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INSIDE YOUR BOOK

Thi i
o is bhook vt/as deSI.gned to help you learn. The content of the 10 chapters
gether with special self-learning features, will help you learn and s

develop the skills nec .
essary for using multi / X :
effectively. g Itimedia presentation aids

Beginning the Chapter

Key Points draw to your attention

important concepts that you should be
aware of while reading the chapter.

Communication@Work features illustrate

how beneficial effective communication is in
the real world.

Chapter |
1 Using Multimedia
in Presentations

KEY POINTS g,"'n".",“[g;"w\v\«\

S

Section 1.1
Incorporating Your
Public Speaking Skills
Section 1.2

Types of Multimedia
Presentation Aids
Section 1.3

Using Multimedia in
Presentations

| portfollo exercise, this |
| chapter contains:

= 15 Check-Up exercises |
| m 10 Section Assessment |
| exercises \

| ® 4 end-of-chapter |
activities

e e

“Words ought to be a litile wild for
they are the assaults of thoughbt
on the unthinking.”

—john Maynard Keynes, economist

2 @ USING MULTIMEDIA IN PRESENTATIONS ¢ CHAPTER ONE

1. List and review the elements of a presentation

2. List

ples of different dia p ion aids
3. Discuss reasons to use multimedia presentation aids ina
presentation

etting Started

INCORPORATING RESOURCES
When giving a multimedia presentation at work, many professionals

incorporate resources such as interactive CD-ROMs, computer-
generated graphics, the Internet, sides, photogtaphs, or video record-
ings. Using these resources il stengthen the ideas you present:

COOPERATIVE LEARNING. Tn small groups, discuss several aspects ©©
consider when developing a multimedia f i

+ How will you present your information in words?

» How will you visually present your information?

+ What should you consider when writing your speech?

+ What should you consider when deciding how o visually pre-
sent your speech?

« How are these considerations similar?

« How are these considerations different?

Select one person to take notes. At the end of this chapeer, you will
complete a Finishing Up activity on page 18 thac will allow you 10
check your progress.

CHAPTER ONE 4 USING MULTIMED

IN PRESENTATIONS @& 3

Public Speaking

Maost professionals will be
asked to do some public
speaking in the course of
their professional lives. The
speech could be as simple
as introducing a coworker
at a meeting or as complex
as offering an end-of-the-
year financial report to
shareholders. Knowing
how to effectively inte- {
grate public speaking and
multimedia skills assures a

successful and memorable

presentation. i

COMMUNlCATI;VG
onthe Net g

EXPLORE
Visit the Multimedia
Presentation Skillslink
on the Professional
Communication

Series Web site at
profcomm.glencoe.com.
Here you will find a
summary of Chapter 1,
as well as additional
activities and games
to help you remember
the concepts presented
in this chapter.

The Getting Started activities begin
each chapter with a group activity to set
the stage for what you will learn as you
progress through the instruction.

Communicating on the Net features
provide activities and links on the
Internet that reinforce the concepts
you learned about in each chapter.

INSIDE YOUR BOOK
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Previewing Chapter Concepts

[ g I >

@ Section Objectives:

» Name and explain the
three main parts of a
presentation/public
speech

Each section contains
Section Objectives

p Discuss the importance

th of message
a.t alert you to the o opanentin
resenlations
major concepts in :
» KEY TERMS

each section. Turn
the objectives into
questions. Then as
you read the section,
look for the answers
to the questions.

» multimedia
presenutlon ald

» introduction
» body
» condusion

multimedia presenlation
aid any visual tool that
enhances the spoken

message in 2 presenlalion

4 @ USING MULTIM

Incorporating Your
Public Speaking Skills

be chosen with care Jor people

\ “Whatever words we utter should
and be influenced

will bear them

| by them for good or ilL”

__Buddha, religious leader

\ Public speaking is an integral part of prol

\ career, you will probably be required t0 give a sales presentation, per-
sonal introduction speech, or business briefing: The key

\ in each presentation is knowing how to adapt to each individual sit-

\ uation. To be @ .ssful speaker, you must realize when t0 speak

o success

with the use of visual aids and when t© speak without them. This
book will explore the use of multimedia presentation aids in presen-
explain when they are necessary t© strengthen your
message and when they are barriers t communication.

