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ABOUT.

The information contained herein is provided without warranty of any kind,
either express or implied.

The reader assumes the risk of using the information provided.

ABOUT "RAMPE DE LANCEMENT".

e The publications called "Rampe de Lancement” (Launchpad) are documents that aim to
introduce the use of software for the general public, mainly for Mac and iPad.

e The eBooks are free, but protected by copyright and are available, usually in PDF format
or ePub format.

ABOUT THE AUTHOR.
1

Yves Cornil is a French IT trainer specializing in the Apple and Microsoft 365
ecosystem.

He is known for his clear and accessible tutorials, published on his cornil.com site
and YouTube channel, which has more than 500 videos dedicated to the Mac,
iPad, iPhone, Windows and Microsoft tools.

Its teaching style is simple, visual and practical, which makes it a French-
speaking reference for users wishing to progress at their own pace.

VIDEO (IN FRENCH) :
Using Copilot in PowerPoint for Mac version 16.110:
¢ Generate images;
e Translate a presentation;
e Create a multiple-choice question;
e Summarize a presentation.

! Short presentation generated by Copilot.




Copilot in PowerPoint for Mac

GENERAL PRESENTATION

POWERPOINT, WHY DO IT?

» Presentation software that is part of the Microsoft 365 suite:
» To create slides to present information in an engaging and visual way.

Gone are the old overhead projectors.

2; ' Gone are the typed or hand-
A written plastic sheets with thick
markers.
3 Now it’s animated text, images,
videos, charts, and Internet

e links to make your
( a /»preseqtations more
"[w... engaging.

m

-

In next chapter you will find help to improve your presentation with Copilot, Microsoft's Al

To avoid

= PowerPoint is a presentation tool included in Microsoft 365, for creating professional
presentations (reports, general assemblies, training, etc.) or family slideshows or

Ll travel reports, for live presentation or online distribution.

Microsoft 365 is available on Mac, iPad, iPhone, PC, Android (tabletg
(individual license or Family subscription). Microsoft 365 can be p
FNAC, Amazon, entelechargement.com, etc.) or In specialized sy

Requires’a download.

Ins;Al on your various devices (Mac, PC, iPad, iPhone, AN
S e with 5 peeple, wha can install Micveseft 365 en thein devices with 1 55 vive fox each pexson.

WHERE TO BUY MICROSOFT 365>

» Microsoft 365 exists on:

» Mac, iPad, iPhone, PC, Android (tablets and smartphones).
» 2 formulas:

» Individual license or Family subscription.

» Can be purchased on the Internet (Microsoft, FNAC, Amazon, etc.) or in specialized shops.
e Then download.

THE MICROSOFT 365 FAMILY SUBSCRIPTION.

Annual subscription at the price of 129 €:
+ 1TB OneDrive storage.
« Installations on your different devices:
+ Mac, PC, iPad, iPhone, Android.
+ Shareable with 5 people,
« Who will be able to install it on their devices
+ With 1 TB of OneDrive for each person.
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+ The Family plan holder will have the Copilot feature in PowerPoint, not the recipients of
the subscription share.

LEARN MORE ABOUT MICROSOFT 365 SUBSCRIPTION SHARING (IN FRENCH) :

A FEW TIPS FROM CHANTAL BOSSE TO BETTER USE
POWERPOINT.

B® Microsoft | MVP Communities  Stugent Ambasssdors  Most Valuable Professionals  Regional Directors

Most Valuable Professionals A propes  Evenements  Trouver un MYF

Chantal Bossé m

Most Valuable Professionals

Author, trainer and consultant specializing in the Microsoft 365 ecosystem

e Chantal Bossé has been sharing her passion for visual communications and technology
through her company, CHABOS (Canada), since 2004.
e Chantal helps speakers and small businesses improve their PowerPoint presentations
e and their public speaking,
e as well as their Microsoft 365 and Teams sKills.

THE FONTS.

AVOID STYLIZED AND HARD-TO-READ FONTS.
Use a maximum of 2 font styles.
Avoid capital letters everywhere.

e IN THE CURRENT TEXT (EXCLUDING HEADINGS, SUBHEADINGS, ETC.) UPPERCASE
LETTERS ARE LESS LEGIBLE THAN LOWERCASE LETTERS.

e Lowercase letters are more readable than uppercase, especially in common text (i.e.,
outside of headings).

BOLD AND ITALIC.

= Use bold only to emphasis.
» (se italics sparingly.

USE THE CORRECT FONT SIZE.

» Title between 32 and 44 points.
» (Content between 28 and 32 points.
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Examples:

28 points — 32 points -

44 points

THE CONTRAST.

Contrast

Use light text Use dark text

If dark background, use text that is as light as possible.
If background light, use text that is as dark as possible.

Textured background

A textured background makes it difficult to read the text.
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USE COMMENTS AND PRESENTER MODE.

Next slide

O -

' Use notes and
presenter view.

Click to add notes

o Presenter mode provides an overview of the presentation:
e Active slide, comments, next slides, time spent.
o Switches automatically when the projection tool is plugged in.

HALL AND AUDITORIUM.

o Pay attention to the size of the room, as well as the size of the screens to project tables of
numbers.
o Tailor your speech to the audience.
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Compte de fonctionnement

Produits

[Exn [Ex.n Prov. n+1 [Exn _[ex i [Prov.net
70 |Sesvices
186397 701000 |Verss mationd 0L
000 T01100 |Vertn masiosl occasion oL
REE | | 10200 |Vaces logieat 000
000 E | [708000 |Stagen 000
3538 708000 |Paricpaticns Leagems 000
31.19
181877 Tolal services LA
75 | Aasrwn procuits da geation courarte
616000 20,m 755009 |Comantons 2 880,00
G1B000 |Ravuns 0.00 T6A50D |Cortritwsons wentares 15000
Totol zerviges extemes 260.20 Total autres prodults de gession couransd 2 730,90
82 Aubuu suivicus uxlviens T7 |Prcduils excepficnnuls
825100 |F, 3 200
B25300 | Amratens 185,13 Total produits sxcepacnnals o0
G26000 | Talephons 000
626100 ]intemavADEL 35022 78 |Regrise sur dotations aux provisiors
627000 | Sorvicoa banosiws 25,00 720000 |Repeise sur provigions 000
628000 |Codsaticns CCA 75,00 Tolal reprise sor dolaBions aux provision 000
828100 S dgw sosied ws CCA 17.00
829000 [Fras posa &7
Total autran servicas axtaran 660,70 _Total des produtts crexpicitation 277344
68 |Dotations oux provisions 76 |Produitys finarciers
621600 |Pacamant de résane 000 TE100D |Inidedits pacament de rbsana 4344
Totul dotafice aux 200 Total preduits financiers 4344
S5 Charges
661600 Fram Ananceruagos 000
Total of 05 financiéres 000
Totul des charges dexphamtcn 272087

ou defich | 43,77 ] | |
Total

» Be careful with the projection of Excel tables which can be difficult to read when they are
projected on the external screen.

