
For the best experience, open this PDF portfolio in
Acrobat 9 or Adobe Reader 9, or later.

Get Adobe Reader Now!

http://www.adobe.com/go/reader






Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data 
Intermediate Publisher useful resources compiled by NEDARC   


created 9/22/2011 


Free font websites: 
www.dafont.com 


http://www.urbanfonts.com/ 
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Color websites: 
KULER 
Kuler	is	a	free	web‐hosted	color	design	tool.	It	is	useful	for	help	choosing	color	for	a	project.	


http://kuler.adobe.com/#themes/newest?time=30 


using	kuler	color	themes	info: http://tv.adobe.com/watch/learn‐cs4‐design‐premium/using‐kuler‐color‐themes/ 


kuler	tutorial: http://kuler.adobe.com/links/tutorial/ 


 ColoRotate is a useful way to choose colors and fun to use. Instead of using two dimensional viewers, it presents 


color palettes to you in 3d and in real time: http://www.colorotate.org/ 


 Color Scheme Designer has been around for a while, but was just recently updated with a brand new interface 
and a new color scheme generating engine: http://colorschemedesigner.com/ 


 Colourlovers is a place where people share color palates based on themes: http://www.colourlovers.com/ 


 Copaso is COLOURlovers palette generating tool: http://www.colourlovers.com/copaso 


 Color Blender let’s you select a preferred color and then it generates a six color blend based on that color: 
http://www.colorblender.com/ 


 Color Wizard lets you submit a base color and it generates color schemes based on your color’s complementary 
color, split complementary colors, analogous colors and other variations: 
http://www.colorsontheweb.com/colorwizard.asp 


 


Free “IT approved” pdf programs: 
www.dopdf.com 


http://www.cutepdf.com/ 
 


Images for purchase and sources for free images: 
http://www.everystockphoto.com/ 


http://www.fema.gov/photolibrary/index.jsp 


http://office.microsoft.com/en‐us/images/?lc=en‐us 


http://www.istockphoto.com/index.php 


 
Free photo editing program: 
“Gimp	is	a	free	alternative	to	either	Photoshop	or	Photoshop	Elements.	It’s	an	open	source	program,	which	means	
it	was	developed	by	a	community	of	programmers	who	offer	the	product	for	free.	Open	source	programs	come	
with	no	guarantees,	but	Gimp	has	been	around	long	enough	to	prove	itself	as	a	successful	and	stable	photo‐editing	
program.	One	nice	feature	of	open	source	software	is	that	people	all	over	the	world	constantly	add	new	plug‐ins	
and	upgrades.	While	the	feel	of	Gimp	is	less	sophisticated	than	either	Photoshop	program,	it	has	more	functionality	
than	Elements	(and	none	of	the	cost).	Versions	of	Gimp	are	available	for	either	Windows	or	Mac	OS.	Visit	Gimp	to	
find	out	more	and	download	the	software.	You	can	also	check	out	the	Gimp	manuel.”		


Taken	from:	McKee,	Andy	(2011).	Photo	Editing	Essentials:	The	Video	Guide	(Kindle	Locations	55‐62).	Vook.	Kindle	Edition.	








A powerpoint to explain Life Expectancy. 



Level: Secondary school. 

Subjects: History, geography & social studies. 

What you need: A computer, a screen and a projector. 



The two  key messages are: (1) Life expectancy is a mean and 

(2)  When life expectancy is low, this is mostly due to a very high child mortality. 



To  illustrate these points we compare the expected life spans 

of 5 newborns in Burundi with those of 5 newborns in 

Sweden. 



Instructions and background information can be found at: 

www.gapminder.org/downloads/life-expectancy-ppt

Start with 

the next slide



This first slide is 

not intended to be shown 

License

You are free to use and re-distribute this material for non-commercial purposes under a creative commons licence. We ask you to credit as the source: www.gapminder.org







Produced by

Mattias Lindgren, the Gapminder Foundation. Version: 2010-09-07



Photo credits

Models are used for the portraits, with the permission of the models / guardians of the models. The life spans in the examples are based on mortality statistics and do not represent the life spans of the individual models. Their names are made up for illustration only. 



The 10 Swedish portraits are by Mathias Grate. The 9 Burundian portraits are by Sylvain Liechti. The Burundian landscape are from Xavier Damman (cc) http://tiny.cc/ycv7i , the Swedish landscape are from finbar_mad (cc) http://tiny.cc/urih8 . The Africa map are Wikimedia commons http://tiny.cc/kcjhm . The hour glass picture is from an unknown source. Please let us know if you have taken that picture and want to be credited, or if we have infringed on any copyright.
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But “dying young” in Sweden

is very different

from “dying young” in Burundi



So, no, 

all Burundians do not live 31 years shorter than Swedes
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Oral Speaking Tips  
(Content from How to Give a Pretty Good Presentation by TJ Walker) 
 If	somebody	introduces	you,	make	sure	that	the	introduction	is	one	that	you	wrote.	Do	it	yourself.	
Make	sure	that	it	ties	into	your	presentation.		


 Don’t	have	them	tell	the	crowd	about	your	accomplishments,	certifications	and	degrees.	


 If	you	introduce	yourself,	use	the	C.A.T.	principles	(Concise,	Articulate,	and	Thoughtful)	and	keep	it	to	
30	seconds.	


 Tone:	be	interesting.	Formal	or	informal?		Informal	should	feel	like	a	conversation	at	dinner	with	a	
friend.		


 When	was	the	last	time	you	heard	someone	say,	“That	was	a	delightful	Formal	presentation.”?		


 Taylor	your	speech.	Give	them	stories	that	are	relevant.	Plain	facts	are	boring.		


 Taylor	the	message	‐	know	who	your	audience	is.	Don’t	be	intimidated	by	the	advanced	degrees	and	
industry	insiders.	They	don’t	want	a	boring	presentation	either.		


 If	you	don’t	feel	comfortable	at	the	beginning	of	a	speech,	don’t	add	the	pressure	of	telling	a	joke.		


 Are	you	going	to	talk	about	yourself	or	are	you	going	to	talk	about	something	interesting?	


 Use	names	and	stories.	“I	was	just	talking	with	Don	in	the	hallway,	and	we	were	discussing	the	
difficulties	getting	services	to	complete	our	survey…”	Now	you	have	established	a	personal	relationship	
and	relevance.		


 If	you	are	not	able	to	meet	some	of	the	people	in	advance	of	your	presentation,	start	out	with	a	
question	to	generate	some	response.		


 As	long	as	you	have	an	interesting	fact	or	message	you	will	have	a	good	beginning.	


 You	will	be	lucky	if	people	walk	away	with	1	point.	What	is	that	point	going	to	be?	


 If	you	are	going	to	have	written	materials,	be	prepared	to	lose	some	people	to	your	own	work.	They	
may	get	bored	with	you	and	look	at	the	materials.		


 Rehearse	your	materials.	Record	yourself	and	try	to	make	it	perfect.	Use	a	projector	so	you	can	see	
what	your	slides	will	look	like	while	projected	as	opposed	to	your	laptop	screen.		


 It’s	ok	to	be	scared;	you	should	be	more	scared	of	giving	a	lousy	speech.		


 Never	apologize,	nobody	will	know	if	you	mess	up.	Just	keep	swimming.	I	hate	it	when	someone	tells	
me	it’s	their	first	day,	once	they	have	I	loose	all	trust	in	them,	you’re	the	expert	after	all.	


 Appearance,			Is	it	consistent	with	the	message?	Am	I	wearing	something	that	could	distract	my	
audience	from	focusing	on	the	message?		


