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PowerPoint™

There are 400 million copies of Microsoft 
Office software installed 

and 
30 million PowerPoint presentations given 

every day! 



Annoying Elements of
PowerPoint Presentations

http://www.indezine.com/ideas/davesurvey.html

Do’s Regarding the Text

• Correct spelling and grammar are essential 
– Don’t rely on built-in fools
– Have others help you proofread and review
– Print the slides to proofread them

• KILL (Keep it large and legible)
• Rule of fives (sixes, sevens)

– Five words per line
– Five lines per slide

tools



Do’s Regarding Fonts
• Use 24-32 point font

• Use different size fonts for main points and 
secondary points
– This font is 24-point, the main point font is 28-point, 

and the title font is 44-point

• Use a standard sans serif font like Arial

• Avoid CAPITALIZATION & underlining

Don’ts Regarding Fonts
• If you use a small font, your audience won’t be able to read what you have written

• CAPITALIZE ONLY WHEN NECESSARY.  
IT IS DIFFICULT TO READ

• Don’t use a complicated or condensed font



Do’s Regarding Slide Structure

• Use 1-2 slides per minute of your 
presentation

• Write bullets, not complete sentences
• Include 4-5 points per slide
• Avoid wordiness: use key words and 

phrases only

Don’ts Regarding Slide Structure

• This page contains too many words for a 
presentation slide.  It is not written in point 
form, making it difficult both for your 
audience to read and for you to present 
each point. Although there are exactly the 
same number of points on this slide as the 
previous slide, it looks much more 
complicated.  In short, your audience will 
spend too much time trying to read this 
paragraph instead of listening to you.



Animating Your Presentation
Showing one point at a time:

+ Will help audience concentrate on what you are 
saying

+ Will prevent audience from reading ahead
+ Will help you keep your presentation focused
– May lengthen your presentation
– May get tiresome for the audience

☺ Happy Medium:  Show one bullet at a time only 
on slides in which you want to really emphasize 
each point.

Don’ts Regarding Animation

• Do not use distracting animation
• Do not go overboard with the animation
• Be consistent with the animation that you 

use
• Make sure your animation works
• Avoid videos unless you are positive they 

will work



Do’s Regarding Color

• Use a font color that contrasts sharply with 
the background
– Example: blue font on white background

• Use color to reinforce the logic of your 
structure
– Example: light blue title and dark blue text

• Use color to emphasize a point
– But only do this occasionally

Don’ts Regarding Color
• Using a font color that does not contrast 

with the background color is hard to read 
• Using color for decoration is distracting 

and annoying.
• Using a different color for each point is 

unnecessary
– Using a different color for secondary points is 

also unnecessary
• Trying to be creative can also be bad



Don’ts Regarding
Background

• Avoid backgrounds that are distracting or 
difficult to read from

• Always be consistent with the background 
that you use

Do not Do not 
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There is beauty in simplicity
There is beauty in simplicity

Used with permission from Cynthia Kenyon, Ph.D.



Data Presentation

• Use graphs rather than just charts and 
words
– Data in graphs is easier to comprehend and 

retain than raw data
– Trends are easier to visualize in graph form

• Always title your graphs

Use the Correct Chart Type
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In this case, the bar
graph is correct.



When To Use Charts and Graphs 

• Line graphs – one item with 2 
variables

• Bar graphs – different items with 
1 variable

• Pie charts – portions of a whole
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There is beauty in simplicity

Used with permission from Cynthia Kenyon, Ph.D. 



Feasibility Trial of Carotid Stenting With and Without an Embolus 
Protection Device. Ouriel et al. J Endovasc Ther 2005;12:525

Multicenter trial with SMART and PRECISE stents in 261 subjects 
(54% symptomatic, 27% post-CEA restenosis). 
Late in series switched to Angioguard for 90 cases.
Visible material in 54% of retrieved filters.

These data are poorly 
presented and too difficult to 

read.

Merci!
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A photograph is a nice way to handle acknowledgements

Used with permission from Cynthia Kenyon, Ph.D. 



Take-Home Message

• Place yourself in the position of the 
beholder as you plan your user-friendly 
PowerPoint presentation!!



PRESENTATION PLANNING GUIDE 

 
Presentation Topic: __________________________________________________ 

Type of Presentation: ________________________________________________ 

Target Audience: ____________________________________________________ 

OBJECTIVES/KEY LEARNING POINTS:  
What you want the learners to know/do as a result of your presentation 

•  

•  

•  

AUDIENCE BUY - IN: 
Introductory approach or hook you will use to capture the audience’s attention 
 
 
 
 
 
STRUCTURE: 
Outline of content (pay attention to logical structure) 
 
 
 
 
 
TEACH FOR TRANSFER: 
Links you will use to ensure that material is not only heard but LEARNED (retained) 
 
 
 
 
 
DELIVERY: 
Mechanisms you might utilize to maintain interest and attention throughout the presentation 
 
 
 
 
 
WRAPPING IT UP: 
Take-home message(s) for your audience 
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