








Appendix D
Instructions for Multimedia Presentations

Locate the movie file by using the buttops along the left (My Recent Documents, Desktop, My
Documents, etc.) or use the drop-dgwh arrow. You will need to look through folders, then select the file

(left-click on it once) and click OK.

The video is inserted, and you are asked how you would like the video to play.

Microsoft Office PowerPoint

1 ) Howe do wou want the movie to start in the slide show?

[ Show Help = ]

uutnmatically { [ when Clicked

Select Automatically for your video to begin playing once the slide loads, or When Clicked if you would
like to start the video yourself. To start it yourself, you would left-click on the video, once, in Slideshow

mode.
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Resize the video by clicking on a corner (left-click and hold button) and dragging the edge until the
desired size is reached. Keep in mind that the larger you make it, the grainier the video will become.

You can position the video by either dragging it with the mouse (left-click and hold button, move to
desired location, release button) or by using the arrow keys on your keyboard (some laptops don’t have
arrow keys).

Test the playback by pressing F5 on the keyboard to enter Slideshow mode, then advance to the slide
with the video on it. If you set it for automatic playback, it should play; otherwise, click on it to start the
video playing.

That's all there is to it! Remember to save your file when you're finished. If you need to have a control bar
in order to pause the video and advance manually (as is the case with a fast video or simulation), refer to
the next immediate section.

Note: Don't forget that we've only linked to the file on your hard drive. We still need to get the video files
and other files in the presentation packaged together for submission. This process is covered in section
3.0, Preparing Presentation Files for Submission.
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3.0 PREPARING PRESENTATION FILES FOR SUBMISSION

3.0.1 Package for CD

PowerPoint 2003 comes with a very useful feature called Package for CD. The Package for CD tool
moves all the files associated with a PowerPoint presentation onto a CD—or alternatively, a folder, which
is what we will be using—and creates links directly to those files, eliminating the old link that pointed to
your C: or network drive.
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With your presentation open in PowerPoint, click on File, then Package for CD.
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Package for CD D_q

. Copy presentations ta a C0 that will play on computers
= running Micrasoft Windows 98 Second Edition or laker, even
without PoweerPaink,

Mame the CO: | ‘resentakioncD |

Files to be copied:

Presentationl.ppt add Files, .

Linked files and the PowerPaint Yiewer are
included by default, To change this, click Options,
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The Package for CD dialog window appears. Click on Options....

Options E|

Include these files

(_[¥owerPaint Wiewer (ko play presentations without using PowerPaoint;
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Select how presentations will play in the viewer:

([ Dinked files
mbedded TrueTvpe fonts
(These files will not display in the Files to be copied lisk)

Help protect the PowerPoint Files

Password to open each File; | |

Password to modify each File: | |
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Uncheck the PowerPoint Viewer checkbox. VeWinked files and Embedded TrueType fonts are
checked. Do not enter a password. Click OK.
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Package for CD fz|
. Copy presentations to a CD that will play on computers
‘:‘@ running Microsoft Windows 98 Second Edition or later, even
without PowerPoint,

Mare the CD; | resentakionc |

Files to be copied;

Presentationl.ppt add Files, .

Linked files and the PowerPoint Yiewer are
included by default, To change this, click Options,

q Copy to Folder, ., ? Copy ko CD l [ Close ]

Now click on Copy to Folder...

Options. ..

Copy to Folder E'

Copy files ko a new Folder with a name and location you specify.

Folder name: | ‘resentakionCh) |

Location: |C:'|,D|:u:uments and Settings'l,administrat| [ Browse. .. ]

[ Ok, l [ Cancel ]

Press the backspace or delete key on your keyboard, then name the folder according to your tracking
number, which you should have received via e-malil at the time you submitted your
paper/abstract/manuscript.

Change the destination for this new folder by clicking Browse and choosing a location. Or just accept the
default location (My Documents) by clicking on OK. The Package for CD tool will copy the files, fix the
links and close. Close PowerPoint. We are now ready to Zip the files for easier submission.



3.0.2

Compress the Presentation Files with WinZip
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In this section we will compress the folder containing all of your presentation files and end up with a single
file to submit. Go to the location where you placed the folder with your presentation files (from Package

for CD).
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If you have the latest version of WinZip, you can right-click on the folder and be able to make a .zip file of
it fairly easily. Simply right-click, go to WinZip, then Add to [YourFile].zip. (YourFile is just an example;
your view will actually have the name of your folder).

