Features of presentation software 

What is it about presentation software that has made it such a popular choice to use when giving a presentation? 

The software is incredibily easy to use. Even a novice can produce a reasonably good looking presentation with only a few minutes training.

	The software comes with a large range of ready prepared templates. The text simply needs to be typed onto the page.

There are also a huge number of professionally designed templates available to purchase fairly cheaply from the Internet.
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	There are a large selection of different layouts available. Each slide can have a different layout. One slide can have bullet points to the left of an image, another slide can have a main title and bullet points underneath, another one can have a graph or a hierarchy diagram.
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	A 'master slide' is available so that you can set up things which you wish to appear on every page such as a footer or page numbers or a title.

You can choose text styles to apply throughout your presentation on the master slide.
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	The software comes with many different animation effects which can be used to add emphasis to presentations.

It also has a large selection of slide transition effects that can be used when changing from one slide to the next. 
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Making a presentation look good

The following points will help you to avoid some of the common mistakes made when creating a presentation.

	Make text large enough
The temptation is to use 12-14 point since you can read that on your screen whilst you are typing. However, project this up onto a whiteboard and the audience will be unlikely to be able to read what you have written.
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	Keep it simple
This is easier said than done. Try to stick to only a few font colours, one for the heading, one for the main text and one for highlighting key points. 

Try to stick to bullet points, large paragraphs of text should not be included if at all possible.
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	Pictures
Images can really help to enhance your presentation if used correctly. The general rule is one or two appropriate images on a slide. 

They should not obscure any text and they should be large enough to make an impact.
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	Sound
Again, sound can enhance your presentation, but make sure that it isn't so loud that it would drown out you speaking and make sure that it won't distract your audience from what you are saying.
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	Colours
Think about the colours you are using, some colours clash with one another, other colours don't project well onto a screen.
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	Background
Think about the choice of background you use. You may like it, but some backgrounds are so distracting that the audience would find it hard to focus on the presentation.
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Animation and transitions 
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Animation Effects
Custom animation is often added to a slide show. It can be used to delay the appearance of bullet points on the screen. This can help to keep the audience focused on what is being talked about at that moment rather than letting them read ahead and not listen properly. They can also be used to add dramatic effect or visual interest.
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The key to using animation successfully is to pick one or two effects and stick with them throughout the presentation; using too many can be
confusing, can frustrate your audience, and can leave your presentations looking unprofessional.

 Slide Transitions
Slide transitions can be set up to govern how you move from one slide to another. 

You can set your presentation to be timed so that it moves automatically to another slide after a certain length of time. This effect is used for informative presentations which are just left running for people to view as they walk past. 

However, it is difficult to get automatic timing just right, some people read fast, some much more slowly. They can lead to frustration if some are kept waiting for the next slide for too long whilst others find they haven't read everything before the slide switches.

You can set the slide transition to different effects such as 'fade', 'blinds', 'checkerbox'. This can be set up on every slide so that the transition is consistent throughout the presentation, or it can be set up on particular slides only.

As with custom animation, the rule 'less is more' applies and it is wise to stick to just one effect throughout the presentation.
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Action buttons or hyperlinks can also be used on slides to help you navigate through the presentation.

Hyperlinks can also be used to help you access a relevant website.

