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What is the purpose of Power Point?

The key purpose of Power Point isvisually enhance a presentation. It is a tool that can be used
to

Allustrate key points

Asimplify complex ideas

Arovide a highevel overview of the structure of a presentation

ASummarizékey points

However, the reality of Power Point is very different. It is used far too often for the incorrect
reasons:

Ansspeaker notes or-gards

Ans a replacement for handouts

Ahs a substitute for a poorly prepared presentation

Remember that Power Point is a visual medium, not an auditory medium. It is great to enhance
and add to your message, but it cannot replace your message.

The results of bad slides can be*:
MBad communication
Mad relations
A ess money
APoor communication
A ess training
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\:‘\Death by Power Point”

* Another problem that we have is that we write out our
entire speech on the slides.

* We expect the audience to read the slides, and then we
repeat what is on the slides.

e slides are cluttered and difficult to read, and the fon
is invariable far too small for the people in the ba
row,to read anything on the slides.

* It is far more preferable to use the slides to |IIustrat|
your key points, and to keep the text to a few key p
Remember that the purpose of the slides is to i
your main points, not to provide a transcri '
speech, orito be a replacement for your Q-cards. - 1
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Bullet Points

Writing out your entire speech as bullet points, and then reading ihe audience is
problematic.
Arhe bullet points are difficult to reagithere is too much text on the screen, and
the font size is too small
AReading the bullet points to the audience defeats the points of the speech
why not just print it out and hand it out if you are going to read the entire slides?
Adow can you focus on the audience if you are focusing on your slides?
Avour audience will spend their time reading your slides, and not listening to your

presentation. o o
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Writing your speech

A common trap is to write your speech out as bullet points, and then use that as the
basis of your presentation. What you have actually done is to create speaeds that
you are simply displaying on the screen. Using Power Point to create yoauds is fine,
but then create separate slides for your actual presentation.

You can put the bullet points into the handouts if necessary. This also gives you the
space to provide more details on the bullet points.




Global Warming

The earth is warming up
Glaciers are melting

Sea levels are rising

Climate patterns are changing
Carbon emissions are rising
Forests are dying

Kill the bullet points

Kill the bullet points; simplify your slides to enhance and add to your presentation. The

slides are not the presentation.
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You can always put the bullet points into the handouts, so that the people attending
your presentation have something useful to refer to later.

You have a great medium availalglase it!

Examples

This slide providea concise list of issues pertaining to global warming, but it is boring. A
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on the screen. Rather show a powerful picture illustrating your point, and put the bullet
points in your notes.

Have a look at the next slide, and decide whether you prefer this slide, or the next slide.




This slide is awful.

Aroo much text on the screen

Asmall fonts

At looks cluttered

Aou are going to lose your audience while they try to read the slide

If all of your slides are like this one, you might as well email your presentation out and
not speak, since everything that you are going to say is on the slides.




