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My task was to produce a professional industrial PowerPoint, aimed at
experienced workers; the aim of this PowerPoint was to equip both
emplovers and emplovees, with full knowledge of the effects computer
use can have upon workers, and to help them to prevent any personal
or environmental hazards. In this report, | will attempt to explain the
processes | went through to produce this presentation.

Step 1
In order to create a presentation with a rounded knowledge of the

health and safety in workplaces, | firstly gathered all of my research
together, before beginning my presentation; | did this by making a
bulleted list in Microsoft Word, of the points | was going to expand on:
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the information R bulleted list
source (e.g. I under
website) next to S each

the piece of v — L — individual
data | / category
gathered from e.g. back
it. | did this pain, law
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| collected my information from numerous different resources; below is
a list showing the different information sources used:

o www.healthycomputing.com - this website presented me with
facts about health risks, and what tvpe of equipment should be
provided to support the worker, to prevent any health hazards.

o _www.bitesize.co.uk - this site supplied me with the law about
computer related work, and the procedures emplovers should
take, to ensure that their work force is working under the suitable
conditions.

o _www.physiotherapy.asn.au - this web link provided knowledge
about a workers daily routine; expressing the procedures
emplovees should take, to ensure they do not cause any health
hazards to themselves, e.q. it is vital for workers to take regular
breaks, to prevent eve strain.

o _The book “stretching” by Bob Anderson - this book displays
stretches and relaxing routines, which will help the emplovee to
relax and refrain themselves from receiving any computer-
related injuries for example repetitive strain injury.

o www.youtube.com - | used this site to upload two videos into my
presentation; one which taught emplovers about how computer
related ill-health could affect their business, and another
presenting a workout which emplovees could work to each day,
to prevent any damage to their body, and to relieve them from
any work-related stress. In case of any copvright issues, | have
made sure | have recognised the origin of the video, in my
presentation.

Step 2

Once | had completed this, | wrote down what information each
individual slide should contain, and the order each slide should go in, in
Microsoft word:

Slide 3: What the law says out ICT health and safety this will be within the
EMPLOYER section

ing how this discomfort

er page showing how this
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| did this because it allowed me to have the chance to analyse the
amount of information on each slide, and to check if the correct data
was present. It also gave me the ability to understand the order in
which my slides should follow, and to make sure they followed each
other smoothly, before actually creating my presentation. Otherwise, |
may have had to change my presentation numerous times, if | hadn’t
have prepared and gave a structure to my PowerPoint beforehand.

Step 3

After | had finished my research and PowerPoint structure, | was then
ready tfo tie it together and form a professional presentation in
Microsoft PowerPoint; the reason why | decided to create a PowerPoint
to display my information about “Health and Safety In Workplaces,” is
because it allows workers to always store it on their computer device,
allowing them to easily relocate it when required, (for example, if an
emplover wanted to know all about health and safety, they could
easily open up the PowerPoint and quickly learn about the procedures
to take - rather than reading through a booklet. Also there is less
chance of displacement, unlike a Word typed booklet, and can be
backed up quickly and easily. Additionally, it saves paper, as the
presentation can be sent to the emplover/emplvees computer, rather
than printed out onto numerous sheets of paper. Furthermore, it allows
the user to choose their own way around the presentation through the
use of hyperlinks; this will speed up their time as it allows them to easily
allocate the information they require, rather than having to read
through the text and search for the specific information in a booklet
created in Microsoft Word or Publisher. Moreover, Microsoft PowerPoint
allows the use of imagery and animations, which breaks down the text,
making the reader want to read the information displaved, rather than
skimming through it and not taking notice to the information provided,
as they don’t want to read over-filled pages of text. In addition, the use
of animation makes the presentation look more inviting to read which
Microsoft Word, Excel and publisher are unable to do. Furthermore, vou
can watch the presentation in front of vou, rather than having to sit
down and read lavers of text therefore it is more convenient, and it also
provides a good base for a specific person to do a speech about the
topic, rather than handing out leaflets, therefore | decided to use
Microsoft PowerPoint for my presentation, as | though it was the correct
package to use considering my task provided and my target
audience.
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Once | had created a new presentation in Microsoft PowerPoint, | then
decided how the overall presentation was to look before adding any
text onto the slide show, so that | didn’t have to go back later and redo
all of my text, because | had discovered that it did not fit into the slide
design. To make sure my presentation looked professional and
consistent, which was necessary for a sophisticated target audience; |
decided to use a design template. | did this by following these specific
steps:

1) | clicked on “format” on the toolbar, and then | scrolled down to
sllde de5|n " Then a de5|gn template information box appeared,
PR RV -1 onN the right hand side of the screen.

