Presenting with PowerPoint: 10 dos and don'ts

1. Hold up your end with compelling material.

2. Keep it simple.

3. Minimize numbers in slides.

4. Don't parrot PowerPoint.

5. Time your remarks.

6. Give it a rest.

7. Use vibrant colors.

8. Import other images and graphics.

9. Distribute handouts at the end — not during the presentation.

10. Edit ruthlessly before presenting.

12 Tips for Creating Better Presentations

Clearly Communicate Your Information

Grab the Viewer's Attention

Stay in Control of Your Presentations

Clearly Communicate Your Information 

1. Set up and use AutoLayouts.

2. Turn off (or manage) AutoCorrect layout options.

3. Start by outlining your presentation in Word.

4. Consider differences for print vs. screen presentations.

Grab the Viewer's Attention

1. Use sound recordings when sending a presentation electronically.

2. Use Notes and Handouts to help you stay on track or to create quick and easy leave-behinds for your viewers

3. Create charts and diagrams that emphasize your key points.

4. Use animation and slide transitions consistently and sparingly

Stay in Control of Your Presentations

1. Keep file size manageable.

2. Use the available tools for creating perfect diagrams.

3. Know exactly what the recipient of your presentation will see.

4. Use Masters for consistency and to save time.

