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License
Copyright © 2009 Ciaran McHale.

Permission is hereby granted, free of charge, to any person obtaining a copy of this
training course and associated documentation files (the “Training Course"), to deal in
the Training Course without restriction, including without limitation the rights to use,
copy, modify, merge, publish, distribute, sublicense, and/or sell copies of the Training
Course, and to permit persons to whom the Training Course is furnished to do so,
subject to the following conditions:

The above copyright notice and this permission notice shall be included in all copies
or substantial portions of the Training Course.

THE TRAINING COURSE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY
KIND, EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO THE
WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE
AND NONINFRINGEMENT. IN NO EVENT SHALL THE AUTHORS OR
COPYRIGHT HOLDERS BE LIABLE FOR ANY CLAIM, DAMAGES OR OTHER
LIABILITY, WHETHER IN AN ACTION OF CONTRACT, TORT OR OTHERWISE,
ARISING FROM, OUT OF OR IN CONNECTION WITH THE TRAINING COURSE
OR THE USE OR OTHER DEALINGS IN THE TRAINING COURSE.

The globe logo is from www.mapAbility.com. Used with permission.

http://www.mapAbility.com
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Introduction
n This presentation provides advice for people who wish to 

contribute slide-based material to the training course

n You will find some more advice in the Notes for Contributors 
chapter of the Notes Manual
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1. How much information to put into a slide
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How much information to put into a slide
n There are two conflicting goals for slides. Each slide should:

- Contain enough information to be self-teachable
- Omit some details so teachers can add value

n Striking a balance between those conflicting goals takes 
practice:

- It helps if the slides are complemented with textual notes or an
annotated bibliography

- Then students know they can find more details easily if they want to

n The following slides show examples of:
- Too little information in a slide
- An appropriate amount of information in a slide
- Too much information in a slide



Advice for Contributors 6

Example: too little information in a slide
n The 5x5 rule

n Often advocated for short presentations

n Inappropriate for training courses
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An appropriate amount of information in a slide
n The 5x5 rule. Have no more than:

- 5 bullet points per slide
- 5 words per bullet point

n This is often advocated for short presentations:
- A bullet point names a topic but gives no information about that topic
- The audience is forced to listen to the presenter to get the information
- The audience cannot read ahead to get information and then tune out

n The 5x5 rule is inappropriate for training courses:
- The lack of information forces students to write lots of notes
- Students find it difficult to write notes and listen at the same time

n The previous slide shows this slide written in the 5x5 style
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Too much information in a slide
n Some people like to write entire paragraphs in bullet points. 

This is a bad idea for several reasons. First, students spend 
so much time reading that they cannot properly listen to what 
the instructor is telling them. Second, the instructor is reduced 
to just reading what is written on the slides and there is little 
opportunity to provide some “added value” information.

n It would be better to tell students to read a book. A book 
would probably be cheaper than the training course fees. 
Also, reading a book would be far less frustrating than reading 
slides with too much text on them.
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2. Miscellaneous topics
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Adding space between bullet points
n Text in a bullet point at level 1 is in a 24-point font (like this)

- Text in a bullet point at levels 2, 3 and 4 are in a 20-point font (like this)
- And like this (level 3)

- And like this (level 4)

n Level 5 is formatted with a 10-point font:
- That font size is too small to read comfortably
- Use a bullet point at level 5 without any text to get a small gap between

other bullet points

Empty level 5 
bullet point

Empty level 5 
bullet point
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Writing a new chapter of slides
n Step 1:

- Make a copy of this presentation
- Give the file a name of the form p<part>-<chapter>-<title>.ppt:

- <part> is a two-digit number for the part
- <chapter> is a two-digit number for the chapter within the part
- <title> is the chapter’s title, with spaces replaced by “-”

n Step 2:
- Open the newly created presentation
- On the title slide, change “Advice for Contributors” to the title of the new 

chapter
- Edit the slide master

(In PowerPoint 2000, click on View à Master à Slide Master)
- Change “Advice for Contributors” to the title of the new chapter
- Click on View à Slide Sorter and delete slides you do not want


