Powerpoint Pointers

· A 6x6 rule is often applied: six words per line and six lines per page, no more

· Remember that size 18 is a minimum font size for electronic presentations.

· Use darker backgrounds on electronic presentations and light coloured fonts.

· Do not overuse sound effects

· Animated/moving text should not be happening while you are talking; it distracts the audience from what you are saying 

· Use the B on the keyboard to black out the presentation while you make your significant point/s

· Select fonts that make it easy for audiences to read and understand each point; arial, comic sans

· Use bullet points; have a maximum of five to six per page
· Write bullet points that keep the audience paying attention to every word you say
· Back up each key point with research that convinces the audience of your message
· Stay away from the standard background templates that come with the program. go to www.google.com and search on the phrase: “free PowerPoint templates” without the quotation marks).
· Let the audience know where you are going:
PowerPoint is great to help audiences know where you are in a program. List the agenda (what will be covered), key points, use topic headers at the top of your slides, use thematic clipart for each subject area, use full screen titles to announce major presentation transitions, include a conclusions slide (what was covered). The more you help an audience know where you are going, the more they will stay with you and learn.
Use the guidelines below to liven up your message. 

	Explaining trends? 
	Use line graphs

	Describing a series of steps?
	Use a diagram

	Comparing capabilities?
	Use a table

	Showing comparisons?
	Use a pie chart or bar graph


