Using Visual Aids: Being Strategic and Smart

Some presentation situations require that you design and use visual aids in order to help you convey your
ideas. There are many important considerations when thinking about visual aids, but a few major ones

include:

s Wil a visual aid enhance your presentation? If not, don’t use one.

* What content in your presentation will be especiaily well served by visual aids? (Statistics, processes,
and complex objects may require visual representation in order for the audience to be able to
understand them.)

o What kind of visual aid is appropriate for the presentation context? (Is there PowerPoint technology
available? Will passing around a fragile item be risky? Will the audience be able to see this chart?)

e  What information is crucial to include on the visual aid itself, and what information should be
supplied orally by you? You always should explain your visual aid to your audience, rather than
tetting it speak for you.

The following reading provides guidelines for selecting, designing and presenting various types of visual aids.
ftis an excerpt from: Beebe, S.A., & Beebe, 5.1. (2007). Public speaking handbook (2”d ed.}. Boston: Allyn &

Bacon.
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CHAPTER

_ razier walked to the front of the class The soul never thinks
and dramaticaily pulled a two-foot pa- ., .
pler-méiché model of a cockroach out without a picture,
of a sack. He attached a string to the _ Aristotle

“bug” and suspended it from the ceiling. Then

he began his speech about how to rid a home of

pests. The trouble was, no one listened to Frazier’s message. His audience was obsessed
with the creature dangling in midair.

The intention was good, but the execution was bad. Frazier had failed to use his
presentation aid effectively. Presentation aids—especially visual aids—are powerful
tools. They can help communicate your ideas with greater clarity and impact than can
words alone, but they can also overwhelm your speech. For maximum effectiveness,
follow the guidelines described in this chapter.

A presentation aid is any object that reinforces your point visually so that your au-
dience can better understand it. Charts, phiotographs, posters, drawings, graphs, slides,
movies, and videos are just some of the types of presentation aids that we will discuss,
some of these, such as movies and videos, cali on sound as well as sight o help you
make your point.

In this chapter, we look at presentation alds as an important communication ook
and also exampine several kinds. Toward the end of the chapter, we suggest guidelines
for using presentation aids in yout speeches,

The Value of Presentation Aids

Presentation aids are invaluable to an audience-centered speaker. They help your audi-
ence understand and remember your message, communicate the organization of your
ideas, galn and maintain attention, and Nustrate a sequence of events or procedures.t

PRESENTATION AIDS ENHANCE UNDERSTANDING

Of your five senses, you leam more frora sight than from all the others combloed. In
fact, it has been estimated that more than 80 percent of all information comes to you
through sight.2 To many people, seeing is believing. We are a visually crlented society.
For example, most of us kearn the news by seeing it presented on TV, Because your au-
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dience is accustomed to visual reinforcement, it Is wise to consider how you can in-
crease their understanding of your speech by using presentation aids.

For example, President George W, Bush often speaks against a backdiop inscibed
with the theme of the day, such as "A Better America,” "Working toward Indepen-
dence,” or “Corporate Responsibility.”?

PRESENTATION AIDS ENHANCE MEMORY

Your audience will not only have an improved understanding of your speech, but will
also better remember what you say as a result of visual reinforcement.® It is well known
that you remember most what you understand best. Researchers estimate that you 1e-
member 10 percent of what you read, 20 percent of what you hear, 30 percent of what
you see, and 50 percent of what you simsultaneously hear and see. For example, In your
speech about the languages spoken in Africa, your audience Is more likely to remem-
ber words in Arabic, Swahili, and Hausa if you display the words visually, rather than
just say them.

PRESENTATION AIDS HELP LISTENERS
ORGANIZE IDEAS

Most listeners need help understanding the structure of a speech. Even if you cleatiy lay
out your major points, use effectlve internal summarles, and make clear transition
statements, your listeners will welcome additional help. Listing major ideas on a chart,
a poster, or an overhead transparency can add clarity to your talk and help your audi-
ence grasp your main ideas. Visually presentinig your major ideas during your intro-
duction, for example, can help your audience follow them as you bring them into the
body of your speech. You can display key ideas during your conclusion to help sum-
marlze your message succinctly,

PRESENTATION AIDS HELPF GAIN AND MAINTAIN
ATTENTION

Kashia began her speech about poverty in the United States by showing a photo of the
face of an undesnourished child, She immediately had the attention of her audience.
Chuck began his speech with the flash of his camera to introduce his photography lec-
ture. He certainly alerted his audience at that point. Midway ttirough her speech about
the lyrics in rap music, Tomoko not only spoke the words but also displayed a giant
poster of the song Lyrics so that her audlence could read the words and sing along. Pre-

sentation aids not only grab the attention of your listeners but also keep their interest
when words alone might not, '

PRESENTATION AIDS HELP ILLUSTRATE A SEQUENCE
OF EVENES OR PROCEDURES -

If your puzpose is to Inform an audience about a process—how to do something or how
something functions—you can do this best through actual demonstrations or with a se-
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ries of visuals. Whether your objective is Instructing people on how o make a soufflé
or how to build a greenhouse, demonstrating the step-by-step proceduzes helps your
audience understand them,5 If you wish to explain how hydoelectric power is gener-
ated, a series of diagrams can help your listeners understand and visualize the process.

When demonstrating how to make something, such as your prize—wlnnin-g cinna-
mon rolls, you can prepare an example of each step of the process ahead of time and
show the audience each example as you describe the relevant step; for example, you
might have the dough alteady mixed and ready to demonstrate how you sprinkle on
the cinnamon. A climax to your speech could be to unvell a finished pan of rolls stili
warm from the over. ¥ time does not permit you to demonstrate how to prepars your
rolls, you could have on hand a sertes of diagrams and photographs to illustrate each
step of the procedure. ) )

Today's audiences expect visual support. Contemporary audiences are guite differ-
ent from those over a century ago when Thomas Edison invented the kinetoscope,
precursor of the movie camera. Edison said, “When we started out it took the. average
audience a long time to assimilate each image. They weren't trained to visual.nze more
than one thought at a tisme.”® Times have changed. The predominance of visual im-
ages—on TV, in movies, on the Internet, and even on our phones—attests to how cen-
tral images ate tn the communication of information o modern audiences,

QUICK CHECK:  The Value of Presentation Alds

@ They help your audience understand your message.
They help your audience remember your message.
They communicate the organization of your message.
They gain and maintain zudience attention.