After the compression is finished, you will have a single .zip file. Submit this file using instructions
contained in Appendix G, Paper and Presentation Submission Process: Uploading JANNAF Papers
and Presentations to CPIAC’s Secure Web Site. These instructions are also available on the JANNAF
Web site at www.jannaf.org. Once your file is uploaded, you are good to go!
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DISTRIBUTION STATEMENTS AND THEIR CORRESPONDING REASONS FOR USE

Statement A:

“Approved for public release; distribution is unlimited.”

Note: No other markings or notations to be cited with this statement.
This statement shall not be used on classified documents.

Statement B:

“Distribution authorized to U.S. Government agencies only; (fill in reason); (date of determination). Other
requests for this document shall be referred to (insert controlling government office).”

Statement C:

“Distribution authorized to U.S. Government agencies and their U.S. contractors; (fill in reason);
(date of determination). Other requests for this document shall be referred to (insert controlling
government office).”

Statement D:

“Distribution authorized to the Department of Defense and U.S. DoD contractors only; (fill in reason); (date of
determination). Other requests shall be referred to (insert controlling DoD office).”

Statement E:

“Distribution authorized to DoD Components only; (fill in reason); (date of determination). Other requests shall
be referred to (insert controlling DoD office).”

Statement F:

“Further dissemination only as directed by (insert controlling DoD office), (date of determination), or higher
DoD authority.”

Note: Statement F is normally used only on classified technical documents (cite DoD 5200.1-R, para
5.208), but may be used on unclassified technical documents when specific authority can be cited.

Statement X:

“Distribution authorized to U.S. Government agencies and private individuals or enterprises eligible to obtain
export-controlled technical data in accordance with regulations implementing Title 10 U.S.C. 140c; (date of
determination). Other requests must referred to (insert controlling office).”

Note: THIS STATEMENT SHALL NOT BE USED ON CLASSIFIED DOCUMENTS. IT MAY BE ASSIGNED TO
FORMERLY CLASSIFIED TECHNICAL DOCUMENTS.

**|TAR Statement: “WARNING - This document contains technical data whose export is restricted by the Arms Export
ITAR Statement can not Control Act (TITLE 22, U.S.C., Sec 2751 et seq.) or the Export Administration Act of 1979, as
be used alone if paper is amended, Title 50, U.S.C., App. 2401 et. seq. Violations of these export laws are subject to severe
DoD funded. criminal penalties. Disseminate in accordance with provisions of DoD Directive 5230.25.”

All technical documents marked with distribution statements B, C, D, E, F, or X must also be marked with the “DESTRUCTION
NOTICE - For classified documents, follow the procedures in DoD 5200.22-M, National Industrial Security Program Manual,
Chapter 5, Section 7. For unclassified, limited documents, destroy by any method that will prevent disclosure of contents or
reconstruction of the document.”

“REASON” STATEMENT

A|/B|C|D|E|F|X

PUBLIC RELEASE (Approval required by Public Affairs Office) X

ADMINISTRATIVE OR OPERATIONAL USE. To protect technical or operational data or information
from automatic dissemination under the international exchange program or by other means. This
protection covers publications required solely for official use or strictly for administrative or
operational purposes. This statement may be applied to manuals, pamphlets, technical orders,
technical reports, and other publications containing valuable technical or operational data. X | x| x| x

CRITICAL TECHNOLOGY. To protect information and technical data that advance current
technology or describe new technology in an area of significant or potentially significant military
application or that relate to a specific military deficiency of a potential adversary. Information of
this type may be classified.

(All technical documents using the reason “Critical Technology” or “Direct Military Support” also X | x| x|x
must add the ITAR Statement below the Distribution Statement being used.)
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DIRECT MILITARY SUPPORT. To protect export-controlled technical data of such military
significance that release for purposes other than direct support to DoD (to bid or perform on a
Government contract) may jeopardize an important technological or operational U.S. military
advantage. Designation of such data is made by competent authority in accordance with DoD
Directive 5230.25.

(All technical documents using the reason “Critical Technology” or “Direct Military Support” also
must add the ITAR Statement below the Distribution Statement being used.)

FOREIGN GOVERNMENT INFORMATION. To protect and limit distribution in accordance with the
desires of the foreign government that furnished the technical information. Information of this
type normally is classified at the CONFIDENTIAL level or higher in accordance with DoD 5200.1-R

PREMATURE DISSEMINATION. To protect patentable information on systems or processes in the
developmental or concept stage from premature disclosure that might jeopardize the inventor’s
right to obtain a patent.

