
PowerPoint 101

Designing Effective Presentations



PowerPoint 101: Overview

ÅPurpose

ÅText

ÅImages

ÅColor

ÅDesign

ÅTools



Purpose

ÅWhat PowerPoint is:

ïOrganizational tool

ïSupport structure

ïVisual aid

ÅWhat PowerPoint is not:

ïRepository for entire talk

ïOutline of talk



Text

ÅUse legible, large fonts

ïSans serif fonts

ÅArial

ÅHelvetica

ÅVerdana

ïThink about handout pages



Text: Handouts



Text

ÅUse legible, large fonts

ïSans serif fonts
ÅArial

ÅHelvetica

ÅVerdana

ïThink about handout pages

ÅUse consistent font type

OŚƉƂżŷ MŹŴƁŶƌN ŹƂƁƇƆ

ÅNo underlining

ïUse bold , color, or italics for emphasis



Images

ÅImages should be clear[1,2]

ÅRemember to cite images 

ÅIndicate modifications and date



Images

ÅImages should be pertinent to subject 
matter and section[4]

ÅIf discussing mission operations, use 

image to clarify this aspect



Color

ÅUse complementary colors

ÅColor schemes should use no more than 3 

colors

ÅBe sure that foreground and background 

are contrasting



Readersô Familiarity with Subject, Expectations, and Education

Readers Familiarity Expectations Education

Experts

(Scientists/Engineers)

Most know theories as 
well as practical 
applications, 
abbreviations, jargon, and 
complex abstractions in 
their own fields.

Most prefer straight 
forward presentations; 
want to know purpose; do 
not want explanations of 
what they already know.

Undergraduate or 
graduate degree, or 
equivalent experience in 
specialized fields.

Professional Non-Experts

(Executives/Managers)

Most know general 
concepts of the field in 
which they are working.

Most prefer definitions and 
explanations of concepts 
and procedures; prefer 
information that help 
make decisions.

Undergraduate or 
graduate degrees, or 
equivalent experience, 
often in areas peripheral 
to the technical areas for 
which they are 
responsible.

Technicians

(Engineers)

Most know specialized 
area in which they are 
working.

Most prefer straight-
forward definitions and 
explanations.

2 year or undergraduate 
degree.

Students Often know 
generalizations in field.

Most prefer information 
that helps them assess 
and/or learn in theory as 
well as practice.

Specialized training from 
internships or course 
work.

General Readers Often know 
generalizations in a field.

Most prefer information 
that helps them assess 
and do.

May be highly educated.



Color

ÅUse complementary colors

ÅColor schemes should use no more than 3 

colors

ÅBe sure that foreground and background 

are contrasting

ÅSome color donôts



Black text on blue background.

Bright yellow or green (except for emphasis).

Multiple colors in one line.



Design: Proximity

ÅSimilar items should be grouped together[3]



Design: Alignment

ÅNothing should be placed on the page 

arbitrarily[3]

ïLine things up on x and y axis



Design: White Space

ÅInclude ñwhite spaceò on slides

ïCrowded slides are confusing and difficult to 

read