A multimedia presentation aid is any visual tool that enhances
1 1.2 will expand on spe-

wations. It will

in a presentation. Sectio!

| the spoken mess
| cific types of pfli Fimedia presentation aids. Before learnin:
use such S, f a presentation.

g when to

it is important to review the parts o!

a Presentation

ceches have three common com!

fresentations and sp ponents:

« Introduction

* Body

« Conclusion

Every element of the presentation must be in a prccenm(ion or
speech in order to be complete. Fach has a distinct
determine what types of multimedia you should use. You will
n greater detail in the remainder of

purpose that

will
explore the three components i

this section.

MEDIA IN PRESENTATIONS < CHAPTER ONE

They are also defined in the margin

xiv @ INSIDE YOUR BOOK
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GOING 6LoBAL

Video Conferencing

Video technology allows
“live” presentations to cross
the globe. It is important to
remember that even though
You are not face-to-face, the
need to adjust your speech
Or mannerisms in relation to
Cultural differences stij|
exists.

Going Global featurF:s
provide an introduction
to multicultural aspects
of communication.

Looking

In Chapter 1, you learned |
about non-technology-
based multimedia
Presentation aids,

Looking Back features
link concepts currently
being studied to content
that you have studied
earlier in the text.

Special Tips

Special tips in the margin reinforce chapter concepts
and provide useful real-world insights.

Create Interesting
Handouts

Explore different fonts, bul-
let points, and page layouts
to create interesting, easy-
to-read handouts.

Tech On The Job features
provide information about

various types of technology
used in the workplace.

Looking

AHEAD 2

In Chapter 4, you will
learn more aboyt design
aspects that can be
applied to handouts

as well as many other
types of multimedia
Presentation aids,

INTERNET
CONNECTION

Help With
Speeches

Find some sample speeches
and get started writing
your own with help from

a Web site devoted to
writing speeches at
profcomm.glencoe.com.

Internet Connection
features provide links to Web
sites with resources valuable
to good communicators.

Looking Ahead features
indicate that you will
study related concepts in
future chapters of the text.

INSIDE YOUR BOOK



xvi

Thinking Critically question
found with exhibits require ;
iou to apply your real-world

nowledge to what you are
studying in the text.

c ;
: hez{k-Ups Prowde questions
o aid you with the retention

of c
f)ncepts presented in each
section of the text.

SECTION 2.1

\ Presentation Setting Checklist

with multimedia presentation ", Imagine you are ghind &
gpeech in one of your classes o at work, Use the questions 0
help you determine your visual aids.

\ 1. The following questions will help YO prepare for a presentation
|
|
| u. What s the approximate age of ™ T e
| b. 1s my audience primariy ale ot femalel—————

<. Is my audience primarily from one occupation? —————
f so, what is the occupation?

REIE - o
4. Does my audience come from one particular geographic o
ethnic background? e

f so, what is that \)a(kgmund"//
. What is the education level of my audience?

£.1s my presentation part of Y audience's business, oF s ™
presentation for entertainment?.

g. What will the size of my audience be? S

| In. What time of day will ™Y presentation be? ———————

1 What symbols are particuiary effective o not effective Wit

f’x \ this g:oup’/

:i | J What multimedia i particularly effective of ot effective with

1; \ this group’-

o \‘ 2. How does this checkist help YOU getermine which multimedia .
\ presentation aids 10 use in your s N :
| 3. imagine you have been asked 49 give a presentation 0 @ .

group of ranchers in Texas ‘What might you already know
Tbout the demographics of the group? What might you need :
%o find out about the people 10 S hom you will make your

SR et

28 @ DECIDING WHAT MULTIMEDIA AIDS ARE APPROPRIATE 4 CHAPTER w0

@ INSIDE YOUR BOOK
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Reviewing and Applying
Chapter Concepts

Review of Key Points
sums up the major
points of the chapter. Finishing Up activities

Internet Connection activities
allow you to expand
upon the
cGhecl.c your progress on the concepts you have learned in a
hemng Statred activities at chapter using the information
the beginning of the chapter. on the Internet.

