Using Visual Aids
“The primary use of visual aids is to clarify and support the point being made orally by the speaker, as well as to better hold attention and interest. One should not think of visual aids as a substitute for oral discourse, however” (Zelko 93-94). “A well-designed, appropriate presentational aid can add significantly to the effectiveness of the speech and the speaker” (Grice and Skinner 314).
Using visual aids in the speech communication process can be very effective, especially today when technology allows speakers to very easily create highly effective multi-media presentations.  However, not every facility is equipped to handle this kind of technology, and, even if the speaker brings his own equipment, he should have a back up plan in the event of an unforeseen technical crisis.

These suggestions should be followed in using visual aids:

1. Consider, in making any point in a speech, whether some form of visual aid may help make it clear, reinforce it, or make it more interesting.
2. Plan in advance the use of any aid, and when and how you will integrate its use with the spoken word.

“The Importance of Using Presentational Aids”

1. Increases message clarity

2. Reinforces message impact

3. Increases speaker dynamism—makes the speaker seem more dynamic

4. Enhances speaker confidence” (315)

“Guidelines for designing presentational aids”

1. Focus on a few key points

2. Layout—landscape with text on top half

3. Highlighting—use bullets or numbering with as few words as possible

4. Fonts—use strong and straight fonts

5. Color and art—use a limited number of colors to enhance your presentational aid (328-329)

“Types of Presentational Aids”

1. Objects

2. Graphics

a. Pictures

b. Diagrams

c. Bar graphs

d. Pie or circle graphs

e. Maps

3. Projections

a. Still projections—slides

b. Opaque projection (opaque projectors)

c. Transparencies

d. Moving projections—films and videotapes

4. Electronic aids—PowerPoint

5. Handouts

6. Audio—records, tapes, and CDs (317-328)

“Strategies for Using Presentational Aids”

1. Determine the information to be presented visually
2. Select the type of aid best suited to your resources and speech
3. Ensure easy viewing by all audience members
4. Make sure that the aid communicates the information clearly
5. Construct an aid that is professional in appearance
6. Practice using your aid
7. Arrange for safe transportation of your aids

8. Carry back-up supplies with you
9. Properly position the aid
10. Test your presentational aid (330)

“During the Speech”
1. Reveal the aid only when you are ready for it
2. Talk to your audience—not the aid
3. Refer to the aid
4. Keep your aid in view until the audience understands your point
5. Conceal the aid after you have made your point
6. Use handouts with caution (330)

ALWAYS PRECHECK EQUIPMENT
Make sure to have markers, erasers, power, screen

ELECTRONIC MEDIA

Electronic Presentations (PowerPoint) 

In an important situation, always have a back-up plan in case the projector does not work.  If this happens, do not apologize profusely.  The people came to see you, not your PowerPoint.

“Tips for Using Audio Visual Equipment:

· Double check everything.  Leave nothing to chance.

· Practice ahead of time so you know that everything works.

· Have extra bulbs, cords, and batteries.

· Know which buttons to push and in what sequence.

· Know the locations of switches and outlets and which controls what.

· Arrange for a helper to handle details of lights, etc.

· Have a penlight with you—good for finding switches in the dark.

· Delegate whenever possible, but do not assume anything.
· Follow up.  Ask helpers before going on, “Do we need anything?  Are we all set?”

· Have a backup plan.  

· Remember to talk to the audience, not to your visual aid.” (Clinton 180-181)
In using slides, videotape, or motion pictures, view them in advance and plan your discussion and comments on each in advance.  Maintain directness and good voice projection with your audience.  Prepare key questions for discussion immediately after viewing a videotape or film.  (Zelko 95)

PROPS

Another valuable visual aid is a prop, which allows the speaker to use “fewer words [because the] object speak[s] for itself” (183).  Like a handout, however, remember the prop will completely distract the audience, and the speaker must allow them time to focus on and understand its impact on the speech.  First and foremost, the speaker must “be intimately familiar with the object and prepared.  [He should] practice [using the prop] before a presentation” (183).
In using models or objects, hold them up in clear view of the audience or place them on a table for all to see.  Walk toward or into the audience with them as appropriate for closer viewing.