They illustrate a sequence of events opprocedures.

9 8 2 9

Types of Presentation Aids

The first question many students ask when they learn they are requlfed Fo use presen-
tation aids is, “What type of presentation aid should T use?” We will dl.SCUSS various
kinds, grouped into classes: three-dimensional, two-dimensional, andiovisual, and
computer generated.

THREE-DIMENSIONAL PRESENTATION AIDS

Three-dimensional presentation aids used to illustrate a talk include oblects, models,
and people.
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. Objects You have played the trombone since you were in fifth grade, so you de-
cide to give an informative speech about the history and function of this instrument
Your trombone is an obvious presentation aid, which you can show to your audiencé
as you taik about how it works. Pethaps you might play a few measures to demonstrate
its sound and your talent.

Objects add interest because they are tangible. They can be touched, smelled
lieard, and even tasted, as well as seen, Objects are real, and audiences like the rea,l
thing. If you use an object to illustrate an idea, make sure that you can handie the ob-
ject with ease. If an object is too large, it can be unwieldy and difficult to show. Tiny
objects car: only be seen close up. It will be impossible for your listeners to see the de-
tail on your antique thimble, the intricate needlework on your cross-stitch Sampler or
the attention to detall in your miniature log cabin. Other objects can be dangerou; to
handie. One speakes, for example, attempted a demonstration of how to string an
archery bow. He made his audience extremely uncomfortable when his almost-strung

bow flew over the heads of his listeners, He certainly got their attention, but he lost his
credibility.

Models If you cannot bring the object you would like to show your audience
consider showing thern a model. You cannot biing a World War 11 fighter plane to class'
50 buy or build a scale mode] instead. To illustrate a lecture about human anatemy, Uné
student brought a plastic model of a skeleton. An actuai human skeleton would 'have
been difficult to get and carry to class. Similarly, most colleges and universities de not
allow firearms on campus. A drawing that shows the features of a gun is much safer than
a real gun as a presentation aid. If you need to show the movable parts of a gun, perhaps
a papier-maché, plastic, or wood model would serve, Make sure, however, that any
model you use is large enough to be seen by all members of your audience.

People At least since Ronald Reagan, U.S. presidents have often used people as
visual alds during their State of the Union addresses—usually relating a poignant story
and then asking the protagonist of the story, seated in the baicony, to stand and be 1e¢-
ognized. One speechwriter noted that George W. Bush used this strategy to especially
good effect, finding it “a way of coming down frozn the stage, as it were, and mingling
with the crowd,”?

11.1 classroom speeches, too, people can serve as presentation aids. For example,
Amelia wanted to illustrate an intricate Latin folk dance, so she arranged to have &
dancer attend her speech to demonstrate the dance. '

Using people to illustrate your message can be tricky, however. 1t Is usuaily unwise
ta ask for spur-of-the-moment help from volunteers while you are delivering your
sPeech. Instead, choose a trusted friend or colleague, and do so before your presenta-
tion so that you can fully inform him or her about what needs to be done. Rehearse
your speech using your living presentation aid.

Also, it is distracting to have your support person stand beside you doing nothing,
If you don't need the person to demonstrate something during your opening remarks,
wait and infroduce the person to your audience when needed.

Finally, do not allow your assistants to run away with the show. For example, don't
let your dancer pesform lenger than necessary to illustrate your point about technique.
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Nor should you permit your models to prance about (00 provocatively while display-
ing your dress designs. And don't allow your buddy to throw you when you demon-
strate the wrestling hold that made you the district wrestling champ. Remember, your
presentation aids are always subordinate to your speech. You must remain In control.

Generally, you can serve as 2 presentation aid to demonstrate or illustrate major
points. If you are talking about tennls, you might bring your racquet to class 50 that
you can illustrate your superb backhand or simply show novices the proper way 10 hold
it. 1f you are a nurse 01 an eMeTgency [com techniclan giving a talk about medical pro-
cedures, by all means wear your uniform to establish your credibility.

TWO-DIMENSIONAL PRESENTATION AIDS

Although three-dimenstonal objects, models, and people can be used to illustrate 2 talk,
the most common presentation aids are two-dimensional: drawings, photographs,
slides, maps, graphs, charts, fipcharts, chaikboards, and overhead transparencies. Today,
you can usé computer software to generate many of these forms, as we will discuss later.

Drawimgs Drawings are popular and often-used presentation aids because they
are easy and inexpensive to make. Drawings can be tailored to your specific needs. To
{llustrate the functions of the human brain, fox example, one student traced an outline
of the brain and Jabeled it with large block letters to indicate where brain functions are
located. Another student wanted to show the different sizes and shapes of leaves of
trees in the area, so she drew enlarged pictures of the leaves, using appropitlate shades
of green.

You don't have to be a master artist to develop effective drawings. As a rule, large
and simple line drawings are more effective for stage presentations than are detailed
images. If you have absolutely no faith in your artistic skiil, you can probably find a
friend or relative who can help you prepare a useful drawing, or you may be able to use
computer software to generate simple line drawings.

Photograpits Photographs can be used to show objects o places that cannot
be illustrated with drawings or that an audience cannot view directly. The problem
with photos, however, is that they are usually too small to be seen clearly from a dis-
tance. Passing a photograph among your listeners Is not a good idea either; it creates
competition: for your audience's attention.

The only way to be sure that a prinfed photogzaph will be effective asa presenta-
ton aid for a large audience is to enlarge it. Some photo shops will produce poster-size
color laser photocopies at a modest cost. You can also take a picture of your photogragh
with slide flm and project the image onto a large screen. Or, using a scanner or digital
camera, you can incorporate your image into a computer program such as PowerFoint
and project your image using a TV monitor oz video projection system. Later in the
chapter we will discuss using computer images in your speeches.