Chapter ' ReVieW and Appli(ation Chapter 1 Review and Application

Finishing 0"3 %

Enhance Your Topic

3, Begin thinking about what visual aids might enhance your
presentation. Enter the general topic “Small Towns in America’
into one of the search engine Web sites located at

. With the same group, review the notes you took during the
Geting Started exercise. Can you think of any addidional aspects
t consider when developing a multimedia presentation? What

fé 1.The elements of a pre- ! nge profcomm.glencoe.com,
. sentation are the intro- will these aspects cost you in time and money? Be prepared to
E d::!hn, Im: bod#' and share your response with the class. a. Name two Web sites that might be used t research and
the conclusion. The . “ . N ”
Introduction sets the narrow the subject (such as “roadside attractions ).
tone and purpose of the
resentation, as well as e e e et e N s ﬁ*
grabs the audience’s ,. i : .
. O vion. The body sup: b. Name a specific subject for your presentation. .
ports the main ideas of |
the presentation. The SHISNNEESS== T |
condlusion reinforces e <. List three visual aids you might use in this presentation. i
the purpose of the pre- i
sentation and wraps up MG A b i e —— i
the messages. F
2. Technology-based J - b
multimedia presenta- .
- gty Communicati
| projectors, video/audio, .
;fg '"&‘“"‘9"‘"!/9"”"' Convincing Your Audience ;
tation software. Non- = = + . .
technology-based Observing the Use of Presentation Alds 4, Delivering a presentation often requires you t convince your |
muhldeh lpfmnmloﬂ 2. Asyou have learned in this chaprer, there are several different audience of something, You may be selling your company of %
:::x';:p::f‘ m multimedia presentation aids. It is often helpful to see how these product. Bus ethical considerations must be “mflﬂ“kt"v & g
flipcharts and writing aids are used in actual presentations. Go to a speech on campus. credibility is at the cornerstone of any presentation. Imagine you

boards, and handouts. Notice how multimedia presentaion aids are used in the speech. de pitching to.a group of car manufaceurers, offering a device that |
3. The two major reasons ) & - . increases fuel efficiency while keeping costs low. While your i
5 us muksacia b o List the multimedia presentation aids the speaker used in the ncoeeors have completed a lrge bulk fthelr sfy esams, some .
a presentation are to 4 . 0 3 § 4 .
strengthen the credi- O e e safety questions remain. During your presentation, should you: §i :
bility of the presenta- .
. tion by offering a e a Inform your audience that not all safety testing has been i
| e s e i
b ertorce B Eemme T A b. Simply include all the sfety testing conducted, which proves L
speaker's message - i your product’s potential, leaving out the fact that some tests i
and help the audience b, How did the multimedia presentation aids enhance the remmain necestary? |
remember the speaker’s = I, SR .
Wovds. B e e e <. Gloss over safety issues, focusing instead on the low cost of
.

your fuel-cffcient device?

Explain your reasoning.

R = ———

18 4 CHAPTER ONE <CHAPTER REVIEW CHAPTER REVIEW 4CHAPTER ONE & 19

Com.munication Challenge Real-Life Ethics are scenarios that tie
exercises chidlaingeannnattical: the content of each chapter to real-world
thinking skills based on what you s e

have learned in the chapter.

INSIDE YOUR BOOK @ xvii



Working With the Portfolio Exercises

Unique to thi i
on ;]ities ' thl; Pﬁ)gram is the Portfolio Exercise consisting of ten real-world
R in w 1c.dy3u will master elements of multimedia presentation aids in
-by-step guided approach. At th
. e end of the book each el i
i . ch element will
e together as a collection of all that you have learned in the class

/

Multimedia Presentation Chapter 1 Multimedia Presentation

( Chapter  skills Portfolio ’ skills Portfolio

\
Developing aMulﬂmedevesentatlon . Presentation Skills
A3 O e : Exercise Planner (cont)
nstructions: :

Imagine that you are an executive assistant at a large construction i

company. You just initiated a new filing system and you need to MMMTW___________.___—————-—-——
explain the system to your coworkers. Use the Presentation Skills 3 3
Exercise Planner t©© record your ideas. The Presentation Skills Exer-

cise Planner will allow you o record your ideas in a brief oudline, é‘

\ which will help you organize your ideas. ﬂg §

] Building Purpose: _P______’__,___—-——-————-—‘; %

Your Portfolio The purpose of this assignment is to become more familiar with the 3 : i

------ plbed st pros and cons of delivering a muldimedia prescntation. 1f you learn . §
Completing the portfolio how to successfully incorporate multimedia resources into your pre- _,,____————————‘—‘—_""-——_———-——_ o

