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htp://swww.baruch.cuny.edu/tutorials/powerpoint
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Want o sharpen your PowerPoiat skils? This totorial will help improve your preparation design and delvery the next time you have to deliver =
presentation. The sitealso featorespros and cons for vsing PorverPoint and suggests additional resovices,

Designing PowerPoint Slides

Creating a Prezi Well-designed visuals can serve as an outline for your talk (see Figure 19.1). eliminating the need for additional notes. Visuals can help
your audience follow along with you, and help you keep your place as you speak. Your visuals should highlight your main points, not give

Using Figures and Tables every detail. Elaborate on your visuals as you talk; most people find it mind-numbing to have slide after slide read to them. If the audience
can read the entire presentation for themselves, why are you there?
Using Technology Effectively You can organize your presentation visuals and content with a software program such as PowerPoint, Keynote, Google Presentation,

SlideRocket, and Prezi. Each has its own advantages and disadvantages. Two of the most common types of visual presentations in business
settings, PowerPoint and Prezi, are discussed in the next sections.

In addition to choosing a presentation platform, you also need to consider how to appropriately use numbers and figures.

htp://norvig.com/Gettysburg/index.htm

Not every speech needs visuals. As Peter Norvig shows, Lincolns Gettysburg Address is hurt, not helped, by adding bland PowerPoint slides.

Designing PowerPoint Slides
When used well, PowerPoint can combine text, images, data, video, and audio into a powerful informative and persuasive message. But lik~

630 []a & Aa P ¥ @ B -

Count: 14 | B o

Ready

H P Type here to search





image2.png
[A Welcome |Park Unive: X | A Youhave loggedinto X | 4 MBS Digital Shelf X [@ MBSDirect:Business - X 2 HomeworkMarket X | [ Application Informatic X | +

<

Ready

H P Type here to search

c

& mbsdirectvitalsource.com/#/books/ 1260398 188/cfi/6/621/4/280@0:0 * 6

< Planning Visuals

”

Go to Planning Visuals
Designing PowerPoint Slides
Creating a Prezi

Using Figures and Tables

Using Technology Effectively

Designing PowerPoint Slides

When used well, PowerPoint can combine text, images, data, video, and audio into a powerful informative and persuasive message. But like
any other form of communication, creating visuals requires careful thought, planning, and attention to the context, the message, and the
audience.

As you design slides for PowerPoint and other presentation programs, keep the following guidelines in mind:

W Use a consistent backeround.

W Use a big font size: 44 or 50 point for titles, 32 point for subheads, and 28 point for examples. You should be able to read the smallest words easily
when you print a handout version of your slides.

‘Use bullet-point phrases rather than complete sentences. But don’t go overboard with bullets because the result can become monotonous and dull.
Use clear, concise language.
Make only three to five points on each slide. If you have more, consider using two slides.

Strive for creating slides that have more visuals than text. Add charts, pictures, screenshots, photos, and drawings,

Customize your slides with your organization’s logo for branding purposes.

Use animation to make words and images appear and move during your presentation—but only in ways that help you control
information flow and build interest. Avoid using animation or sound effects just to be clever; they will distract your audience.

Use clip art in your presentations only if the art is really appropriate to your points. Internet sources have made such a wide variety of
drawings and photos available that designers really have no excuse for failing to pick images that are both appropriate and visually
appealing. See the web links in Chapter 6 for sites that offer public domain images.

Choose a consistent template, or background design, for your entire presentation. Make sure the template s appropriate for your subject
matter and audience. For example, use a globe only if your topic is international business and palm trees only if you're falking about
tropical vacations. One problem with PowerPoint is that the basic templates may seem repetitive fo people who see lots of presentations
made with the program. For an important presentation, you may want fo consider customizing the basic template. You can also find many
professionally designed free templates online to help lend your presentation a more unique look. Make sure your template does not detract
from your information.
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