Slides Because of the increased use of computer-graphics programs such as Power-
Point®, fewer speakers are using slides. However, slides can help illustrate your talk if
you have access to a screen and a slide profector. Charts and graphs that you develop
on a computer can be made into slides. Automatic programming and remote-control
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features on many modetn projectors help you chiange from one slide to the next with-
out relying on anyone else for help. And audiences generally enjoy flustrated talks,
which have an inherent attention factor that a speaker can use to advantage.
Working with slides can also present problems, Projector bulbs can burn out, and
slides can jam in the projector. Moreover, with the lights out, you are less able to re-
ceive nonverbal feedback, and you cannot maintain eye contact with your audience.
Giving a slide lecture, therefore, requires considerable preparation. First, be sure

the slides are right side up and in the order in which you want to show them during’

your speech. Second, know in which direction the slide carousel moves as it feeds the
projector so that you will know how to load it. Third, know how to operate the pro-
gramming feature or the remote-control switch so that you can move back ard forth
armong your slides,

Maps Most maps are designed to be read from a distance of no more than two
feet. As with photographs, the detalis on most maps won't be visible to your audience.
You could use a large map, however, to show general features of an area. Or you can use
2 magnified version of your map. Certain copiers can enlarge irnages as much as 200
percent. It is possible, using a coloy Jaser copier, to enlarge a standard map of Europe
enough for listeners in the last row to see the general features of the continent. Using
a black maiker, one speaker highiighted the borders on a map of Burope to indicate the
couniries she had visited the previous summer (see Figure 16.1). She used a green
marker to show the general path of her journey.

Graphs A graph is a pictorial representation of statistical data in an casy-to-un-
derstand format. Because statistics are abstract summaries of many examples, most lis-
teners find that graphs help make the idata more concrete. Graphs are particularly
effective in showing overall trends and relationships among data. The four most com-
mon types of graphs are bar graphs, pie graphs, line graphs, and picture graphs. Many
of today's computer presentation programs can easily convert statistics into visual form,

*  Bar graphs. A bar graph uses flat areas—bars—of various lengths to represent in-
formation. The bar graph in Figure 16.2 clearly shows the number of peopie who
work from home. This graph makes the information clear and irnmediately visible
to an audlence. By comparison, words and numbers are more difficuit to assimi-
late, espectally in something as ephemeral as a speech.

°  Pie graphs. A pie graph shows the genesal disttibution of data, The pie graph in
Figure 16.3, on page 328, shows what people would do if they had three extra
hours of free time. Pie graphs are especiaily useful in helping your listeners to see
quickly how data are distributed in a given category ot area. '

°  Lime graphs. Line graphs show relationships between two or more variables, Like
bar graphs, line graphs organize statistical data to show overall trends (Figure 16.4,
page 328). A line graph can cover a greater span of time or numbers than a bar
graph without looking cluttered or confusing. As with other types of presentation
aids, a sirnple line graph communicates better than a cluttered one.

°  Picture graphs. In place of eithera line or a bax, you can use pictures to repre-
sent the data you are summarizing'(Figure 16.5, page 329). Picture graphs lock
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somewhat less formal and less intimidating than other kinds of graphs. One of the
advantages of picture graphs is that they use few words or labels, which makes
them easier for yout audience to read.

Charts Charts summarize and present a great deal of ipformation in a smail
amount of space. They have several advantages. They are easy to Us€, reuse, and en-
large. They can also be displayed in a variety of ways. You can use 2 flipchart, a poster,
ar an overhead projector, which can project a glant image of your chart on 2 SCreen. As
with all other presentation aids, charts must be simple. Do not try to put too much in-
formation on one chart.

The key to developing effective charts {5 to prepare the lettering of the words and
phirases you use Very carefully. If the chart contains too much information, audience
members may feel it is t00 complicated and ignore it. If your chart kooks cramped or
crowded, divide the information into several charts and display each as needed. Do not
handwrite the chart; a hand-lettered chart may seem unprofessional. Consider using a
computer that has the software capability to prepare large charts of graphs. Make sure
your letters are latge enough to be seen clearly in the back row. Use simple words or
phrases, and eliminate unnecessary words.

- —
T e R R T
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Flipcharts Flipcharts are often used in business presentations and training
sesstons. A flipchart is a large pad of paper resting on an easel, You can either prepare
your visual aids before your speech or draw on the paper while speaking. Flipcharts are
easy to use. During your presentation, you need only flip the page to reveal your next
visual, Flipcharts are best used when you have brief information to display or when you
warlt to summarize comments from audience members during a presentation.

Most experienced flipchart users recommend that you use lined paper to keep your
words and drawings neat and well oxganized. Another suggestion is to pencil in speak-
ing notes on the chart that only you can see. Brief notes on a flipchart are easier to use
than notes on cards or a clipboard., 1f you do use notes, howeves, be sure that they are

few and brief; using too many notes will tempt you to read rather than have eye com-
tact with your audience.

Chalkipoards and Whitebeards Chalkboards and whiteboards are often
used to offer visual support for spoken words. Chalkboards and whiteboards have sev-
eral advantages: They are inexpensive, simple to use, and low-tech, so you don’t need
to worry about extension cords or special training.

