
Tips for effective slides 
 Keep it short and sweet. 

Make sure we’ll have time to 
read your message. 

 Leave lots of white space. 
This helps us find key 
information more quickly. 

 Use fonts and an eye-
catching graphic that will 
accurately represent your 
business. (Avoid cheesy 
clipart and hard-to-read 
fonts. ) 

Insert your logo or 
picture, or find some 
nice clipart. (If you’re 
not happy with the 
clipart you see, change 
your clipart settings.) 

To place your picture 
where you want it,  
1. right click it  
2. hover over “Text 

Wrapping”  
3. choose “square” or 

“behind text” 

Set the page size to  
   8.75 inches wide   6.5 inches 

high 
then click OK.  
(You may get a warning that this is 

outside your 
printer’s area; 
tell it to 
“ignore.”) 

For more control over 
text, use text boxes. I 
recommend you ignore 
the built-in styles, and 
draw your text boxes 
where you want them.  

You’ll probably 
want to remove the 
fill and the 

Use these buttons to stop 
the text from hiding 
behind the pictures, etc. 

If you’re working in 
Publisher, from the File drop-
down menu, choose Save As, 
and in the “Save as type” drop
-down list, choose a graphic 
file type (JPEG  or PNG). You 
may need to scroll down to 
find these. 

If you’re working in Word, 
you’ll need to use a work-

around. See the next page. 
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Here’s what you should see on 
your screen.  
 
Now, look at your keyboard and 
find your Print Screen key. 
(Mine says PrtSc.) 
 
Click this key. Your computer 
has just taken a picture of your 
screen. 
 
Then click your Esc key so Word 
will go back to its normal view. 

Open your Paint program. 
You’ll find it by clicking 
the Windows button, then 
looking in the Accessories 
folder. 

Go to the View tab, and 
click Full Screen Reading.  
 

Click “Paste.” (or Ctrl+v).  
What you had on your 
screen is now in Paint.  
 
If you can’t see your 
whole slide, use the 
scroll bar.  
 
Then click Select, and 
choose Rectangular.  
 
Set the compass on the 
top left corner of the 
slide. Hold your mouse 
button and drag it to the 
bottom right.  Use the 
little square handles to 
make adjustments if 
necessary. 

 
Then click Crop. 

Finally, click the Save 
icon (or use Ctrl+S) to 
open the Save dialogue.  
 
Name your slide, and in 
the Save as Type 
dropdown menu, choose 
JPEG or PNG.  
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