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Use presentation visual

as handouts, presentation so
tions, enhance the effectiveness of the presenta-

tion. Develop presentation visuals that will enable
your audience to see, hear, and even experience
your presentation.
Encourage audience involvement. Skilled presenters
involve their audiences through techniques such as
asking reflective questioning, role-playing, directing
audience-centered activities, and incorporating cur-
rent events or periodicals that tie directly to the mes-
sage. One communications coach’s advice for gettin
an au(?ience “to sit up and listen” is to make tl%e reg
s:;tAUOn contemporary by wor]dng Twitter, texﬁlzl
o, and other technologies into the speech.® -

.

122¢ Closing

The c| 0SINgG Provi ity your p:
proy des unity to Tesent Y g
to your presentation by “telling
e audience what you have alrea Ly ol em € con-
the dy told them. The con.

clusion should be

‘your best line,
your most profound the g i mepan
information; or ought, your most memorable%?t oi”

your best anecdote. Because sten
b 9 List ers

tend to remember.
. what they h
strategically. Dy ey hearlast, use thes
the au 'Emile,s ::telof.’ aclosing that supports a:(f;n alwords
€1ton on your purpose stat e
ement.

* Commit the time and ape;

ation and using anecdof
; 5

s, When closing an ap ‘M

Alytic

in the P“esent

and {llustration
ation, state your conclusion and sup D
Port i,

sent:

- lights from your supporting eyiq.
summary, You should select our cornyy, e,
training program because it offers, . » ]m( e
sive presentation, the closing is often 5, |
for the members of the audience to tg) g,
or to look on the subject from a new D(Jn:);‘{” .

0

. Tiethe closing to the introduction to strengy,
the unity of the presentation. For example o
might answer the rhetorical question yo, f‘"w
in the opening, refer to and build on 5 L a5k

an anegd,,

ing close to a speech to motivate women |,
owners might be, “Life is too short to sp("\u‘! :‘.k
doing other people’s work and paying 1[,“‘): -
unhappiness. With appropriate pia\l];ilw<y \lf“
spend your days as I do, making a life \‘(‘1‘\\.1:;,‘,(:

s Use transition words that clearly indicate you areny;
from the body to the closing. Attempt to devel !
nal wordings rather than rely on standard
such as “In closing” or “In conclusion.

« Practice your closing until you can deliver it witht
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One item appearing out of place weakens

emphasis given to each item and can d]l;tra.c:-
audience attention from the message. Be ce! .
tain each major point relates to the key concep
presented in the slide title and each subponpt
relates to its major point. Unless sequence is
important, use bullets as they add less clutter
and are easier to follow than numbers.

Choose an effective template and powerful images to
reinforce ideas, illustrate complex ideas, and enliven
boring content. [mages and shapes are more visu-
ally appealing and memorable than words, and they
enable audiences to grasp information more easily.
Today’s audiences expect media-rich, dynamic visu-
als, not a speaker’s dense crutch notes displayed on
screen. Although photographs and clip art available
in your presentation software gallery are accept-
able, avoid images that are overused, outdated,
grainy, and convey an unprofessional tone. Instead
::,::Ch for or create'high-quality, professional images

convey- the desired message and can project
onscreen without distortion,

Choose an effective color scheme. The colors you
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a.dd apersonal touch to your work, Follow th
simple rules to plan a nondistra -

ting, compl
tary color schy i 5B comnlemen
e eme that has unity with the template

Limit colors to no more tha
Overwhelming feel,

Begin by selectin

nthree on a slide, to avoid an

or orgallizatimL For example, pr
-

ic 2
your 0P mentally friendly policic

ion ON environ ’ S Mig,
colors naturally associated vy, '
ess (earth tones, white an( bl
Cola would likely he

incorporate o
and cleanlin!
sentation to Pepsi-

4
(lmm‘,‘,;
around the company colors of red, white,

=30 o8 A

» Choose complementary foreground (text) colors
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The effective use of presentation visuals provides

