
1 
 

Carleton Place High School                                                                  Source: Trent University Academic Skills Centre © 2014 
 

 

	The Art of Powerpoint 
 

Handle with Care! 
A good PowerPoint slideshow compliments your presentation. 
It is not a crutch, nor does it overwhelm the listener. While it 
is not difficult to create a good PowerPoint presentation, it is 
very easy to create a bad one. Use the strategies here to make 
sure you harness this technology effectively. 

Plan: Look at the Big Picture 
Don’t leap straight to crafting PowerPoint slides. Think of all 
aspects of your presentation and map them out. Plan your talk 
first (see the Academic Skills Centre’s Oral Presentations) and 
then plan your PowerPoint accompaniment around your 
argument and evidence. 

Film directors use a storyboard to briefly outline visuals, 
soundtrack and dialogue. An initial sketch of your 
presentation helps you visualize the big picture and helps the 
slides connect with your talk and with each other. 

Figure out how many slides you need (roughly two for every 
minute) and draw these squares. Sketch in data for each slide. 
Although you might be tempted to skip this pencil and paper 
stage, it’s worth spending five minutes doing this to make sure 
your presentation works as an organic whole.  

Creating Slides 
Once you have evaluated the flow of your slides through a 
preliminary sketch, you can work on individual slides. If you 
have never used PowerPoint before, you can find hundreds of 
good tutorials online. Find one that works best for you.  

The classic PowerPoint error is to write sentences on a slide 
and read them. Think of a time when you have seen this. It is 
dead boring. Never do this. Words and / or images on a slide 
accentuate or compliment your presentation. They do not 
mirror it.  

Never read a slide verbatim. 

The most important principle can be summed up in three little 
words: LESS IS MORE.  

“If your words or images are not on point, making them dance 
in color won't make them relevant. Audience boredom is 
usually a content failure, not a decoration failure.” - Edward 
Tufte (“PowerPoint is Evil,” Wired.com, September 2003).  

Keep It Simple and Clear 
Do not cram information into a slide. Roughly speaking, your 
text should never take up more than 40% of a slide and white 
space should take up 60%. If you are using an image, you can 
have roughly 20% text, 20% visual and 60% white space.   

Visuals and font should be large. Use simple fonts like 
Helvetica, Arial or Times New Roman. Do not mix them. Avoid 
writing text in all capitals.  



2 
 

Carleton Place High School                                                                  Source: Trent University Academic Skills Centre © 2014 
 

Avoid too many colours, clutter or fancy visual effects. Make 
sure colours fit together. Purple and blue are not a good fit. 
Use high contrast to ensure visibility.   

Be Consistent 
Your preliminary storyboard sketch helps ensure that things 
are consistent. Triple check for this. Make sure all slides look 
the same (titles, colours, fonts, styles, placement etc.).  

Your analysis of the issue should be supported by further 
research, including relevant business theories (from 
marketing, organizational theory, ethics, etc.), industry data, 
and applicable examples and case studies. Integrate examples 
and concepts effectively by introducing the source of 
information and/or explaining its relevance to the current 
issue. Carefully consider your evidence within the specific 
contexts of your paper and the issue you are examining; 
demonstrate your critical thinking by explaining how this 
theory can be applied within your particular context – and 
how it may need to change.  

Practice 
Rehearse, rehearse, rehearse! Keep an eye on time limits. 
Practice presenting alone but also for friends.  

Do not use a slide until the exact time it is needed, and move 
to the next one when that point of your presentation is over. 
Do not stand in front of the screen or talk to it. Face the 
audience at all times. 

Accentuate the Visual 
If a list of bullet points can be shown as a chart, picture or 
graph, do so. However, do not use graphics simply as 
decoration. They should have a clear purpose. 

Gentle humour, where appropriate, can hook your listener. 
Think of an interesting image that will go with what you are 
saying. Sometimes an odd image that catches the audience’s 
attention can underline your point effectively.  

Check the Presentation Room 

If possible, check out the presentation room beforehand. 
Rehearse the presentation with the equipment if possible. If 
nothing else, get to the room early. Make sure all of the 
equipment works and you know how to use it. 

Always have the presentation stored in a few ways. Put it on a 
portable USB device. E-mail it to yourself as an attachment. If 
you will use your laptop, ensure that you can connect to a 
projector. You might have to use the computer that is there.  

Things to Remember 
1. Which version of PowerPoint is on the computer you 

will use? Make sure your PowerPoint slideshow 
works with this (it probably will, but double check). 

2. Get to the presentation early. Give yourself time to 
set up and relax. 

3. Use animation sparingly, if at all. If you use 
transitions, use the same kind each time.   
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4. Use sound effects sparingly if at all. Ask yourself, why 
am I doing this: does this add anything or does it 
detract? Never use sound for the sake of sound. It 
must not distract the audience or appear superfluous 
(as with any effect). 

5. Put units beside numbers on graphs and charts. 
6. Do not cram things together; let text, images and 

graphs have space to improve clarity.  
 

Always Have a Back-Up Plan 
Remember that PowerPoint may look great, but technical 
failures do happen.  To avoid embarrassment, it's a good idea 
to have a back-up. Print your slides on overhead 
transparencies (if a projector is available) or make slide 
handouts just in case. 

Mentally prepare for any eventuality. Be flexible. What if the 
power goes off? Practice giving your presentation without 
your slides. 

  

 


