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5 POIMTS CHECK-LIST FOR OHP SYSTEM
sssa -»e

Check over before your operation !

1. Over Head Projector

The Over Head Projector (OHP) is an apparatus which projects a
transparency sheet from the stage onto a screen. Name and function of major

parts are as follows.

a. Projection Head

Move it up and down to project the picture
according to the screen height. The !ens
always must be kept clean.

f. Screan

Place where everyone can see it.
Blackout curtains are not always

necessary.

b. Focusing Knob

Adjust knob by turning to focus
picture.

c. Stage

Transparencies are put on
it, Must be kept clean.

●4^

'd. Fan & Power Switch

Do not cut off power before

cooling lump completly.

e. Lamp Switch & Bright Control
If the room is too lit, turn rightand if the room

is lit normally return left.
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2. Scripts

Naturally, this is the most impor

tant for presentation because the results

of the presentation depend on the scripts

which are prepared in advance.

3. Transparency Sheets

Scripts or handouts can be easily

copied onto transparency sheets by us

ing ordinary copy machine.

4. Colouring

\

Colour the sheet using mark pen
colour transparency sheets to offer more

distinguishable information and effective

presentation.

or \

Layout of the room where the pres

entation is to be done is important for

good presentation.
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2 . Papers for Scripts

You can choose any A4 size ordinary paper

(typing paper, letter paper and so on).

a)

IT*.. .20 cm
TIT

' Letters beyond
' this broken line

1 cannot be
projected.

Use Square paper or Graph paper, if it's

possible, which is better for drawing charts

and writing letters in the same size and
order.

I
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I

n
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C) Caution

Letters and charts must occupy in the script

paper a space no longer than 20 cm x 24.5
which is the maximum size that can be

projected. Be careful to put writings out of

this space I

cm

3. Size of Letters

It is essential for OHP presentation that the au

dience are able to read and understand what are pro

jected and get good impression. For that, write Clear

and Legible writings. You should write letters in Block

in case of handwriting. It may be the ideal that if you

can use micro computers' word processor which help
you to make more clear and understandable letter.

a)

q

/-

3. /U:

v*l—

O °

Write letters and numbers in order. The normal

height for capital letters which the audience can read

may be 7 mm. For the title or the part to be

emphasized, use bigger letters. 10 mm is the opti

mum height even from the back of 100 or more

audience.

b)I can't read it! ^

What is written?
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4. Quantity of Information for One Sheet

To make understandable and well impressible transparency, don’t mount

so much information on a paper at once. Please make it considering the following

standard.

A Standard TP Sheet

contains:I
a) if you try to put more, letters are

going to be small and that brings

confusion.

'«●1

iS'tdpic on : ^5-papera

5^td' 6 words in 1 line
9-

t-:

'.V
'i: <u.

8^^to 10 Sines ^m1 page.i.

b) Also, please avoid numbering only

that is boring.

5. Layout of TP Script

Standard layout of transparency sheet is as follows.

Number of TP in order

2/5

\ Cardboard Frame: To handle TP easily

r
TitleL

" a) Put title at the top centre position.
r — ~i

IV-;; ■'I-

● -r

b) Locate main points at the centre.
Human eyes tend to see the centre of
objects so the centre of the screen can
catch the audience attention easily and

frequently.
{

d) Place Charts and Drawings

Use charts and drawings as much as

possible (see Chapter 3).

"I

I

I
Main Points

^ I
I ^ <: -■ I

i'5'

t; T—r

M a t^'T'e T 's IfeO^theT
I i

\ ^
I

d) Other matters.\
\

/V .m‘A m
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Hii CLEAR GRAPH AND CHART DRAWING
1. BB

Arrange your concept and place graphs and charts on your transparency

as much as posible. They help audience to understand your explanation better,

easier and faster than those only in the letters.

1. General Considerations

Genera! considerations for effective graph drav/ing are as follows:

a) Make sure the objective of graphication or in other word what are you

going to show them in graphs or charts.

b) Chose the style (Line, Bar, Pie ?) carefully comparing the efficacy acording

to the subjects to show.

c) Draw same topics in the same style. Otherwise, audience may confuse in

comparing results.

A Model of Chart
Don't forget Unit / Don't Forget Title !

I

Rainfall after Plantation Season
Tiva Pitot Forest (1987-1991)

mm

Tick-Marks should

be writen well in

same space

300 -

Put Comments 19B7-&6

1936-69on occasion.

1989-99

1990-91

Legeqd seems to be
unnetessary since you

are going to explain.

Dry Season /

/

Mar
Grid-Lines might be
helpful! to compare
the value of each line.

Fab

Monih

AfSopi9it ffom: Ttkahaoh! M.
arrp Allot faraar Hmaarl rOBf (Mar. iSSS)

Don't forget to

acknowledge Source of
Data, Date, Name, etc.

Don't forget Axis Name !
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2. Line Chart Drawings

Try to simplify
like me !

This is a bad example of line chart /

It would be Improved, if you were keeping following recomendation.

a) Select a maximum of three or four kinds of

lines. In other words, only three of four

things should be compared in each graph.

Combination of more series cause confusion

and uninteresting to audience.

Lines should be drawn to an even width. And each line width should

be enough dtfferent or distinguishable to compare.

c) Changing of point pattern { + X ) is useful to identify each line.