Many public-speaking teachers discourage overuse of chalkboards, however. Why?
When you write on the board, you have your back to your audience; you do not have
eye contact! Some speakers try to avoid that problem by writing on the board before
thelr speech starts. But listeners often look at the visual rather than Ysten. Also, chalk-
boards and whiteboards, which have been around for a long time, are not particularly
effective at getting or holding zudience attention. Use a boaxd only for brief phrases or
for very simple line diagrams that can be drawn in fust a few seconds. '

Overhead Tramsparemcies An overhead projector projects images drawn
on clear sheets of plastic, called transparencies, onto a screen so that the images can be
seen by a large group. Although computer-generated presentations are replacing over-
heads in many settings, overhead projectors remain populax because they have several
advantages. They allow you to maintain eye contact with your audience, yet still see
your visual, Unlike a traditional slide projector, the overhead doesn’t require that you
turn off the lights in the room to ensure that the projected image is visible. You may
wish to dim the lights a bit, but most images can be seen clearly in normal room light.
Overliead projectors also permit you to prepare your transparency ahead of time and
to mark on it during your presertation. If you do write during your speech, limit your-
self to a few short words or to undeslining key phrases. :

AUDIOVISUAL AIDS

Perhaps the most exciting presentation aids are those that join sound and sight to com-
municate ideas. You are probably familtar with movies, videctapes, CI)-ROMs, and
DVDs, as well as with audlo aids such as tapes and compact disks. Now you can con-
sider these familiar media in a new context. Instead of being passively entertained or
insteucted by them, you may use them actively to support your ideas.

Videotapes amd Movies With the ready availability of video cassette
tecorders (VCRs) and cameras, more public speakers are using videotapes to help com-
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HOWTO: Use an Overhiead Prajector

@ If possible, practice with the overhead projector in thg room in Whld‘] you \n_nllt:e
delivering your speech, That way you can be.certaln ‘lthat the pm;ecto; |: b::
proper distance §rom the scresn and that your image will be Jarge enough to
sean. . b t

@ When you are not showing a visual, turn the overhead projector off so it does no
detract from yous speech,

© Do not put toe much infarmation on one transpa{‘ency. Use nG more than seven
lines on one sheet. Do not use a full page of typewritien material as a transparency.

® Align the projector so that the head beams the imade directly _onto‘the sri!re;n.
If the image is too low, it will get projected up and suffer a d:stomm?l ca :tha
keystone effect, which makes the image seem larger at Fhe top and smaller at the
bottom. Besides making sure the projector is properly aligned, you can tilt the pro-
jector screen forward if it is mourted high on a wac:I. . (e volume of your

an overhead projector, you may need to increase the v
° m:: }'If':lg l;asl:’s motor, whifh Sieeps the high-Intensity projector bulb cool, can be
e i i ize. Using 18-

® When develeping your transparency, consider using a large type 5|ze.d - gause
point, 24-point, or even larger type will make your words easier to read. Bec l
most students develop written materials using a co'mputer, 3t s very easy simply
to increase the size of the type, even if it means putting your information on more
than one transparency. Bigger is better. o

® Reveal one line of text at a time by blocking out the text below it with a sheet of
paper. This helps hold the audience's interest. e

@ if possible, leave the bottom fourth of your transparency blan.k. Images projecte
jow on the screen often are not visible to audience members fn the back.

@ Consider using color. Colared acetate sheets are av.ailable frorr'| most bookstores.
You can also use different cojors of markers to highlight key points.

® For sase of handling, place the transparency in a cardboard fral:ne.‘These re:rﬁ
available wherever acetate sheets are soid. A frame lessens the likelihood that
transparencies will stick together or become torm along the edges.

municate their ideas by showing brief scenes from a rented r.novle, exc.erpts from ftrame-
ing videos, or custom-tade videos. High-quaiity VCRs permit stop-acm:in, friaeze- ragﬁe
viewing, and some have a slow-motion function. You can also play and replay a sc
several times if you want your audience to watch subtle movemen? or action. .

A 25-inch screen is generally visible to an audience of twenty-five or. thirty people.
For larger audiences, you will need several TV monitors or a }arge pro]fect;on v s;f?t;?
You can use a large-screen video projector to display your video. Or, if one is avaiil ) e,
you could use a liquid crystal display (LCD) panel connected to an overhead projector
10 project your image.
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Before you decide to use a movie, however, think about whether it will really en-
hance your speech. Aithough movies can dramatically capture and hold your audi-
ence’s attention, they are not really designed as supporting material for a speech.
Usually, they are conceived as self-contained packages, and unless you show only short
excerpis, they can guickly overwhelm your speech. Of course, if you are a skilled
moviemaker, you will probably have encugh control over your medium to tame it and

make it serve your purpose. Be sure to rehearse with the equipment until you can han-
dle it stnoothly. B

CIDs  One technology finding its way into classrooms, corporate meetings, train-
ing sessions, and lecture halls is the compact disk, or CD. CDs can include words, im-
ages, and audio or videoe clips, The files on CDs are read by the CD drive in a personal
computer and can be displayed by linking the computer to a large-screen video pro-
jector or an LCD panel connected to an overhead projector. All the infermation can be
retrieved Instantly because it is stored digitally; one disk can contain hundreds of im-
ages, sound bites, or an entire encyclopedia. .

While giving a lecture about Elizabeth Cady Stanton, you could click the computer
mouse a couple of times to project her picture or hear an actress read one of her
speeches. Or, If you want your audience to hear the dramatic opening four notes of
Beethoven's Fifth Spmphony, you can click the mouse to retrieve his famous “Da, da, da,
daaaash” while simultaneously showing Beethoven's music manuscript in his own
handwsiting. A CD’s key advantage is the ease and speed with which a speaker can re-
trieve audio or visual information. Increasingly, information that is stored on CIs is
also available on the Internet.

Digital Video isks (DVID5) Because you can stop and start a digital video
disk, or DVD, at a precise place, you can be confident that your movie or video will
start exactly where you want it to start when you are ready to show it to an audience.’
Now that DVD recorders are readily avaiiable, it's easy to use DVDs to record video im-
ages and audlo clips to support speech ideas. But because newer DVI} recozders ray use
a format that is not compatible with DVD playets that ate even a couple of years old,
it would be wise to be certain that your self-recorded DVD will be usable on the equip-

‘ment that will be available when you deliver your presentation. You mey, for exampie,

have recorded something using 2 DVD-RW format, and the DVD player may only play
DVD-R or DVD+REW. It pays to double-chack the compatibility of the equipment well
in advance of your presentation.

