	document	
and	you	need	to	move	a	picture/image,	you	can	do	that	in	Publisher	since	the	picture/	
image	is	an	object.	To	move	a	picture/image	to	a	new	location	in	your	document,	make	sure	
the	picture/image	is	selected.	Then	move	your	cursor	to	any	of	the	picture/image	borders	
until	you	get	a	4‐way	arrow	(							).	Holding	down	the	left	button	on	your	mouse,	you	can	
drag	the	entire	picture/image	to	the	new	location.	
 

ACTIVITY  
Now let’s try inserting a couple of pictures/images on a page from clip art and pictures on your 
computer (if available), and moving them around in relation to each other. Also try resizing the 
images by using corners vs. sides. 

 

d. Layering	a	Picture/Image:	Publisher	ships	with	more	than	5,000	clip	art	images	and	
photographs.	As	discussed	earlier,	you	can	insert	any	of	these	into	your	publication.	
However,	for	an	even	more	dramatic	and	creative	look,	why	not	"layer"	two	or	more	
images?	
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If	you	place	two	images	on	top	of	each	other,	the	second	image	
you	insert	will	obscure	the	first	–	like	stacking	paper.	
However,	you	can	achieve	really	eye‐catching	results	by	
deciding	which	of	the	images	should	be	on	top.	Like	this….	

Here	we	have	two	graphics,	an	ambulance	and	an	EMT	with	a	
patient,	but	the	ambulance	is	partially	obscuring	the	people,	making	the	graphic	unusable.	

What	you	need	to	do	is	to	send	the	ambulance	image	to	the	back,	so	that	the	image	with	
people	can	be	on	top.	Select	the	ambulance	image	by	clicking	on	it.	Click	on	the	Bring to 
Front	located	on	the	Picture Tools Format	tab.	 

	

Depending	on	which	image	you	have	selected	and	where	you	want	it	to	appear	in	the	layer,	
will	determine	which	of	these	options	to	choose.	In	this	case	
since	you	selected	the	ambulance	and	you	want	it	to	be	behind	
the	image	with	the	people,	you	would	choose	Send Backward	or	
Send to Back	depending	on	how	many	layers	(objects)	are	on	the	
page.		

Note if the selected image does not appear to move, when you select Send Backward, there 
are other layers and a shortcut is to choose Send to Back. The same can be applied to Bring 
Forward and Bring to Front.	

 

And suddenly your graphic takes on a whole new clarity! 

Before       After 

   

 

 

 

Note: when you use the Send to Back or Bring to Front options, the top graphic becomes 
"transparent" and does NOT totally obscure the graphic beneath it.	
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e. Rotating	Objects:	You	can	also	rotate	images	(as	well	as	text	boxes)	by	placing	your	
cursor	over	the		 	(located	at	the	top	of	your	image/text	box)	until	you	get	a	black	circle	

around	it.	 	
Then	hold	down	the	left	mouse	button	and	rotate	the	image	any	direction	you	need.	
	
	

f. Grouping/Ungrouping	Objects:	Often	when	you	insert	multiple	objects	(whether	
images	and/or	text	boxes)	you	might	want	some	of	these	objects	to	be	adjusted,	moved,	
or	rotated	together	as	though	one	object.	To	do	this,	you	would	want	to	“Group”	objects.	

	
To	group	two	or	more	objects	(text	boxes,	image,	
and/or	shapes):	

 Select	one	object	by	clicking	on	it.	You	would	
only	need	to	click	on	the	object	once.	Selected	
objects	will	have	circles	at	the	corners	and	
center	points.	(see	example	to	right) 	
	
	

 While	the	first	object	is	selected,	hold	down	the	“Ctrl”	key	on	your	keyboard	and	
move	your	cursor	over	the	other	object	you	
want	to	group	and	click	on	it.	Repeat	this	
process	for	any	more	objects	you	want	to	
group	as	one.	When	you	have	2	or	more	
objects	selected,	each	object	will	have	the	
circles	at	the	corners	and	center	points.	(see	
example	to	right) 	
	
	

 If	you	right‐click	on	the	selected	
objects,	a	dialog	box	will	appear	
with	several	options.	To	group	the	
objects	as	one,	click	on	the	Group	

option.	 	This	option	is	also	
available	on	the	Home,	Drawing 
Tools Format,	and	Picture Tool 
Format	tabs.	

	
 All	of	the	objects	that	had	been	

selected	will	be	“grouped”	into	one	
object	that	can	later	be	ungrouped	
if	needed.	Also,	each	object	will	no	
longer	have	circles	at	the	corners	
and	center	points—instead	there	
will	be	one	set.	(see	example	to	
right)		
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The	icon	will	then	change	to	two	overlapping	squares	with	dots	at	each	corner.	
This	option	is	also	available	on	the	Home,	Drawing Tools Format,	and	Picture Tool 
Format	tabs.	Once	the	objects	are	grouped,	they	can	be	adjusted,	moved,	or	
rotated	together	as	though	it	was	one	object	

	
	

To	ungroup	two	or	more	objects:	
 To	ungroup	objects,	select	the	grouped	object	and	click	on	the	icon	shown	in	the	

previous	step.	By	clicking	on	it,	the	objects	will	be	ungrouped	and	will	no	longer	
be	editable	as	a	single	object.	

