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4.  Word processing and presentations 

Objectives 

 Polish your word-processing skills 

 Use CSE-style scholarly formatting for the paper and for references 

 Work with PowerPoint to make slides for a talk  

 Learn style points to inspire people 

Word processing for a scientific paper 

 You’ve probably been doing word processing for years, so we’re not going to 

study word processing in this class.  In case you do want to improve your word-

processing know-how, I have these suggestions: 

 

   While using Microsoft Word, press F1 for help and then enter tutorial 

or demo in the topmost search textbox. 

   Go to office.microsoft.com for tons of tutorials online. 

    Use Google keywords Word 2007 site:.edu to bring up college-based 

help pages for Word 2007, for example.  Note that there are no spaces in the 

expression site:.edu.  The one that comes up first when I do this is from 

Florida Gulf Coast University, which has great need-to-know help pages for 

all Microsoft Office programs.   

   Go to Safari via the college library — you’ll find scads of books about 

everything Microsoft Office.  I find that the ones with Dummies in the title 

are in fact very smart indeed and have just about the right amount of 

information for our purposes. 

 

But really, who cares?  Well, you’re going to find that when bosses and teachers 

tell you something should look just so, they really mean it.  And if you think 

about it, for anyone who has a lot of written communications to juggle and 

evaluate, it can be very helpful for them to have a reasonably uniform 

appearance. 

 Thus publishers, academic disciplines, and big businesses have stylesheets 

to tell people who write for them how their work should look.  As a student you 

might be asked to use the CSE (Council of Science Editors) stylesheet in a 

science class, the MLA (Modern Language Association) stylesheet in an English 

class, or the APA (American Psychological Association) in a social-science class.  

Each of these has fussy requirements about margins, page numbers, etc., but 

that’s only a part of the story. 

 The other really big part of the stylesheet story is that when you write a 

formal paper, you absolutely must give citations for ideas that are not your own 

— for any fact or opinion that you learned about from someone else’s work — 

and, moreover, you must do it in a very exact form.   

 Fortunately, we have good references available online for these forms, and 

any college librarian will be very happy to give you help in person. 
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 Words and images on anything you write for this class will be assumed to be 

your own work unless you cite the creator.  In American academia, taking 

another’s work without proper attribution is a big mistake — so big that it can 

mean the loss of a diploma or a whole career.  Let’s be careful. 

 In general, whatever you write will include a list of References at the end, to 

tell where you learned whatever you didn’t invent yourself, and wherever in the 

text of your work you mention or allude to an idea that is not your own original 

work, you will give a citation, a note to something mentioned in the references 

so that the reader can find the original material. 

  In this class, we will use the CSE stylesheet.  (If you ever see CBE, Council of 

Biology Editors, that’s the same thing under its old name.)  There are two 

varieties of citation in CSE style:  one has numbers for each citation in the text, 

like this (1) or sometimes this [2], and the second has names and dates, like this 

(Fitton, 2009).  Think of these as links to a series of references at the end of the 

work.   

 For your work in this class, you may choose one or the other.  A web search 

for CSE examples will show you both.  When you are writing for a class, then you 

will need to know which of these forms your instructor prefers.  Personally, I 

prefer one on one day and the other on the next. 
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References 

 

Diana Hacker has plenty of tools for writers, including very helpful models of 

papers done according to the various styles.  Here’s an example of CSE style: 

 

 http://www.dianahacker.com/pdfs/Hacker-Mart-CSE.pdf 

 

(We used to have to buy this stuff!) 

 

Here are two college-library references specifically about the CSE style: 

 

 Ohio State library:   

http://library.osu.edu/sites/guides/csegd.php 

 

 University of North Carolina library:  

http://www.lib.unc.edu/instruct/citations/cse/ 

 

The UNC library also has a very slick Citation Builder that takes your 

information and translates it into an appropriately formatted citation for 

whatever stylesheet you are using:   

 

 http://www.lib.unc.edu/house/citationbuilder/ 

 

At Colorado State, the website for writing has several articles on style generally 

that I found valuable: 

 

 writing.colostate.edu/ 

 

 Example Objective Annotated Bibliography Entry 

 

 Example Critical Annotated Bibliography Entry 

 

 Writing Guide: Standard Summaries 

 

Also, for each style, every college library has thick, very detailed volumes giving 

the how-to for every one of the thousands of details that might come up as you 

do your work.  Ask the reference librarian where they are. 

 

  

http://library.osu.edu/sites/guides/csegd.php
http://www.lib.unc.edu/instruct/citations/cse/
http://www.lib.unc.edu/house/citationbuilder/
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Creating slides for a talk 

More about this illustration at http://www.edwardtufte.com/tufte/powerpoint. 

Edward Tufte is the king of graphic designers. 

Objectives 

 consider guidelines for slide shows 

 make a simple slide show for a presentation 

 PowerPoint is Microsoft’s program for making presentations, which seems to 

be the new name for what used to be called slide shows.  The best way to learn 

to make a PowerPoint show is just to jump in and do it.  It’s kind of like a 

simple yet arty word-processing program that you can use to bore people to 

death.  Please, don’t do that!   

  

http://www.edwardtufte.com/tufte/powerpoint


CSC 110 READINGS 4:  WORD PROCESSING AND PRESENTATIONS page 5 

Instead, please consider these ideas: 

 emotional impact 

Use the best, hardest-hitting images you can find.  Fill the slide with 

them. 

The image is more important than the words.  Images engage your 

audience; words put them to sleep.  People will be looking at your 

images long after they’ve stopped listening. 

 

 talking points 

Your show is not all of your words:  it’s just the most essential ones.  

That means a very few. 

 

 beginning, middle, end 

Have them.   

What you want here is a story that tells your audience the most 

interesting part of what you know.  You’re the expert!  The audience 

doesn’t want to become expert:  it wants a reason to care. 

You already have something to which you have an emotional attachment that 

will make a great PowerPoint presentation:  the web page you made for class.  So 

make a presentation from it, remembering that these screens are background 

for a talk that you might someday give, not the substance of it. 

 You can get a lot of laughs and insight searching for good PowerPoint and 

bad PowerPoint.  Here are some links I’ve chosen to help you along: 

 Twelve commandments for PowerPoint  link 

 examples of what to do and not to do link 

 a short course from FGCU link 

 Microsoft’s basic training link 

 great work from a former student, KP link 

 some good presentations link 

 some bad ones link 

You can find all kinds of resources on Safari, too. 

 What I like so much about student KP’s work (cited above) is that, with 

powerful pictures and only the slightest sketches of words, it compels us to 

develop an emotion for her subject and does not distract us with superfluous 

words.  KP gives us inspiration and something to remember. 

 Is PowerPoint the only game in town?  No, there are other presentation-

making programs, and one of them is built into your college Gmail e-mail 

system.  See the Documents link at the upper left of the Gmail page. 

 

http://search.ebscohost.com.ezproxy.vccs.edu:2048/login.aspx?direct=true&db=ehh&AN=13189222&site=ehost-live
http://oregonstate.edu/instruction/ed596/ppoint/sld1.htm
http://www.fgcu.edu/support/office2007/ppt/index.asp
http://office.microsoft.com/en-us/powerpoint/HA101942821033.aspx
http://www.nvcc.edu/home/vfitton/000storage/110-0708-spring/parkPowerPoint.zip
http://www.slideshare.net/most-favorited/all-time?media=presentations
http://www.cio.com/special/slideshows/2009/02/bad_powerpoint/index#slideshow

