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How to Present a Power Point

If you're giving a presentation for school, work, or any other reason, using a PowerPoint is a great choice.
Presenting a PowerPoint is a good way to enhance a presentation with additional images, key text, and structure.
However,...

Method 1 of 3:

Creating Your Presentation

Make a plan for how your Power Point will enhance your presentation. The PowerPoint should
complement what you're saying, not replace it. After you determine what all you want to say in your
pr&eenﬁt]tion, decide how each point you make can be enhanced by a PowerPoint slide. Then, create those
slides!

1. For instance, if you want to make a point about the effect scar remover has on a person’s skin, the
slide you use to complement this point could have before and after pictures of a scar that's been
treated with the remover.

2. Once you know what your presentation will be about, make alist of the different type of information
(e.g., images, graphs, or maps) that you might want to put on your PowerPoint slides to make your
presentation better.
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Organize your Power Point slidesto have alogical flow between them. Use your PowerPoint to tell a
story or some kind of narrative about the information that you're presenting. Make sure that each slide
logically flowsinto the next onel?
1. For example, if one of your slidesis detailing a particular strategy for increasing productivity in the
workplace, the next slide could describe the impact of using that strategy in an office environment.
2. Evenif your presentation islargely composed of alot of data, be sure to talk about the underlying
meaning that that data carries.

Choose a consistent design template for your slides. Use a consistent font, background, and color
scheme across the entire PowerPoint presentation. Feel free to present the information in different ways,
such as using a numbered list on 1 slide and an image on another, but don't distract your audience by
constantly changing the underlying desi gn.[3]



1. Usearelatively large sans serif font on all of your slides. Thiswill not only minimize distraction,
but also make it easier for people to see the text on your slides.
2. Make sure to have some contrast between the background color and the color of your text. Thiswill
make it easier for people to actually see what you write on the slides!

Pagte ™

Chpboad s

£ Meioed FL.

B thare

Limit the amount of wordsyou put on each dide. Include only key words and essential information that
people absolutely need to see. Otherwise, the audience will focus too much of their attention on reading

your slidesinstead of listening to what you're saying.[4]

1. For example, instead of writing 'There are awide variety of factors that helped to bring about the

American Civil War," write something short like 'Civil War Causes.'

2. You should never have full paragraphs of text on your slides. If possible, avoid even having full

sentences on them.
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Be suretoinclude a few images, but don't use too many. Include visuals on your slides when they
actively contribute to and enhance the point you're trying to make. However, they can become distracting
if you crowd your slides with them, so only add images if they're serving a purpose.[®]
1. For example, if you're giving a presentation on how the price of pie has changed, you don't need to
add a stock photo of pieto the dlide.
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Writearough script to accompany your Power Point. Do not write what you intend to say on the slides
themselves. Instead, have a separate verbal presentation that you'll use in tandem with what is presented
on the PowerPoint slides. 6]
1. Note, however, that you should not read directly from a script, either. The script should only be a
rough outline for you to follow as you give your presentation.

Method 2 of 3:

Giving the Presentation



Civil War Causes

Practice your presentation ahead of time to make your self less nervous. For best results, do a practice
run in front of alive audience to better simulate what it will be like presenting your PowerPoint to other
people. At the very least, make sure you practice saying the words that will accompany each dli del]
1. If possible, do this practice run on the same technology and in the same room that you'll give your
actual presentation. Thisway, you'll be able to see if there are any technical issues with your

presentation.

M ake eye contact with the audience and don't stare at the slides. If you're presenting to arelatively
small crowd, make eye contact with each individual member of the audience at some point in the
presentation. If you're presenting to alarge crowd, pick 3 or 4 people in different areas of the room and

shift your gaze between them.[8]
1. Thisisone of the best ways of keeping your audience engaged with your presentation.



2. If you're presenting to a very large crowd, you can also focus your gaze on the horizon instead of on
individual audience members.
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Keep your arms up and move around a bit while you present. Use your body language to accentuate
the points that you're trying to make. Make gestures and facial expressions that will augment what you're
saying and help drive the point home to the audience.[%]
1. If you don't feel comfortable using your body language this way, you should still try to keep your
arms up and move around alittle bit. Thiswill help keep the audience engaged and interested.
2. Never cross your arms or put your hands in your pockets!
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How the price of pie has changed?

Speak slowly and clearly so everyone can under stand you. If you have atendency to get nervous
during presentations and talk quickly, remember to take a deep breath and concentrate on getting your
words out at the proper pace. If you're speaking to alarge room, make sure you're projecting your voice
enough so peoplein the back can hear you.[19]



Interact with the audience to keep them engaged. Ask questions and be willing to pause your
presentation to answer questions from the audience. It's hard for people to give their undivided attention
for longer than about 30 minutes, so try to find ways to keep them engaged with the content of your

presentation.[11]
1. For example, if you're giving a presentation for a sales pitch, pass around models of the item you're

trying to sell.

Method 3 of 3:

Avoiding Common Mistakes




Refrain from using animation or sound effectsin your slides. Unless your presentation is meant to be
comical, these types of effects might make your audience take your presentation less seriously. Make sure
you're presenting information in aformal, professional Way.[lz]
1. Usually, it's best to have all the information on a slide appear at the same time when you click the
mouse. Y ou should only 'build' the dlide (i.e., have asingle line of text or image appear each time
you click the mouse) if you're building to a bigger point.

The pies we know today are a fairly recent
addition to a history that goes back as long as
mankind has had dough to bake into a crust and
stuff to put inside it. In medieval England, they
were called pyes, and instead of being
predominantly sweet, they were most often filled
with meat — beef, lamb, wild duck, magpie pigeon
— spiced with pepper, currants or dates.
Historians trace pie's initial origins to the Greeks,
who are thought to be the originators of the
pastry shell, which they made by combining water
and flour.

Don't try to cram alot of information onto a single slide. Thiswill make your slides seem
overwhelming and distracting; remember, the audience's attention should be on you. Try to keep about 25-
50% of the space on each slide empty.[13]
1. Stick with a'lessis more' approach to making slides whenever possible. It's more impactful to have
asingle word or image on a slide than to fill the entire slide with text.




Avoid reading off of the slidesduring your presentation. Y our presentation will feel very dull and your
audience will be quick to lose interest. Always maintain a more conversational tone while you're speaking
and keep the audience's attention on you.[14]

Stick to a schedule and avoid going over your allotted time. Keep an eye on the clock and aways be
aware of how much time you have left to cover the rest of your slides. If you need to, be willing to skip
some slides for the sake of time.[1°]

Y ou finished reading the article "How to Present a Power Point" edited by the TipsM ake team. We hope this
article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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