
 1 OCWTP Common Ground 
Going Almost Paperless in an OCWTP Digital World 
June 2015 

 

Going Almost Paperless in an OCWTP 
Digital World: 3 Tips from an RTC 

Brian Wear, ECORTC Director 
 
Computers were supposed to make paper obsolete, but if you look at a typical Regional Training Center 
in Ohio, paper reams are ordered by the tons! In fact, over the past 10 years, trainee handouts have 
become larger AND larger because we copy PPTs handouts, and because trainers, in their energetic 
excitement to share everything, often include the kitchen sink in the handout packets. A few years ago at 
the Trainer Conference, a new method of creating PPT presentations was introduced. This method was 
designed to decrease “walls of words”, and use simple images or phrases to convey concepts.  This 
could dramatically increase the number of PPT slides. In fact, the presenters suggested that a 3-hour 
workshop may have about 75-100 slides! Seriously, a good idea for training screens, but for handouts---
not so good!  So, we suggest that you either make handouts of critical content, or an outline of content 
that is covered in the PPT.  This would be more useful to participants, and should decrease the number of 
pages of handouts. 

 
So, going paperless is one of my 2015 New Year’s Resolutions for ECORTC and home.  I am constantly 
looking for ways to NOT print.  Check my 4 tips and suggestions: 

Two Screens Are Better Than One 
A general tip, not necessarily for training, is to add a second computer screen that has HDMI 
connections and utilize a two-screen computer system.  It's very easy to set up and it pays for itself in 
about a year.  Use the second screen to display two documents that you need to compare and contrast 
to each other. Many people also print documents when inputting information from a document into a 
data base.  Instead of printing, you have the screen space to see all of your work! 

Save a Version of Your PowerPoint That Is Just for Printing 
When designing a PowerPoint, save a version that's black and white to save ink when printing.  Consider 
developing a second PPT and us it for  your handout; include only the slides that are valuable for 
participants to save (e.g.: omit slides that contain directions to small group discussions).  You can hide 
slides in PowerPoint, and not print them if needed. 
 

or 
 
For PowerPoint handouts, print the outline version of the PowerPoint to be the handout. To do this go 
to “File,” then “Print,” under “Settings” select “Outline” within “Print Layout” options.  For a typical 60 
slide presentation, the handout will be about five pages instead of 20 pages.  You can also convert it to 
the outline view and have us email it to participants to have on their iPads (if they have one). 
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It’s in the Rules 
Many do not know this, but the OCWTP RTC Standards state that handout packets are to be 
approximately 20 pages per participant to conserve funding and to be good stewards of taxpayers 
money.  So pick your handouts wisely!  I would go a step further and say to keep them to 10 or less per 
participant.   
 
Now that you have my 4 tips, I hope to see less handouts and more digital footprints in the training 
rooms! No trees were hurt or damaged in the creation of this article.  If you have any other great ideas, 
please share them with Laura Hughes, IHS, so we can set a point in time in the future where we are 
paperless. 
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