Note: once you ungroup the objects, all of the objects will be selected. If you want to modify just one of the 
objects, you will need to click outside of the area and then click back on the one object you want to unselect 
the other objects.	

g. Transparency:	Sometimes	you	will	find	an	image	you	want	to	use,	but	the	background	
color	is	too	dark	or	you	do	not	want	the	image	to	have	a	background	color.	In	these	cases,	
you	will	want	to	make	the	background	transparent.	You	can	create	a	transparent	area	in	
most	images,	but	not	all.		

 Select	the	picture	that	you	want	to	create	a	transparent	area	in		
 On	the	Picture	Tools Format	tab,		
 Click	on	the	down	arrow	by	Recolor	and		
 Select	the	Set Transparent Color	option	(see	image	below)			

Note: you will not be able to create a transparent area in all images. If this option is not available for an 
image, the icon will be grayed out.	
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Your	cursor	will	change	shape	to	look	like	a	little	marker.	Move	your	cursor	to	the	image	
and	click	on	the	area	you	want	to	make	transparent.	In	the	following	example,	we	wanted	to	
get	rid	of	the	black	background	to	add	text	boxes	around	the	transparent	areas	in	the	image.	

Before	 	 	 	 	 	 	 After	 	 	 	

 
 
 
 
 
 
 

 
 
 
 
	
	
	
Then	you	can	put	a	text	box	in	front	of		
the	image	and	make	it	part	of	the	message.		
(see	example	on	right)	

  
 
 
 
 
 
 
 
 
 

h. Cropping	Images: There	are	times	when	for	the	purposes	of	your	publication,	you	need	to	
crop	an	image.	Publisher	has	some	basic	photo	editing	capabilities	that	allow	you	to	crop	an	
image	to	a	rectangular	or	square	shape.	You	will	find	the Crop icon	located	on	the Picture 
Tools Format	tab.	(see	image	below).	
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 First	select	the	image	you	want	to	crop	by	clicking	on	it	with	your	cursor.	
	

 Then	move	your	cursor	to	the Picture Tools Format	
tab	and	click	on	the	Crop icon.	After	you	click	on	the 
Crop icon	the	circles	on	the	selected	image	will	go	
away	and	there	will	be	dark	black	lines	around	the	
image.	(see	example	directly	to	right)	
If	you	put	your	cursor	on	one	of	the	midpoint	black	
lines,	the	cursor	will	look	like	a	T.	If	you	put	your	
cursor	on	one	of	the	corner	black	lines,		
the	cursor	will	look	like	an	L	
 

 When	you	move	your	cursor	to	the	corner	or	side	
you	want	to	crop	from,	hold	down	the	left	button	on	
your	mouse	and	move	in	the	direction	you	want	to	
crop.	You	can	crop	from	multiple	directions.	(see	
example	directly	to	right)	
When	you	are	done	cropping	an	image,	move	your	
cursor	outside	of	the	image	and	click.	The	dark	
black	lines	will	go	away.	

 
Note: You can un-crop any image you have cropped using this method. If you want to remove the cropping 
on an image, just click on the image and then the Crop icon. Then move your cursor to the areas of the 
image you want to un-crop and holding down the left mouse button, drag it out, down, or up. 

 

ACTIVITY  
Let’s try inserting two or more pictures/images on one page, and layering them.  
Then try rotating an image or Text Box. 
Try to group and then ungroup several objects. 
Find an image you can use transparency on and make an area transparent. 
EXTRA CREDIT: 
Crop the right side of an image 

 
 

7. Wrap	Text: One	of	the	really	powerful	
features	of	Publisher	is	its	ability	to	"wrap	
text"	around	another	object.	For	example,	if	
you	have	some	text	in	a	frame	(see	example	
to	right),	and	you	wish	to	place	a	picture	in	
the	middle	of	it,	Publisher	allows	you	to	do	
so	–	and	simply	moves	the	text	aside	to	
allow	space	for	the	graphic.		

	

* * 123 * *

All screenshots from Office 2010 programs



 Workshop Communicating Your Performance Measure Results 
June 2014 

For	Microsoft®	Publisher®	2010.	Not	all	of	the	functions	in	this	document	will	be	available	or	work	the	same	in	older	versions	of	Publisher	
Developed	by	the	National	EMS	for	Children	Data	Analysis	Resource	Center	(NEDARC):	www.nedarc.org	

Now	watch	what	happens	to	the	text	when	you	insert	a	picture/image.		

