MARKETING

PowerPoint 101: Tips for Effective Presentations

PowerPoint is most effective as a means of illustrating the content of a presentation. 

It is best used to show graphs, charts, photos, maps or video clips or to highlight key themes or ideas. 

PowerPoint should never be used as a slideshow outline of your presentation.

If at all possible, use visuals rather than text to engage the audience that you are addressing. 

If text is essential to your presentation, however, the following tips will help you incorporate it into PowerPoint effectively:
· Use a consistent color scheme, font and text style throughout.

· Limit the amount of information on each slide. Four lines of eight to 10 words per slide are ideal. 

· Don’t display busy charts or graphs. If the detail is critical, distribute it in a handout. 
· Choose sharply contrasting colors so that the text stands out from the background. 

· Make the text large enough to be read easily. Twenty-four points is the minimum size for most presentation situations. Titles and headings should be 36- to 44-point size. 
· Don’t use transition and animation features, such as bouncing or flying text. These tricks are distracting and they add no value to your presentation.

· When text comes on the screen, allow the audience a moment to read it, then bring their attention back to you so that they focus on your message. 
· Don’t jiggle the cursor around to draw attention to specific points in a slide.
· Press the A key or Ctrl-H to make the annoying pointer disappear from the screen.