10,
several advantages ™
Clarifies and emphasizes important points

Increases retention from 14% to 38%
Reduces the time required to present a concept

. Results in a speaker achieving goals 34% more often
than when presentation visuals are not used

. Increases the occurrence of group consensus by 21%
when presentaﬁon visuals are used in a meeting

12-3a Design of Presentation Visuals

PowerPoint still remains the standard presentation soft-
ware used in most organizational settings, even though
its use has given rise to such sayings as “Death by Power-
Point” and “PowerPoint poisoning.” The problem is that
too many presenters approach a presentation as if they
were reading a document to their audience rather than
delivering an interesting and inspiring message. The
result is “docu-points,” or presentations composed of
too many text slides that are overly complex, difficult to
understand, and boring. One example is an “electability”
PowerPoint slideshow sent by the 2008 Hillary Clinton
Campaign to all House Democrats that contained nine
slides, 275 words, one table, three bar charts, and two
pie charts. Such “docu-points” are usually less effec-
tive than a concise, well-designed handout or summary
report, !t .

Even though PowerPoint remains a standard in many
professional environments, other presentation software
packages are available. Flash is one of the best presenta-
tion software tools on the market because of its animation
mport video. Unfortunately, it also
takes a high degree of proficiency to use. Prezi is another

e

e
nonlinear and more interactis 87 OWEFPOTM iy

active and dynamic, Apple users
can use Apple Keynote. Other Ppresentation tools include
Google Docs and SlideRocket,

Regardless of the software package you choose,
your goal is to create an appealing, easy-to-read visual
aid that supports and enhances your main points with-
out overwhelming the audience. Presentation visuals
should possess the same degree of professionalism as
your delivery and personal appearance. You can cre-
ate dynamic and useful presentation visuals, including
slides, handouts, and notes pages, by following these
simple guidelines:
¢ Limit the number of visual aids used in a single

presentation. Although audiences value being able
to “see” your points, they also welcome the variety
provided by listening and the break from concen-
trating on visuals. Design compelling visuals that
direct the audience’s attention to major points and
clarify or illustrate complex information. Use pre-
cise, vivid language that will involve the audience
and enrich your message and delivery style.

© Limitslide content to key ideas presented in as few words
as possible or, better yet, visually. Well-organized,
crisp slide content enhances the audience’s ability
to grasp the speaker’s meaning and find immediate
value in the information. Good content also leads to
an extemporaneous delivery rather than a speaker’s
monotonous reading of scripted slides. Short text
lines are also easier for the eye to follow and open
up the slide with appealing white space. Whenever
possible, present complex information using graphic
aids, such as tables, charts, or diagrams.

© Develop only one major idea using targeted
keywords the audience can scan quickly,
understand, and remember. Full sentences
can be used for a direct quotation; oth-
erwise, less is more. William Earnest,
author of Save Our Slides, offers a cure
for verbalitis: “PowerPoint is not a word:
processor’—it is a visual medium in
which fewer words are always more.'*

° Keep type sizes large enough to read
when projected and to discourage

crowding slides with text. Strive for
these font sizes: slide titles, 44 point;
main bullets, 32 point; sub-bullets,
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an appealing font that can be read on-screen
icate, decorative, or condensed

ices that are difficult to read when projected. The
5 “?m simple lines of a sans serif font, such as Calibri,
-E[:];m;m, or Verdana, are ideal for projecting on a
Jarge screen, nEWSpaper headline, sign, or billboard.
A sans serif font has no short cross-strokes, known as
serifs, which provide extra detail that helps to guide
the eye on print media. Examples of serif fonts are
Times New Roman, and Garamond.

Cchoose
easily: Avoid del

Cambria,

. Follow these keyboarding rules for easy reading. Use

capital letters sparingly as they are difficult to read
rom a distance. Capitalize the first letter of impor-
tant words in slide titles (initial caps) and the first
etter of the first word and proper nouns in a bul-
eted list (sentence case). Omit hard-to-see punctua-
tion at the end of bulleted lists and elsewhere, and
avoid abbreviations and hyphenations that might
cause confusion.