PROPRIETARY INFORMATION. To protect information not owned by the U.S. Government and
protected by a contractor’s “limited rights” statement, or received with the understanding that it
not be transmitted outside DoD or the U.S. Government without the permission of the proprietary
rights owner.

SOFTWARE DOCUMENTATION. Releasable only in accordance with DoD Instruction 7930.2 and
AFl 33-114.

TEST & EVALUATION. To protect results of test and evaluation of commercial products or military
hardware when such disclosure may cause unfair advantage or disadvantage to the manufacturer
of the product.

SPECIFIC AUTHORITY. To protect information not specifically included in the above reasons and
discussions but which requires protection in accordance with valid documented authority such as
Executive Orders, classification guidelines, or DoD or DoD-Component regulatory documents.

When filling in the reason cite “Specific Authority (identification of valid documented authority).”
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1979, as amended, Title 50, U.S. C., App. 2401 et seq. Violations of these export laws are subject to severe penalties. Disseminate in accordance with provisions of DoD Directive

5230.25.

DESTRUCTION NOTICE: For classified documents, follow the procedures in DoD 5229.22-M, National Industrial Security Program Operating Manual, Chapter 5, Section 7. For
unclassified, limited-distribution documents, destroy by any method that will prevent disclosure of contents or reconstruction of the document.
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Objective

These Style and Format Instructions are
provided to assist you with the preparation
and design of a JANNAF presentation.



Overview

These instructions will include guidelines for
the following:

 The basic parts of a presentation

 Distribution statement and other required
markings

e Style and formatting specifications
e Saving the presentation electronically



Basic Parts of a Presentation

Include a “title” slide that includes author

name

and organization, and distribution

Statement.

Include a “purpose of the work” slide; this
may be called the Objective.

Incluc
main

e an “outline” slide that highlights the
points that will be presented.

Includ

e a “summary” slide.



Distribution Statement

The distribution statement and any other
required markings such as the export
control warning and destruction notice
must be included at the bottom of the first
slide of the presentation. Even if your
presentation has been approved for public
release, the distribution statement must be
displayed.



Style and Format

_Imit the number of slides to about 15-17.
Use 18 pt, or larger, modern bold font.

Use tick marks rather than full grid lines on
graphs.

Limit the number of bulleted lines to <8.

Choose horizontal (horizon) format for all
slides/charts.

Limit the use of color.




Saving the Presentation
Electronically

Save the presentation file in Microsoft
PowerPoint standard format, 2003 or later or
Adobe PDF, Versions 7 or 8.

Videos are not embedded in the presentation;
they are linked to videos on your hard drive.

Make sure that videos (with extension .mpg,
.mov, or .avi) are uploaded along with your
presentation.

Refer to Appendix E for instructions on
compressing your images.



Summary

JANNAF presentations must be organized
and prepared according to guidelines.
They should adhere to structure and style
standards. A distribution statement as well
as any other required markings must be

displayed on the first page/slide. And they
must be saved electronically.
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PAPER AND PRESENTATION SUBMISSION PROCESS:
UPLOADING JANNAF PAPERS AND PRESENTATIONS TO CPIAC’S SECURE WEB SITE

Due to security classifications and the typically large size of the electronic files that need to be submitted, JANNAF
conference papers and presentations should be uploaded via CPIAC’s Secure Document Submittal site.

1)

2)
3)
4)
5)
6)
7

8)

9)

Go to http://www.cpiac.jhu.edu, select Document Submittal [Login required] from the Tools and Resources
section.

Choose info base: JANNAF Document Submission Database

Type in User Name: JANNAF

Type in Password (contact CPIAC at (410) 992-7300 for current password)

Click on Meetings

Click on the link for the appropriate meeting.

Choose Add Document (located on the left sidebar)

Complete the Add Document form. Remember to title your document, including the JANNAF tracking 1D
number; mark Upload from Client; attach your file via Path; choose the appropriate file format under

Document Type; and click on Apply. If you are uploading a ZIP file, choose Other for the Document Type.

E-mail papers@cpiac.jhu.edu to notify CPIAC that the file has been successfully uploaded.

If you are unsuccessful in using the electronic submittal method above, papers and presentations may be submitted
on CD or DVD to the mailing address below. Discs should be labeled with the name of the person who will present
the paper(s) and the respective tracking ID number(s).

The Johns Hopkins University

Chemical Propulsion Information Analysis Center
Attn: JANNAF Meeting

10630 Little Patuxent Parkway, Suite 202
Columbia, MD 21044-3286