Props


Using props allows you to use “fewer words and lets the object speak for itself”


“The two most important elements of using props are:

1. Be intimately familiar with the object.

2. Be prepared.  Practice before a presentation.” (Clinton 183)

HANDOUTS

Many speakers feel providing their audiences with handouts will help them to further retain the information being presented, but the time of their distribution is critical.  As soon as the audience receives the handouts, even during the time of distribution, they will not be able to completely focus on the speaker.  To manage this distraction, the speaker may want to distribute these handouts prior to his presentation or after he has finished.  The only other choice is to allow time to pause while the audience reviews the material on their own, or wait until all handouts have been distributed, and then review them together.  Many audience members diligently take notes during a presentation.  If the speaker wants their undivided attention, he will need to reassure them that note taking is not necessary, he will provide all necessary information, or that he will allow time for note taking later.  If the speaker has provided an audience with an outline of his speech, they will be very aware of any deviations, so the speaker will need to address their concerns (180).

HANDOUTS

· Provide them if audience needs to take notes, but be aware that audiences will immediately look at the handout and pay no attention to what you have to say.

· Eye contact becomes impossible

· If using the handout is only to distract the audience from you, then don’t use them.

· If the audience will want to take notes, but you want them to focus on you, then tell them to listen now, and then you will give you a handout later.

· Also, when giving them an outline of your speech, they will notice if you deviate from the notes on the handout

In using handout materials, time their distribution with the point being made and keep attention in focus on the point.  Caution the audience not to read while you are speaking. If the material is complex and you want the audience to be familiar with it in advance, plan to distribute the handouts well before you speak.

FLIP CHARTS

Common visual aids include flip charts, white or chalk boards, and overhead projectors.  When using a flip chart, the speaker will want to have his key points planned ahead of time.  If time permits, he may consider two helpful options:  lightly writing his notes along the edge of the flip chart or on the back of the paper that is flipped.  This strategy allows his hands to be free of additional notes or cards.  Using different colored and thick markers to highlight key points is highly recommended.  Also, to keep audiences involved, the speaker may want to ask them questions and record their answers on the flip chart, but leave space between each point and in the margins, leaving room to add additional comments and ideas. The challenge to using flip charts is that speakers have a tendency to turn their backs to the audience while speaking; try to avoid this (177).  During a presentation tearing off the sheets and mounting them around the room with non-damaging tape is helpful when reviewing key points. Using a white or chalk board is very similar to using flip charts, except the space is limited.  The most important advice when using any of these communication devices is to make sure that ample and functional markers, chalk, and erasers are readily available for the speaker to use.

Flip Charts

· Good for small classroom size meeting spaces

· Have key points written out ahead of time

· Use thick markers

· Leave plenty of white space along margins and between lines

· helps readability

· allows room for additional notes

· Good Trick for Speaker

· Pencil in your own notes in the margins so using other notes is not necessary, and your audience probably won’t even notice your notes.  Helps with better eye contact.

· A variation of this is to write notes to yourself on the back of the flip chart pages.  You will be able to see them standing just behind the chart.

· Always avoid speaking with your back to the audience when your back is turned facing the chart.

“Tips for flip charts, writing boards and overhead projectors:

· For each new point you record, alternate between two or more colors of pens

· A good way to get audience participation is to ask questions” (Clinton 177)
· If people are taking notes, be sure to ask if they have finished before erasing your notes.

In using the blackboard or chart easel for developmental purposes, be sure it is clean and in a good position relative to the audience.  Plan what your material will look like as it develops and when it is finished by putting it on paper in your speech preparation.  Print or write uniformly in large bold letters.  Don’t hide your work with your body.  Turn frequently toward your listeners and look at them while developing your material.  Raise the voice projection level if you have to occasionally talk into the board.  Keep talking while working at the board, and don’t allow long periods of silence.  Stand away and use a pointer or the arm extended while explaining what is on the board.  

A chart easel pad may be used in lieu of the blackboard with the advantage that each chart may be torn off and hung separately if desired, and they may be kept for a summary after the speech.

Do not leave blackboard, chart material, or any other form of visual aid in back of you as you speak, unless this (Zelko 94) material is directly related to this point being made at the time.  If the material is not related, it will pull the attention of your listeners toward the material and away from what you will be saying.

In using charts prepared in advance, time their use to bring them out in conjunction with the point being reinforced. 