New equipment purchases 1 643,97
Used equipment purchases 0,00
Software purchases 108,23
Repair - equipment

maintenance 0,00
Small supplies 35,38

Administrative supplies Sl.19
Total purchases 1818,77
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DECLUTTERING SLIDES.

» The more content on your slides, the less readable they are.
» | imit the content of the essay to one idea at a time.
» The number of slides in a presentation is not important.
» Remove unnecessary information (page number (except on the title disposive), remove
redundant text).
Example:

Our strengths

Photography

W
Ox] @
E-st W
coem * )

IOl iPadOS

B® Microsoft 365 On?brive @ ML Office productivity

iCloud

This slide is too busy; It can be broken down into 3 slides.

Photography =

11
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os, IO

Office productivity B¥ Microsoft 365

FOR MORE INFORMATION:

_ Livrais 001 Paris . Bonjour, Identifiez-vous
amazon: © Mettre 3 jour 'emplacement : Compte et listes ~ Commandes + s Panier
= Toutes Amazon Haul Monoprix Meilleures ventes Ventes Flash  Amazon Basics  Derniéres Nouveautés  Vendre sur Amazon  Prime ~ Marave - Nouveau film | Le 8 juillet
livres Ebooks Kindle Catégories ¥  Nouveautés v  Bonnes affaires  Les meilleures ventes ¥ Abonnements v Plus v
Modélisez votre maison en 3D avec ArchiMaster 3D t@? t-g '“ Application ue MICRO APP PAPIER
Livres + Featurad Categories » Livres anglals et étrangers » Anglals

Microsoft PowerPoint Mastery: Build professional presentations (U} o e PO
Microsoft effortlessly with best practices, tips, and Al-powered tools et e
: Edition en Anglais  de Chantal Bossé (Auteur)  Format : Broché m::du[gmen(

S0 kkkkkwv(3) Voir tous les formats et éditions
Autres offres Neuf v

=5 9% & livraison GRATUITE en points de retrait éligibles, 3 sélectionner lors du paiement, Détails

Launch decks with Copilot, refine visuals with Designer, rehearse with Speaker Coach, and deliver with PowerPoint 281 2¢
Live to create PowerPoint p {

Les prix incluent la TVA. informations sur la
Free with your book: PDF Copy, Al Assistant, and Next-Gen Reader TVA
Retours GRATUITS v

Key Features
* Design dynamic, engaging presentations with purposeful transitions, navigation, and Interactive elements Livraison a 0,01€ mercredi 15 juillet dés
« Save time and streamline workflows using Slide Master, Handout Master, Designer, and Copilot 35€ d'achat de livres. Détails

« Bring your ideas to life with stunning visuals using SmartArt, images, multimedia, and Al tools Ou livraison accélérée lundi 13 juillet.

R Book Description Commandez dans les 9 h 9 min. Détails
If you've ever spent hours crafting slides that still feel uninspired, you're not alone. This book shows you how to tap into

PowerPoint's true potential to transform ordinary decks into presentations that connect, persuade, and stick la o impose 3€ de
Lire 'échantillon frais de livraison pour les commandes de
v En lire plus livres neufs inférieures 3 35€
@ Livraison 3 Paris 75001 — Mettre & jour

Suivre l'a’ capture d'écran P Signaler un probléme avec ce produit

l'emplac

I recommend Chantal Bossé's book to master PowerPoint (2nd edition).
(Available at Amazon, English version, for PowerPoint Windows).
Image on Frenh Amazon Internet site.

12
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USING COPILOT IN POWERPOINT FOR MAC

Do You HAVE COPILOT?

& PowerPoint File Edt View Insert Format Amange Tools Slide Show Window Help @ b O T i a 8
® [ ] atosore @0 B B V- O @ PP365-MacO1-eng-old — Saved Q Sea d + C u)
Home Insert Draw Design Transitions  Animations ShideShow Record  Review  View (O comments
=] B3 | B . | 5 2 [Tl [Bg v v oo sides tpastes V' UseTimings Abways Uso Subtities

I I I L & T o C =
Play fros  Play from  Presentec  Custom Rehearse Setlp H Rehewse Record = 3 $ubtitle St -

% et - Rirmdaier Gl st Tonion V' Bty Narrations V' Show Madia Controls ES subtitie Settings

1 CILAC Office Workshop
* Yves Comil

werPoint 365 on Mac
1. Tips for using PowerPoint

oiYves
2R o

&

effectively.
®
byl
"

* b

What is PowerPoint for?

G III||5I 1 Image générée par Copiat
cue [ .

o Screenshot
¢ ®

You get the Copilot feature in PowerPoint if you see the Copilot icon in the Home tab
or the Copilot icon is floating (version 16.110+).

GENERATE AN IMAGE (1).

1
*

1.

.

+ Jips freen Chemtnl Bosoé.

4 What is PowerPoint for?

isert  Formst  Arrange  Tools  Side Show Window  Halp
@ ® v @ 0B Y &) PP365-Machl-eng — Laat ModNed: 14m s Q Searc Y u)
Home insert Draw Design Transtions  Animations  Slide Show FRecord Review  View 2 Commants
G B mes =
B - B o o [
Prtre (4 mtaax ATege Ass-nx .
4 suggessors

Tips for using PowerPoint
effectively.

Generating images

ages based an you

resentation image

LN i —

Generate an ¥mage for this slide,

Click to add notes.