2) After the box had appeared
= showing
Click to add fitle =g Previews of different design
BEE femplates, | examined the different
Glkto add subie BE sclection of templates, to fry to find a
;= professional, sophisticated design,
= which incorporated the theme of the

presentation (the
workplace.)Unfortunately, | was

s mE ynable to find an appropriate design
’remplo’re so | decided to explore for a template on Microsoft office, to
do this | did the following:

=i 3) | scrolled down to the bottom of
the design template box, and
found “design templates on
Microsoft office online.” Once |
clicked on this hyperlink, | was
directed to Microsoft Office Online,
where | found two templates which
| thought would adapt to my
presentation perfectly:

Click to add title

Click to add subtitle
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The reason why | thought both these templates would be appropriate
for my Presentation, was because they both show emplovers and
emplovees’ working together, and this was a main issue in my
PowerPoint, as it is vital that both employees and emplovers work as a
team, to provide the best working conditions and to help support one
another, so there are no health and environmental risks. The first
template implies this connection between emplovees and emplovers,
as it shows work colleagues working together, and it also integrates the
use of ICT through the kevboard image. Additionally, the second
template also includes the message of emplovers and emplovees; the
image of connecting hands and two colleagues communicating
implies this. | decided to choose the second template, as | believed it
looked more sophisticated, and the colour scheme was easier on the
eve, and could blend more with different colour tones also.
Additionally, | believe that it puts the message of emplovers and
emplovees across better than the first template.

Step 4
Fortunately, design templates come accompanied with master slides;

which make the presentation look professional and aimed at an older
audience. This keeps a consistent theme through-out the PowerPoint,
instead of having a mixture of colours on each slide, which makes the
presentation look unprofessional and inconsistent. If | had not included
a design template, | would have completed the following steps to
incorporate master slides into my PowerPoint:

1) Firstly, click on "view” on the
toolbar above.

ealth and Safety In Workplaces Then scroll down to where it
says “Master.”

Laura Ford

3) After this click on “slide
master.”

4) 4) Once in Slide Master
View, add the appropriate
data, which is required.
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5) Since a master slide was already integrated info my PowerPoint
due to the design template, | just followed the steps above to
enter slide master view, to put a footer on my presentation, so
that my name ran through all of the slides, so that it was easily
recognisable who had created the presentation. Once my
footer was in place | clicked on “Close Master View,” to return
back to my original screen, so that | could work on my slides, to
create my slide show.

Step 5

After | had inserted a footer in slide master view, | then decided to
impose a fixed font size/colour, images, and hyperlinks to the slide
show, so that it looked consistent and ran smoothly; for if the
PowerPoint didn’t have a consistency, it may look less professional and
aimed more at a child, which is not the aim of this particular
assignment. Firstly, | set a persistent colour/text size to the PowerPoint,
so that all my text was the same stvle all the way through, so that when
| added my text it kept the same size and colour; this prevented me
from returning to the beginning of the presentation, once | had
produced all my information, to change each particular slide to make
sure that the slides looked constant; this saved time, and if | was to
produce a PowerPoint for an actual company, this time wasted costs
money. To set the font size/colour | did the following:
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Sl e mmeeseens 1) | highdighted the text | wanted

FEFTAT =T LY (IR T T TP e to modify, then | scrolled up to
the top toolbar and clicked on
the scroll bar, which displaved
“font size” when hovered over,
and clicked on the specific font
size | wanted. | decided to make
g e e of coniter st n 2 vt ol my information size 16, as it will
be big enough for workers to
see without much strain; as if the
font size was too small, it could
possibly force the reader to strain their eves in order to read the
text, which can cause numerous health risks. However if the font
size is too large, then it may prevent the presentation from
looking professional. Additionally, | chose to make titles size 28, as
it makes them stand out from the other text, which makes it
easier for the reader to recognise what that particular slide is
about. Furthermore, | chose to make all menu listings size 24, as it
separates that particular text from the text on previous slides,
therefore showing the viewer that they are going to learn, about
something different from what they have just read about, and
emphasising/high-lighting the keyv areas theyv are about to read
about, and also emphasising that it is a menu page rather than a
normal information page, and a bigger font size implies this.