OVERHEAD PROJECTOR

The overhead projector is available in almost every facility equipped for speakers.  When using multiple transparencies, the speaker should number the sheets and then record these numbers in his notes so that he will be able to easily correlate the transparencies and his points.  Rather than bombard the audience with too much information on each transparency, the speaker should introduce one point at a time by placing a piece of paper over the transparency and moving the sheet down as the additional information is needed.  When using overhead markers on the transparency, select different colors to highlight important points.  Other tips are to make sure the audience is able to see the projection screen clearly, and place a sheet of paper of over the projector or turn it off when it is not in use (177).
Overhead Projector
· If using a lot of transparencies, number them and list the numbers in your notes

· Use a piece of paper on the projector to reveal information one bit at a time.

· An alternative is to use multiple transparencies with additional information added to each sheet.

· Avoid looking into the light

· Make sure people can see the screen

When you want the audience to refocus on you, either turn off the projector or place a sheet of paper on the top.

PowerPoint Presentation Advice
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Structuring Your Talk:
Preparing a talk always takes far longer than you anticipate.  Start early!

· Write a clear statement of the problem and its importance. 

· Research. Collect material which may relate to the topic. 

· Tell a story in a logical sequence. 
· Stick to the key concepts. Avoid description of specifics and unnecessary details.  

· If you are making a series of points, organize them from the most to the least important. The less important points can be skipped if you run short of time. 

· Keep your sentences short, about 10-20 words each is ideal. This is the way people usually talk. 

· Strive for clarity. Are these the best words for making your point? Are they unambiguous? Are you using unfamiliar jargon or acronyms? 
Preparing Your Slides:

Presentation Design
· Don’t overload your slides with too much text or data. 
· FOCUS. In general, using a few powerful slides is the aim. 
· Let the picture or graphic tell the story. Avoid text. 

· Type key words in the PowerPoint Notes area listing what to say when displaying the slide. The notes are printable. 
· Number your slides and give them a title. 

· Use the “summary slide” feature in slide sorter view to prepare an Agenda or Table of Contents slide. 
· Prepare a company logo slide for your presentation. 
· You can add a logo and other graphics to every slide using the slide master feature. 

· Proof read everything, including visuals and numbers. 

· Keep “like” topics together 
· Strive for similar line lengths for text. 
Visual elements
· A font size of 28 to 34 with a bold font is recommended for subtitles. The title default size is 44. Use a san serif font for titles. 

· Use clear, simple visuals. Don’t confuse the audience. 
· Use contrast: light on dark or dark on light. 

· Graphics should make a key concept clearer. 

· Place your graphics in a similar location within each screen. 
· To temporarily clear the screen press W or B during the presentation. Press Enter to resume the presentation. 
Text 
· Font size must be large enough to be easily read. Size 28 to 34 with a bold font is recommended. 

· It is distracting if you use too wide a variety of fonts. 

· Overuse of text is a common mistake. 

· Too much text makes the slide unreadable. You may just as well show a blank slide. Stick to a few key words.  

· If your audience is reading the slides they are not paying attention to you. If possible, make your point with graphics instead of text. 

· You can use Word Art, or a clip art image of a sign, to convey text in a more interesting way. 
Numbers
· Numbers are usually confusing to the audience. Use as few as possible and allow extra time for the audience to do the math. 

· Numbers should never be ultra precise:  

· “Anticipated Revenues of $660,101.83” looks silly. Are your numbers that accurate? Just say $660 thousand. 

· “The Break Even Point is 1048.17 units. Are you selling fractions of a unit? 

· Don’t show pennies. Cost per unit is about the only time you would need to show pennies. 
· If you have more than 12-15 numbers on a slide, that’s probably too many. 

· Using only one number per sentence helps the audience absorb the data. 

Statistics
· Use the same scale for numbers on a slide. Don’t compare thousands to millions. 

· When using sales data, stick to a single market in the presentation. Worldwide sales, domestic sales, industry sales, company sales, divisional sales, or sales to a specific market segment are all different scales. They should not be mixed. 

· Cite your source on the same slide as the statistic, using a smaller size font. 

Charts
· Charts need to be clearly labeled. You can make more interesting charts by adding elements from the drawing toolbar. 
· Numbers in tables are both hard to see and to understand. There is usually a better way to present your numerical data than with columns and rows of numbers. Get creative! 

· PowerPoint deletes portions of charts and worksheets that are imported from Excel, keeping only the leftmost 5.5 inches. Plan ahead. 
Backgrounds
· Backgrounds should never distract from the presentation. 