L 23
)
a
a g
| S

Generate an image for this slide

13



Copilot in PowerPoint for Mac

—
Creating images based on your
description.
Generate an image for this slide.
&) Copilot
Reasoned in 14 steps >
| generated a warm, photorealistic hero image of a
o community computer workshop for the title slide,
@ Generating images matching the "CILAC Workshops" theme, and set it
Creating images based on your as the slide's main visual with the title and season
description. text still clearly readable.
@® Updating presentation image Want me tq tr.y an.alternatlve mood for the |m.age,
) ) ) or carry a similar visual style onto other slides in the
I'm replacing an image in the deck?
presentation and connecting it so the
slide displays the new picture correctly. 046<

File Edit View Insert Format Arrange Tools Shide Show = Ll Q 8 Mon13Jd 1659
& ® s @O R BDYC & PP365-MacD1-eng — Saved ~ Q search (Cmd + Cirf + U)
Home  Insert Draw Design Transitions Animations Slide Show Record  Review View 3 comments [ share ~
5 + [ Layout v 3 A o |5 i - A
- B ° Bl - B snapes . 1 B
M~ + (T Reset
’ New  New Sice vt { Picture  [7 Arrange . Add-ins Design
s Sice  with Coplot 51 Section v nast [E] Tectgox . Suggestions

1
B

o

Generate an image for this slide,

1. Tips for using PowerPoint
effectively.

©Yves Comil w3 @ Copilot

Reasoned in 14 steps >

| generated a warm, photorealistic hero image of a
community computer workshop for the titie slide,
matching the “CILAC Workshops® theme, and set it

a5 the slide's main visual with the title and season
text still clearly readable

Want me to try an alternative mocd for the image,
or carry a similar visual style onto other slides in the
deck?

049

L 2 IWD‘PS - Goneate s g or thi e
: b Season 2025— A @ copilot

- . . ’ °

Edit

a
V-

Describe what you'd like |3vn-;m« or edit
Chick to add notes | (m)

Al-generated responses may be incorrect

Copilot has generated a new image.

Change the computers, only Macintosh
computers

14
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Insert Format Arrange Tools Slide Show

1. Tips for using PowerPoint
effectively.

©ves Comit =
i/ /ww comil -

Click to add notes

Window Help

[ ] @ aiosave @0 N B P v O - g PP365-Mac01-eng ~ Saving Q Search (Cmd + Ctrl + U}
Home Insert Draw  Design  Transitions Animations  Slide Show  Record  Review  View (J Comments
X i 1 2 Layout v B s 3 =,
v Ba] v B shwoes v
- - B g O
s New  New Side et (7] et Armange e Design
= Sidu  with Copiot [-] Section (BT Yot B at Suggustom
o
[

0 @ bl

O @ = Q 8 Mon13d 1608

| ran into a conflicting change while trying to edit
slide 2. Please try editing the slide again.

Change the computers, only Macintosh
computers

& Copilot
Reasoned in B steps

| regenerated the title siide's image so every
computer in the workshop scene is now an Apple
Macintosh — MacBooks and an iMac with Apple
logos — keeping the same warm setting and the
*CILAC Workshops” title legible over it

It you'd like, | can push the Agple branding a little
more subtly, or swap in a version with a stronger
contrast band behind the title.

Change the computers, only Macintosh
computers

@ Copilot

Reasoned in 8 steps >

| regenerated the title slide's image so every
computer in the workshop scene is now an Apple
Macintosh — MacBooks and an iMac with Apple
logos — keeping the same warm setting and the
"CILAC Workshops" title legible over it.

If you'd like, | can push the Apple branding a little
more subtly, or swap in a version with a stronger
contrast band behind the title.

04

l@ Generating images

Creating images based on your
description.

Updating instructor image

I'm adding a new instructor picture to
slide 3 and checking its existing picture

references so slide 2 remains
unchanged.

~

w

PowerPoint  File Edit View Insert Format  Arrange
Q0O rosv @ QR O .
Home  Insert Draw  Design  Transitions Animations Skide Show
4 == | = [ Layout «
| v
My i~ = {3 reset
< Now  New Stide

Siide  with Copilot [ Section v

CILAC Office Workshop
Cornil

PowerPoint 365 on Mac
1. Tips for using PowerPoint
effectively,

Teols  Slide Show

Record

& PP36S-MacD1-eng —

Review  View

Window

Help

TG o =

Season 2025-2026™

0 @ o

2] v T sapes v

Pictur®  [7] Text Box

Mon 13 Jul 16:08

g £ = Q 8

X Search (Cmd

O conmens
] B

Arrange Add-ing Design
Suggestions
]
Change the teacher as a mon on slide 3
& Copilot

Verifying slide location

Exploring approaches

Identifying different ways to help

Looking at the details

Reviewing the specifics of your request

@ Verifying slide location

confirming which s!

anging the t

made in the intended place.

Change the teacher as a man.

15
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& PowerPoint  File Edit View Format Tools Slide Show Window Help 0O @G wm O = Q 8 Moni3
000 rmswm @ QB YYC & PP365-Mach1-ang — Saved - Search [Cmd + Ctrl + U)
Home insert Draw Design  Transitions  Animations  Slide Show Record  Review  View (J comments
X i £ ] Dsoa~ « T shapes v 5 5%
- * [ nesn ad- o )
w Side Petwe (7 Artarge Add-ird Design
=4 Side  with Cogilot [ Section Text Box Soppestions
1 CILAC Office Worl o
™ Yves Cor
PowerPoint 365 on Mac ~yws
1. Tips for using PowerPolnt “CILAC Workshops” title legible over it.
effectively,
¥ If you'd like, | can push the Apple branding a little
s o = more subtly, or swap in a version with a stronger
8L, CRTILOD & e contrast band behind the title
049
Change the teacher as 8 mon on skide 3
& Copilot
Reasoned in 12 steps >
On slide 3, the teacher leading the workshop is now
aman, keeping the same warm scene and Apple
Macintosh computers. Slide 2 was left with its
ariginal instructor since your change was specific to
shide 3.
| can match the two slides i you'd rather they stay
identical, or adjust the instructor’s look further.
Edit
yescribe what you'd like to create or edit
Click to add notes
+
e Er ar i ’ (@ Notes 3 Com C £2 ) |

The instructor is now a man.

GENERATE AN IMAGE (2).

Arrange

Tools Slide Show

Fri17 Jul 16:16

Q Search (Cmd « Ctri + U

@ e Autosave (D g% PP365-Mac01-ang-7-MCQ ~ Saved to my Mac ~
Home Insert Draw  Design Transitions Animations Slide Show  Record  Review View 3 Comments
o & |y i 1R | Om ' +.
- - B T B B Ty H
Pave o Now | Mewsde B setion + n Pictwe 7] TextBox  Amanoe N || Dol
b{ )
AN
;
Gone are the old overhead projectors.
] Gone are the typed or hand-written plastic Generate an image for slide 7
sheets with thick markers.
Now s animated text, images, videos, Gone are the old overhead projectors. D coplot
charts, and Internet links to make your 2 ”
presentations more engaging. Inspecting slide 7
Gone are the typed or hand-written plastic
A . ) Thinking it through
sheets with thick markers. e _—
\derstanding what youre looking for
S b To avoid {v) Clarifying image needs
* ) s 3 =
i Now it's animated text, images, videos, I am checking what kind of image fits
. focusi n th ntrast
charts, and Internet links to make your i ok ovethesd prajectors ad
= H maodern multimedia
presentations more engaging. ’
@ Inspecting slide 7
1 am checking the current deck and slide
style so 1 can upda e 7 with an
image about how presentation
9 c as evoh
Tips from Chantal Bossé for better ? tech has evolvad
k use of PowerPoint
\ et Soust
| =4 - - Pescribe what you'd like to creal siop generating
Note that this siide may have too many animations; since this is an introductory PowerPoint workshop, we can show some excess. L
10
Al-gonarated responses may be incorrac
Siic tigate ents I 38 D T - —— — 102 2
[ S - |

16
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Generate an image for slide 7 @ Generating images

Creating images based on your

(&) Copilot description.