. exercises in each chapter sentations, you will be able to make your message clearer for your ___.———————-———“‘—"""—'_—— 3
R ek audience. : : |
. tation Skills will put .. . = - i
i put you one step closer Assignment: : |
. to being able to use 20 For this assignment, discuss the kinds of multimedia resources that %5‘

multimedia presentation

ald. In Chapter 1, you would be useful for your presentation. How will these resources affect i _____————"—"“‘_"———_ 3 .
are able to determine your audience? Explain how you think your presentation would be : ‘_’________________.__—————————-—“——" |
the advantages and Jacking without multimedia resources. 3

disadvantages of using

s

T

s *m«m“rmmﬁﬂ*ﬁw_ T

S

multimedia presentation . . : Explain: H
-Ids-huwi:exp-nd s Presentation Skills 588 : v ]
uponyourlusof : 2 H Pe—— H
appropriate multimedia 3 Exercise Planner :

presentation alds in

Chapter 2 where you will
analyze your audience, : :
speaking environment, H /———“”— H
and presentation. 2 :

sassbasesasnave

R

20 @ CHAPTER ONE < MULTIMEDIA PRESENTATION $KILLS PORTFOLIO MULTIMEDIA PRESENTATION SKILLS PORTFOLIO « CHAPTER ONE

xviili ¢ INSIDE YOUR BOOK



BRIEF CONTENTS

Chapter 1 Using Multimedia in Presentations 2

Chapter 2 Deciding What Multimedia Aids

Are Appropriate 22
Chapter 3 Incorporating Multimedia Into

Your Presentation 44
Chapter 4 Elements of Multimedia Design 60

Chapter 5 Using Audio and Video in

Multimedia Presentations 78
Chapter 6 Using Presentation Software 926
Chapter 7 Before the Presentation 116
Chapter 8 During the Presentation 132
Chapter 9 After the Presentation 148

Chapter 10 Unique Uses of Multimedia

in Presentations 166
Appendix 182
Glossary 194
Resources 197
Index 200

BRIEF CONTENTS [ ] v



TABLE OF CONTENTS

Chapter 1
Using Multimedia in Presentations 2
Section 1.1 Incorporating Your Public Speaking Skills 4
An Introduction to Multimedia
Presentation Aids 4
The Parts of a Presentation 4
Section Assessment 6
Section 1.2 Types of Multimedia Presentation Aids 7
Technology-Based Multimedia 7
Non-Technology-Based Multimedia 10
Section Assessment 14
Section 1.3  Using Multimedia in Presentations 15
The Primary Uses of Multimedia
Presentation Aids 15
Multimedia to Strengthen Credibility 15
Multimedia to Reinforce a Speaker’s
Message 16
Section Assessment 17
Chapter 1 Review and Application 18
Chapter 1 Multimedia Presentation Skills Portfolio 20
Chapter 2
Deciding What Multimedia Aids Are Appropriate 22
Section 2.1 Analyzing Your Audience 24
The Presentation Setting 24
Audience Demographics 24
Audience Analysis Checklist 26
Section Assessment 28
Section 2.2 Analyzing Your Speaking Environment 29
The Speaking Environment Checklist 29
Room Layouts 31
Section Assessment 35
Section 2.3 Analyzing Your Presentation 36
The Presentation Audit 36
Section Assessment 38
Chapter 2 Review and Application ' 40
Chapter 2 Multimedia Presentation Skills Portfolio 42

vi @ TABLE OF CONTENTS



TABLE OF CONTENTS

Chapter 3
Incorporating Multimedia Into
Your Presentation 44
Section 3.1 Deciding What Multimedia to Incorporate 46
Different Presentation Formats 46
Section Assessment 48
Section 3.2 Deciding When to Incorporate Multimedia
Presentation Aids 49
Furthering Credibility and Reinforcement 49
Section Assessment 51
Section 3.3 When Not to Use Multimedia
Presentation Aids 52
Just Say “No” 52
Section Assessment 55
Chapter 3 Review and Application 56
Chapter 3 Multimedia Presentation Skills Portfolio 58
Chapter 4
Elements of Multimedia Design 60
Section 4.1 Maintaining a Theme When Using
Multimedia 62
The Importance of a Theme 62
Section Assessment 64
Section 4.2 Design Factors of Multimedia
Presentation Aids 66
Going Beyond Repetition 66
Section Assessment 68
Section 4.3 Color Use and Lettering Styles in
Multimedia Presentation Aids 69
The Use of Color 69
The Use of Text 70
Section Assessment 72
Chapter 4 Review and Application 74
Chapter 4 Multimedia Presentation Skills Portfolio 76

