
Identify the audience

Identify the purpose

Prioritize the information

Choose a grid 

Draft the layout

Create an intentional visual path

Create a purposeful hierarchy

Use white space

Get feedback 

Triple check consistency
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10 STEPS TO 

CREATING One-Page REPORTS
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CREATING One-Page REPORTS
RESOURCES

Handouts

EXAMPLES

GRIDS

VIDEOS

Software Tips

All resources are online! To get these 
resources, point your camera phone here.

Tips & Tricks
For Designing in PowerPoint

Change the slide size. 
PowerPoint slides are not limited to the size of a regular PowerPoint! You can change 
the size to anything you want. In order to change the size to a letter sized paper, click 
on the Design tab, then from the Slide Size drop down, choose Page Setup or Custom 
Slide Size. From here you can choose Letter Paper, or any other size!  

Design Tab à Slide Size à Page Setup or Custom Slide Size

Turn on rules & guides. 
One of the most helpful features of using PowerPoint to design is the rulers and 
guides. These help to align your objects and keep a clean grid. To make sure your 
rulers and grids are visible, click on the View tab, then check off both Ruler and Guides. 
These guides are movable, and you can add more. These can be helpful in keeping 
alignment across a multiple page document. 
View Tab à Ruler  or Guides

See and label objects in the selection pane. 
Sometimes it’s hard to grab small objects, especially when there are a lot of shapes on 
your slide. The Selection Pane can be very helpful in times like these! To see your 
Selection Pane, make sure a shape is selected, then the Shape Format tab (or Picture 
Format tab) will appear, then click Selection Pane. From here you can select, hide, and 
even name the different objects on your slide!
Shape Format Tab or Picture Format Tabà Selection Pane

Align and space objects. 
Instead of using the arrow keys to align objects, make PowerPoint do the work for you. 
The align tool can automatically align shapes and textboxes. To do this, first select 
multiple objects you want to align, then click on the Shape Format tab (or Picture 
Format tab), and then Align. In this drop down menu you can even choose to distribute 
your objects, giving them equal space between them. 
Shape Format Tab à Align dropdown menu

Select exact colors with the eye dropper. 
Want to use the exact color of a logo or another image? Use the Eye Dropper tool to 
find the exact color. When changing the color of a shape or font, choose More Colors
at the bottom of the pull down menu. A new menu will pop up, at the bottom there is 
a small eye dropper. When you click this eye dropper your mouse will turn into a small 
eyedropper. Next click on the color you want to copy. 

More Colors à Eye Dropper
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10-Steps Guide Worksheet Feedback Form PowerPoint
Tips & Tricks

These handouts will help guide 
you through the creation of a 
one-page report, getting 
feedback, and a few tips and 
tricks on using PowerPoint to 
design your report. 

As you are getting started, it’s 
often helpful to look at examples 
of similar work. We have 
collected examples from the ATE 
community and have a Pinterest 
board full of other ideas. 

When thinking about layout, we 
recommend starting with a 
simple grid. Use these free grids 
by inserting them as images in 
any document. They will help you 
space and align your content.
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An Intro to 
One-Page Reports

Building the 
Foundation

Visual 
Strategies

Final 
Touches

There is a four-part video series 
that walks through the 
introduction to one-page reports, 
the 10-steps to creating, and 
some tips and tricks. Check them 
all out or just watch one.

We use PowerPoint to design our 
one-page reports. We also 
recommend a few websites for 
icons, images, and graphic design. Design: 

PowerPoint
Design:

canva.com
Icons:

nounproject.com
Images:

unsplash.com
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