Inspecting slide 7 v (“) Planning image layout
| am fitting a text-free image into slide

@ Thinking it through 7's style and space, using a horizontal
Understanding what you're looking for. design to show the move from old to

modern.

@ Clarifying image needs
| am checking what kind of image fits
slide 7, focusing on the contrast o -
between old .overh‘ead projectors and ‘_ »>> |: s d
modern multimedia. g <
@ Inspecting slide 7

| am checking the current deck and slide
style so | can update slide 7 with an @ Considering image placement

image about how presentation | am placing a generated image on slide
technology has evolved. 7 in a subtle bottom band, keeping the

text clear and avoiding overlap.

Fle Edit View nsert Format  Amange Tools  Sikde Show 5 = Fri 17 Jul 18:24

eve -~ e NAN:E 5 - J+ PP365-MacD1-eng-7-MCQ — Saved 1o frry Mac
Home  Insert Draw Design Transitions Animations Slide Show Record  Review  View ] Comments
S = 3 wayout v . % | +,
-3 13- B B Bl B T | | &
v < {7 Ao
> New  New Slide t Pcture 557 Tex Amange O Add-Ins
o Side  with Copliot [ Section v arthr [E] Yest Box

.\

\

Gone are the old overhead projectors, Why included: It shows why leaming

Gone are the typed or hand-written plastic PowerPoint matters now: presentations can use
sheets with thick markers. " animation, images, video, charts, and links.
Now s animated text, mages, videos, Gone are the old overhead projectors. Fitin deck: Afte introducing PowerPoint for
charts, and Internet links to make your CILAC, this slide acts as a transition from old
presentations more engaging. methods to modern presentation skills the

C. ) IZ'; Gone are the typed or hand-written plastic workshop will teach.
- s sheets with thick markers. Semttec /s ntes )

08 Q
(SRS B,

Now it's animated text, images, videos,
charts, and Internet links to make your
presentations more engaging. HL Copl

Reasoned in 17 steps >

aa -
| Generated and inserted a matching illustration on
. ))) "0‘ aal d slide 7 showing the shift from overhead projectors
; K tal t
b Tips from Chantal Bossé for better - L3 i ELECOSE Diohal praieieat oo

use of PowerPoint

Generate an image for siide 7

Note that this slide may have too many animations: since this is an introductory PowerPoint workshop, we can show some excess.

Generate a more cartoon style and
suppress the texd

+ ®

17
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@ Looking at the details

@ Adjusting slide layout
Reviewing the specifics of your request.

I'm removing all text from slide 7 and

@ Generating images centring a cartoon image, with careful
Creating images based on your cropping and layout checks to keep the
description. slide clean and balanced.

@ Planning image editing @ Continuing rendering
| am preparing a large centred cartoon | am checking whether the slide is
image for slide 7, removing all text and finished and then adjusting it to feel

checking the result for a clean fit. more cartoon-like with less text.

@ \Validating and preparing push
| am checking the slide for leftover text

and transition issues, then confirming
everything is ready before pushing.

Insert Format  Arrange Tools Slide Show Window  Help S QA 8 Fri17Jul 16:31

00O rcier BDRB IS - & PP3B5-MacD1-eng-7-MCQ — & ) Search (Cmd + Ctrt + Uj
Home Insert Draw Design Transitions Animations SlideShow Record Review  View () Commants
< X ¥ 3 Loyoue v P & v, & 7] -+,
s 23 N 2 fe Bl + T sropes 2. | B
o~ £ Raset O 1
Paste New New Slide 10 Picture I3 Arrange O Add-ins Design
¥ Slide  with Copilot [ Section v thr IE] Yext 8ox : Suggestions
\: o
|

Generate an image for slide 7
& copitot
Reasoned in 17 steps >
Generated and inserted @ matching illustration on

shide 7 showing the shift from overhead projectors
to modern digital presentations.

oA
Lo

Generate a more cartoon style and suppress
the text

&) Copilot

Reasoned in 13 steps >

Updated slide 7 with a more cartoon-style image

g p
Tips from Chantal Bossé for better ; SOOI DG Bl taxk
use of PowerPoint 289
\ s e A Edit
-
S e Describe wha 4 ik reate or edit
\
\ Note that this slide may have too many animations; since this is an introductory PowerPoint workshop, we can show some excess. g N
Y ..
Al-generatad resporises Ty he '
SWide 701 48 French (France) T Accessiilty: I t 3 Not » e 0 = = —

It’s a beautiful image!!!
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EXPLAIN A SLIDE.

Format

& PowerPoint Flle  Edit  View  Insert

amswe O () B
Draw  Design

eve

Home  Insert

- § =3, T Lot ~
/ L E 17 musat

ot New  NewSlide o
Siide  with Copiot L] Section v

Transitions  Animations

Gone are the old overhead projectors.

Gone are the typed or hand-written plastic
sheets with thick markers.

Now It's animated text, images, videos,
charts, and Internet links to make your
presentations more engaging.

8
e To avoid

9
- b Tips from Chantal Bossé for better
* use of PowerPoint

W Note that this slide may have too many animati

Copilot in PowerPoint for Mac

Arrange  Tools  Slide Show 0O @ ®©@ tm § =T W) Q 8 Fi17wnG4

Q Search (Cmd + Ctrf + U

[ comments (SISO
o E +,
E;wl’{]smnu« ThY “ 1 [ 3

Pictwre  Tx1 Taxt Box Arange  Ouick Adg-ins

g PP365-Mac01-eng-7-MCQ ~ Saved to my Mac

Slide Show  Record  Review  View

Design
Suggesticns

Gone are the old overhead projectors.

Gone are the typed or hand-written plastic
sheets with thick markers.

Now it’s animated text, images, videos,
charts, and Internet links to make your
presentations more engaging.

