HOW TO MAKE
ATTRACTIVE AND
EFFECTIVE POWERPOINT
PRESENTATIONS

by Shahul Ameen, M.D.

ICROSOFT POWERPOINT has
dramatically changed the way
in which academic and busi-

ness presentations are made. This arti-
cle outlines few tips on making more
effective and attractive PowerPoint
presentations.

THE TEXT

* Keep the wording clear and simple.
Use active, visual language. Cut
unnecessary words—a good rule of
thumb is to cut paragraphs down to
sentences, sentences into phrases,
and phrases into key words.

* Limit the number of words and lines
per slide. Try the Rule of Five—five
words per line, five lines per slide. If
too much text appears on one slide,
use the AutoFit feature to split it
between two slides. Click within the
placeholder to display the AutoFit
Options button (its symbol is two
horizontal lines with arrows above
and below), then click on the button
and choose Split Text between Two
Slides from the submenu.
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Font size for titles should be at least
36 to 40, while the text body should
not be smaller than 24.

Use only two font styles per slide—
one for the title and the other for the
text. Choose two fonts that visually
contrast with each other. Garamond
Medium Condensed and Impact are
good for titles, while Garamond or
Tempus Sans can be used for the text
body.

Embed the fonts in your presenta-
tion, if you are not sure whether the
fonts used in the presentation are
present in the computer that will be
used for the presentation. To embed
the fonts: (1) On the File menu, click
Save As. (2) On the toolbar, click
Tools, click Save Options, select the
Embed TrueType Fonts check box,
and then select Embed characters in
use only.

Use colors sparingly; two to three at
most. You may use one color for all
the titles and another for the text
body. Be consistent from slide to
slide. Choose a font color that con-
trasts well with the background.
Capitalizing the first letter of each
word is good for the title of slides and
suggests a more formal situation
than having just the first letter of the
first word capitalized. In bullet point
lines, capitalize the first word and no
other words unless they normally
appear capped. Upper and lower
case lettering is more readable than

all capital letters. Moreover, current
styles indicate that using all capital
letters means you are shouting. If
you have text that is in the wrong
case, select the text, and then click
Shift+F3 until it changes to the case
style that you like. Clicking Shift+F3
toggles the text case between ALL
CAPS, lower case, and Initial Capital
styles.

¢ Use bold or italic typeface for
emphasis. Avoid underlining, it clut-
ters up the presentation.

¢ Don't center bulleted lists or text. It is
confusing to read. Left align unless
you have a good reason not to.
Run ‘spell check’ on your show when
finished.

THE BACKGROUND

* Keep the background consistent.

¢ Simple, light textured backgrounds
work well. Complicated textures
make the content hard to read.

¢ If you are planning to use many clips
in your slides, select a white back-
ground. If the venue of your presen-
tation is not adequately light-proof,
select a dark-colored background
and use any light color for text.

¢ Minimize the use of “bells and whis-
tles” such as sound effects, “flying
words” and multiple transitions.
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CREATE VISUALLY APPEALING SLIDES BY
ADHERING TO THESE TIPS, TO ENSURE
THAT THE AUDIENCE IS NOT DISTRACTED
FROM THE POINTS YOU HAVE TO MAKE.

¢ Don't use red in any fonts or back-
grounds. It is an emotionally over-
whelming color that is difficult to see
and read.

¢ Many free templates are available for
download at www.brainybetty.com/
MENUPowerPoint.htm and www.
soniacoleman.com/templates.htm

THE CLIPS
¢ Animations are best used subtly; too

much flash and motion can distract
and annoy viewers.

Do not rely too heavily on those
images that were originally loaded
on your computer with the rest of
Office. You can easily find appropri-
ate clips on any topic through
Google Images. While searching for
images, do not use long search
phrases as is usually done while
searching the web—use specific
words.

When importing pictures, make sure
that they are smaller than 2
megabytes and are in a .jpg format.
Larger files can slow down your
show.

¢ Keep graphs, charts and diagrams
simple, if possible.