PRESENTATION! 
 Video	–	if	you	plan	on	using	video	it	is	crucial	that	you	rehearse	a	few	times.		


 PowerPoint‐	Use	if	you	have	interesting	visuals.	Don’t	use	PowerPoint	just	to	display	bullet	points.		


 Handouts‐	Don’t	cut	and	paste	your	PowerPoint.	Materials	need	to	stand	on	their	own.		


 Flip	Chart‐	Drawing	or	writing	on	a	chart	slows	you	down	which	can	help	you	focus	on	one	topic	at	a	
time.		


 Props‐	Props	are	fantastic.	Allow	your	audience	to	touch/feel	what	you	are	discussing.	This	is	an	
underused	method	of	making	memorable	points.		
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 Cheat	sheet‐	Just	for	you	to	look	at	and	keep	you	on	task	during	your	presentation.	Use	this	for	number	
and	facts.		


 Hands	out	of	your	pockets.	Walk	around.	


 Give	your	presentation	the	feel	of	a	conversation,	just	you	and	30/3000	people.		


 Try	to	make	eye	contact	as	you	look	around	the	room,	scan	the	audience.	


 Expressive	facial	expressions.	


 Notes‐	If	you	need	notes,	make	them	big,	readable,	and	numbered.	Have	2	sets.	NEVER	handwritten.	
Look	at	notes	and	deliver.	Do	not	read	your	notes.	


MALFUNCTIONS  
 Assume	the	worst	will	happen.	


 Practice	in	advance	using	everything	that	you	will	be	using	(microphone,	projector,	pointer).		


 Plan	B.	Be	prepared	to	present	without	PowerPoint.	


 Never	try	to	learn	a	technology	in	front	of	people.		


 Your	presentation	is	NOT	about	your	technology.	It	is	about	helping,	inspiring,	and	educating	your	
audience.		


 If	you	have	a	tech	person,	calmly	get	them	en	route.		


 Have	a	backup	technology	if	needed.		


QUESTIONS   
 Ask	people	questions	as	you	are	presenting.		


 Look	at	audience	members	to	see	if	they	understand	what	you	are	saying.		


 Encourage	people	to	disagree	and	give	other	opinions.	


 Listen	to	the	ENTIRE	question.	You	may	miss	the	real	meaning	of	the	question	if	you	assume	you	know	
the	gist	of	the	question	from	the	beginning.		


 Look	at	the	person	the	whole	time	they	are	asking	the	question.		


 Begin	and	end	your	answer	by	looking	directly	at	that	person,	but	then	look	at	the	rest	of	the	people	in	
the	room	during	the	middle	of	your	answer.		


 Avoid	saying	“good	question”.	Just	answer	the	answer	question.	


 Awkward	silence‐	If	nobody	is	asking	a	question	you	may	want	to	have	a	question	prepared	for	them.	
“While	you	are	preparing	your	questions,	let	me	share	with	you	this	frequently	asked	question….”	


 You	may	not	know	the	answer	to	a	question.	Stay	poised,	calm	and	confident.	If	it	is	obtainable,	tell	
them	you	will	get	it	to	them.	You	may	not	know	the	answer,	but	someone	in	the	audience	may.	“We	are	
fortunate	to	have	Katrina	in	the	audience,	who	happens	to	be	an	expert;	I	will	pose	the	question	to	her.”	


 No	BS.	Don’t	make	anything	up.	Tell	them	what	you	DO	know	and	get	back	with	them	in	a	timely	
manner. 


HOW DO I GET THE AUDIENCE BACK? 
 There	are	many	reasons	why	an	audience	might	lose	interest.	The	easiest	way	to	regain	their	interest	is	
to	ask	simple	questions.	“Don,	have	you	ever	experienced	this?”		“April,	how	do	you	handle	this	issue	in	
your	agency?”	


Treat the crowd as if you were having a conversation. You will feel better about the whole situation.  
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Introduction to Microsoft® Publisher®: 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”.   


 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. 


Does anyone know why an object-oriented program would be an advantage for 
making fact sheets, brochures, posters, newsletters, and other dissemination 
materials? 


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 that will 
be taught throughout 
this workshop.  
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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? 


 
 
 
 
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 go to 
“File” on the tool bar in Publisher and select 
“New…”  


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


After selecting “New…”, you will be able to choose what type of document you want. I’m going 
to choose “Flyers” since it is most like a fact sheet.  


Once you choose “Flyers”, choose  
“Letter (Portrait) 8.5 x 11” under the  
“Blank Sizes” since this is the standard size of  
paper and standard 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 under the “Flyers” type. You can choose 
whichever page orientation and size you prefer from the blank sizes. 
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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 in the bottom left hand area of your 
screen. If you have only one page in your document, the icon 
will look like the example located directly to the right. 


If your document has more than one page, it could look like 
the example located directly to the right. You will know what 
page you are on in the document because it will be yellow-
gold in color  


Note: The example on the right has 4 pages and page 1 of the 
document is currently being viewed as it is yellow-gold in color and pages 2 - 4 are white. 


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” on the 
toolbar at the top of your screen and select 
“Page…” You will then get an Insert Page 
message box. With this message box, you 
can:  


 choose how many pages you want to 
insert 


 where you want to insert the pages 
 and additional options 


Once you have inserted the pages and in the 
location you wanted them, you use your 
cursor to select “OK”. 


b. To navigate to a page, move your cursor to the page icon located in the bottom left 
hand area of your screen. By moving your 
cursor to any of the pages in the icon and 
clicking one, you will automatically navigate 
to that page in your document. 


c.  
 
 


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. 
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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).  Using the F9 key will have the same magnifying effect or you can hold down the “Ctrl” key on 
your keyboard and move the wheel on your mouse up or down to zoom in and out respectively. 


5. ToolBox: Now that you know how to navigate between pages, you want to start adding text 
and pictures to your document. The Publisher ToolBox allows you to select these different 
tools. The toolbox is located on the far left side of your screen. Below is a list of each icon 
located on the ToolBox: 


Select Objects 
Text Box 
Insert Table 
Insert WordArt 
Picture Frame 
Line 
Arrow 
Oval 
Rectangle 
AutoShapes 
Bookmark 
Design Gallery Object 
Item From Content Library 


You will not use all of these icons during this workshop. The icons from the ToolBox we will 
concentrate on are Text Box, Picture Frame, and AutoShapes.  


Note: the AutoShapes also include the Line, Arrow, Oval, and Rectangle.  


6. 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 
Text Box icon located in the ToolBox. 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 document. Now you can insert your Text Box in the desired location…. 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. 
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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. 


 
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 6a 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 Edit on the menu 
bar. 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. Go to Edit on the 
menu bar and select “paste special”. Then select “Unformatted Text” if you want 
the pasted text to look like the rest of the text in your document.  
Note: If you want the copied text to keep its original formatting, simply select “paste”. 


 
If the text you want to paste into a Text Box is longer than the size of the Text Box, 
you will get the following message in Publisher: 


 


You should NEVER select “Yes” because Publisher will randomly put the overflow 
text into some other Text Box anywhere in your document that has the room needed 
for the overflow text. You should always choose “No”. You can then fix the overflow 
text by using the Link tool that is available in Publisher. (see next step: 6e) 
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e. Linking Text Boxes: If your Publisher document has predetermined Text Box sizes 
that cannot change in shape and size as in a newsletter, you might have text that is 
too long for one Text Box and needs to go (overflow) into another Text Box.  
 