TABLE OF CONTENTS @ vii



TABLE OF CONTENTS

Chapter 5

Using Audio and Video in Multimedia
Presentations

Section 5.1 The Basics of Audio and Video
Multimedia Usage
Audio and Video Uses in Presentations
Section Assessment
Section 5.2 The Importance of Quality When Using
Audio and Video Multimedia
The Quality of Your Audio and Visual Aids
Section Assessment
Section 5.3 Incorrect Uses of Audio and Video in
Presentations
Loud and Clear Misuse
Section Assessment
Chapter 5 Review and Application
Chapter 5 Multimedia Presentation Skills Portfolio

Chapter 6

Using Presentation Software

Section 6.1 Setting Up Your Speech Using
Presentation Software
Introduction to Presentation Software
Setting Up Your Speech for
Presentation Software
Section Assessment
Section 6.2 Using Graphics and Animation in
Presentation Software
Using Graphics
Using Visual Aids
Section Assessment
Section 6.3 Figuring Transitions and the Final Product

viii @ TABLE OF CONTENTS

78

80
80
83

84
84
86

87
87
90
92
94

926

98
98

98
102

104
104
105
107
108



TABLE OF CONTENTS

Slide Transition 108

The Final Evaluation 108

Section Assessment 110

Chapter 6 Review and Application 112
Chapter 6 Multimedia Presentation Skills Portfolio 114

Chapter 7

Before the Presentation 116
Section 7.1 Becoming Comfortable With Multimedia 118
Building Presentation Comfort 118

Section Assessment 120

Section 7.2 Practice and Timing 121
Practicing With Presentation Aids 121

Section Assessment 124

Section 7.3 Preparing a Backup 125
Creating a Backup Plan 125

Section Assessment 127

Chapter 7 Review and Application 128
Chapter 7 Multimedia Presentation Skills Portfolio 130

Chapter 8

During the Presentation 132
Section 8.1 Reading Your Audience 134
Dealing With Your Audience 134

Audience Elements 134

Section Assessment 137

Section 8.2 Monitoring Your Time 138
The Answer to the Time Issue 138

No Time Limitations 139

Section Assessment 140

TABLE OF CONTENTS @ X



TABLE OF CONTENTS

 Section 8.3 When Things Go Wrong 141

' Navigating the Nightmare 141

Section Assessment 143

Chapter 8 Review and Application 144

Chapter 8 Multimedia Presentation Skills Portfolio 146

Chapter 9

After the Presentation 148

Section 9.1 Multimedia Use and Audience Questions 150

Expecting Questions 150

Section Assessment 153

Section 9.2  Evaluating Multimedia Use 154

The Evaluation Process 154

Section Assessment 156

Section 9.3 Adapting Presentations to New Audiences 157

Comparison Appraisals 157

Change Plan 158

Section Assessment 160

Chapter 9 Review and Application 162

Chapter 9 Multimedia Presentation Skills Portfolio 164
Chapter 10

Unique Uses of Multimedia in Presentations 166

Section 10.1 Telephone and Video Presentations 168

Innovative Presentation Formats 168

Telephone Presentations 168

Video Presentations 169

Section Assessment 171

Section 10.2 Web Conferences 172

The Basics of Web Conferences 172

Section Assessment 174

X W TABLE OF CONTENTS



TABLE OF CONTENTS

Section 10.3 A Final Word About Multimedia

Presentations Aids 175
Multimedia Presentation Aids in Review 175
Section Assessment 177
Chapter 10 Review and Application 178
Chapter 10 Multimedia Presentation Skills Portfolio 180
Appendix
Tips for Public Speaking 182
Overcoming Barriers to Communication 182
Managing Speech Anxiety 183
Delivering Your Speech 186
Glossary 194
Resources 197
Grammar and Usage 197
Public Speaking and Presenting 197
Workplace Communication 198
Index 200

TABLE OF CONTENTS @ xi



PORTFOLIO CONTENTS

xii

- Chapter 1 Developing a Multimedia

Presentation

Chapter 2 Evaluating and Planning a

Multimedia Presentation

Chapter 3 Determining Presentation

Styles and Multimedia Needs
Chapter 4 Designing a Theme

Chapter 5 Audio and Video

Presentation Aids
Chapter 6 Presentation Software
Chapter 7 Devising a Backup Plan
Chapter 8 While You Are Presenting
Chapter 9 Handling Audience Questions

Chapter 10 Telephone Presentations

w PORTFOLIO CONTENTS

20

42

58

76

924
114
130

146

180