Summacise this deck
Add a slide..

Explain this slide

o

since ths is an workshop, we can show some excess.

&) Copilot

Inspecting slide content v

@ Working through it

Explain this slide -what it means, why it's
included, and how it fits in the rest of the
presentation. Under 150 words, use simple
language, bullets, bold key words, and avoid
repetition, generic context or rewording.

©

Figuring out the right steps to take.

Considering slide inspection

| am looking at slide 7 and gathering its
content so | can explain it without
making changes.

Inspecting slide content

| am reviewing slide 7 and nearby slides
to gather context before giving a brief,
clear explanation.

&) copilot

Considering slide inspection v

@ Working through it
Figuring out the right steps to take.

® Considering slide inspection
I am looking at slide 7 and gathering its
content so | can explain it without
making changes.
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Copilot in PowerPoint for Mac

(&) Copilot

e Meaning: PowerPoint has replaced old
projector sheets with richer, more flexible
content.

e Why included: It shows why learning
PowerPoint matters now: presentations can use
animation, images, video, charts, and links.

e Fit in deck: After introducing PowerPoint for
CILAC, this slide acts as a transition from old
methods to modern presentation skills the
workshop will teach.

IMPROVE A SLIDE.

@& PowerPoint File Edit View Insert Format Arrange Tools Slide Show Window

0O Mosse @ B92+vC - & PPIBS-MacO1-2-eng
Home Insert Draw Design  Transitions  Animations  SlideShow Record Review  View

0 ;V i [_-.] B Loyout dar [Ba] + T shapes

(] Resmt

New o or PIere T3] Text Box
=4 Slide  with Copict [ Section v o oot [A] Text 8o

porchoses ||
New equpment purchases 164397
Used egquement purchases 0.00

= PowerPoint is a presentation toaol included in Microsoft 365, for creating professional
presentations (reports, general assemblies, training, etc.) or family slideshows or

Soétware prchoses o823 travel reports, for live presentation or online distribution.
Repar - equipment |
\ Somimoee a0 * Microsoft 365 Is avallable on Mac, iPad, iPhone, PC, Androld (tablets and smartphones) in 2 plans
Smol suppbes 3538 ~
\ \ (individual license or Family subscription). 365 can be online (!
N\ Adminstoive s.ppies 31.1¢ FNAC, Amazon, entel com, etc.) or in ialized stores
2\ Totar purchoses 18877

» Requires'a download.
THE ANNUAL SUBSCRIPTION COSTS €99 AND INCLUDES 1 TB OF ONEDRIVE STORAGE.
/

lns;ﬁll on your various devices (Mac, PC, iPad, iPhone, Android).
Shafuoaite with 5 peaple, whe can install Micsasoft 365 an theis devices with 1 TH of CrneDuive fox ecach pesson.

Da not project lang lists with text that is too smoll to avoid the audience focusing an the displayed text rather than your speech; do nat use
fonts thot are hard to read, ete.

We will review some tips from a communication specialist, Chantal Bossé.

u] [ =
Arange O Adsd-ing Cosign
5 Suggestions

Let's edit your presentation

Alow editing

Improve this slide with the speaker's
notes of this shide

4

]

Improve this slide with the speaker’s
notes of this slide

- ©

20



Copilot in PowerPoint for Mac

Edit  View Insert Format Afrange Tools  Slide Show  Window O @bl O = W Q 8 M3 TN

[ ] ® aswn @0 R D o @ PP3ISS-Mac01-2-eng X Search (Cmel « Ctrf + U)
Home  Insert Draw Design Transitions. Animations Slide Show Record Review View () Comments
( L— S Loyour v - —
ok i ] B e ; B Y- B
v * [ Reset ]
Pase . Naw  Now Sice e (5] Tost Box Arrange  Culex Ade-iny Design

Shge  with Copilot [L] Section - Suggestions

<]

Improve this slide with the speaker's notes of
this slide

§ copilot

Reasoned in 8 steps >

puchoses ]
WO SRAAON CORICIOS 1 64397 = PowerPoint is a presentation tool included in Microsoft 365, for creating professional & should | add a supporting
Used squipmset purchases 000 presentations (reports, general assemblies, training, etc.) or family slideshows or isual to light he slide?
W'W'cm loazs travel reports, for live presentation or online distribution. VI ROI0iE he S5c
\ ";;;"W s:: | ® Microsoft 365 is available on Mac, iPsd, iPhone, PC, Ansroid (tablets and smartphones) in 2 plans Yes, add a relevant visusl
) - (individual license or Famity M ft 365 can be online (M A v icon vt or mage that St the topic wnd the
A Aderinisvatve supgien 318 FNAC, Amazon, nent.com, etc.) orin i stores deck’s style
W\ Toal purchases 1ne77
A Requires'a download. O No, text anly

THE A/KNUAL SUBSCRIPTION COSTS €99 AND INCLUDES 1 TB OF ONEDRIVE STORAGE.
lnswll on your various devices (Mac, PC, IPad, iPhone, Android).
with 5 people, wha can botaft Miceaseft 365 en theis devices with 1 T8 of OnePrine fax cach pewen.

\ 4 049
26 4 ==
Improve this slide with the speaker's notes of @ Co p“Ot
this slide
Reasoned in 14 steps >
@& Copilot

| reworked the slide to follow its own speaker notes
which warn against projecting long lists in tiny,
hard-to-read fonts. | gave it a clear title, cut the
dense paragraphs down to five short, scannable
Z::;dfo: ::I'Z\y,?r::g‘:s:aalﬁts W— points in one consistent large font, and moved the
decks shle finer details (use cases, plans, where to buy, per-
O No, text only person storage) into the speaker notes for you to

Keep it text-focused with better hierarchy and no
added imagery.

Reasoned in 8 steps >

¢~ Should | add a supporting 20f2
visual to lighten the slide?

say aloud.
: A couple of directions from here:
Enter another option

e Apply the same slimming treatment to other

& PowerPolnt Fde  Edn  View Inset Format Araege  Toole  Side Show  Window Hep 0O @ O F a § Meniial e

-« » 7

Mome  lsaet  Orsw  Design  Transitioss  Anmaticns  ShoeShow  Rucord  Ruview  View

i, B Stese Oy .
| . —* ;
} 1 et
e o
fiee Wi Coplon 1) Beeten - [Petaioiy
E -]

1. Thot s adise againest fong, tiey-test

: - Usts. How far should | go in wiming this
" — shde?
4 PowerPoint & Microsoft 365 Mirimal headine pornts

T E——— <. , 2 Shuld | add  supperting isus 1o lighaen
Ty e ——— = Included in Microsoft 365 for professional and personal the siide?
o presentations Na. test arly
e am |
\ ok s.ceser ey | = Available on Mac, PC, iPad, iPhone and Android & Coplot
' o 1.1y l
\ iz 1oan .-cgg per year, including 1 T8 of OneDrive storage Ruasonad in 14 steps >

I rewnried the shde to foflow fts own 5 puw notes.