To have the extra text go (overflow) into another Text Box, you can cut and paste, 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.  
To link text boxes:  


 First select the Text Box you want to link from.  


 Then click on the Link icon located on the menu bar= .  
 


 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. 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: As you type or paste in more text in the original Text Box, Publisher will auto adjust 
and link the additional text to the other Text Box(s). 


 
f. Hyphenation: Whether you type in text or paste 


text, Publisher will default to hyphenating the text if it 
needs to go onto multiple lines. (See example to 
right.)  


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


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


 Then go to Tools on the menu bar, click on 
“Language” and select “Hyphenation”.  


 When you click on “Hyphenation” on the menu, you will get a message box. 
(See example to above and to the left.)  


 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 document 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. 
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7. Picture Frame: Working with a picture or image in Publisher is much the same as working with 
a Text Box. The Picture Frame icon is the one meant to look like a landscape. 


a. Inserting a Picture or Image: When you want to insert a picture or image in your 
Publisher document, you click on the Picture Frame icon in the ToolBox. (See step 4) 
You will then get a dropdown list to choose from.  


Clip Art: Microsoft has a large library of Clip Art. This clip art 
is free and copyright free so you can use it in any publication. 


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


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


From Scanner or Camera…: You can scan in or upload a picture/image and then insert 
it in your Publisher document. 


Warning: You should not insert 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). 


To insert a picture or image, you would only need to click on the Picture Frame icon 
once in the ToolBox and then chose one of the 4 options listed in the dropdown list. If 
you chose “Clip Art”, you will be able to search for a picture/image.  


If you find a picture/image 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 from File” or 
“Empty Picture Frame”, your cursor will 
change to a cross hairs when the cursor is 
placed over the document. For inserting 
“Picture from File”: when you click on the 
document, you will be able to choose 
whichever picture you want from whatever 
location it is on your computer (e.g., 
desktop, My Pictures, or shared drive). 
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For inserting “Empty Picture Frame”: when you click on the document, it will place a 
picture/image placeholder in whatever location you click. 


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? 


If you place two images on top of each other, the second image you insert will obscure 
the first. 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 tool bar at the top of your screen. 
When you click on this icon, you will get a dropdown list. 
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”. 
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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" tools, the top graphic becomes 
"transparent" and does NOT totally obscure the graphic beneath it. 


There is another way to find the “Bring to Front” if the icon was not on your toolbar at 
the top of the screen. If you select one of the images and click with the right mouse 
button, you will get a popup menu. This menu is "context sensitive" meaning that it 
knows where you are, and what you are busy working on, and shows you commands 
which are relevant to the task at hand. 


For example, say you were to click on the image 
with the people, and then right click with your 
mouse. You would then get a popup menu of all of 
the options available for the image. If you wanted to 
bring the image with the people to the front of the 
layer, you would go to “Order” which would bring 
up the same options as the “Bring to Front” icon. 
In this case you would choose “Bring Forward” to 
layer the image with the people over the 
ambulance. 


Note: If you place a Text Box on top of a picture, it won´t automatically become transparent. In 
that case, to allow the picture behind to show through, press the Ctrl + T keys simultaneously or 
use the “Order” on the popup menu. 


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) 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 adjusted, moved, 
or rotated together as though it was one object. To do this, you would want to 
“Group” objects. 


 







NEDARC Workshop “Disseminating Findings From Your Performance Measure Data” 
 


 
Adapted from http://www.chalksoft.com/school/mspub/index.html for Microsoft® Publisher® 2007 
By the National EMS for Children Data Analysis Resource Center (NEDARC) 


To group two or more objects: 
 Select one object by 


clicking on it. You would 
only need to click on the 
object once. When you 
want to select an object, 
you click on it and it will 
become selected with 
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 select it. When you 
have 2 or more objects 
selected, each object will 
have the circles at the 
corners and center 
points. (see example to right) 
At that time an icon should appear on your monitor that looks like two 
overlapping squares with dots outside of the squares. If you hover your cursor 
over that icon, it will say “Group Objects”. 
 


 If you click on the icon, 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)  
The icon will then change 
to two overlapping 
squares with dots at each corner. 
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, hover over the icon shown in the previous step and it will 


say “Ungroup Objects”. By clicking on it, the objects will be ungrouped and will 
no longer be editable as a single object. 
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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 transparent 
areas in. On the Picture toolbar, click 
the Set Transparent Color icon (see 
image).    


Note: you will not be able to create a transparent area in all images. If this option it not available for an 
image, the icon will be grayed out. 


After you click the icon, your cursor will change shape to look like a little eyedropper. In 
the image, move your eyedropper cursor and click 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) 
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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 toolbar. (see image). 
 


 First select the image you want 
to crop by clicking on it with your cursor. 
 


 Then move your cursor to the Picture toolbox 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. 
 


i. Washing out an Image: There are times when you want a hint of an image so that it 
does not overpower your message. In these cases, you can use the “washout” option. 
 


 First select the image you want to washout by clicking on it with your cursor. 
 


 Then move your cursor to the 
Picture toolbox and click on the 
Format Picture icon. (see 
image). 


 


 After clicking on the icon, a Format Picture box will 
pop up. Go to the Picture tab and under Image control 
and change the Color from “Automatic” to 
“Washout”. Then click “OK”. (see example directly to 
right). 


 
Note: You can use these same steps to make an image grayscale or black&white 
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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 
Using the washout steps, convert an image to grayscale. 
 


8. 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, 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.  


 


 


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 red 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. 
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9. AutoShapes: It is easy to insert ready-made shapes (auto 
shapes) into your document. Select the AutoShapes icon located 
on the ToolBox. As you do so, the toolbar expands to show 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. 


10. Inserting a picture in an object: Publisher allows you to insert a picture in an AutoShape 
or a vector image*.   


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


 Then double left click the shape/image with your 
cursor and a Format AutoShape message box will  
Appear. (see example to right) 


 


 Go to the “Colors and Lines” tab and click on “Color” 
under the “Fill”. You will get a dropdown box that will 
have several options. Choose “Fill Effects …” and a 
new message box (called Fill Effects) will appear. 
 


 On the Fill Effects message box, go to the “Picture” tab and click on the “Select 
Picture…” button. At that time you can navigate to the location that has the picture you 
want to insert. Select the picture and then click on the “Insert” button.  


 


 After you click on the “Insert” button that box will go away and then you will have to 
click “OK” on the “Fill Effects” message box. That will take you to the “Format 
AutoShape” message box and then you should click “OK”.  Your shape will then have a 
picture in it. 


 
 
 
 
 


*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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ACTIVITY  
Let’s insert a vector image of our state in our document and insert a picture in it. 
 


11. Printing: After inserting and formatting all of your text, images, and shapes you might be 
finished. When you are ready for a proof or your proof has been given the ok, you will need 
to print your document. Publisher has a few different options than Word for printing its 
documents.  


First you would click on “File” located on the toolbar at the top of your screen and then 
choose “Print…” After choosing “Print…”, you will get a message box.  (see image below) 


 


You should print out a copy of the document for proofing. To do that select the printer you 
want to print to and then select “Print”. 