Aundie Aids  Tapes or audio compact disks (CDs) can complement a visual dis-
play—you might play a tape or CD recording of a few measures of Bach’s Toccata and
Fugue in D Minor to iliustrate a point. While showing slides of her recent Caribbean va-
cation, a student used a recording of steel drum music as a soft introductory back-
ground for her falk. Anocther student interviewed students on campus about local
patking problems. Rather than reading quotes from irate drivers who coutdn’t find a
place to pask, he played a few excerpts of taped interviews.

Probably the easiest and least expensive audio aid to use is a tape recorder that uses
cassettes, It is small enough to handle easily, can be held up to a microphone to amplify
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the sound for a large audience, and can be cued to start exactly where you want it to.
Mini CD recorders can record either voices or music; their small size makes them easy
to handle, and the digital guality produces crystal-clear sound.

A compact disk has excellent fidelity, and 1t can be cued to start at a certain passage.
Some CD players need a separate amplifier and speakers to take full advantage of the im-
proved sound quality. But an average-size "boom box” will do the job nicely unless you
have a very large audience. A CD burner permits you to record selected tracks of music
either from another CD o from music you legally download from the Internet.

As with movies and videos, use audio aids sparingly. You do not want your speech'’s
electronic soundtrack to interfere with your message.

COMPUTER-GENERATED PRESENTATION ANDS

Computes-generated graphics are images, words, charts, and graphs designed and
presented with a computer and graphics software. Although computer-generated
graphics can be overused and can distract from yous message if used improperly, they
open up professional-locking possibilities for illustrating your speech.

Using a presentation program such as PowerPoiat, you can design and create com-
plete presentation aids on your personal computer. You can then use the computer to
display the presentation aid to your audience by connecting it to & special projector. You
can Tun the program manually using a mouse (some computers are even equipped with
a wireless mouse) or the keyboard to advance the images as you speal, o1 you can set
the progzam te run automatically. Even if you don't have access io 2 computer to use
for your presentation, you can create the graphic images you need using a computer at
a commercial copy center or campus computer iab and then transfer the images to
slides or overhead transparencles. Or you can print the images on paper and develop
dazzling posters to display on an easel.

Guidelines for Developing Presentation Aids

The following guidelines offer commonsense and research-based strategies that can
help you prepare effective presentation aids for your speeches.®

ALLOW PLENTY OF TIME TO PREPARE YOUR
PRESENTATION AIDS

Prepare your presentation aids well In advance of your speaking date so that you can
make them as attractive and polished-looking as possible. Avold late-night, last-minute
construction of your presentation aids. A sioppy, amateurish presentation aid will con-
vey the impression that you are not a credible speaker, even if you have spent many
hours preparing the verbal part of your speech. If you haven't used computexr-generated
graphics before, don't expect to whip out the software manual and produce profes-
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slonal-looking images the night before your presentation. Focus your final hours on re-
hearsing, oot on learning a computer program.

MAKE THEM EASY TO SEE

Without a doubt, the most violated principle of using presentation aids in public speak-
ing is "Make it bigl” Countless speeches have been accompanied by a chart or graph that

contains writing too small to read, an overhead projector image not large enough to be .

legible, or a graph on a flipchart that simply can't be deciphered from the back row.
Make your presentation aid large enough to be seen by ali in your audience; write
big or use 2 font that even those in the back of the oom will be able to read easily.

KEEP THEM SIMPLE

Simple presentation aids usually communicate best, Resist trying to make your visuals
complicated. Indeed, any complexity: is toe much. Words should be limited to key
words of phrases. Lengthy dissertations on poster board or an overnead transparency
usually do more harm than good.

Presentation aids support your message; they ace not your message. O1, as CEQ John
W. Roe wisely expressed, “Visual aids should be made to steer, not to row.”® What are
techiniques for keeping your visual message simpie? Consider these ideas:

©  Use no more than seven lines of text on any single visual,

¢ Use builet points in parallel structure (such as beginning each bulleted phrase with
the same word, as we are doing in this list).

*  Use the heading of each slide to summarize the essential point of the visual; if lis-
teners only read-the headings of your visuals, they should still be zble to follow the
key points of the story you're telling,'?

If your presentation contains dry or complex information that might be tedious to
absord in large amounts, consider breaking up the pace by using drawings or pictures
instead of text on some of your presentation aids. Your audience will find your presen-
tation more understandable and enjoyable if you vary the types of graphics that you
show. However, when you incorporate a drawing or picture into your presentation, be
careful to ensure that the image you display complements the mental image created by
your spoken words.

GROUP RELATED ELEMENTS INTO VISUAL UNITS

By grouping related points, you can hélp your audience grasp key concepts and under-
stand reiationships as you convey information. Grouping points frees up space, This
space, in turn, highlights the text blocks and also provides a resting place for the eye.

The alignment you choose for your text and images also affects the open space on
the visual aid and directs the reader’s gaze. Alignment can be fush left, flush ight, or
centered. Centered alignment is often effective for titles, but centered body text can
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look ragged and disorderly. A flush left or flush right alignment makes the text Jook
crisp and allows the eye to flow easily from point to point.

ESTABLISH A CONSISTENT GRAPHIC THEME

Choose a basic deslgn and color scheme and use it throughout your presentation. if
you are designing a series of graphics, try to repeat a word, a symbol, styles, or a. font
throughout the presentation to convey a sense of unity. To carry out a cc?nmstent
theme, choose a symbol other than a round bullet to use for emphasis, maintain a con-
sistent color scheme, and use consistent spacing.

Repetition, however, can be boring, so you may want to vary your visuals 2 little,
but keep in mind that a consistent theme will help your audience process and remerm-
ber complex information.

CHOOSE A TYPEFACE WITH CARE

Although software packages vary, generally you'll be able to choose from 2among dlomlans
of typefaces and fonts. A typeface is a set of fonts that have common characte.nstlcs;
the typeface Helvetica, for example, comes in a variety of sizes and styles, inch{ding r0-
man, italic, and boldface, Each typeface has a name, and typefaces vary in weight and
spacing. A font Is a coliection of all uppercase and lowercase Jetters, numbers, symbols,
and punctuation of a particular typeface size. For example, 9-point Helvetica bold, 12-
point Helvetica, and 16-peint Palatino italic are all examples of fonts.

