Communicating Effectively
through PowerPoint



Guidelines for Clear Communication

1 Keep it simple
1 The 1000-word picture
1 Avoid excessive detall

1 Be consistent



Elements of Good Design:

Color



Color Combinations

Template design: Pick 3 or 4 colors tops

Hot Warm Cool
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A combination of warm and cool colors
creates a balanced color scheme




The Color Wheel
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Using Color for Emphasis

1 Color can direct attention to the most important information

1 Darker colors tend to recede while the lighter colors
appear to jump out



Choosing Colors for Slides

1 Use medium to dark backgrounds

1 Use light color text

I In general white, yellow, green, and cyan appear
brightest

IS not as effective as you think!

1 Use bright, saturated colors for graphics



Elements of Good Design:

Text



Fonts T Less IS more

Use one font for your titles and one
for your body text

Serif vs. Sans Serif

Aveid ALL CAPS o feet

Keep Bullets simple



Tips for Formatting Text
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1 Give attention to how phrases break
at the end of a line (especially titles)

1 Make use of the line spacing function



Elements of Good Design:
Graphicsg



Using Graphics and lllustrations

1Increases retention of information
1 Helps explain complex topics

1 Adds variety to your presentation