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. If you do not have 
Adobe Acrobat Pro, then there is a freeware called “CutePDFWriter” that you can download 
at http://www.cutepdf.com/ . By converting your document to PDF people will not be able to 
change it. 
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Jump Start Your PM Data Dissemination: Sharing Key Finding from Your PM Data

NEDARC Workshop Agenda

Boston, MA; October 11-13, 2011	









Day 1



8:30 – 9:00	Welcome & Introductions



9:00 – 10:00	Choosing the Information to Share from my Performance Measures



10:00 – 10:15	BREAK



10:15 – 11:00		Adapting the Message



11:00 – 11:30	Group Activity



12:00 – 1:30	LUNCH (on own)



1:30 – 2:30	Introduction to Microsoft Publisher



2:30 – 3:00	Basic Principles of Design 



3:00 – 3:45	Intermediate Publisher Skills



3:45 – 4:00	BREAK



4:00 – 5:00	Creating Your Own Fact Sheet





Day 2



8:30 – 9:00	Review of Day 1 and Introduction to Day 2

	

9:00 – 10:00		Focus Group Testing



10:00 – 10:15	BREAK



10:15 – 11:15	Using PowerPoint to Support Oral Presentations



Day 2 (cont.)



11:15 – 11:45	Skills to Help Your Oral Presentations 



11:45 – 12:30	Group Activity



12:30 – 2:00	LUNCH (on own)



2:00 – 3:00	Introduction of Microsoft PowerPoint



3:00 – 3:30	Secrets to make Your Microsoft PowerPoint Presentations Look Great



3:30 – 3:45	BREAK



3:45 – 5:00	Creating Your Own Oral Presentation



Day 3	



8:30 – 8:45	Review of Day 2 and Introduction to Day 3



8:45 – 9:45	Putting It All Together



9:45 – 10:30	Refining Presentation Skills



10:30 – 10:45	BREAK



10:45 – 12:30	Refining Presentation Skills (cont.)
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Then open your heart.
And do it.


So open your wallet.
And buy it. 


Then open your mind.
And read it.







THANK YOU!


Guy Kawasaki

















































































































































































































































































































































































































































Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data

Persona Development Form adapted by NEDARC



Persona Development Form

In order to develop a persona to help you effectively communicate your message, you need to place yourself in this person’s shoes and understand his or her values. Below is a series of questions and sub-questions that will guide you in this process.


Target Audience Selected: ___General Federation Women Club________________


What is Your Persona Like?

Name: _______Jennie June______________________________________________


Workplace: _______Millard Elementary School______________________________


Title/position: _______Special Education Teacher____________________________


Age: ____________29__________________________________________________

Gender: _________Female______________________________________________________________


Education/Training: _______Bachelor Degree________________________________________________


Work History: ______7 yrs teaching ________________________________________________________


Technical Skills: _____computer, first-aid training,_____________________________________________


Family Status: _____Married with 1 toddler___________________________________________________

What is Your Persona’s Interest in the Issue?


How familiar is your persona with EMS and EMSC issues? Do they have any misunderstandings?


· Basic understanding of EMS; Call 911 in emergency

· Misunderstanding – 


· Assume ambulance has all equipment needed. 


· Assume they are highly training and frequently handle peds patients


· Assume all EMS personnel are paid services.


Why does (or should) your persona care about the data you are disseminating?

· Parent

· Teacher


· Community Leader


Will your persona have specific expectations or desired items to see in the data communicated?


· Comparison

· Clear

· Local


What Keeps Your Persona up at Night?


What specific fears or concerns does your persona have that might pertain to your message?

· Her child life

· Students lives


How might you craft your message in order to address and hopefully alleviate these concerns?

· Partnership 

· Committee member


· Education


What do you want Your Persona to Do?


Thinking of your persona, ask the question “So what?” How will your message affect your persona’s behavior? What actions do you want your persona to take as a result of seeing/hearing your message?

· Raise awareness in GFWC and student’s parents

· Need for money to purchase equipment


How Might Your Persona Resist?


What might keep your persona from embracing your message or carrying out your call to action?

· Lack of funding

· Doesn’t see it as a priority


How might you overcome this obstacle?

· Education

· Partnership


· Data


· Real-life example


How Can you Best Reach Your Persona?


What media is best to use to communicate your message?


· Conference/Meeting

· Appointment


· Powerpoint


What venue/setting is best for your persona to receive your information?

· Conference/Meeting (going or inviting)

What type of environment or context do you want to avoid when delivering your message to your persona?


· EMSC is uneducated

· Project has personal goal


· Negative description of the providers


What specific terms or language should you avoid using?

· Technical

· Basic description in details


Additional Question for PowerPoint presentation:


Why did your persona come to this presentation? Describe whether or not they are willing participants or mandatory attendees, and how that might affect your approach:


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data

Main Message Development Form adapted by NEDARC




Main Message Development Form

A main message needs to be simple, concise, clear, usually non-technical, and easy to remember.  Consider some of the following questions to help you develop your message:


· What does the person know (if anything) about performance measure data?


· What do the results mean (from another person’s point of view)?


· What is the goal – why are you delivering this message to this person?  

· If the person remembers just one thing, what do you want that one thing to be?


Choose two personas and three main results or points you’d like to share with each persona, keeping the interests of each persona in mind.  Order these by importance with the most important result/point listed first.  Also record your goal or purpose in sharing this point with this persona.  You will develop your messages from these results/points.


Persona #1: ________________________________________________________________________________________

Result/Point #1: ____________________________________________________________________________________

Goal/Purpose: __________________________________________________________________________________

Result/Point #2: ____________________________________________________________________________________

Goal/Purpose: __________________________________________________________________________________

Result/Point #3: ____________________________________________________________________________________

Goal/Purpose: __________________________________________________________________________________

Persona #2: ________________________________________________________________________________________

Result/Point #1: ____________________________________________________________________________________

Goal/Purpose: __________________________________________________________________________________

Result/Point #2: ____________________________________________________________________________________

Goal/Purpose: __________________________________________________________________________________

Result/Point #3: ____________________________________________________________________________________

Goal/Purpose: __________________________________________________________________________________

Develop three main messages for each of your two personas based on the main results/points you listed above.  Customize your messages to fit the personas’ unique characteristics.  Follow the above guidelines about messages and keep your goals in mind.

Persona #1:


· Message #1:


· Message #2:


· Message #3:


__________________________________________________________________________________________________

Persona #2:


· Message #1:

· Message #2:

· Message #3:

2011
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Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data

Persona Development Form adapted by NEDARC



EMS Providers_Persona Development Form

In order to develop a persona to help you effectively communicate your message, you need to place yourself in this person’s shoes and understand his or her values. Below is a series of questions and sub-questions that will guide you in this process.


Target Audience Selected: EMS Providers_________________________________


What is Your Persona Like?

Name: ______Lena Jones_______________________________________________


Workplace: _substitute teacher at a grade school and works for “Hoona St. Paul” a volunteer Fire Rescue Squad ___________________________________________

Title/position:  teacher, EMT-III (Paramedic), and firefighter____________________


Age: ____28__________________________________________________________

Gender: _____Female_________________________________________________________________________


Education/Training: __Bachelor’s in Teaching, EMT training, and firefighter training__________________


Work History: __been teaching for one year, volunteer and firefighter for three years_____________________


Technical Skills: _computer savy, hunter and fishing pro__________________________________________


Family Status: __single but has serious boyfriend “Joe Martin”___________________________________________

What is Your Persona’s Interest in the Issue?


How familiar is your persona with EMS and EMSC issues? Do they have any misunderstandings?


___Does not know anything about EMSC issues but knows a lot about EMS issues. She has several misunderstandings like EMSC should teach them how to take care of kids and when their licenses expire, essentially babysitting her because she is an EMT. She thinks she has a license so EMSC should take care of her. She and her staff feel like they are all volunteers so the city and EMSC should help and provide funding and trainings. ______________________________ _____________________________________________________________________________________________________________________________________________________________________________

Why does (or should) your persona care about the data you are disseminating?