· Using the default white background is hard on the viewer’s eyes. You can easily add a design style or a color to the background. 
· Backgrounds that are light colored with dark text, or vice versa, look good. A dark background with white font reduces glare. 
· Colors appear lighter when projected. Pale colors often appear as white. 
· Consistent backgrounds add to a professional appearance. 

· For a long presentation, you may want to change background designs when shifting to a new topic. 
Excitement
· Slides for business presentations should be dull! You don’t want to distract the audience. 
· Sounds and transition effects can be annoying. Use sparingly. 
· Animation effects can be interesting when used in moderation. 
· Too much animation is distracting. 
· Consider using animated clip art 
· Consider using custom animation 
· You can insert video and audio clips into PowerPoint. 
· You can also insert hyperlinks. 

Hints for Efficient Practice:
Timing - Practicing Your Presentation, 
· Talk through your presentation to see how much time you use for each slide. 

· Set the automatic slide transition to the amount of time you want to spend discussing each slide. 

· Are you using the right amount of time per slide? Decide which slides or comments need alteration to make your presentation smoother. 

· Change the automatic slide transition settings for individual slides to fit the amount of time needed for that slide and practice again. Are you still within the time limit? 
· Decide if you want to remove the automatic slide transition feature before giving the presentation. 
Content 
· Make a list of key words/concepts for each slide 
· Read through the list before you begin. 

· Don't attempt to memorize your text; 

· Your words will probably be different each time you practice. 

· Think about the ideas, and your words will follow naturally. 
Delivering Your Talk:

Pre-Talk Preparation
· Plan to get there a few minutes early to set up and test the equipment. 

· Dress appropriately for your audience. 
· Turn off your cell phone. 
Handouts:  
· Edward Tufte, the leading expert on visual presentation techniques, advises speakers to always prepare a handout when giving a PowerPoint presentation. 
· Make about 10% more handouts than you expect to use. 
· Distribute handouts at the beginning of your talk. 
Opening: 
· Jump right in and get to the point. 

· Give your rehearsed opening statement; don't improvise at the last moment. 

· Use the opening to catch the interest and attention of the audience. 
· Briefly state the problem or topic you will be discussing. 

· Briefly summarize your main theme for an idea or solution. 

Speaking
· Talk at a natural, moderate rate of speech 

· Project your voice. 

· Speak clearly and distinctly. 

· Repeat critical information. 

· Pause briefly to give your audience time to digest the information on each new slide. 

· Don’t read the slides aloud. Your audience can read them far faster than you can talk. 

Body Language
· Keep your eyes on the audience 
· Use natural gestures. 
· Don’t turn your back to the audience. 
· Don’t hide behind the lectern. 
· Avoid looking at your notes. Only use them as reference points to keep you on track. Talk, don’t read. 
Questions
· Always leave time for a few questions at the end of the talk. 
· If you allow questions during the talk, the presentation time will be about 25% more than the practice time. 

· You can jump directly to a slide by typing its number or by right-clicking during the presentation and choosing from the slide titles. 
· Relax. If you’ve done the research you can easily answer most questions. 

· Some questions are too specific or personal. Politely refuse to answer.  

· If you can’t answer a question, say so. Don’t apologize.  “I don’t have that information. I’ll try to find out for you.” 
Length: 
· To end on time, you must PRACTICE! 

· When practicing, try to end early. You need to allow time for audience interruptions and questions. 
Demeanor: 
· Show some enthusiasm. Nobody wants to listen to a dull presentation. On the other hand, don’t overdo it. Nobody talks and gestures like a maniac in real life. How would you explain your ideas to a friend? 

· Involve your audience. Ask questions, make eye contact, use humor. 

· Don’t get distracted by audience noises or movements. 
· You’ll forget a minor point or two. Everybody does. 

· If you temporarily lose your train of thought you can gain time to recover by asking if the audience has any questions. 
Conclusion:
· Close the sale. 
· Concisely summarize your key concepts and the main ideas of your presentation. 

· Resist the temptation to add a few last impromptu words. 

· End your talk with the summary statement or question you have prepared. What do you want them to do? What do you want them to remember? 
· Consider alternatives to “Questions?” for your closing slide. A summary of your key points, a cartoon, a team logo, or a company logo may be stronger
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