Make an informed choice rather than just using a typeface because it strikes your
fancy at the moment. Graphic designers divide typefaces into four different classejs:
serif, sans serif, script, and decorative, You'll see each of these classes ilustrated in
Figure 16.6. Serif typefaces, like the ones you are reading in this book, are easier to read

Serif Sans Sexrif

Times New Roman Arial

Bouvkman Old Style Frankiin Gothic Book

Americana Tahoma

Garamond, Century Gothic -
Script Decorative

Ashley Seript MT Whimsy

Fresstyls CRITEER

Sehool Senipt

ROURE 16,6 Classes of Typ;fafes and Examples
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for longer passages because the little lines at the top and bottom of the letters (called
serifs) help guide the eye from one letter to the next, Sans serif typefaces (sans means
"without") do not have the extra lines. Script typefaces are designed to look like hand-
writing, but they should be used sparingly because they are hatder to read than serif
and sans serif type. And use decozative typefaces only when you want to communicate
a particular tone or mood. Regardless of which typeface or font you use, don't use more
than one or two typefaces on a single visual; if vou do use two, designers suggest they
should be from different font categories.

Of course, designers do sometimes violate these guidelines to achjeve special ef-
fects. There 5 no law that says you cannot use a serif typeface in a title and a sans sesif
typeface in the text, Just be sure that your audience will be able to read and understand
your message.

VARY FONTS AND FONT SIZES WITH CARE

A font is a typeface of a particular size and style. Font size is measured in points; a point
is 1/72 of an inch. The larger the point size, the larger the letters. It is easy to get cai-
ried away by all of the possibilities, but if you combine typefaces carelessly, you will
soon discover that your choices conflict instead of complement one another. The
strategles discussed below should help you avoid confiict in your design.

You also need to think about readability when you decide what size to use for the
various elements In: yeur graphics. Your visuals must be big enough to be seen by peo-
pie in the back row of vour audience. How big Is big encugh? Microsoft offers some
general guidelines for visual aids. They recommend using 44-point type for titles, 32-
point type for subtitles or for text if there Is no subtitle, and 28-point type for the text
if there i5 also a subtitle. The Microsoft designers reason that it is better for a presenta-
tion aid to be too big than too smali. If you are not sure your-font is large enough, try
looking at your visual aid in the setting where you will be making your presentation.
Figure 16.7 illustrates a range of point sizes. .

Avoid using all uppercase letters for emphasis, except in short titles. Longer
stretches of text in all caps are hard to read, because our eyes are accustomed to seeing
contrasting letter shapes. When we read, we recognize not oniy the individual letters,
but alsc the shapes of the words. For example, when you drive along a highway, you
can probably recognize the words on the sign for your exit long before you are close

enough to make out the individual letters because you recognize the shape of the
words,

USE COLOR TO CREATE A MOOD AND SUSTAIN
ATTENTION

Graphic designers have long known that warm colors (oranges and reds) communicate
excitement and interest (which is why most fast-food restaurant chains use red, yeliow,
and ozange in their color schiemes; they literaily want to make you hungry and catch
your attention). Cooler colors such as green and blue have a more calming effect on
viewers. Warm colors tend to come forward and jump out at the viewer, whereas cool

;a_n'uat 16.7  Point izes

R ¢
colors recede into the background. What are the implications of the power ofl co}zios
communicate? Consider using warm colors for positive messages (for example,

“We' ing money”.
its are up”) and cooler colors for more negative messages ("We're losing 3!

Aveid Conflicting Colors It is also important to chogse CTOIS E;rctb:;_crll;
‘ i t do not con .
ics that contrast with ope another bu :
grounds and text or graphics ‘ . s yat
j -ound is effective; the colors are g
use of yellow against a blue backgroun: O et
j i background, on the other hand,
monicus. The use of purple against a blue ot et
fective because both colors are dark and the purple letters do not stand out from

background.
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Be cautlous about using green and red combinations in your visual aids. Some of
your audience membeis may have a type of color blindness that makes these two colors
indistinguishable. Even for thase without color blindness, this combination is not ef-
fective. Red type against a green background is difficult to read. The colors are not har-
maonjous and do not contrast effectively, making the text and graphics hard on the eyes.

Design for Contrast 1f you're designing overheads, consider usin g dark text
on & light background. You might use black, dark blue, or <ark red text that would
stand out crisply from: a white, light gray, or light yellow background. Each color would
be distinctive and would provide excellent contrast for high readability. If your visual
dids will be computer-generated and piojected as slides, on an LCD, ot through another
projection system, light text on a dark background wili produce better results, Yellow
and white text on a black, dark blue, or dark green background will produce the con-
trast you need for an attention-getting presentation.

Attractive and harmonious color cornbinations wilt get and hold your listeners’ at-
tention. But resist the temptation to use too many colors. Two different colors of text
on one background color should be sufficient. To unify your presentation, consider us-
Ing the same color for all of your backgrounds, and then vary the complementary col-
ors you use for the text. For example, if you choose dark green for your background
color, you could use white, yellow, and z very light gray for text. Save your most dra-
matic color contrasts for the most important point,

USE BLACK AND WEHITE EFFECTIVELY

If your budget or equipment limits you to black and white presentation aids, you can
still use contrast to create attractive graphics. By choosing contrasting typefaces, spac-
ing text widely or more compactly, using larger or smaler text, and using both bold
and lightface text, you can create differences in textua) color

DON'T DETRACT FROM THE MESSAGE

Presentation graphics should be simple and uncluttered. As you begin te work with so-
phisticated layout and design tools, you may be tempted to load up your graphics with
fancy fonts, clip art, and outiandish colors. Resist that tempptation. Such visuals can
quickly become distracting and hard to read, Instead of supporting your presentation,
they wili actually confuse your audience and detract from YOur message.