_____She should know that kids are still important and how her state compares to others in terms of pediatric pre-hospital care ___________________________________________________________________________________________________________________________________________________________________________________________

Will your persona have specific expectations or desired items to see in the data?


_A desired item would be how many kids are seen in the state and she would like to see useful information that results in action items.___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What Keeps Your Persona up at Night?


What specific fears or concerns does your persona have that might pertain to your message?

_____Wonders about what happens to patients that she treats/transports


Worries about her lack of experience of kids


Worries about lack of means of pediatric transportation


Worries about the weather: SNOW Worries about alligator bites _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How might you craft your message in order to address and hopefully alleviate these concerns?

_____ EMSC is here to help EMS providers successfully take care of pediatric patients and keep providers informed of pertinent information regarding peds and neonatal patients. _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What do you want Your Persona to Do?


Thinking of your persona, ask the question “So what?” How will your message affect your persona’s behavior? What actions do you want your persona to take as a result of seeing/hearing your message?

___We want EMS providers to recognize children are different and have different medical needs than adults. We also want Lena to promote awareness amongst her colleagues._______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How Might Your Persona Resist?


What might keep your persona from embracing your message or carrying out your call to action?

______Lack of resources and funding


Lack of confidence/proper training


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How might you overcome this obstacle?

Provide pediatric training, preferably simulation training


Provide equipment and means of free online training


Connect them with local social service organization to raise funds____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How Can you Best Reach Your Persona?


What media is best to use to communicate your message?


___________Electronic communication and social media__   ____________________________________________________________________________________________________________________________________________________________________________________

What venue/setting is best for your persona to receive your information?

____Possibly a state conference  or state newsletter, webinar_________________________________________________________________________________________________________________________________________________________________________________________

What type of environment or context do you want to avoid when delivering your message to your persona?


____We want to avoid negative connotations, no judgment and build them up and not knock them down for their deficiencies.__________________________________________________________________________________________________________________________________________________________________________________________

What specific terms or language should you avoid using?


_____EMSC abbreviations or terminology specific to Performance Measures and the Program.____________________________________________________________________________________________________________________________________________________________________________________________

Additional Question for PowerPoint presentation:


Why did your persona come to this presentation? Describe whether or not they are willing participants or mandatory attendees, and how that might affect your approach:


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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NEDARC Tutorial 
Embedding Fonts in Your MS Publisher File 


1 of 2 


Instructions written for MS® Publisher 2007
created Nov 11, 2010


Embedding Fonts in Your Microsoft® Publisher File 


Fonts are external to the original program you created them in (true for 99% of all software programs)


What does that mean?
If you email a “cool” publisher file you’ve made to a friend or colleague, the file may not display 
correctly because they don’t have a font installed that you used in your publication. Publisher will try to 
“substitute a font” for the missing font – but it will most likely “mess-up” your layout.


If you want to share your publication (fact sheet, poster, flyer, or report) with others for review or for 
printing, your options are: 


print the publication and send it to them in paper form,
make your publication into a PDF document you can send electronically, or
embed the fonts so you can electronically share the original Publisher file.


Note: If the person you are sending your Publisher file to does not have Publisher installed on their computer, 
they will not be able to open the document even if you embed the fonts.


Embedding the fonts in your publication is one of the best ways to ensure that a font is always available, 
even if you move the publication to a new computer or take it to a commercial printing service. If you 
decide to embed the fonts in your Publisher file, you will need to follow the following instructions….


1. Open the Publisher file you want to embed the fonts in


2. Go to Tools on the menu and click on Commercial Printing Tools.


Then click on Fonts…


(See picture example to right)







NEDARC Tutorial 
Embedding Fonts in Your MS Publisher File 


2 of 2 


Instructions written for MS® Publisher 2007
created Nov 11, 2010


3. A Fonts message box will appear. All of the fonts used in the publication will be listed in this 
box along with the FontType for each one.
(See picture example to right)


Click on Embed TrueType fonts when saving 
publication.


Then click OK.


Note: According to Microsoft, you can only embed 
TrueType fonts, and then only if their licensing 
allows embedding. 
All of the TrueType fonts that are included in 
Publisher allow embedding.
(TrueType font: A scaleable font that displays and prints smoothly at any point size. TrueType fonts are 
directly supported by the Windows operating system and can be embedded in publications.)


4. Your fonts are now embedded in your publication and you should be able to share your Publisher 
file with anyone else who has Publisher.


Warning! Embedded fonts increase the file size of your publication, so you may want to limit the number 
of fonts that you embed. You can choose to embed all fonts (with or without system fonts), only certain 
individual fonts, or subsets of certain fonts.
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Persona Development Form

In order to develop a persona to help you effectively communicate your message, you need to place yourself in this person’s shoes and understand his or her values. Below is a series of questions and sub-questions that will guide you in this process.


Target Audience Selected: _______________________________________________


What is Your Persona Like?

Name: _______________________________________________________________


Workplace: ___________________________________________________________


Title/position: _________________________________________________________


Age: _________________________________________________________________

Gender: ______________________________________________________________________________


Education/Training: ____________________________________________________________________


Work History: _________________________________________________________________________


Technical Skills: ________________________________________________________________________


Family Status: _________________________________________________________________________

What is Your Persona’s Interest in the Issue?


How familiar is your persona with EMS and EMSC issues? Do they have any misunderstandings?


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Why does (or should) your persona care about the data you are disseminating?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Will your persona have specific expectations or desired items to see in the data communicated?


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What Keeps Your Persona up at Night?


What specific fears or concerns does your persona have that might pertain to your message?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How might you craft your message in order to address and hopefully alleviate these concerns?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What do you want Your Persona to Do?


Thinking of your persona, ask the question “So what?” How will your message affect your persona’s behavior? What actions do you want your persona to take as a result of seeing/hearing your message?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How Might Your Persona Resist?


What might keep your persona from embracing your message or carrying out your call to action?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How might you overcome this obstacle?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How Can you Best Reach Your Persona?


What media is best to use to communicate your message?


____________________________________________________________________________________________________________________________________________________________________________________________________

What venue/setting is best for your persona to receive your information?

____________________________________________________________________________________________________________________________________________________________________________________________________

What type of environment or context do you want to avoid when delivering your message to your persona?


____________________________________________________________________________________________________________________________________________________________________________________________________

What specific terms or language should you avoid using?


____________________________________________________________________________________________________________________________________________________________________________________________________

Additional Question for PowerPoint presentation:


Why did your persona come to this presentation? Describe whether or not they are willing participants or mandatory attendees, and how that might affect your approach:


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Random sample slides
These slides are from several different 


presentations and will not be very 
meaningful without narration. Yet they 


are pretty good examples of 
combining text and images in slides 


that complement a live talk.
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’’‘‘Simplicity means the 
achievement of maximum 
effect with minimum means. 
                                
          
    


— Dr. Koichi Kawana







Less than 33%
of U.S. adults are at
a “healthy weight.”


OECD Factbook 2007







66% of Americans
are obese or overweight.


All adults                        (66%)


Women      65 million     (62%)


Men       69 million     (71%)


134 million


OECD Factbook 2007







Presentation Zen


 Garr Reynolds


How to plan, design and deliver 
presentations like a pro







Ted Selker, a professor at MIT, 
reckons obsessive web browsing
can cause attention spans to drop
to as little as nine seconds — 
equivalent to a goldfish.


“


”
BBC (2002)







Blogs are like sharks







You can play a 
shoestring if


 you’re sincere. 
—John Coltrane


”


“







Master your instrument. 
Master the music.  And then 
forget all that bullshit
and just play.