	

	

	

	

	

	

You	can	see	by	the	above	example,	the	Text	Box	extends	under	the	picture/image	(denoted	by	
yellow	circles);	however,	the	picture/image	does	not	cover	any	of	the	text.	Publisher	automatically	
wraps	the	text	around	the	picture/image.	

ACTIVITY  
Let’s wrap some text. Feel free to add whatever text you want and insert whatever picture 
you want. 

 
 

8. AutoShapes: It	is	easy	to	insert	ready‐made	shapes	
(auto	shapes)	into	your	document.	Click	on	the	down	
arrow	under	Shapes	located	on	the Insert tab. 	

As	you	do	so,	Publisher	shows	you	all	the	shapes	from	
which	you	can	choose.		

If	you	choose	Lines	you	will	get	some	basic	line	shapes	
to	choose	from.	Once	you	have	made	your	selection,	the	
cross	hairs	will	appear	again.	Click	and	drag	on	your	
document	to	"draw"	the	shape.  

	

	

ACTIVITY  
Let’s insert some AutoShapes in our document: draw a line or arrow, a block arrow, a 
callout 
As a bonus, add some text in the call out shape. 
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9. Inserting	a	picture	in	an	object: Publisher	allows	you	to	insert	a	picture	in	an	AutoShape	or	a	
vector	image2			

 First	insert	the	AutoShape	or	vector	image	you	want	to	insert	a	
picture	into	
	

 Right‐click	the	shape/image	with	your	cursor	and	choose	
Format AutoShape ...		

	
 A	Format AutoShape dialog	box	will	appear.		

	
	

 Go	to	the	Colors and Lines	tab	and	click	on	Fill Effects…	located	next	to	Color:		

 A	Fill Effects	dialog	box	will	open.	Go	to	the	Picture	tab	and	click	on	Select Picture…	

	
                                                           
2 Vector	images	are	made	up	of	many	individual,	scalable	objects.	These	objects	are	defined	by	mathematical	equations	rather	than	
pixels,	so	they	always	render	at	the	highest	quality.	This	means	you	can	make	a	vector	image	as	large	or	as	small	as	you	need	and	retain	
a	high	quality	image.	To	learn	more	about	vector	images	go	to	this	link:	
http://graphicssoft.about.com/od/aboutgraphics/a/bitmapvector_2.htm	
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 Navigate	to	where	the	picture	is	that	you	
want	to	insert	inside	the	shape	and	select	it	

 After	you	select	a	picture	to	insert,	you	will	
be	able	to	check	or	uncheck:		

Lock picture aspect ratio: will	make	sure	
your	picture	is	not	distorted	but	might	cut	
off	portions	you	want	to	have	included	–	
you	will	need	to	experiment 

Rotate fill effect with shape:	will	rotate	the	
picture	to	the	same	angle	as	the	image.	If	
the	shape	is	tilted,	and	you	check	this	
option,	the	inserted	picture	will	be	tilted	to	
the	same	angle	

 After	you	decide	on	your	options,	click	on	OK	

 Click	OK on	the Format Autoshape dialog	box	

	

	

	

	

	

	

	

	

	
 
 
 
 

 

ACTIVITY  
Let’s insert a vector image of our state in our document and insert a picture in it. 
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10. Guidelines:	There	are	4	basic	principles	of	design	rules	(Proximity,	Alignment,	Repetition,	and	

Contrast).	Guidelines	will	help	you	with	vertical	and	horizontal	Alignment.		

a. To	add	guidelines	to	your	document,	move	your	cursor	to	either	ruler		

b. Holding	down	the	left	button	on	your	mouse,	drag	a	green	line	out	to	the	position	on	
your	paper	you	want	it	to	occur	–	this	is	your	guideline	

	

	

	

c. To	adjust	a	guideline,	move	your	cursor	over	it	without	being	inside	of	an	object	and	
holding	down	the	left	mouse	button	grab	and	drag	to	the	desired	location	

d. To	delete	a	guideline,	move	your	cursor	over	it	without	being	inside	of	an	object	and	
holding	down	the	left	mouse	button	grab	and	drag	it	off	the	edge	of	the	page	

	

	

	

Ruler: for horizontal guidelines 

Ruler: for vertical guidelines 

Guideline: always green in color 

Guidelines always appear as a 
fine green line. They are viewable 
when building your document but 
are not visible in print preview, if 
you print to PDF, or if you print a 
paper copy. 
 