Each element in your visual aid should serve a clear and specific purpose that is ap-
propriate to your audience, topic, and setting,

SHOW NUMERICAL DATA GRAPHECALLY

If you need to supply complex numerical data or information to Mustrate a puint or
provide essential background information to your listeners, consider showing this in-
formation graphically. A well-drawn graph can often convey the information that you

wish to present without requiring your audience to absorb and interpret complex nu-
merical data.
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HOWTO: Select the Right Presentation Aids

e Consider your audience. Factors such as audience size dictate the siz_e of t_%:ie wslual
you select, If you have a large audience, do not choo_se 2 presentatton;l un :.-ss
everyone can see it clearly. The age, interests, and attitudes of your audience aiso

i fovi i,
affect your sefection of audiovisual suppo o ) )

@ Think of your speech objective. Don't select a presentation aid untif you have de
cided on the purpose of your speech. - . .

® Take into account your own skill and experience. Use only equipment with which
you are comfortable or have had practical experience. . "

@ Know the room in which you wili speak. if the room ha‘s Iarge' wmc_lowls w};’ct :10
shades and no other way to dim the lights, do not consider using visuals that re-
quire a darkened room.

The type of data you have and the message that you wish to convey w:lllf h’elpryac:t
determine which type of graph is the most appro.priate .f(fr your ptlljrptoses; r);:m v
dience requires detailed numerical information ia adds.tm.n to w1 a yomdp -
your graphs, consider supplylngitina handout that they will be able to study

at their leisure.

Guidelines for Using Presentation Aids

Now that we have offered strategies for developing effect"we presentation aids, here are
some tips to help you use them for maximum audience impact.

DO NOT USE DANGERQUS OR ILLEGAL
PRESENTATION AIDS

Earlier, we described a speaker who accidentally caused an arcl;ery bov\i to ﬂa); z\:;ratbhlee
of b i id he lose credibility because he wi

heads of his startled audience. Not only did . e

d his audience. Dangerous or Lleg

to string the bow successfully, lie also endangere d

presentstlon aids may either shock your audience or physically endanger thlerlzl. ;I‘:c—r:ls]e:

types of aids will alse detract from your message. They are never worth ?11: nsa gan i)

ined speech or an injured audience member. If your speech sec::ms to cah otr ¢ U;gher

ous or illegal object or substance, substitute a model, picture, chart, o

representational device.

REHEARSE WITH YOUR PRESENTATION ATDS

Jane nervously approached her speech teacher ten minutes belfore f:]ass. She \;v?ndesrati
whether class could start immediately, because her presentation aid v»l'as l?t'ett;legl.non-
had planned to explain how to get vazious stains out of clething, and her firs
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stration would show how to remove chewing gum. But she had forgotten the gum, so
she had to ask for a volunteer from the audijence to spit out his gum, 5o she could use
it in her demonstration. The ice she had brought to rub on the sticky gum had by
this time melted. All she could do was dribble some lukewarm water on the gurnimed-
up dloth in a valiant but unsuccessful effort to demonstrate her cleaning method. It
didn’t work. To make matters worse, when she tried to set her poster in the chalkboard
iray, it kept falling to the floor. She ended up embarrassed and on the edge of tears. It
was obvious that she had not rehesrsed with her presentation aids.

Unlike Jane, Marti knew she had an important presentation the next day, and she
was well prepared. Because she was going to use FowerPoint computer graphics in her
presentation, she carefully developed each visual to coordinate with her talk. She re-
hearsed her speech in the same room in which she would be speaking; she also prac-
ticed her presentation using the same computer that she would use for her speech. She
competently sailed through her presentation without a hitch, Although the unex-
pected can always happen, Marti’s thorough preparation and rehearsal boosted both
her confidence and her credibility with her listeners,

Your appearance before your audience should not be the first time you deliver your
speech while holding up your chart, turning on the overhead projector, vperating the

slide projector, or using the flipchart. Practice with your presentation aids untll you feel
at ease with them.

MAKE EYE CONTACT WITH YOUR AUDEENCE, NOT
WITH YOUR FRESENTATION AIDS

You may be tempted to talk to your presentation aid rather than to your audience. Your
focus, however, should remain on your audience. Of course, you will need to glance at
your visual to make sure that it isn't upside down or that it is the proger gne. But do
not face it while giving your talk. Keep looking your audience in the eye.

EXPLAIN YOUR PRESENTATION AIDS

Some speakers believe that they need not explain a presentation aid. They think it's
enough just to show it to their audience. Resist this approach. When you exhibit your
chart showing the overall decline in the stock market, tell your audience what point
you are trying to make, :

Visual support performs the same function as verbal support, it helps you com-
municate an idea. Make sure that your audience knows what that jdea Is. Don't Just un-
ceremoniously announce, “Here are the recent statistics on birth rates in the United
States” and hold up your visual without further explanation. Tell the audience how to
interpret the data. Always set your visuals in a verbal context.

DO NOT PASS OBJECTS AMONG MEMBERS OF
YOUR AUBIENCE

You realize that your marble collection will be too srnall to see, so you decide to pass
soime of your most stunning marbles around while you talk. Bad idea. While you are ex-
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citedly describing some of yous cat's-eye maibles, you have pIDvided. a distractmnbflur
your audience. People wili be more interested in seeing and touching your marbles
than in heating you talk about them. N o ,

What can you do if your object is too sinail to be seen without passing it around?
If no other speaker follows youi speech, you can invite audxen.ce meimbers 'fo come u?
and see your object when your speech is over. 1f your audience is only t\flo or three 10WS
deep, you can even hold up the object and move in close to the audience o show 1t
while you maintain control.

