Designing effective PowerPoint presentations
The speaker’s challenge: When you present to a group, you usually have an hour or less to win their hearts and minds. You need to identify the challenge or ‘pain’ from the audience’s point of view.
The usual presentation scenario:

· too much text

· long lists of bulleted lists

· lots of detail: distracting images, too many colours, too cluttered

· may not be relevant for the audience needs

· not remembered.

You can streamline your presentation by:

A. focusing on your audience’s needs

B. minimising the text on the slides

C. add impact with sparse design

A. Focus your presentations on the needs of your audience.

Respect those who come to you with open ears and foster a sense of community. — P.T. Sudo

1. Know your audience
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Who is the audience? What are their backgrounds? How much background information about your topic can you assume they bring to the presentation?
What is the purpose of the event? Is it to inspire? Are they looking for concrete practical information? Do they want more concepts and theory rather than advice?
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Why were you asked to speak? What are their expectations of you?
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Where is it? Find out everything you can about the location and logistics of the venue.
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When is it? Do you have enough time to prepare? What time of the day? If there are other presenters, what is the order (always volunteer to go first or last, by the way). What day of the week? All of this matters.


Source: http://www.garrreynolds.com/Presentation/prep.html

2. Use a structure the audience is familiar with such as a classical three-act story. 
Planning template
Act 1: context and challenge or issue, where the audience is now and where they want to get to
Act 2: three key messages to get there (‘solving the pain’)
Act 3: pulling it together
a. Brainstorm the one key idea for the presentation.

b. Use slide sorter view or post-its to storyboard the presentation (or print 12 blank slides or notes view (3 slides per page). Plan in analog mode.
c. Use the notes page to write the script. You are creating a filmstrip, one slide per minute. The split-attention effect describes the dissonance audiences experience when they try to synchronise auditory and visual sources of information. Pare the information down to the basics. Does it pass the ‘so what?’ test: if not, delete.
d. Add graphics last.

3. Tie the presentation together with a common motif. 
a. You can use the slide background to indicate the level of the point you are making. [split screen black and white or dark grey]; create ‘bumper slides’ in a different colour; can hide them
b. Have a visual theme which caters to your audience. “Your audience expects a unique presentation”.

c. You can create your own background templates


4. What makes messages stick? Simplicity, connectedness, emotions, unexpectedness, credibility, stories

i. Stories connect with the audience, particularly if they are personal stories. They are easy to remember if they are short and interesting. Quotes also add credibility.
ii. Simple messages stick. 
iii. Connectedness and emotions – Images of people connect on a more emotional level. If the image is less important, you can decrease the opacity. Use colour to evoke emotion. Cool colours work best for backgrounds. Warm colours work best for objects in the foreground. If presenting in a darkened room, use a dark background with light text. If the lights are on, use dark text on a white background.
B. Simplify.
1. Aim to share three key messages in the body of your presentation with one idea per slide.

2. Write the idea as a sentence rather than a heading. People learn better if information is ‘chunked’ (Segmentation theory).
3. The graphics must clearly illustrate the point of the slide.

C. Add impact with sparse design. ‘Amplification through simplification’
1. Pictures speak louder than words ‘picture superiority effect’ – usually. [www.iStockphotos.com]
a. Use high quality images. If you are downloading iStockphotos small sized images (3 credits) seem to be good enough for PowerPoint
b. Reduce the ‘signal to noise ratio’. Simplify charts. Tables lack impact.
Pie charts: Used to display percentages with 4-6 slices.

Vertical bar charts: Used to show changes in a quantity over time. Limit number of bars to 4-8.

Horizontal bar charts: Used to compare quantities.

Line charts: Used to display trends.

c. Put the text within the image.

d. The people in an image need to look towards the text.

2. Use empty space

a. “The less clutter you have on your slide, the more powerful your visual message will become.”

b. Avoid bullet points. “The best slides may have no text at all.”
c. Bold key words to add emphasis

3. Create balance with asymmetrical design.

a. Use the ‘rule of thirds’ with guides in View.
4. The ‘big four’ are contrast, repetition, alignment and proximity.

a. “Every good design has a strong and clear focal point.”

b. Use the same or similar elements through the design to tie it together. You can shift the size and location around the slide.

c. When text on consecutive slides is nearly aligned it provides a less professional look.

d. Related items should be grouped. Where does the eye go first? Next?
Other useful hints
Handouts
After your presentation, provide your audience with a handout that provides the detail of your presentation.
Delivery

Never turn your back on your audience.

Start strong. The first 2-3 minutes of the presentation about the most important.

Keep it short. 

Move away from the podium. Use a remote control device to liberate you from the computer.

Use the ‘B’ key to blank the screen when what you are saying doesn’t relate to the current slide. Push the ‘B’ key again to reactivate the screen.

Keep the lights on. The audience won’t fall asleep and they can see you.

At all times be courteous, gracious and professional.

Fonts

Use the same font consistently through the presentation.

Sans serif fonts normally best for PowerPoint.

Gill sans is a ‘friendly’ font. Try to avoid Helvetica.

Other media
Use video or audio where appropriate to promote active cognitive processing.
Avoid using clip art.
Setting guides

To divide the slide into thirds set the horizontal guides at 3.20 from centre line and the vertical guides 4.20 from centre line.

Resources
Books

Atkinson, Cliff (2007) Beyond Bullet Points: Using Microsoft® Office PowerPoint® 2007 to Create Presentations That Inform, Motivate, and Inspire. Microsoft Press
Reynolds, Garr (2008) Presentation Zen: Simple Ideas on Presentation Design and Delivery (Voices That Matter). New Riders Press
Web sites including blogs
Garr Reynold’s Presentation Zen web site provided much of the information above. 
http://www.presentationzen.com/
For a more structured approach to planning a presentation, Cliff Atkinson has provided a lot of free information on his web site.

http://www.beyondbulletpoints.com/
Training

The only trainer I know that is delivering workshops on this topic is:

Mary Rafter (PhD student)
School of Education

The University of Queensland

Email mary_rafter@yahoo.com

Skill: Decreasing the opacity of text boxes.





Skill: 


Creating your own background template using a slide master


Creating slide guides





Skill: Printing blank slides.





Skill: Using the notes page.


Exporting Word documents to PowerPoint





Skill: Ungrouping clip art (jigsaw example)





Skill: Sending images behind a text box.
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