Sha‘reablc with up to 5 people

Buy online or in store — download required

t and moved the
0 by, per
Parson storage) o the speaker netes 10r you to
sy aloud

A couple of disctions from hare

o Aol The sama SEmMing teatment 1o other

=

escribe what youdYie to creste or ed
Do nec pejact kg St i et tht k4 umall, 1 v 1 uuance Jcusing o e cplyed e icher tham your pasc 6 2k e
farés that are han 8 red
W i cviows e P s 8 ccmemintion pociab, Oviatl B
Falking points: #3e5 chie raports, general axambes, g, famil Eideshons and vl reports, fov fer presensnion or nine PSR
diutniation Two pam ove affernd an nchvidual Gome o @ Fomily winerption X con by bought anline (Micramaft, FIGAC, Amamn, ot
- = 7 N wees [ o T 3
I N

The work is done.




Copilot in PowerPoint for Mac

SOMETIMES, THE SERVICE IS OUT OF ORDER.

® PowerPoint File Edit View Insert Format Arrenge Tools  Slide Show  Window Help O @t O W Q 8 Thutsh s

® 0 osee @D QR o &) PP366-Mac01-eng-old Q Search (Cmd + Ctrl + U)
Home Insert Draw Design  Transitions  Animations  Shde Show Record  Review  View O comments ERR L
X \— =1 [ wyout v 5 - =%
¢ - & B v O shapes « L - (1
av I—"l (3 Resmt ) (=
New  NewShde Picture Arrange O Add-ins Design
! Side  with Copitot [ Secticn v N [E] Text Box > Sugowstions

6
b What is PowerPoint for at CILAC?
This workshop is designed for the

QGMINSHGlors who 1o CIAC. Gone are the old overhead projectors.

» For workshops:

“ » For board meetings:

e ; 2@ Gone are the typed or hand-
\ . written plastic sheets with thick

y markers.
: Gone are the old overhead projectors. . N_OW |t'S a nlmated teXt/ Images/
, Goneare the typed or hand-_ videos, charts, and Internet
| p— written plastic sheets with thick 3
L} w:\:vki‘:fss'animated text, images, lln ks to make you r
;;Ldkesozéc’:e;r;se, yagsrln(ernet A /prese ntations more Sumnarise this deck
a = presentations more

D) engaging. nmwm _engaging.

Generate an image for this skde
'

. b i w
* To avoid

Note that this slide may have too many animations; since this is an i

¥ i we can show some excess

Generate an image for this slide.

@) Copilot

Reasoned in 5 steps >

| wasn't able to get this done — the image
generation service is temporarily down. | tried a few
times just now (including a simple, plain request)
and it's returning a server-side error each time, so
it's an outage on that end rather than anything
about your slide.
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Copilot in PowerPoint for Mac

CREATE A MCQ.

& PowerPoint File Edit View Insert Format Amange Tools Slide Show Window Help O @ bin § 7 W Q 8 Thulsul 1947

@ ® rrosave @0 ) B & PP365-MacO1-eng-old Q Search (Cmd + Ctrl + U)
Home  Insert Draw Desian Transitions Animations Slide Show  Record Review View () Comments
= =L = T O _,_.‘ =5
=" v ) shages o i

Now  New Sid covi Pt [7] roxtBax  ArTange Add-ins

- Design
Side with Copilat [ Section v Suggestions

Use light text Use dark text CI LAC Off] ce WO rks h (0 p

Yves Cornil

Introduction and advanced training in personal computing.

PowerPoint 365 on Mac
1. Tips for using PowerPoint
effectively.

07/16/2026 Summarise this deck
K - Add a shde.
ciLAC ©Yves Cornil
f e . S Generate an image for this slide
s hotws cind St nima https://www.cornil.com/ W Apple Teacher

\ presenter view, "z
Copllot Chat (~3¢1)

A few words about the creator of this presentation: Yves Comil

Microsoft MUP Consumer Macintosh from 1/1/2007 to 12/31/2015.

Microsoft MVP Office & Services, then Micrasoft 365, since 1/1/2076 (current MVF).

Co-founder of Microcom (Rennes) in 1581

Co-founder of Microcom06 (St Laurent du Var) in 1989

Allow editing v

Create a MCd Send

+ ~
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Copilot in PowerPoint for Mac

&) Copilot

Mapping it out v

& Weighing the options

(& Il take a quick look at your deck so the
question fits its content

@ The deck is a training workshop on using
PowerPoint effectively, so a quiz that tests
those tips fits naturally. Let me nail down a
couple of things before | build it

& Copilot

Reasoned in 3 steps >

How many multiple-choice 10of3
questions do you want?

One question
A single MCQ slide testing one of the workshop's tips.

A short quiz (3-5)
Several MCQ slides covering fonts, contrast, sizing, and
decluttering.

© Full quiz (6-8)
k A broader quiz covering most of the workshop's key
points.

Enter another option

& Where should the quiz go? 20f3
Q) At the end
After the last content slide, as a wrap-up knowledge
check.
After slide 1

Right after the currently selected title slide.

Before 'Questions?’

Just before the ‘Do you have any questions?" slide
(slide 30).

Enter another option

& Show the answers? 30f3

O Reveal on answer slide

Each question followed by a slide highlighting the
correct answer.

Mark on same slide

Correct option subtly indicated on the question slide
itself.

No answers
Questions only, for live discussion.

