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Presentation Tips

Know what your purpose is.   What do you want the audience to do?  What is your point b?

EXERCISE:
If your audience could remember only three things about your presentation, what would they be?

(1)__________

(2)__________

(3)__________
Practice your talk and practice with the equipment.  

Pace yourself.  You will not be able to convey everything.  Not even if you speed up.  Speak at a moderate pace using a change in speed for interest.  

Use the Rehearse Timing feature in PowerPoint to track your pacing & timing.

Record your presentation and watch it multiple times.  What you do well?  What you could improve?   Enlist a colleague or friend to observe you.  (Pick someone who will be both honest and will give constructive suggestions.)

Watch others and note what makes their presentations good or mediocre.   (Look into http://ignite.oreilly.com/  for 5 minute presentations.)

Slide Tips

Only use information & graphics that are essential to your message.   People will read instead of listen.  If the audience can simply read the PowerPoint handout, they don’t need to attend the talk.

Keep text at 30 points or larger.  Also use a strong color contrast such as black & white or navy & white.  

Remember, PowerPoint is a tool designed for graphics; use text sparingly.   

That said, make sure that your graphics support your message.
Make sure to have white/negative space.  It gives your message more impact and makes text easier for the audience to read.
Use features – animation, transitions, etc – sparingly.  Otherwise, PowerPoint becomes the star of the show.  

Your institution may have  a contract with Microsoft.  This means you can get more photos & images for your presentations online.  See “Clip Art on Office Online” link.

iStockphoto sells inexpensive quality photos http://www.istockphoto.com
Use SmartArt to show processes, lists, cycles, hierarchies, etc.

Use the Slider Sorter view to evaluate the flow of your presentation and to make changes in slide order. 

Use Alt-Tab to navigate between programs without having to end your PowerPoint Show.  Use ‘B’ key to blank the screen.

Presenting Numbers

Numbers have more punch when presented in graphical form.  

Pie Charts. Used to show percentages. Limit the slices to 4-6 and contrast the most important slice either with color or by exploding the slice.

Vertical Bar Charts. Used to show changes in quantity over time. Best if you limit the bars to 4-8.

Horizontal Bar Charts. Used to compare quantities. For example, comparing infection rates among the four departments of the hospital.

Line Charts. Used to demonstrate trends. 