Reflect legal and ethical responsibility in the design of

presentation visuals. Like the graphics you devel-
oped in Chapter 10, presentation visuals should be

DESIGNING COMPELLING SLIDES

uncluttered, easily understood, and should depict
information honestly.

* Proofread the visual carefully following the same
systematic procedures used for printed letters and
reports and electronic communication. Misspell-
ings in visuals are embarrassing and diminish your
credibility. Double-check to be certain that names
of people, companies, and products are spelled
correctly.

Figure 12.2 offers a review of slide design guidelines.
The poor example (left) relies on text to convey the mes-
sage, whereas the good example (right) illustrates the point.

12-3b Adding Multimedia to PowerPoint
Presentations

Multimedia uses a combination of different forms such
as text, audio, images, animation, video, and interactive
content. Multimedia contrasts with other media that only
use rudimentary computer displays, such as text-only, dia-
grams, or pictures, and other traditional forms of printed
or hand-produced material.

Triton Revenue Growth

o Uses i~ , 4
!‘:&m m;;:}i:?ﬁ% ::'nplate with high-quality, relevant image that is large enough for audience to
d * Uses hig 1 i s
3 Sl gh- mb?gnk;glr:::: and sans serif fonts to assure legibility. Color choices are complementary
hic (line chart) that conveys main idea instantly: Company’s growth and success.

woid misspellings that damage credibility.
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powerPol
wWeb or from pe!

create engaging presentations that can be u:;(:
n-house, with clients, or as presentations tha
downloadable from the Internet. Links to
zfdio and video files can also be embedde?d in
PowerPoint and played during presentations.
Possibiities include playing sounds and mov-
{es continuously throughout the slide show,
across several sequential slides, or only when
dlicking on & sound or movie image.
Adobe Flash is another software program
that allows you to create presentations with
powerful animation. A big advantage of Flash
isthat itallows you to put presentations directly onto your
website because it offers very good video compression
technology: The biggest problem with Flash is that it can
be a difficult system to use and is somewhat expensive to
buy as an add-on to existing software.

12:3c Design Tips for Audience Handouts
and Notes Pages

Audience handouts should add value for individual audi-
ence members; otherwise, the information can better
be conveyed in a projected format for group benefit. An
effective handout can help audience members remember
yourmessage, serve as a reference for later consideration
Or action, and encourage involvement when space is pro-
vided for note taking or response. You can prepare useful
Presenter notes on small index cards or on pages gener-
ated by electronic presentation software.
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1245 Delivery Method

OUr prege,
3 Ntation
S it methods can be used: memorized,
Ptu, and extemporaneous. Impromptu

generally more useful for

and the speaker who forgets a point and develops a mental
block might lose the entire speech. Memorized speeches
tend to sound monotonous, restrict natural body gestures
and motions, and lack conviction. For short religious or
fraternal rites, however, the memorized presentation is
often impressive.
Manuscript, or scripted, presentations involve
writing the speech word for word and reading it to the
audience. For complex material and technical conference
presentations, manuscript presentations ensure content
coverage. Additionally, this style protects speakers against
being misquoted (when accuracy is absolutely critical)
and fits into exact time constraints, as in television or
radio presentations. Speeches are sometimes read when
time does not permit adequate preparation or when sev-
eral different presentations are given in one day (e.g., the
speaking demands of the president of the United States
and other top-level executives). Manuscript presentations
limit speaker-audience rapport, particularly when speak-
ers keep their eyes and heads buried in their manuscripts.
Teleprompters that project the manuscript out of view of
the audience allow the speaker to appear to be speaking
extemporaneously.
Impromptu presen-

memorized presentation
tations are frightening to a presentation in which a speaker
many people because the writes out a speech, commits it to
speaker is called on with- memory, and recites it verbatim |
out prior notice. Experi- manuscript presentation
enced speakers can easily a presentation in w peaker

analyze the request, orga-
nize supporting points
from memory, and present
a simple, logical response.
In many cases, business-
people can anticipate a
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