I

Rainfall after Plantation SeasonI
Tiva Pilot Foreat (1987-1991)

10B7-Se

Td&e-asI

iBe«*oo

19B0-91

1

I

I

Monlh

Iroo: TnkBtio9ht u

enE-j.?
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3. Hatching Feature for Chart Drawing

For bar and pie charts, which represents ratios by area, hatching is used

to apply to classify different items in charts as well as colours. i he following are

general examples of hatching paterns.

mM

If you are creative, hatching patterns would be available more but whatyou
to note in combination of those are :have

Use only 3 to 4 hatching patterns. If more are used, it will become difficult

to distinguish each part.

a)

Don't place too much difference, in trems of density, hatching paterns

together. This gives the audience an optical illusion.

b)

For example !

bar A: The hatching pattern of the top
part is darker than that of the

bottom part. It gives the
unsettled impression,so reverse

the hatching pattern, dark at the
bottom, light at the top.

I
I'JiAV

bar B: Needs to distinguish by hatching
or colouring after copying to
transparency sheet.

3

%

bar C: Needs clearer and more

distinguishable hatching. Do not
draw line pushed out and draw

line in same space.

i

bar D: Gives an optical illusion, so the

hatching patterns need changing.
DCBA
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4. Balance of bar chart

Draw a well-balanced bar chart so as not to make the audience
Be careful about making scales of graduation along the verticalconfused,

and horizontal axes, and also about the width of each bar and the space

between bars.

Each bar is too thin giving a poor

impression.

Each bar is too thick giving an

oppressive impression.

Both chart A and B show the same subject, but they give quite different

impressions, because of the scale along the vertical axis.

B

I

It is preferable to use graphic softwear on micro-computer that makes all

of those processes automatically. Both Muguga and Kitui Training Centre may

help you to compile more clear graph for training course.
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2. Flow Chart Drawing

If you are going to explain some process, flow charts might be effective.

Those will be more understandable than just pointing out the items.

Example of ordinary TP script

giving mediocre impression.

A series of processes shown by flow

chart making good modulation among

each stages.

CollectionO

o t

Seed

/

C» t
No Treatme it

I
0

■ Pretreatmenti
r'

I- ^ <■

Sowing

ZTT5?

0 yf

Seed bed Pot
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Till OPERATING THE OHP MORE EFFECTIVELY
1

Aren't you using OHPJust to project the picture on the screen?

Use these techniques for effective presentation.

1. Using the Lump Switch

To draw maximum attention of

audience, use the lamp switch turning

on and off according to the progress of

your presentation.

For example, if the power switch

goes on suddenly, the audience will

direct their attention to the screen. On

the contrary, if the switch goes off

unexpectedly, they will all turn to look

at the presenter.

0

You can use this attitude effectively during your presentation. But it is not

recommendable to switch on and off too many times to irritate audience.

2. Pointing Information on Transparency

It is unnecessary to go to point

the picture on the screen. You only

need to point the same parts on trans

parency on the OHP stage using a Ball-

Pen or a pencil. You can point to them

without turning your back to the audi

ence, so that you can see always the

audience's response.

You had better iay off the pen or pend! on the stage, ifyou are hoiding it,

the vibration of your hand wiii be transferred to the screen, so the part of the

picture, which you wish to point to, will not be dear.

Transparency on stage
TMBER

FUELWOOD

FODDER
Ball-Pen or Pencil

This shadow will be projected

on the screen as an indication.
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4. Laying Several Transparencies on Top of Each Other

This is useful to explain a complicated or multiple process to the audience.

You can divide the process into several parts and explain each of them

systematically.
Cardboard Frame

For example !

f

I

a| Firstly, put transparency 1 on the

stage so "0" is projected.

. t

0
y

Fix by Cellotape Fix by Cellotape

b) Secondly, put transparency 2 on top

of transparency 1, so "OH" is projected.

Y

/P
11,’/

c) Lastly, put transparency 3 on top of

transparency 2, so "OHP" is projected.

I
>

OHP i

h

/
!<f

^1
t
n

d) Also you can perform this in reverse

order c) - b) - a).

It is even more effective if you incorporate these four methods
mentioned above !
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3. Examples of Room Arangement

Many arrangements can be possible according to the objective and

number of audience. These are some examples.

Chairs Q O O O O

o O o o O
o o o o o
o o o o o

o oo o o

o

o

o

^ OHP
Table

o o o o o

o O O o o

Q o o o
o o o o O

o

o

o

oo o o o

b) For a long lecture to many peoplea) For a discussion of 12 to 20 people

QOO O Q O
O

o

o ooooo

d) For a short presentation to

people

c) For a discussion of 6 to 12 people many

A
o o o O O

o o o o

O O o o

o oo o

O O O O

O O o o

o o o o

O o
o o o
ooo
O O O

ooo
o O
O
O „Oo

□ O
	 	

o

f) Using two OHPs and two screens for

more advanced presentation

e) For a short presentation to many people.

A large audience sitting in a semi-circle

20



SCREEIM SETTING

1. Size of Screen

1.5 m X 1.5 m or 1.8 m X 1.8 m is the size which is usually used for OHP

screen.

2. Type of Screen

Mat-Type screen is better for

small room presentation because of its

large angle of reflecton. Both three-

legged support movable type and fixed

hanging type are available.
Visible from any side.

3. Projection Distance

Proper projection distances between OHP and Screen varies with the

model of OHP and size of screen. Followings are examples for the OHP of

focal distance 245mm.

ScreenOver Head Projector

1.8m X 1.8mFocus Length Stage Size 1.5m X 1.5m

2m1.7m245mm 25cm X 25cm

For other OHP, projection distance

can be calculated using the following
algebraic formula.

S' = the length of the screen

S = the length of OHP stage

d = the distance between

the screen and OHP

f = the focal length of OHP

head lens

d = f (S7 S + 1)

The focal length of the OHP can be

calculated using this algebraic formula.
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