Q
Rick Griffith, PhD
TH103: Doctrine III & TH503: Theology III (Jan-May 09)

Rick Griffith, PhD
PowerPoint Tips
4

PowerPoint Tips

5th Edition; Updated 10 December 2012
Dr Rick Griffith, Singapore Bible College

Introduction

Microsoft PowerPoint is become more popular in worship leading, teaching, and preaching.  But audiences are also becoming more demanding that PPT be done well.  How can you improve the quality of your presentations?

Tips

1. Layout (Slide Design)

1.1. Put your name and presentation title on the first slide.

1.2. Design the overall presentation by typing the basic flow into the outline on the left side column when in the normal view mode.  This will create a slide that has the slide title repeated on the slide itself.  Having these titles in the left column makes it easier to see the presentation as a whole and will help you easily switch the slide order when editing.  It also makes it easier to change the look of every slide title simply by changing the master (rather than manually changing every title).

1.3. Vary the types of layouts by using the built-in layout design templates.  This means don’t have each slide give a title and bulleted text, but sometimes put the title at the bottom of the slide instead of the top, etc.  Change where your image appears on the slide too—sometimes on the right, sometimes on the left, etc.  Sometimes use columns that contrast one column with the next.  The key is to make sure each slide doesn’t look like all the others. 

1.4. Many PPT presentations use the slide master to make every slide background match the others, but I’ve always wondered why each slide must look like the others.  I personally prefer variety in my presentations, so I vary the background to try to keep the viewers guessing as to what the next slide will look like.  Sometimes it has a dark background, sometimes it is light or white, etc.
1.5. Be sure to use the spelling and grammar checker on your Office software to avoid silly typos.  Your credibility in presenting your material will decrease if you have several misspelled words.

2. Pictures

2.1. Use BIG and BOLD images that fill the slide.  Remember that PPT is a visual medium more than a written medium of instruction.  You should have an image on every slide or nearly every slide.  For example, rather than describe a location, show it visually on a map.  Instead of describing a process verbally or as text, design it in a spatial way as a diagram with arrows going to the next step.

2.2. Don’t include a lot of text that people must copy down—include this in a handout instead.  If you have fill-in blanks on your handout, highlight the fill-in words on the slide in an easier-to-read color (not harder to read!).  For example, often slides have the most important word in red on black background, which is nearly impossible to see from the back of the room.  Instead, use white text and then highlight the most important word in bright yellow.
2.3. Remember that colors and pictures look better on your computer screen than when projected, so get as high quality images as you can (though blurry ones are OK for a dark background with text in front).  Normally 300 x 400 pixel resolution is fine.  You don’t need 1200 x 1500 images as they are so detailed that they take up a lot of memory and make your presentation size too large.
2.4. Import images from google.com.sg by clicking the image link, then clicking on “advanced image search” link.  Type in your search data and click for “medium” images.  This way you will get only high-resolution images (about 300 x 400 pixels) that can be enlarged.  When you enlarge them they will not be blurry on the screen.  Be sure to copy these only in full-image mode.  Do not save them in a larger size than is needed, though, as this hogs memory.
2.5. Animation on slides is interesting unless it is repetitive.  Avoid using icons that continually blink or flash, as these will distract more that add to your presentation.  Also, don’t use animation sounds that distract listeners from your message.
3. Fonts

3.1. Types

3.1.1. Avoid using many types of fonts in the presentation, as this requires others who use your presentation in the future to find these odd fonts to show on their computers.  Instead, stay with the basic fonts such as Arial and Geneva.

3.1.2. Typically sans serif fonts appear best (Arial, Geneva, Helvetica, Futura, Monaco, Tahoma, Verdana, etc.).  These are clear fonts without “feet” on the bottom such as in Times, Times Roman, Courier, Garamond, etc.

3.1.3. If Greek, Hebrew, or other special fonts are needed to view your presentation, attach these on your CD of the presentation so the viewer can add them to his own presentation computer.  I use the BibleWorks® fonts myself available at http://www.bibleworks.com/fonts.html.
3.2. Size

3.2.1. Never use smaller than 24-point fonts on a slide.  Each word should be visible from the back of the classroom.  It is far better to have five separate slides than to have viewers straining to see everything on a single slide.  Extra slides are free!