“


—Charlie-Parker
” 







“It’s taken me all my 
life to learn what
not to play.”


— Dizzy-Gillespie







It’s taken me all my life 


to learn what not to play.


Dizzy-Gillespie







’’‘‘Making the simple complicated is commonplace;
making the complicated awesomely simple, 
that’s creativity.


 — Charles Mingus 







You can play a shoestring if 
you’re sincere.” 


— John Coltrane


“







Master your instrument. 
Master the music. And 


then forget all that 
bullshit and just play.


— Charlie-Parker


“
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Start strong
始めにインパクト







Make a connection
コネクションを作る







Keep the lights on
照明はつけたままで







Keep it Short
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Pecha Kucha
ペチャクチャ
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of part time workers are
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Mobile phone internet connectivity rate
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“Darth Vader Method”







See my website:www.darthrules!.com







“The Yoda Method”











“Do not s
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“In the beginner’s mind there are 


many possibilities, in the expert’s 
mind there are few.                      
                                     —


—Shunryu Suzuki
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Then Now
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Make it easy for people
to talk about you.”


“


— Andy Sernovitz 







Be interesting, or be invisible. 
— Andy Sernovitz


‘‘


‘‘







Simplicity is about 
subtracting the obvious, 
and adding the meaningful.”


— John Maeda


“







More appears like less
simply moving it far, far away.”


— John Maeda


“







Openness simplifies complexity.”“
John Maeda







Use less,
gain more.”


“


— John Maeda







In lieu of an order...or plan, you get a bunch 
of PowerPoint slides…That is frustrating, 
because nobody wants to plan
against PowerPoint slides.”


“


— Army Lt. General David McKiernan
     Except from Thomas Ricks’  “Fiasco”







Stay the course? You've got to 
be kidding. This is America, 
not the damned Titanic. I'll 
give you a sound bite: Throw 
the bums out!


“


”
—Lee Iacocca
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聞き手が見るスライド


1. Slides the audience will see


Hand helds Lap tops Cell phones







話し手が使うメモ


2. Notes only you will see







復習のための配布資料               


     


3. Handout to be taken away







聞き手が見るスライド 話し手が使うメモ 復習のための配布資料               


     


Slides Notes Handout







Alone time







Almost every PowerPoint presentation
sucks rotten eggs.”


“


「スライドのプレゼンテー　
　ションは、ほぼ例外なく最悪だ」







The Naked Presenter
Garr Reynolds







1


PowerPoint Culture


A better way


2


Concrete tips & advice


3


Q & A


4
• Preparation
• Design
• Delivery 







On being naked







Q&A







End
Go to www.presentationzen.com to see more.











Utahtopia Emergency Medical Services for Children: Taking Action, Saving Lives

The federal Emergency Medical Services for Children (EMSC) program supports projects in the states to expand and improve emergency medical services for children who need treatment for life threatening illnesses or injuries.  The program has funded pediatric emergency care improvement initiatives in every state, the District of Columbia, and five U.S. territories.  

The Utahtopia Emergency Medical Services Division (UEMSD) has been actively involved in the federal Emergency Medical Services for Children (EMSC) Partnership Program and institutionalizing EMSC into the EMS Program since 1995.  The Utahtopia Department of Public Health took strides to ensure that the special needs of children were included in protocols and education components when licensing Emergency Medical Technicians (EMT’s) in the 1990’s and early 2000’s.
This year alone, 14 million children under the age of 15 will be injured seriously enough to require medical attention.  
Accomplishments:  

Utahtopia’s EMSC Grant accomplishments include 
Creation and adoption of pediatric specific EMS protocol.
Development of a Patient Care Report  with pediatric specific data collection points for research and quality improvement.
Institutionalization of EMSC into State EMS by the formation of an EMSC Advisory Committee.
Completion of a Utahtopia EMSC Needs Assessment to measure the degree of injury risk at any day care center in Utahtopia.
Introduced Pediatric Education for Pre-hospital Personnel (PEPP) courses into the EMT/EMT-P certification program.
Utahtopia EMSC Program, iCareStreet UTP,  (919) 111-9111, www.utopiaemsc.org



Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data

Focus Group Observer Form adapted by NEDARC




FOCUS GROUP OBSERVER FORM

Please answer the questions for the following observations.


Did the moderator . . . ?

· Use an appropriate opening to create a warm and friendly atmosphere?  Yes    No


· List a few actions or words that the moderator used to welcome participants

· Discuss ground rules for the focus group?  Yes    No

· Review the purpose of the focus group?   Yes    No

· Rephrase what the participant said (e.g., So, let me make sure I understand ….) Yes    No

· Use probing to try to obtain additional information (e.g., Tell me more; can you give me an example) 

Yes    No

· Use balancing questions (e.g., Any opposing views?)  Yes    No

· Try to draw out quiet group members (e.g., Let’s hear from someone who we have not heard from yet) Yes    No

· Work from general to specific questions? Yes    No

· Keep the group on track/time? Yes    No

· Summarize the discussion (e.g., So, in summary we have…..)? Yes    No

· Maintain neutrality (i.e., did not express personal views) throughout the focus group?  Yes    No

· Maintain subtle and mild control of the group? Yes    No

· Ignore side comments rather than give additional attention to “wisecracks”? Yes    No

Other Observations

· Who were you most aware of as you observed the focus group?


· What was that person doing?


· What was their impact on the focus group? 

2011
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Better Public Speaking & Presentation
Ensure Your Words Are Always Understood


There are many things you can do to
ensure that your verbal messages are
understood time and time again.


Although somewhat obvious and
deceptively simple, these include:


Keep the message clear.


Be prepared.


Keep the message simple.


Be vivid when delivering the
message.


Be natural.


Keep the message concise.


Preparation is underrated. In fact, it is one of the most important factors in
determining your communication successes. When possible, set meeting times and
speaking and presentation times well in advance, thus allowing yourself the time you
need to prepare your communications, mindful of the entire communication process
(source, encoding, channel, decoding, receiver, feedback and
context). By paying close attention to each of these stages and preparing
accordingly, you ensure your communications will be more effective and better
understood.


Of course, not all communications can be scheduled. In this case, preparation may
mean having a good, thorough understanding of the office goings-on, enabling you to
communicate with the knowledge you need to be effective, both through verbal and
written communications.


Being prepared: Guidelines for Thinking Ahead:


Ask yourself: Who? What? How? When? Where? Why?


Who are you speaking to? What are their interests, presuppositions and values?
What do they share in common with others; how are they unique?


What do you wish to communicate? One way of answering this question is to ask
yourself about the 'success criteria'. How do you know if and when you have
successfully communicated what you have in mind?


How can you best convey your message? Language is important here, as are the
nonverbal cues discussed earlier. Choose your words and your nonverbal cues with
your audience in mind. Plan a beginning, middle and end. If time and place allow,
consider and prepare audio-visual aids.


When? Timing is important here. Develop a sense of timing, so that your
contributions are seen and heard as relevant to the issue or matter at hand. There is
a time to speak and a time to be silent. 'It's better to be silent than sing a bad tune.'


Where? What is the physical context of the communication in mind? You may have
time to visit the room, for example, and rearrange the furniture. Check for availability
and visibility if you are using audio or visual aids.
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Where to go from here: Next article 


Free newsletter 


Download and print 


To practice preparing a presentation, take our one-hour Bite-Sized Training
session on Giving Better Presentations.