ipment) Regulations 1992

fork Regulations 1992

2) After that, | chose the colour | was going to make my fext; | high-
lighted my text once again, but instead | clicked on the “A”
symbol in the top right hand corner of the toolbar. | decided to
make my text white, so that it will stand off the page and won't
strain the readers eves in order to the read the text, for if the text
colour and background colour are similar shades or don’t work
well together, then often it can be harsh on the reader’s eves,
leading to eve strain. | decided to colour the subheadings red,
as it emphasis certain areas which the reader ought to take
notice to, and also it is a good colour to use, as although the red
emphasises certain points, it also works well with the blue
background, not making the reader strain their eves in order to
read it. However, | did choose the sub-heading to be green, but |
soon change my mind due to the fact that the green did not
conftrast well with the background.

3) Once | had included all the relevant inform ation required to
inform emplovers and emplovees, | added hyperlinks so that my
slide-show ran smoothly and efficiently so that the PowerPoint
was suitable for professional working people. The hyperlinks
allowed me to link all the slides together, allowing the viewer to
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choose their own way around the presentation clicking on the
slides they want to look at, rather than having to watch a slide
show, which may include information which may not be relevant
to them. In order to make sure my presentation was to a high
quality for a professional audience, | did quality checks. One of
my quality checks was to make sure and monitor the efficiency
of the hyperlinks, and to make sure they located the reader to
the specific place. This was very important, for if the hyperlinks
did not work properly, then it would make the audience think
that the presentation was unprofessional, and mavbe they would
possible think that my information displayed was unreliable too,
as they may believe that if | can not get the menu system
working properly, then mavbe | did not gather the information
correctly.

At first, | used action buttons (located under auto shapes,) as a form of
hyperlink placing them next to the specific slide fitle on the menu
listing, but later decided that it would look more sophisticated to
hyperlink the slide fitles on the menu listing instead, as it made the slide
look neat and tidy, giving the presentation a pristine look, which was
correct for my target audience. To do this, | did the following:
‘ 1) I high-ighted the text | wanted to
hyperlink and right clicked. A

er of computers present in a workplace has risen rapidly

ars, and it has became known that most jobs now require d rO p d OWﬂ m e n U O p pe O re d 7

. This means more employees are exposed to computer

they are also exposed to the computer health risks. The Ol | OWing m e ‘I'O sCrO” dOWn O nd

At Work Act lays down legal standards for computer

ires employers to take steps to minimise risks for all s el e CT 1 hV p e rllnk_

1)
rounding the use of computer equipment in a work place

o Health and Safety (Display Screen Equipment) S’ggulalions 1992

8
0 Managemer:vt of Health and Safety at Work Regulations 1992

2) Then a grev box appeared asking
me where | would like the
hyperlink to take me; because |

o " , wanted the hyperlink to take me

e to another slide in my

presentation, | clicked on “place

in this document” located on the

he Law - Regulation

An increase iz

include:

o Health and Display Screen EquipmentjRegulations 1992,
B

o Manageme.:'iomeaunandSafetyathrkRegu{éﬁons1992 |efT hOnd S|de Aﬂ-er ThIS, a ||ST Of

slide fitle names will appear under
the title “select a place in this document,” located at the centre
of the grey box. | then chose which slide | wanted my hyperlink to
take me and then pressed “ok.”
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Once | had joined all my slides together and checked that all my
hyperlinks worked perfectly, | then added images. | decided just to add
images on slides which told emplovees/emplovers about different
products/ health risks, instead of inserting them onto each slide, as |
believe that it adds contrast to the slides, making the slides more
interesting to look at, rather than having each slide exactly the same.
On the specific slides, which | decided to include photographs, | made
sure that the pictures where exactly the same size and in the same
positions so that the presentation looked professional and had a
mature look; correct for my target audience. In some cases, | needed
to crop images; to do this | did the following:

1) lright clicked the picture |
wanted to crop causing the
picture toolbar to appear. |
then selected the picture of
the two right angles
interlocking; this caused a
black dotted line to appear
on my screen, allowing me to
crop my image to the

correct size.