Guidelines will help you to line up 
everything vertically and 
horizontally and increase the 
professionalism. 
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11. Embedding	Fonts:	Fonts	live	outside	of	your	Publisher	document.	That’s	why	when	you	use	
special	fonts	you	have	purchased	or	downloaded,	others	who	don’t	have	the	same	fonts	can’t	
see	them.	You	can	solve	this	problem	several	ways:		

	

	

	

	

	
	

	

 After	you	have	finalized	your	document	and	
before	you	send	for	review	you	will	want	to	
embed	any	special	fonts	you	used	

 Go	to	the	File	tab	

 Select	Commercial Print Settings (see	right)	

 Select	Manage Embedded Fonts	

 In	the	Fonts	dialog	box,	select	the	Embed 
TrueType fonts when saving publication	option	
(see	below)	

 Leave	the	Do not embed common system fonts	
checked	(see	below)	

 Click	on	OK	

 

	

	

	

	

	

	

1) Print your publication to PDF when you want to share, 

2) Email the special fonts to those you will share the 
publication with and have them install the fonts prior to 
opening the publication, 

3) Don’t use special fonts,  

4) Cut the text box and paste onto page as an image, or 

5) Embed the font(s) in the publication  
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12. Printing: After	inserting	and	formatting	all	of	your	text,	images,	and	shapes	you	might	be	
finished.	You	should	print	out	a	copy	of	the	document	for	proofing.	When	you	are	ready	for	a	
proof	or	your	proof	has	been	given	the	ok,	you	will	need	to	disseminate	your	document.		

a. Setting	up	Printing	Options:	Publisher	has	a	few	different	options	than	Word	for	printing	
its	documents.		

 First,	click	on	the	File	tab		
 Then	choose	Print		
 Several	print	options	will	be	available	
 Under	Printer,	choose	which	printer	you	want	based	on	if	color	vs.	black	and	white	

  Note: Printer Properties will give you more printing options 
	
 Under	Settings,	you	can	choose	what	area	or	pages	you	want	to	print	

	
	

 You	can	also	select	the	format	for	the	printing.	Click	on	each	one	to	see	how	it	changes	

 Note: when you change these options, page size also changes 

* * 129 * *

All screenshots from Office 2010 programs



 Workshop Communicating Your Performance Measure Results 
June 2014 

For	Microsoft®	Publisher®	2010.	Not	all	of	the	functions	in	this	document	will	be	available	or	work	the	same	in	older	versions	of	Publisher	
Developed	by	the	National	EMS	for	Children	Data	Analysis	Resource	Center	(NEDARC):	www.nedarc.org	

	
 You	can	choose	the	paper	size	for	printing	as	well	

	
	
 A	final	option	is	printing	single‐	or	double‐sided	

 Note: If using the Portrait orientation, choose long edge 
for printing double-sided 
	
b. Converting	to	PDF:	When	the	document	is	final	and	you	want	to	send	out	electronically	

or	post	on	your	website,	you	should	convert	it	to	a	PDF	document	before	sending	or	
posting.	By converting your document to PDF people will not be able to change it 
and everyone should be able to read it.	There	are	several	ways	to	create	a	PDF	
version	of	your	document.		

 First,		in	the	2010	version,	you	might	have	an	option	called	Save as Adobe PDF	

This	option	is	adequate	for	internal	review;	however,	this	
option	does	not	allow	for	creating	a	high	quality	document	(ie.,	your	document	can	
appear	fuzzy	when	you	send	for	printing)	

	
	
 Another	option	is	to	choose	Save As		

If	your	document	does	not	have	a	name,	name	it	in	File name:	

Then	select	PDF	under	Save as type:		

Click	on	the	Options…	button		

Make	sure	High quality printing	is	selected	

Click	OK 
Note: for an even higher quality of PDF, choose Commercial Press under the Publish Options 

* * 130 * *

All screenshots from Office 2010 programs



 Workshop Communicating Your Performance Measure Results 
June 2014 

For	Microsoft®	Publisher®	2010.	Not	all	of	the	functions	in	this	document	will	be	available	or	work	the	same	in	older	versions	of	Publisher	
Developed	by	the	National	EMS	for	Children	Data	Analysis	Resource	Center	(NEDARC):	www.nedarc.org	

	
 A	third	option	is	go	to	Print	under	the	File	tab	

Choose	Adobe PDF	from	the	Printer	dropdown	options	

Click	on	Printer Properties	located	under	the	printer	dropdown	

Go	to	the	Adobe PDF Settings	tab	on	the	Adobe PDF Document Properties 

Change	Standard to	High Quality Print under	the Default Settings: (see	below)	

	
	

Click	OK 

	

Click	the Print button		

	

Note: If you do not have Adobe Acrobat Pro, then there are several freeware options available. At the time this 
tutorial was created, these two programs were available for free and without any malware. However, check 
with your IT before downloading any programs     

doPDF:http://www.fileparade.com/listing/121922/doPDF?did=10844&pid=1&ppd=search,334333599
80,dopdf,e,,c,0,,,&gclid=CM-boYCZ6rwCFewRMwodtioAbg	
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