USE ANIMALS WETH CAUTION

Most actors are unwilling to work with animalsﬁanf:'i for good reason. .Atkbc;zst. lthiy
may steal the show. And most often, they are unpredictable. You may thin 3'ou 1: (i
the smartest, best-trained dog in the world, but you really do not knoYv Po;«; yaur :g
will react to a strange environment and an unfamiliar audience. Tlhe risk o rzlr;ind
animal detract from your speech may be too great to make planning a speech ar
o :-‘:’c:::l‘r::::.tudent at a midwestern university a few years ago dvecided to %ltv:h:
speech on caitle, What better presentation aid, he th.ought, .than a cow? H;hbrougelh e
cow to campus and led her up several flights of stairs to. his classr?on_lt e 5p o
fact went well. But the student bad neglected to consider one significant prol :
i i t not down them.
COW.:t:cl»ltlhge‘; :ti;ttaar::shba‘:l a handsome, well-trained German shepl'ferd guard do‘tc;..l'l;lk:
class was enjoying his speech and his demonstraticlms of the dog's p.r?wess un Clha]k
professor from the next classroom poked his head in the door to‘asl\ ?rfsorg:z Fo[tu:
The dog lunged, snarliag and with teeth bared, at the unsuspecl:mg pu(:j zst;e; For
nately, he missed—but the speech was concluded prematurely. These an
ples emphasize our point: Use animals with care, if at all.

USE HANDOUTS EFFECTIVELY

Many speech instructors believe that you shoulc.l not.distribu'cle har:d?‘ifsai\;g;i:
speech. Handing out papers during your presentation will only c?hstr‘ac ¥ o. i - sum:
However, many audiences in business and other rypes .Df organLZfitlons e)\pe;:mn o
mary of your key ideas in written form. 1f you do f:r.n:l it necessgxy t{? use v»:jr
terial to reinforce your presentation, keep the foliowing suggestions in mind.

«  Don't distribute your handout during the presenta.tion unless your lxstenerscllnui:
refer to the material while you're talking about It. Do not dlstnblute han t:u ;
that have only a marginal relevance to your verbal message. They will defeat you
Tt yo0 de listeners are giving the

= If you do need to distribute a handout and you see Fhat your lister hg e e
written material more attention than they are giving you, teil 't’hern where ir e
handout you want them to focus. For example, you could say, "] S,EE tr.\at mazzose
you are interested in the second and third pages of the report. I'll discuss
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items in just a few moments. I'd like to talk about a few examples before we get to
page 2.

«  After distributing your handouss, tell audience members to keep the material face
down until you're ready to talk about the material; this wili help listeners not be

tempted to peek at your handout instead of keeping their focus on you and your

message. ‘

Make sure you clearly number the pﬁges on your handout material. This wiil make
it easy for you to direct audience members to specific pages in your handouts.

To make sure your listeners know what page of your handouts you want them to
focus on, prepare overhead transpazencies of each page of your handout. Yow'll be
able to display the specific page you're talking about. Even if the words are too
small for zudience members to read, they will be able to glance up znd see what
page you're on if they miss your verbal description of where you are in the mater-
ial. With a transparency you can also quickly peint to the paragraph or chart on
the page you want them to focus on. It's not a good idea, however, to economize
by only displaying material designed to be used as handouts on an overhead pro-

jector and not providing handouts. The print will undoubtedly be too small to be
seen clealy. '

If your listeners do not need the information during your presentation, tell them
that you will distribute a summary of the key ideas at the end of your talk. Your
handout might refer to the specific action you want your audience to take, as well
as surnmarize the key information you have discussed,

TIME THE USE OF VISUALS TO CONTROL YOUR
AUDIENCE'S ATTENTION

A skilifui speaker knows when to show a si.tppﬂrting visual and when to put it away. For
example, it's not wise to begin your speech with all your charts, graphs, and drawings
in full view unless you are going to refer to them in your opening remarks. Time the
display of your visuals to coincide with your discussion of the information contained
in them,

Jessica was extremely proud of the huge replica of the human mouth that she had
constructed to illustrate her talk on the proper way to brush one’s teeth. It stood over
twao feet tall and was painted pink and white. It was a true work of art. As she began her
speech, she set her mouth model in full view of the audience. She opened her speech
with a brief history of dentistry in America. But her listeners never heard a word. In-
stead, they were fascinated by the model; Jessica would have done better to cover her
presentation with a cloth and then dramaically reveal it when she wanted to ilustrate
proper tooth brushing. 1

tiere are a few more suggestions for timing your presentation aids.

Remove your presentation aid when You move te your next peint, unless the in-
formation it contains will also help you communicate your next idea,
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«  Have your overhead transparency already In place on the projector. When you are
ready to show your visual, simply turn on the projector to :eveallyour drawing.
Change to a new visual as you make your next point. Turn the projector off when
you are finished with your visual support.

«  Consider asking someone beforehand to help you hold ycnfr presentation aid, turn
the pages of your flipchart, or change the slides on the projector. Make sure you re-
hearse with your assistant so that all goes smoothly during your presentation.

USE TECHNCLOGY EFFECTIVELY

You may be tempted to use some of the new techno]ogles.we have describe.d because
of their novelty rather than because of their value in helpmg.)fou communicate your
message. Most of them, however, are expensive, And som.e novice speakers are tempted
to overuse presentation aids simply because they can guickly produce eye-catching vi-
suais. Resist this temptation. Also consider that many classrooms and %ecm're rOOIMS are
not equipped with the necessary hardware. And realize‘ that to project images from
large-screen projectors or LCD panels, you may have to dim the lights or furn th-e over
head lights completely off. As we have noted, when you use audliowsual equipment
that requires a dark room, you lose vital visual contact with your listeners.

REMEMBER MURPHY’'S LAW

According to Murphy's Law, if something can go wrong, it will. When you use presen-
tation aids, you increase the chances that problems or snags will d:zvelop when j:'Ou p:—
sent your speech. The chart may fall off the easel, you may 11th find any chalk, or the
bulb in the overhead projector may burn out. We are 1zot saying that you.shou]d bea
pessimist, just that you should have backup suppiies and a backup plan in case your
best-laid plans go awry.

HOWTO: tse Presentation Alds Effectively

Rehearse with your presentation aids untif you feel at case wit.h thelzm.
Make eye contact with the audience, not with your presentation aid.
Explain your presentation aids; always set your visuals in a verbal context.
Do not pass objects among members of your audience

Use animais with caution,

Use handouts effectively. ‘

Time the use of your visuals to control your audience’s attention.

Use techniology effectively.

Remember Murphy's Law.
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