Enter another option

How many multiple-choise questions do you want?

e Full quiz (6-8).
Where should the quiz go?
e At the end.
¢ Reveal on answer slide.
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Copilot in PowerPoint for Mac

orking on it v

(© Looking at the details

(@ Got it — a full quiz of 7 questions at the end,
each question followed by an answer-reveal
slide. Let me set up and match your deck's
style

Q I've got the theme (teal + dark blue, 16:9).
Now I'll build the quiz. Let me create the
slides and inspect the structure

Structure's clean. Let me create the remaining
13 slides and capture their order

m

Q I've got the theme (teal + dark blue, 16:9).
Now I'll build the quiz. Let me create the
slides and inspect the structure

() Structure's clean. Let me create the remaining
13 slides and capture their order

(@ Content slides use Verdana. I'll use that for
the quiz. Now I'll generate all 14 slides with a
consistent design

7

Q Slides look good — the explanation band is
present and the correct answer stands out
clearly. The main real fix is vertical balance on
the question slides (empty lower third). I'll
lower and enlarge the card grid and add a
footer hint line. Let me update the generator

9

Better balance. The footer hint collides with
the corner decoration though. Let me center
it and check an answer slide

@ Answer slides look polished. Let me center
the footer hint so it clears the corner
decoration

9

Clean and balanced now. Let me run a final
content check and verify the answer content
is correct

@ All content is correct and consistent. Let me
push the final presentation

T Copnot

Reasoned in 12 steps >

I've added a 7-question multiple-choice quiz to the
end of your workshop deck, styled to match its
teal-and-blue look. Each question sits on its own
slide with four lettered options, followed by an
answer slide that highlights the correct choice and
adds a short "Why" explanation. The questions
draw straight from the workshop's tips — font
limits, uppercase vs. lowercase, bold usage, title and
body sizing, contrast, and decluttering.

Want me to also drop in a short "Quiz" divider slide
before it, or shuffle the answer positions so the
correct one isn't always in the same spot?

@ Making every pixel count...
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& PowerPoint

Why: 00 & light backgrousd use baet as dark as pessile; on & dark backgreusd use Qe
text.

a7z
I CT kadd

| N Slide 10f 48 French (France)

Copilot in PowerPoint for Mac

File Edit View Insert Format Amange Tools Siide Show Window (<]
=l o aosee @0 D BB 9 - @* PP365-Mac01-eng-okd
Home Insert Draw Design Transitions Animations Slide Show Record Review View
o R ] - 1 o -
- Sida  wih Coptet [71 Section v . P [B] Text box
[
Wy Doy Gt Shachs et 38 4 37 Dot o ettt
a5
CILAC Office Workshop

On a light background, which text colour gives =

the best contrast? Yves CO m II
\ Introduction and advanced training in personal computing.
“ A, Light tent B, Dark test -

\ PowerPoint 365 on Mac

} At o - Hasimgry 1. Tips for using PowerPoint

\ effectively.

07/16/2026
48
. ciLAaCcC ©YVeS Cornil
o= it haclground, ihich taxt enlour glvad thie hast b https://www.cornil.com/ @ ApsieTescher

A few words about the cregtar of this presentation: Yves Comnil

Microsoft MVP Consumer Macintash from 1/1/2007 to 12/31/2015,

Microsoft MVP Office & Services, then Microsoft 365, since 1/1/2016 (current MVP).
Ca-founder of Microcam (Rennes) in 1981

Co-founder of Microcam06 (St Lourent du Var) in 1969

[@ Notes () Comments

@

ll'w!%- i the maximum number of font styles

you should use in a presentation?

cca
35 rue St Josaph
59110

La Madeleine

E | € remewinr

\

35

Body text, which & cesier to resd?

When should you use boid text?

PS— LR pe—

at font size Is recommended for stide
content?

. 2 e

General view of the quiz.

System Settings
% p—

@ bl @ T m Q 8 ThibJl 19567
Q Search (Cmd + Ctrl 4 U)
O conmens
0 (N =
s ot L L
Arrange Add-ins Dosign
Suggestions.

1. How many multiple-choice questions do
you want?
Full quiz (6-8)

2. Where should the quiz go?
At the end

3. Show the answers?
Reveal on answer slide

& copilot
Reasoned in 11 steps >

I've added a 7-question multiple-choice quiz to the
end of your workshop deck, styled to match its
teal-and-biue look. Each question sits on its own
slide with four lettered options, followed by an
answer slide that highlights the correct choice and
adds a short "Why" explanation. The questions
draw straight from the workshop's tips — font
limits, uppercase vs, lowercase, bold usage, title and
body sizing, contrast, and decluttering.

Lo

should yos use beid text?
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Copilot in PowerPoint for Mac

35

UESTION 1 OF 7

‘What is the maximum number of font styles
'you should use in a presentation?

A. Just one B. A maximum of two
Vi
C. Three or four D. As many as you like

Select the best answer.

The guestion.

36

UESTION 1 OF 7 - ANSWER

What is the maximum number of font styles you should
'use in a presentation?

A. Just one B. A maximum of two
7
C. Three or four D. As many as you like

W/

Why: Stick to a maximum of two font styles — more makes slides look cluttered and
inconsistent.

The answer.

27
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SUMMARIZE A PRESENTATION.

CILAC Office Workshop

| Yves Cornil

PowerPoint 365 on Mac
1. Tips for using PowerPoint
effectively.

%= |

Whaot & PowerPeint for ot CLAC?

This workshop s designed for the
SAMINBNGION who fun CLAC

> For womaneg

@
»
o

b for better

b Tips from Chantdl Bos:

use of PowarPoint

9 N 10

b Bold and ltalic b Use the right font size,

=Use bold only for emphasis. wTitle betwaen 32 ora 44
= Use italic spaningly. N
points

= Content between 28 and 32
\ \ points.

=

s =

puchases |
New scioman| ourchoes 1 64as?

Used equapman purchones 000
Saftwore purchases 10023
#epot - squpret
\ manienance 0no
: Smat e 63
Admirisvatve weies e
Toht puschaes 18877
21 22 *

Our gtrengths

£ e @

: 0% iPadOS

e 0 B O EREEEE

Do you have any questions?

ccA
35 rue St Joseph
59110
La Madeleina

T/yeilaclamadeleine.org

3 ok 34 8

* FoweTuint, what
+ FouecTueint worlshop srganization.
* Tips frem Chantal Besed

Gone are the old overhead projectors.

Gone are the typed or hand-written plastic
sheets with thick markers,

videos,
your

Now It's animated text, Image
charts, and Internet links to mal
presentations more engaging.

=AVOW STYLIZED FONTS THAT ARE
DIFFICULT TO READ.

=Use a maximum of 2 font styles

= Avaid uppercase everywhere

Contrast

Whiat Is the maximum number of font styles
Id use in ?

you shoul presentation;
o & it
‘};‘-..-w B Ay
\
35

View of the presentation (slide 1 to 36).

What is PowerPoint for?

