RBHS Library

PowerPoint Tips

Presentation Design

· Proofread everything, including visuals and numbers 

· Keep “like” topics together 
Visual Elements

· Use contrast: light on dark or dark on light 

· Use clear, simple visuals

· Graphics should make a key concept clearer

· Place your graphics in a similar location within each screen

· Use quality clipart and use it sparingly

· Try to use the same style graphics throughout the presentation (e.g. cartoon, photographs)

· Limit the number of graphics on each slide
· Keep the background consistent and subtle.

· Use only enough text when using charts or graphs to explain clearly label the graphic.

· Keep the design clean and uncluttered.  Leave empty space around the text and graphics

· The graphic should relate to and enhance the topic of the slide
· Check all graphics on a projection screen before the actual presentation
Text 
· Avoid serif fonts such as Times New Roman as they are sometimes more difficult to read.

· Use no font size smaller than 24 point.

· Clearly label each screen.  Use a larger font (35-45 points) or different colour for the title.

· Use a single sans-serif font for most of the presentation (e.g. Arial).  Use different colours, sizes and styles (bold, underline) for impact.

· Avoid italicized fonts as they are difficult to read quickly
· No more than 6 to 8 words per line

· For bullet points, use the 6 x 6 Rule.  One thought per line with no more than 6 words per line and no more than 6 lines per slide

· Use dark text on light background or light text on dark background.  However, dark backgrounds sometimes make it difficult for some people to read the text.
· Do not use all caps except for titles.

· Use one font for the whole presentation.  Use different colours, sizes and styles (bold, underline) for impact

· Avoid italicized fonts as they are difficult to read quickly

· It is distracting if you use too wide a variety of fonts 

· Overuse of text is a common mistake: 

· Too much text makes the slide unreadable (stick to a few key words)  

· If your audience is reading the slides, they are not paying attention to you; if possible, make your point with graphics instead of text 
· You can use Word Art, or a clip art image of a sign, to convey text in a more interesting way    
**To test the font, stand back 6 feet from the monitor and see if you can read the slide**
Backgrounds
· Backgrounds should never distract from the presentation. 

· Using the default white background is hard on the viewer’s eyes; you can easily add a design style or a color to the background 
· Backgrounds that are light colored with dark text, or vice versa, look good (a dark background with white font reduces glare) 
· Colours appear lighter when projected; pale colours often appear as white 
· Consistent backgrounds add to a professional appearance 

· For a long presentation, you may want to change background designs when shifting to a new topic
· Keep the backgrounds consistent and subtle

· Keep the design clean and uncluttered; leave empty space around the text and graphics

· Do not pull images to use as a background and then place text all over them

Excitement

· Sounds and transitions can be annoying, so use sparingly

· Limit the number of transitions used; it is often better to use only one so the audience knows what to expect

· Animation effects can be interesting when used in moderation:
· Too much animation is distracting

· Consider using animated clip art

· Consider using custom animation

· You can insert video and audio clips into PowerPoint 
· You can also insert hyperlinks
· Avoid flashy graphics and noisy animation effects unless they relate directly to the slide.  
Colour

 

· Limit the number of colours on a single screen
· Bright colors make small objects and thin lines stand out.  However, some vibrant colors are difficult to read when projected.

· Use no more than four colors on one chart.

· Check all colors on a projection screen before the actual presentation.  They may project differently than what appears on the monitor.

 

 Presentation Pointers

· Check the spelling and grammar

· Do not read the presentation.  Practice the presentation so you can speak from bullet points.  The text should be a cue for the presenter rather than a message for the viewer

· Give a brief overview at the start.  Then present the information.  Finally, review important points

· It is often more effective to have bulleted points appear one at a time so the audience listens to the presenter rather than reading the screen
· Use a wireless mouse or pick up the wired mouse so you can move around as you speak.

· If sound effects are used, wait until the sound has finished to speak.

· If the content is complex, print out the slides so the audience can take notes.

· Do not turn your back on the audience.  Try to position the monitor so you can speak from it.
Final Reminders

· Everything should be clean and easily understood

· All text should be visible over the backgrounds

· No sentences – everything is bulleted thoughts

· Logic – slides should flow logically from one to the next

· PowerPoint is a tool – it is not to be the entire presentation

· Be selective – choose meaningful graphics and text

· Test your PowerPoint before the presentation – some colours will appear differently on the screen, some graphics may not load

· Consistency is necessary.  The font, size, layout, etc. should be the same from slide to slide