¢ Use bar graphs and pie charts
instead of tables of data. The audi-
ence can then immediately pick up
the relationships.

THE PRESENTATION

If you want your presentation to direct-
ly open in the slide show view, save it as
a slide show file using the following
steps.

1. Open the presentation you want to
save as a slide show.

2. On the File menu, click Save As.

3. In the Save as type list, click
PowerPoint Show. Your slide show
file will be saved with a .pps file
extension. When you double-click|
on this file, it will automatically start
your presentation in slide show view.
When you're done, PowerPoint auto-
matically closes and you return to
the desktop. If you want to edit the

OEE YOURSELF FROM A
360 DEGREE PERSPECTIVE
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The work of ministry is a rewarding venture that is frequently lonely. While the
responsibilities of ministry are great, few ministers receive sufficient, helpful
feedback. When they do receive feedback, frequently it comes too late. PRISM
is a tool designed to offer clergy useful feedback throughout their ministry.

® Provides a confidential environment to discover strengths and weakness

® Provides a safe environment to understand the impact of one’s behavior on

® Assists ministers in clarifying personal strengths and fine-tuning their calling
e Uncovers blind spots before they hinder ministry or personal fulfillment

e Results in the creation of a positive, strategic, long-term develop plan for
professional and personal growth

® Provides a constructive way for a minister and supervisor to talk
e Enables a staff to identify and organize around their strengths

For more information, see the Q&A at www.nacba.net/prism or call 800-898-8085.

PRISM

A FEEDBACK TOOL
FOR MINISTRY
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slide show file, you can always open it
from PowerPoint by clicking Open
on the File menu.

¢ Look at the audience, not at the
slides, whenever possible.

¢ If using a laser pointer, don't move it
too fast. For example, if circling a
number on the slide, do it slowly.
Never point the laser at the audience.

¢ Black out the screen (use ‘B’ on the
keyboard) after the point has been
made, to put the focus on you. Press
the key again to continue your pres-
entation.

¢ You can use the shortcut command
[Ctr]]P to access the Pen tool during a
slide show. Click with your mouse
and drag to use the Pen tool to draw
during your slide show. To erase
everything you've drawn, press the E
key. To turn off the Pen tool, press
[Esc] once.

MISCELLANEOUS

Master Slide Set-Up: The “master slide”
will allow you to make changes that are
reflected on every slide in your presen-
tation. You can change fonts, colors,
backgrounds, headers, and footers at
the “master slide” level.

1. First, go to the “View” menu.

2. Pull down the “Master” menu.

3. Select the “slide master” menu.
You may now make changes at this
level that meet your presentation
needs.

Preparing the Handout: In PowerPoint,
choose File | Send To | Microsoft Word.
In the Send To Microsoft Word dialog
box, choose Outline only to create a
text-only document, and click on OK.
Minor modifications on this document
will give you a handout that can be dis-
tributed to the audience.

Create visually appealing slides by
adhering to these tips, to ensure that the
audience is not distracted from the
points you have to make. fFi

NACBA COMPENSATION

SURVEY IS NOW ONLINE

The Online Compensation Survey gives you a competitive edge by providing
the most accurate national, regional, state, and local pay information available for
churches. Because organizations are submitting and updating data, every time you

access the salary database you are receiving current market data.

Custom Reports sorted by a variety of factors, put you in control of the salary
database and enable you to generate reports based on just the data you need.

Standard Reports contain pre-determined data cuts. Use this report to maintain

standard survey information.

Online Subscription provides password-protected access for one user at your
organization for 12 months. Access includes the ability to create unlimited Custom

Reports, plus the ability to print the Standard Report throughout the year.

PARTICIPATE AND SUBSCRIBE NOW FOR THE BEST RATES!

Read all the exciting news at www.nacba.net/salaries.
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Just when we were
about to give up
hope of finding

an answer fo

your query, we
happened on the
source of all
sources on the topic
of compensation

for religious profes-
sionals; the NACBA
National Church

Staff Compensation

Survey...

American Demographic
Magazine April 2002
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