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helping your speakers create the best presentations ever

Go into almost any educational session at an associ at
laptop computer with a screen looming behind. In the best circumstances, the screen shows slides of relevant points,

pertinent pictures, and creative charts. In the worst circumstances, the screen is a jumble of small text, exploding

headlines, and unreadable graphics.

In the past five years, electronic presentation softwares uc h as Mi ¢ r 0® lasbécome ouRralusteyr Po i nt
standard. But a bad PowerPoint presentation can muddle the message your speaker wants to convey. Blue Sky

Broadcast offers the following guidelines for creating PowerPoint presentations that you can cut and paste into your

own handout for your speakers.

Top Eight Rules for Creating a PowerPoint Presentation:

1. Remember that youare the presenter, not PowerPoint. Use your slides to emphasize a point, keep yourself on
track, and illustrate a point with a graphic or photo.Do n ' t read the slides.

2. Don’t make your a ditdr Beaptegt tota migindum {648 lines pet slide] @ snore than 30
words per slide). The bullet points should be headlines, not news articles. Write in sentence fragments using key
words, and keep your font size 24 or bigger.

3. Make sure your presentation is easy on the eyes. Stay away from weird colors and busy backgrounds. Use easy-
to-read fonts such as Arial and Times New Roman for the bulk of your text, and, if you have to use a funky font,
use it sparingly.

4. Never include anything that makes you announce, *“
they can read it before you begin. Print out all your slides on standard paper, and drop them to the floor. The
slides are probably readable if you can read them

5. Leave out the sound effects and background music, unl ess i tconsentbeidgpr@sented.Ifioo t h e

haven't made arrangements wi t h presénation Wwur fudiehce meenleers ¢ 0 0
might not be able to hear your sound effects anyway. The same goes for animated graphics and imbedded

movie files. Your sounds and animated graphics will not be functional on the synchronized version of your

webcast.

6. Sureyoucanma ke the words boomerang onto the slide, but
you use them at all. Remember that some of your audience may have learning disabilities such as dyslexia, and
swirling words can be a tough challenge. These animations will not be functional in the webcast version.

7. Proofread, proofread, proofreadyoYoucdmpang’ ' s0ndim
presentation in front of 40 colleagues, with your boss in the front row.
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8. Practice, practice, practice. The mor e ti mes you go through the pres
slides for cues and the smoother your presentation will be. PowerPoint software allows you to make notes on
each slide, and you can print out the notes versions if you need help with pronunciations or remembering what
comes next.

Places to Go for More Help

1. www.Microsoft.com for a host of free templates, tutorials, and tips on using PowerPoint software.

2. http://norvig.com/Gettysburg/ for an illuminating example of how PowerPoint can kill a presentation (What if
Abraham gave the Gettysburg Address on PowerPoint).

3. http://www.bitbetter.com/powertips.htm for more tips and tricks.

Beth Ziesenis has taught adult computer classes, including PowerPoint, for more than five years. She is the Multimedia
Education Manager for Blue Sky Broadcast and can be reached at bziesenis@blueskybroadcast.com, or 877 925 8375 x
810.
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