3.2.2. Use of larger fonts will keep you from the temptation to put too many words on a slide.  Never put more than 50 words on a single slide.

3.2.3. The smallest fonts (24-point) should be only for the source of your information that you put in the lower right corner.  (Always cite sources!)

4. Transitions

4.1. Insert a transition slide when going to the next section of your presentation.  This is a simple word title or phrase across the screen with an appropriate picture or graphic.

4.2. When moving to the next slide, do not have the slide start completely blank so you must click to bring up the first image or text.  Use as few clicks as possible per slide.

4.3. Vary the type of transition to the next slide.

4.4. If the slide correlates to the class notes, put the page number of the class notes in 24-point bold Arial font in the upper right corner of the slide.  This will keep you from having to announce which page you are presenting each time you change slides.

5. Colour

5.1. Give as much contrast between fonts and backgrounds as possible.  Never put red on a purple or black background, gray on a white background, etc.  The best way to test how easy the font is to read is to simply squint your eyes while looking at your computer screen.  If it’s tough to read, then get more contrast between the font color and the background color.

5.2. Use the glow or shadow feature of PPT to put a dark shadow on the words.  This enables them to be seen over pictures that vary between light and dark backgrounds.

5.3. Make some of your slides black and white only.  This eases the eyestrain of the viewers and provides variety in the presentation by bringing a viewer’s attention to the speaker rather than always looking at the screen.
6. Giving the Presentation

6.1. Project as large an image as possible onto the screen or wall.  Bigger is better.

6.2. When you want to give the audience a visual break, plan this in advance by inserting a black slide.  If you decide to make the screen black over an existing visible slide then hit “B” on the keyboard when in “Slide Show” mode in the lower left corner of the screen.  Hit “B” again to see the slide and continue the presentation.

6.3. Do not feel that because you are presenting with PowerPoint that you must do all the talking.  Class participation can be enhanced with a small group discussion question put on a slide and left there for groups to discuss or individuals to apply.

6.4. Use the PowerPoint “Show Presenter View” feature under the Slide Show menu so you can see the next slides on your computer while the audience sees only the active slide.  This enables you to skip slides to keep to your time limit, or to present them in a different order that looks seamless to the class, as they cannot see you skipping slides from their perspective of seeing only the main screen.

6.5. Study the PowerPoint Grade Sheet on the next page to see other issues not noted on this study—especially since this is the actual grade sheet used for presentations in my classes.  This sheet will help especially in the content area as this present study focuses more on presentation than it does the actual content.

PowerPoint Presentation Grade Sheet

Class


Date


Topic/Project

Group Members

The Introduction, Body, Conclusion, and Miscellaneous concern the presentation content (70% of the grade).  The form grade (the other 30%) concerns how you present your material.


1
2
3
4
5


Poor
Minimal
Average
Good
Excellent

Introduction
Attention (focuses listener's need on the theme)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Procedure for addressing the text/topic
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Body
Overall content (charts, other good info.)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Individual work (not excessive quotations)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Key passages/issues addressed well
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Problem Texts (fair to views, supports own view)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Interpretation of passages accurate (exegesis)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Conclusion
Solution given to issue raised in introduction
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Main points reviewed and/or restated
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Application (exhorts life change in specific areas)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Miscellaneous
(Applies to the whole presentation)

Depth leaves no key questions unanswered
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Interesting in voice, illustrations, presence
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Theological content shows insight
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Handouts attractive with sources for further study
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Form
Format (slides attractive, clear, 24+ point font size)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Many Good Pictures/Visuals (not too much text)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Spelling and typographical errors, punctuation
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Grammar (agreement of subject/verb and tenses)
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Length is 20-30 minutes w/o unnecessary info.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

CD of Readable PPT & MS Word File Submitted 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Summary
Number of ticks per column
____
____
____
____
____

Multiplied by point values of the column
x 1
x 2
x 3
x 4
x 5

Equals the total point value for each column
____
____
____
____
____

Net points ______ minus 10 points per day late (____ points) equals % grade of 
      %
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