Join Mind Tools 


Why? In order to convert hearers into listeners, you need to know why they should
listen to you – and tell them if necessary. What disposes them to listen? That implies
that you know yourself why you are seeking to communicate – the value or worth or
interest of what you are going to say.


Be concise. Be brief. Use short words and sentences. Where appropriate, support
these with short, easy-to-understand examples, which help demonstrate your
message.


You can learn 600 similar skills elsewhere on this site. Click here to see our full
toolkit. If you like our approach, you can subscribe to our free newsletter, or
become a member for just US$1.
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Return to top of the page


CLICK to find out more!


training, support and advice
you need to get ahead.


And get our "Future Proof Your
Career" workbook FREE when
you join before October 5.


Get the Mind Tools App


Get Mind Tools on
your iPhone


Learn on the move with the free
Mind Tools iPhone App. Short
bursts of business training ideal
for busy people.


Find out more


Related Resources


Mind Tools Ebook


Useful free tools from the Mind
Tools site, brought together
into easily downloadable, easily
printable PDFs.


Giving Better
Presentations (Bite-Sized
Training)


The Excetional


Did you find this article helpful? NoYes
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Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data 
Persona Development Form adapted by NEDARC 


2011 


Persona Development Form 


In order to develop a persona to help you effectively communicate your message, you need to place yourself in this 
person’s shoes and understand his or her values. Below is a series of questions and sub‐questions that will guide you in 
this process. 


 


Target Audience Selected: _______________________________________________ 


What is Your Persona Like? 


Name: _______________________________________________________________ 


Workplace: ___________________________________________________________ 


Title/position: _________________________________________________________ 


Age: _________________________________________________________________ 


Gender: ______________________________________________________________________________ 


Education/Training: ____________________________________________________________________ 


Work History: _________________________________________________________________________ 


Technical Skills: ________________________________________________________________________ 


Family Status: _________________________________________________________________________ 


 


What is Your Persona’s Interest in the Issue? 


How familiar is your persona with EMS and EMSC issues? Do they have any misunderstandings? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


 


Why does (or should) your persona care about the data you are disseminating? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 







Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data 
Persona Development Form adapted by NEDARC 


2011 


Will your persona have specific expectations or desired items to see in the data communicated? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


 


What Keeps Your Persona up at Night? 


What specific fears or concerns does your persona have that might pertain to your message? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


How might you craft your message in order to address and hopefully alleviate these concerns? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


 


What do you want Your Persona to Do? 


Thinking of your persona, ask the question “So what?” How will your message affect your persona’s behavior? What 
actions do you want your persona to take as a result of seeing/hearing your message? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


 


How Might Your Persona Resist? 


What might keep your persona from embracing your message or carrying out your call to action? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 







Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data 
Persona Development Form adapted by NEDARC 
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How might you overcome this obstacle? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


 


How Can you Best Reach Your Persona? 


What media is best to use to communicate your message? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


What venue/setting is best for your persona to receive your information? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


What type of environment or context do you want to avoid when delivering your message to your persona? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


What specific terms or language should you avoid using? 


__________________________________________________________________________________________________
__________________________________________________________________________________________________ 


 


Additional Question for PowerPoint presentation: 


Why did your persona come to this presentation? Describe whether or not they are willing participants or mandatory 
attendees, and how that might affect your approach: 


__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________ 





		Target Audience Selected: Medical Director

		Name: Dr. White

		Workplace: Hospital-Emergency Diepartment

		Title/position: ER Physcian/Medical Director

		Age: 55

		Gender: Male

		Education/Training: Medical school with EMS training

		Work History: 7-10 years in urban level 1 or 2 trauma hospital/EMS   5-7 years rural setting 

		Technical Skills: Proficient in technology ie smart phones, computers 

		Family Status: Divorced with 3 kids and young 20 something girlfriend on side

		How familiar is your persona with EMS and EMSC issues? Do they have any misunderstandings [1]: He understands basic EMS protocols. Helps develop new protocols for his local agencies. 

		How familiar is your persona with EMS and EMSC issues? Do they have any misunderstandings [2]: He doesn't understand how EMSC functions the workload or what EMSC contributes to his local agencies.

		How familiar is your persona with EMS and EMSC issues? Do they have any misunderstandings [3]: 

		How familiar is your persona with EMS and EMSC issues? Do they have any misunderstandings [4]: 

		Why does (or should) your persona care about the data you are disseminating [1]: They have a vested interest in their local regions' EMS and hospital capabilities to provide appropriate and quality pediatric care. 

		Why does (or should) your persona care about the data you are disseminating [2]: The disseminated data allows local EMS agencies an avenue to communicate needs. 

		Why does (or should) your persona care about the data you are disseminating [3]: 

		Will your persona have specific expectations or desired items to see in the data communicated [1]: No expectations

		Will your persona have specific expectations or desired items to see in the data communicated [2]: Possbily, why is this important and what will we do with it?

		Will your persona have specific expectations or desired items to see in the data communicated [3]: Different kinds of medical directors and with different expectations

		Will your persona have specific expectations or desired items to see in the data communicated [4]: there are rural and urban medical directors with different expectations

		What specific fears or concerns does your persona have that might pertain to your message [1]: Concerned that the state will dictate pediatric patient care.  Issues with transferring patients to referral hospitals. 

		What specific fears or concerns does your persona have that might pertain to your message [2]: Transition issues with scope of practice.

		What specific fears or concerns does your persona have that might pertain to your message [3]: 

		What specific fears or concerns does your persona have that might pertain to your message [4]: 

		How might you craft your message in order to address and hopefully alleviate these concerns [1]: Based on national standards of pediatric emergency care, communicate the importance of using collected data from 

		How might you craft your message in order to address and hopefully alleviate these concerns [2]: agencies and hospitals to drive pediatric emergency care.

		How might you craft your message in order to address and hopefully alleviate these concerns [3]: 

		How might you craft your message in order to address and hopefully alleviate these concerns [4]: 

		actions do you want your persona to take as a result of seeing/hearing your message [1]: After further research with local agencies the medical director would see the benefit of sharing data with agencies 

		actions do you want your persona to take as a result of seeing/hearing your message [2]: and determine what changes would be needed. 

		actions do you want your persona to take as a result of seeing/hearing your message [3]: 

		actions do you want your persona to take as a result of seeing/hearing your message [4]: 

		What might keep your persona from embracing your message or carrying out your call to action [1]: Resistance to state supported ems standards and guidelines for pt care.  

		What might keep your persona from embracing your message or carrying out your call to action [2]: 

		What might keep your persona from embracing your message or carrying out your call to action [3]: 

		What might keep your persona from embracing your message or carrying out your call to action [4]: 

		How might you overcome this obstacle [1]: Focus on evidence-based practices and standardized pediatric care.

		How might you overcome this obstacle [2]: 

		How might you overcome this obstacle [3]: 

		How might you overcome this obstacle [4]: 

		What media is best to use to communicate your message [1]: Email, PPT presentations at regional ems and trauma meetings

		What media is best to use to communicate your message [2]: 

		What venue/setting is best for your persona to receive your information [1]: Regional Medical Director forums and meetings

		What venue/setting is best for your persona to receive your information [2]: 

		What type of environment or context do you want to avoid when delivering your message to your persona [1]: "State mandated, regulations etc."

		What type of environment or context do you want to avoid when delivering your message to your persona [2]: state telling them what to do

		What specific terms or language should you avoid using [1]: Require, mandatory, performance measures.   

