
 
 
 

PREPARATIONS 

 
Module #15 

Preparations and handouts 
 

Note:  

 
The following information is applicable regardless of the delivery format (ie. in person, online) 

 

Preparations 
 
As with all presentations, a certain about of preparations and planning ahead of time is crucial. 

What follows are some items to consider prior to the start of your program. 

 

Timing 
 

It is important to run through your presentation prior to the event to make sure it can be 

delivered in the time you have been allotted. If you are using PowerPoint, set a timer and start 
running through your slides, practising what you will say for each. Present at full screen so you 

get to see what the audience will see. This is also a great way to be sure all your slides have 
clear, sharp images that are not cut off. Check that your font is not too small, and there are no 

glitches in your presentation. Be prepared to adjust your content, or level of detail if your 

presentation is running too long.  
 

The same approach will apply if you are doing a hands-on workshop. 

 

Audience Engagement 
 

A good, strong presentation only occurs if the audience is engaged. This is hard to achieve if a 

presenter is just reading off the slides, not making eye contact, and otherwise not interacting 
with the audience. In a live presentation, a speaker’s personality will often shine through, and 

helps to capture people’s attention. Questions and answers between the speaker and the 

audience also help to build connection. In an on-line environment the ability to engage the 
audience is even more important, but is also more difficult. 

 



A Society staff or volunteer (Host, Moderator or Program Coordinator) should reach out to 
you before your event. It’s important to discuss ahead of time how questions from the audience 

will be handled as well as to discuss the possibility of any other kind of audience engagement 

that can be used.  
 

Zoom offers several options which your Host and/or Moderator should be able to assist with.  

 
Read more about Audience Engagement in Module #17. 

 

Technical Requirements 
 
Nothing has changed when it comes to the anxieties of delivering a live presentation, whether 

in person at a venue, or online. There are always concerns with the logistics of the venue, 

equipment and technology.  
 

For online delivery - if it’s an available option - the Society has a studio set up that you can go 

to for presenting. This eliminates any issues around internet speed, online set ups 
(backgrounds), audio and video that come with presenting from home. As well, your Host will 

be present to assist with setup and any technical issues that might arise.  

 
Regardless of whether you are presenting in person or online, if you are presenting at a venue 

you need to determine the following: 

• Will you be using the Society computer? 

o If no, make sure your computer is compatible with the society projector. 

▪ Apple computers can be a bit tricky as they require different cables than 
PC’s for connecting to projectors. 

o If yes, can you share the presentation with the Society ahead of time through 

platforms such as SharePoint, Google Drive, Drop Box or will you bring a 
memory stick with your presentation loaded on it? 

▪ If you are bringing a memory stick it’s a good practise to save your 

presentation as a PDF just in case the PowerPoint software versions are 
not compatible. 

▪ Consider sharing a sample of your presentation (a few slides) to the 

Society for testing with their equipment ahead of time. 
 

Be sure to test any special media that you might be hoping to use – audio, video etc. regardless 

of how you are delivering your presentation. 
 

If you are presenting remotely from home you should be confident that your presentation will 
work smoothly on your computer. You will also need to be sure that you are able to share it 

with your audience through Zoom. 

 
Screen sharing on Zoom allows the presenter to show the audience any content that is 

available on their computer screen – websites, documents or programs (Word, Excel, PDF, 

video) and in particular, PowerPoint. This is the most common use for screen sharing in 
educational programs. 

https://www.calhort.org/wp-content/uploads/Module-17-Audience-Engagement-Overview.pdf


 
Before you can share your screen, you need to check that your computer settings will allow it. 

You may only have to do this the first time you use Zoom screen sharing. 

 
See Module #7 on Screen Sharing. This include instructions on how to set your computer up 

to allow for this to happen 

 
 

Handouts 
 

Handouts are an excellent method for sharing information with attendees. They can be 
provided ahead of a session, or made available during the session using the Chat function. They 

allow for audience members to focus on your delivery, rather than becoming too caught up 

writing down what you are saying. Detailed information being covered can be discussed and 
explained leaving students to study the details at a later date, at their own pace. They also 

eliminate the need for participants to stop the presentation to ask for clarification, spelling etc. 

 
Handout content will be approached differently depending on whether you are preparing for a 

Presentation, Workshop or Course 

 

• Presentation – Materials will depend on the kind of information being presented and 
what you think people will want to do with it afterwards 

• Plant profiles – if you are showcasing a number of plants, consider providing 

them with at least a plant list – could be a slide list with the plant names 

• Consider sharing your outline – any text from the slides can be included and is 

easy to communicate to the audience that this is the case 

• Create a completely different handout that complements your PowerPoint 

content 

• Think about what the students might scramble to write down during your 
session 

 

• Workshop 

• Provide copies of the PowerPoint slides 

• With our without images 

• Various ways to print them to a PDF 

• Provide the text or outline from a PowerPoint presentation 

• Provide supply lists, process steps or other relevant information 

• Provide sources or references (ie. book list) 

 

 

 
 

  

https://www.calhort.org/wp-content/uploads/Module-7-Screen-Sharing.pdf


 

• Course 

• This is a bit of a longer discussion 

depending on the course, how long it is, 
how the content is going to be delivered 

etc. 
 

Handouts from PowerPoint 
 

PowerPoint allows you to print your presentation to 
hard copy, or to an electronic PDF. 

 

• You have many options as to what you print: 

• Choose File, Print from the menu bar 

• Choose which Slides you want to print 

• You may not want to include 

slides that are full-slide images 

that won’t add value to the 
handouts 

 

 
 

 

 
 

 

 

• Choose the layout that will work best for your 

purposes: 

• Slides – each slide on a full page 

• Handouts – 2-9 slides per page 

• Some of these options will provide lined 

spaces for notes next to the slide image 

• This is useful for hard copies but not for 

PDF’s 

• Be sure the slide images are large enough 

that the text can be read 

• Notes – one slide per page with your notes at the 
bottom 

• Outline – includes all the slide text with no images; 

adds place holders for slides with no text 

 



 
To see what will be included when 

printing the Outline, select View, and 

Outline View.  
 

 

 
 

 

 
 

 

 
 

 

 
 

 

 
 

 

If the Outline content looks awkward 
for printing, you can export it to Word 

where it can be edited and formatted 

as needed. 

• Choose File, Export 

• choose Rich Text Format as 
the File Format 

• This file can then be opened 

using Word and then printed or 

converted to a PDF 

 
 

 

 
Note: 

Be careful that the electronic handouts you create are not too large to be shared.  

• Compress photos if possible (see instructions in Module #13) 

• Exclude slides with large image files 

 
 

 

  

https://www.calhort.org/wp-content/uploads/Module-13-Images-Adjusting.pdf


 
 

 

If you are using a PC: 
 
To create a Word document using the Outline 

content that can then be edited, and converted 

to a PDF if needed, click on the File menu, and 
choose Export. 

 

 
 

 

 
Click on Create Handouts and 

choose Outline only to achieve 

a Word document that includes 
only the slide text. 

 

 
 

 

 