Coue

8 B3

Between UPPERCASE and lowercase

»IN BODY TEXT (QUTSIDE OF TITLES,
SUBTITLES, ETC.) CAPITALS ARE LESS
READABLE THAN LOWERCASE

|s Lowercase i more readabie than uppercase,
| espacially In bogy text (i stside of titles)

\

12 B3

b Contrast

Use dork text

1 B

The mora coatant on your sides. the les
odabie they

Www. cornil.com
32

5 the maxamun sumber of fust styles pos should
w2 = & presestaton?
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Flle Edit View Insert Format Arrange Tools Slide Show Window Help i ) S Fri17 Jul 18:21

Q0O Mmosve DAY OO - (v PP365-MacO1-eng-7-MCQ — Saved to my Mac ~ .
Home Insert Draw Design Transitions Animations Shide Show Record Review  View [ Comments
O e — [ o v B % req % [dm ] —
0 am K20 = [ Il v "O Shepes i 1 @,
] £ Reset -
Paste New New Slide 4 0 Picture 11 " Arrange ck Add-ins Design
Siide  with Copilot [ Section v 2] Tost Son Style Suggestions

CILAC Office Workshop
Y

werPoint 365 on Mac
1. Tips for using PowerPoint
effectively.

cLac ©vves Comil poe= |
s hitps: £/ www.comil.com/

CILAC Office Workshop

Yves Cornil

Introduction and advanced training in personal computing.

PowerPoint 365 on Mac
1. Tips for using PowerPoint
effectively.

: g::zmm'{:"wm 07/16/2026 Summansa“*«s deck
22 207t st oot dd a3 slide..
. Most Valuabi?
C l LAC ©Yves CO rn l I o Explain this slide
s https://www.cornil.com/ & Aovie Teacher )

What is PowerPoint for?
‘ il 3 A few words about the creator of this presentation: Yves Cornil
Ny Microsaft MVP Consumer Macintash from 1/1/2007 to 12/31/2015.
] Microsaft MVP Office & Services, then Microsoft 365, since 1/1/2016 (current MVP)
Co-founder of Microcam (Rennes) in 1981
Co-founder of Microcam06 (St Lourent du Var) in 1989

Summarize the deck.

Reasoned in 2 steps >

What would you like me to do with your
presentation?

Work on slide 1

You have slide 1 selected — | can edit, restyle, or
rework it. Tell me how.

© Summarize the deck

#) Copilot I'll read through all 48 slides and give you a clear
summary.
e This deck is a CILAC PowerPoint training ) ] )
workshop on creating clearer, more engaging Edit specific slides
presentations. Point me to the slides and changes you want, and I'll
¢ It emphasizes practical design rules: readable make them,
fonts, strong contrast, appropriate font sizes, ) )
presenter notes, and decluttered slides. Build or add slides
e The final section uses a 7-question quiz to I'll create new slides or extend the deck based on your
brief.

reinforce the key lessons.

Questions to ask next:

1. “What are the most important design Enter another option

principles taught here?”

2. "Which slides could be improved for clarity?”
3. “Can you summarize this as a trainer’s Confirm Skip all
handout?” R
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Reasoned in 3 steps > I R

e Wrap-up slides point to more resources at
www.cornil.com and CILAC's contact details in
La Madeleine.

e A 7-question multiple-choice quiz (each with a
following answer/explanation slide) tests the
key rules: font limits, lowercase readability, bold
usage, title and body sizes, contrast, and
decluttering.

Here's a summary of the deck.

CILAC Office Workshop — Introduction &
Advanced Training in Personal Computing
(PowerPoint 365 on Mac) By Yves Cornil (Microsoft
MVP), for the volunteer administrators who run
CILAC. 48 slides, dated July 2026.

What the deck is about

An introductory training session on using Bottom line
PowerPoint effectively — why to use it, how to
make slides clear and readable, and a closing quiz
to reinforce the lessons. It draws heavily on
presentation tips from communication specialist
Chantal Bossé.

This is a beginner-friendly, well-structured training
deck that teaches presentation fundamentals —
readability, restraint, and audience awareness —
and then reinforces them with a quiz. Fittingly, it
practices what it preaches, using clean slides and
L3 clear visual examples to make the case.

Why PowerPoint
Want me to tighten any section, translate it, or turn
the quiz into an interactive scored version? I'm
happy to dig into any part in more detail.

e Positions PowerPoint as the Microsoft 365
presentation tool for creating attractive, visual
slides.

e Tailors the "why" to CILAC's needs: workshops, QG

I select the text, copy and paste in a Word document.

HERE'S A SUMMARY OF THE DECK.

CILAC Office Workshop — Introduction & Advanced Training in Personal Computing (PowerPoint 365 on
Mac) By Yves Cornil (Microsoft MVP), for the volunteer administrators who run CILAC. 48 slides, dated July
2026.

What the deck is about

An introductory training session on using PowerPoint effectively — why to use it, how to make slides clear and
readable, and a closing quiz to reinforce the lessons. It draws heavily on presentation tips from
communication specialist Chantal Bossé.

Why PowerPoint

e Positions PowerPoint as the Microsoft 365 presentation tool for creating attractive, visual slides.

e Tailors the "why" to CILAC's needs: workshops, board meetings, and General Assemblies.

e Contrasts old overhead projectors with today's animated text, images, video, charts, and web links.

e Notes the practical setup — Microsoft 365 runs across Mac, PC, iPad, iPhone, Android; the annual
subscription is around €99 with 1 TB of OneDrive, shareable with up to 5 people.

The core best-practice lessons

e Fonts — avoid hard-to-read stylized fonts, use a maximum of two font styles, and don't set
everything in uppercase.

e Case — lowercase is more readable than uppercase in body text.

e Bold &italic — use bold only for emphasis, italic sparingly.

e Font size — titles 32-44 pt, body content 28-32 pt for back-of-room legibility.

e Contrast — dark text on light backgrounds, light text on dark; avoid textured backgrounds behind tex?'f.




Copilot in PowerPoint for Mac

e Presenter tools — use speaker notes and Presenter View (active slide, notes, upcoming slides,
timer).

e Know your room and audience — mind screen size, especially with dense data tables (e.g., Excel
expense sheets).

e Declutter —one idea per slide, remove the unnecessary; the number of slides doesn't matter.

Closing & quiz

e Wrap-up slides point to more resources at www.cornil.com and CILAC's contact details in La
Madeleine.

e A7-question multiple-choice quiz (each with a following answer/explanation slide) tests the key
rules: font limits, lowercase readability, bold usage, title and body sizes, contrast, and decluttering.

Bottom line

This is a beginner-friendly, well-structured training deck that teaches presentation fundamentals —
readability, restraint, and audience awareness — and then reinforces them with a quiz. Fittingly, it practices
what it preaches, using clean slides and clear visual examples to make the case.

Want me to tighten any section, translate it, or turn the quiz into an interactive scored version? I'm happy to

dig into any part in more detail.
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