Top Ten Tips for PowerPoint Slide Shows
by Gail Zack Anderson, President of Applause, Inc 
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If you want your presentation to be more professional, more memorable and more persuasive, you will want to create and deliver visual aids that complement and reinforce your message. PowerPoint, the most widely used presentation software, makes it easier than ever to create beautiful slide shows. However, not everyone uses the technology effectively. Here are some tips to help make sure your slide show not only looks good, but also communicates clearly. 

1. Simplify, simplify, simplify. Many speakers use PowerPoint to create their presentation, and end up writing too much text right on the slides. When you are through, go back and edit. Take out sentences and replace them with key words and phrases. Take out slides you can live without. Take out clip art, if you have used more than you really need. Take off punctuation. Cut your presentation by as much as half, so that your slides are streamlined. 

2. Check consistency. Watch out for consistency in fonts, type sizes, and formatting. Check for consistency in lists of bullets, for example, a list of action steps should all begin with verbs. A list of benefits should all be benefits. 

3. Use natural transitions. The easiest transitions and builds are when text drops down from above, or appears coming in from the left. It's easier to read when the text comes in the same way each time, unless you have a specific case where a new transition would create attention. Don't overdo the builds and transitions, either. Every slide does not need these special effects, and they can slow down the pace of the presentation. 

4. Don't rely on spell check only. Spell check won't help with homonyms such as "their" and "there" or the correct spelling of your client's name! Some tricks to better editing include printing out a hard copy to read, or asking someone else to read it for you checking for typos, spelling, or other inconsistencies. 

5. Cue up your presentation before beginning. If you can, try to set up your presentation before your audience arrives or on a break between speakers. That way you can focus on greeting your audience, and on your content, without feeling frazzled. 

6. Have a blank slide or two at the end. If you end your presentation by clicking out of slide show, you will show the audience the "backstage" view of your presentation. It's better to have a slide at the end that says "Thank You" or a duplicate of your title slide. (Then put one blank slide at the end, anyway, so you don't mistakenly click out of your slide show.) 

7. Use "b" or "w" keys. When you are in slide show view, you can get a black screen by pressing the "b" key. When you are ready to start or resume your presentation, press the "b" key again, and your slide show will reappear. You can also do this when you take questions at the end of your presentation. Note that once you leave screen show, this does not work! (See previous tip.) 

8. Know key slides numbers to jump forward or back. When you are in slide show you can jump ahead to a different part of your presentation, simply by hitting the slide number and "enter." If you know where key segments of your presentation are, you can easily move around when answering questions, rather than having to scroll through your slides. This is especially helpful in informal presentations, where the audience might ask for information out of order. 

9. Use the arrow as a pointer. When you are in your screen show, you can use your arrow to point to things onscreen. (Enlarge your arrow ahead of time.) You can also press "alt p" to turn your arrow into a pen, and make notations on the screen. Press "alt a" to go back to the arrow, and press "e" to erase your on-screen markings. 

10. Have a backup plan. Technology is getting easier to use all the time, but it is still true that your computer might not want to talk to the projector, or the network could go down. But with a backup plan, you can feel more comfortable. You can use overheads, hard copy or your handouts. If the equipment fails, simply continue. You are the message; the visual aid is just your presentation assistant. 

Effective visuals are an important component of your presentation, and require thought, planning, and rehearsal. To find more "hot keys" to use in your slide shows, press help while you are in your slide show, and you will get a complete list of these handy shortcuts. 

Generate Results with PowerPoint

by Janine Kurnoff, Principal and Founder, The Presentation Company, LLC
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Is your PowerPoint presentation generating the results you want? Does it reinforce your brand identity and establish credibility? Better yet, it is articulating your value and accurately reflecting your product or service?  
If the answer to any of these questions is “no,” then consider mastering the ‘Golden Rules of PowerPoint.’ Follow these simple guidelines and you could be on your way to creating more effective, audience-engaging PowerPoint presentations that sell your solutions and tell your story. 
“Show Don’t Tell” 
Too often in PowerPoint, we want to “tell” our story by using bulleted text points to explain a concept or highlight a new product feature. As a result, we end up with countless presentation slides cluttered with more text than our audience can absorb. Try using the “Show Don’t Tell” approach where instead of using text to deliver your message, leverage some of PowerPoint’s visual tools to illustrate your ideas. For example, AutoShapes and Free Form objects, although not a designer’s dream, can be effective when used appropriately. (See Exhibit A for before and after examples). Ultimately, our goal as presenters is to have the audience walk away remembering a few key concepts. If illustrated in a compelling manner, they will not only understand the concept, but also be able to recall it, and better articulate the value of this offering. A key benefit when trying to close a deal!
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	Exhibit A - Before
	Exhibit A - After


“Less is More” 
This is pretty self-explanatory, but when in doubt, “less is more!” When it comes to creating visually appealing, audience-engaging presentation slides in PowerPoint, remember your audience. Your audience will never criticize you for simple, non-cluttered slides, but they will tune out if you crowd your slides with too much data or simply have too many slides. Most of us are guilty of creating 30 slides for a 30-minute presentation. STOP! This is a sure way to overwhelm your audience and not successfully ‘tell your story.’  As a good measure, take the amount of time you have to present and divide it by two. This is how many slides you should create for your presentation. If you follow this simple rule (give or take), and the lessons from “Show don’t tell,” your audience will walk away remembering your story and message. Don’t panic if you don’t tell them everything in one shot. There is nothing wrong with leaving your audience wanting more. So, the next time you put together your presentation slides, challenge yourself to get rid of unnecessary information!

“It’s not about you” 
When creating presentation slides, how many of us actually stop to ask ourselves, “Is this presentation for me, the speaker, or is it for my audience?” It’s not an easy question to answer, especially when we feel compelled as presenters to provide as much information as possible. Worse yet, we don’t want to forget anything, so we typically tend to put more information on a slide than is needed, resulting in clutter, confusion and lack of focus. “It’s not about you” is an essential concept worth mastering to ensure your message is clearly articulated and understood, by any audience.  If you have lots of information to tell, put that extra data in the Speaker Notes and use it for rehearsing beforehand. And constantly ask yourself, is this really relevant for selling the value of your product or service? Remember, if your presentation does not resonate with your audience, you won’t generate the results you want. 
“Brand Your Presentation” 
Ever find yourself sitting through a PowerPoint presentation, wondering, “Is this a presentation by Company X or Company Y…they both look the same!” Unfortunately, this scenario occurs too often and can be detrimental for companies looking to gain a competitive edge.  Too often, we fail to recognize that our presentations must be branded, and carry a central theme. Your audience should always walk away remembering ‘who you are’ and ‘what you stand for.’ This theme should be evident and consistently expressed throughout your presentation, whether it’s reflected through a custom design template, or illustrated in the visuals and graphics used to present your ideas. Most importantly, this theme should accurately reflect your company’s value and corporate brand. For example, in Exhibit B, Company X is in the healthcare industry, specializing in medical consulting. Their PowerPoint design template has been developed to accurately reflect their corporate identity and brand. Additionally, all graphical elements shown are consistent, in both color and style, with the look and feel of this organization.  
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	Exhibit B - Title Slide
	Exhibit B - Body Slide


By following these simple Golden Rules of PowerPoint, you will be on your way to generating the results you want from your next presentation. Most importantly, you will be able to better convey your value, and hopefully close that deal much faster!  
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