Additionally, so that | did not just locate all my images from the internet,
| decided to take photographs of my own, to show/prove | know how
to import my own images, and to add different types of images to the
slides, to ensure that the slides do not look exactly the same, so that it is
more interesting to look at for the reader. To do this | did the following
steps:
" 1) In order to insert the pictures | fook on the
camera onto the computer, | used a camera
which allowed me to insert a floppy disk inside it,
so that | could save the images onto it, and later
take the floppy disk out and upload them onto
my computer.

2) |took numerous pictures, each
relating to a different area of
health and safety in a
workplace e.g. correct
working posture, correct
working environment etc.
Once | had took all the
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pictures | required, | then uploaded them into the presentation by
clicking on "insert”, then scrolling down to “picture” and then selecting
“from file”. A box will appear on the screen asking where vou would
like to import your picture from. In the “look in” fitle box located at the
top of the grev box, | scrolled down to “31/2 floppy"” where | inserted
the specific images | required.

Whilst taking my photographs | decided to use the same model
throughout, as | believe it would make the slide show more formal and
sophisticated, for if | kept changing the model, it may have made my
presentation look unprofessional, as most companies when advertising,
doing promotional packages, always use the same models for this
reason.

Once this was completed | decided to put a voice over on all my
slides, as if this presentation was actually going to be used to train
emplovers/emplovees then certain individuals may not be able to read
the text on the screen and may rely on the facility of a voice over, or
mavbe emplovers/employees may not have time to sit and read
through the presentation, and may prefer to listen to the presentation
whilst working on something else. To do this | did the following:

1) Iselected “slide show” from the
top toolbar and then clicked on
“voice narration.” This allowed me
to put a voice over on my slides.
In order to keep my PowerPoint
professional, | asked my mum to
do my voice over, as she has
mature vocals and has better
pronunciation, which is vital in
order for the listener to
understand and hear every word.

: I made sure the voice narration
was done in a quiet environment, to ensure no interference
occurred, which may make it difficult for the listener to hear what
is being said. However, during school hours when | first attempted
to include a voice over, lots of interference occurred due to the
tvpe of microphone used. In order to prevent this from
happening, | decided to use the microphone built into my home
computer, as that it purposely built for this kind of activity,
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Furthermore, so that | didn't smother my PowerPoint in animation and
slide fransitions, which may have made my presentation, seem to be
aimed at a younger age group, | decided to just have a slide transition
whenever the viewer clicked on the page they required so that it
made the PowerPoint look interesting to read, but | didn’t put
animation on text orimages as that may have got on the viewers
nerves through having to wait until all the information had presented
itself onto the screen, | did this by:

1)Clicking on “slide show" in the
tool bar above.

on the back of your
ack pillow may help to

1) Then | scrolled down to
where it says “slide
transition . "

2) After that | chose the
transition
| particularly liked.

3) 1 did this to every slide, untfil |
was happy with the result.

K of your
ing a back pilow may help to

Finally, to split all the text up | decided to include videos. | included
these into my PowerPoint by doing the following:

: 4 o i 1) linserted an action butfton
The osts of Computer Related Il-nealtn through auto shapes and

right clicked. A menu bar
appeared and | scrolled
down to where it said
“hyperlink.” When the grey
box appeared, | clicked on
the drop down menu next to
where it said, “Hyperlink to...”
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| scrolled down to where it said URL and then typed in the
website address which the video was located on. The videos
explained the effect computer related ill-health could cost your
business organisation and stretches you can do to prevent
computer related ill-health. | thought they were very important
for both emplovers and emplovees to know, and also it added
interest to the slide show, as it was different from the slides of text
presented on previous slides.

To receive feed back on my PowerPoint to see how | could improve it, |
decided to create a questionnaire for my peers to complete, so that |
could improve certain areas of my presentation. Here is a copy of my
questionnaire.

B Microsoft Excel - ICT Slide Show Qui resls @] x(

B] Fle  Edit View Insert Formak  Tools Data  Window  Help
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El6 - =
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T & T & T i} T B T & i i} i

1 ICT Slide Show Questionnaire

From doing this questionnaire, | decided to include more pictures to
break up the text, to make it more interesting for the viewer to read. |
believe that questionnaires are a good way to evaluate vou
presentation and understand how vou can improve it also.

In conclusion, | thought my presentation was appropriate for my target
audience and was good all round. If | was to improve my presentation |
would add more images and do my voice over in a better
environment, so there is no interference.