		What specific terms or language should you avoid using [2]: 

		attendees, and how that might affect your approach [1]: 

		attendees, and how that might affect your approach [2]: 

		attendees, and how that might affect your approach [3]: 

		attendees, and how that might affect your approach [4]: 









2009 Pediatric accidental death rate per 100,000 for Utahtopia residents in the age categories specified:

 

 under 1 year = 45.5

 1-4 years      = 19.4

 5-9 year        =   7.9

 10-14 years  = 11.0  

 

















































































































































































































































































































































































































































































































































































































































































Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data

Presentation Checklist adapted by NEDARC



PowerPoint Presentation Checklist

Adapted from “The Presentation Planning Checklist” (MindTools.com), “Brain Rules” by John Medina (brainrules.net), and “7 Steps to a Better Presentation” by Jeffrey Veen.

PREPARATION

· When is your presentation? Date and Time:
____________________________________________________



· Where are you presenting? 


( Outdoors


( Indoors


( Sitting


( Standing

· Why were YOU asked to speak? Expertise?
____________________________________________________


· Do you know your audience? Who are you speaking to? (See the Persona Development Form.) ___________________________________________________

· What do you want to communicate? (See the Main Message Development Form.) ___________________________________________________

· If your audience remembers one main point, what would that be? (See the Main Message Development Form.)
________________________________________________


· Do you want to inspire your audience to act? If so, how are you going to do this? __________________________________________________________________________________________________________

Choose presentation type: 


( Handouts Only


( PowerPoint


( PowerPoint assisted with notes


( Oral Presentation with/without notes 


· Storyboard your Presentation.  What are your main points? What is the story you are trying to tell? 


· Make your slides Concise, Articulate, and Thoughtful (CAT). 


· If you are representing an organization, do your slides match your organization? Try not to spend more than 2 slides on your organization. Get to the point. 


· Eliminate jargon. If you need to use an acronym make sure your audience is familiar with the term. 


· Keep It Simple, if it feels convoluted… it is. 


What visual aids do you have/need? Do the main points need support from visual aids or props?

· Photos

· Videos

· Music

· Props


Prepare the following if needed:

· Slides


· Notes

· Handouts 

· Do your handouts relate to the main points that you're trying to communicate?

· You are building a relationship with the audience; your first meeting may be a PowerPoint.  Prepare business cards or similar handouts so your audience has the ability to get in touch with you.

· Questions you anticipate from the audience:
________________________________________________________________________________________________________________________________________________________________________

SEVERAL WEEKS BEFORE PRESENTATION 


· Practice! Practice! Practice! – (a lot) Have you practiced your presentation standing (or sitting, if applicable)?  Pay close attention to your body language and posture.

· Have you practiced often enough to be able to speak smoothly and fluently? 

· Have you practiced your presentation in front of others? A practice audience can give you valuable feedback about your presentation. 

· Review Content - Does your introduction grab your audience's attention? 

· Are the main points in a logical sequence?

· Do these points flow well?

· Does your presentation's conclusion summarize the presentation clearly and concisely?

· Is the conclusion strong?

· Do you have a backup plan? (Do you have items such as flipcharts and markers if you need to change your presentation on the fly due to a computer malfunction or similar event?) 

· Questions you have prepared to ask your audience:
________________________________________________________________________________________________________________________________________________________________________

DAY BEFORE 


· Review your presentation one more time. Do you have your slides, notes, and other visual aids in the right order?

· Practice the questions you developed for your audience? 

· Check your visual aids to ensure that they're working and that you know how to use them.

NIGHT BEFORE


· Get a good night sleep. 


· Think of your presentation as an interview. Think about the meal and drinks… take it easy. 


DAY OF PRESENTATION 

· Exercise prior to the presentation. Go for a walk; get the blood flowing to the brain.

· Do you have your slides, notes, and other visual aids in the right order?


· Are you dressed and groomed appropriately? Dress better than your audience. They will take you serious.

· Have you left enough time for travel and setting up?


· Be natural. 

· Know that you will succeed, you are ready. 


AFTERWARD

· Do you need to follow up with any members of your audience?


· Have you asked for feedback from your audience? Is there anything that you learned or could improve for your next presentation?
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Jump Start Your PM Data Dissemination: Sharing Key Findings from Your Performance Measure Data

Persona Development referenced compiled by NEDARC




Web References for Personas

· http://www.slideshare.net/MulderMedia/the-user-is-always-right-making-personas-work-for-your-site 

· http://www.frontend.com/products-digital-devices/real-or-imaginary-the-effectiveness-of-using-personas-in-product-design.html 

· http://www.slideshare.net/toddwarfel/data-driven-design-research-personas 

· http://www.usability.gov/articles/newsletter/pubs/092005news.html 
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Lessons from 
the bamboo
By Garr Reynolds


Slides in PDF from a 12-minute presentation for 
TEDxTokyo on May 21, 2011.Sans video and audio clip. 







What inspires you?
about Japan<



















Tea Ceremony Ikebana Sumi-e







Nature is always speaking to us.







Nature is always 
speaking to us.


“
”


    —Morihei Ueshiba
       植芝 盛平







Everything—even 
mountains, rivers, 
plants, and trees—
should be your teacher.


“


”
    —Morihei Ueshiba
       植芝 盛平







Study how water 
flows in a valley 
stream, smoothly 
and freely between 
the rocks...


“


”
    —Morihei Ueshiba
       植芝 盛平







Study the teachings of the 
pine tree, the bamboo, and 
the plum blossom. 


“
”


    —Morihei Ueshiba
       植芝 盛平







The plum blossom is 
hardy, and elegant.







The pine is evergreen, firmly 
rooted, and venerable. 







Nature as 先生







Study the teachings of the 
pine tree, the bamboo, and 
the plum blossom. 


“
”


    —Morihei Ueshiba
       植芝 盛平







Osaka Nara







Pic of backyard







Bamboo forest begins







Running in the among the bamboo







Running in the among the bamboo


こんにちは,


ガーです!
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(1) Remember: What looks    
         weak is strong











What looks fragile is strong.







You do not have to 
be big to be strong.







“
”


—Master Yoda


Size matters not. Look 
at me. Judge me by my 
size do you? Hmm?







Strength in the light, 
in kindness & compassion


You do not have to be scary, and big like a 
dark forest.







Strength in the light, 
in kindness & compassion


You do not have to be scary, and big like a 
dark forest.











Strength in the light, 
in kindness & compassion







(2) Bend but don’t break







Bamboo goes with the flow.











(3)Deeply rooted yet flexible















(4) Slow down your busy mind







We cannot see our reflection 
in running water...







It is only in still water that we can see.
—Taoist proverb 







This is a video without sound.







(5) Be always ready







The warrior, like bamboo, 
is ever ready for action.


—Kensho Furuya 


“
”







(6 ) Find wisdom in emptiness







Empty your cup so that 
it may be filled...


—Bruce Lee


“
”







You must unlearn what 
you have learned.


—Master Yoda


“
”







(7 ) Commit yourself      
          to growth & renewal







Even a 100 foot stalk of bamboo 
can progress one more step.


百尺竿头更进一步







(8 ) Express your usefulness  
          through simplicity







The bamboo in its simplicity 
expresses its usefulness. Man 
should do the same.


— Kensho Furuya


“
”







簡素























(9) Unleash your power   
         to spring back























七転び八起き
Fall seven times, get up eight







It ain’t about how hard you 
can hit. It’s about how hard 
you can get hit and keep 
moving forward.... That’s 
how winning is done!


“


”
    —Rocky Balboa







Lessons from the bamboo:


Flexibility
Adaptability







Resilience 







Resilience 







bamboo
Be like 







good luck!


頑張ってください！
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