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PowerPoint Presentations 

Microsoft PowerPoint™ is a common audio-visual aid for oral 

presentations, but it can detract from your presentation if not used 

properly. Remember that PowerPoint is an instrument to get your 

message across to your audience, and you need to focus on the 

message to ensure that PowerPoint does not distract the audience. 

Your audience did not come to see your PowerPoint, they came to 

listen to you. 

When should I use PowerPoint? 

During your time at university, you may be called upon to make a presentation. This may be as an 

individual or as part of a group. Visual aids can easily reinforce and enhance your approach. Research 

suggests that presentations of 15 minutes or over which incorporate visual elements are more 

interesting, persuasive and professional. 

 

One of the most common ways to incorporate visuals is through the use of Microsoft PowerPoint. If you 

have the option and access to a data projector in the room you are presenting, you should choose 

PowerPoint instead of Overhead Projector (OHP) transparencies. 

 

To be successful when using PowerPoint for your presentation, consider these three important points: 

 

1. Keep It Simple - With university PowerPoint presentations, it is best to keep them simple and 

avoid clutter. Two fonts are sufficient, and basic graphics should relate to the theme of your 

presentation (unless it is a recurrent logo). You should adopt the ‘666’ Rule i.e. no more than 6 

words per bullet + 6 bullets per slide + 6 wordy slides in a row. 

2. Match Design to Purpose - You need to decide whether your university presentation is meant to 

inform or persuade. You should think about keeping the background template, colours, clipart, 

sound effects and other techniques in line with your main objective. 

3. Be Consistent - It is important to use the same fonts and colours throughout the entire 

presentation and maintain a consistent approach. A PowerPoint template can assist you with this. 

Choose your template carefully so that it matches the theme, allows the information to be 

readable, and enhances your overall presentation. 
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How do I make the text more readable in a PowerPoint presentation? 

 

Here are some important things to consider to help make your PowerPoint more readable: 

 

 Keep the wording clear and simple. Try to reduce your main ideas down to keywords that you 

can expand on in speech 

 Your title font should be at least 36-40 point size. The text body font should be a minimum 

of 24 point size 

 Avoid using too many fonts styles in one slide: it is common to have one style for titles and 

one style for text body, with some contrast between them 

 Capital letters can be hard to read – make sure you use upper and lower case lettering. All 

capital letters is often seen as ‘SHOUTING’ 

 Use bold or italic typeface for emphasis rather than underline which can cause clutter 

 Avoid using more than three colours: one for the background, one for titles, and one for the 

body of the text. Keep the colour design consistent between slides, and select a text colour 

that contrasts well with the background 

 Do not centre bulleted lists or informative text 

 Run a spell check on your PowerPoint presentation when you have finished. 

What kind of background should I choose for my PowerPoint? 

 

Here are some important things to consider when selecting PowerPoint background templates: 

 

 Choose a background template that is simple and clear, because your presentation should 

focus on the message (your ideas) rather than the medium (PowerPoint) 

 Choose colours with a good contrast between the background and the foreground, using dark 

and light shades so that text stands out. Dark on light is usually the most readable design. If, 

however, the venue of your presentation is not adequately lit, select a dark coloured 

background and use a light colour for your text 

 As always, run through a test of your presentation in your venue as the effect of colours may 

be reduced by some projectors. Your audience needs to be able to read your text clearly 

 Always account for colour-blindness in your audience, so use lots of contrast and avoid 

combinations of reds, greens, browns, oranges, and yellows 

 Maintain consistency in your background, using simple designs and light textures to enhance 

readability 

 Minimise the use of flying words, moving graphics and sound effects with multiple transitions 

 Avoid the colour red for fonts or backgrounds, as it can be emotionally overwhelming and 

difficult to view and read. 
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Example 1 

 

 

 

Example 2 

 

 

 

Example 3 

 

 

GLOBAL WARMING
• For the past 200 years humans have been polluting the Earth's 

atmosphere with carbon dioxide (CO2) and other greenhouse 
gases. This traps more of the Sun's infra-red radiation in the 
Earth's atmosphere, warming the planet.

• Globally, 11 of the last 12 years have been among the 12 
warmest in the history of global surface temperature records.

• In Australia, the average maximum temperature rose 0.8ºC from 
1910 to 2004, with most of this rise occurring since 1950.

• The Third Assessment Report of the UN's predicts global 
temperature rises by the end of the century of between 1.4°C 
and 5.8°C by 2100. 

So what is the science behind global warming?

Global Warming - An Introduction

Australians are the highest per-person 
greenhouse gas polluters in the developed world. 
The main sources of Australia's greenhouse gas 
emissions are : 

50% from stationary energy, primarily electricity 
generation; 

16% from agriculture, mostly from cattle and 
fertilisers; 

14% from transport; 

6% from land use changes, and 

5% from industrial processes such as cement 
and aluminium production 

Australia & Global WarmingAustralia & Global Warming

Australians are the highest perAustralians are the highest per--person person 
greenhouse gas polluters in the developed greenhouse gas polluters in the developed 
world. world. The main sources of Australia's The main sources of Australia's 
greenhouse gas emissions are : greenhouse gas emissions are : 

50% from stationary energy, primarily electricity generation; 50% from stationary energy, primarily electricity generation; 

16% from agriculture, mostly from cattle and fertilisers; 16% from agriculture, mostly from cattle and fertilisers; 

14% from transport; 14% from transport; 

6% from land use changes, and 6% from land use changes, and 

5% from industrial processes such as cement and aluminium produc5% from industrial processes such as cement and aluminium production tion 

 Title is too broad and topic is vague 

 Excessive information for one slide 

 Template does not suit a university 

audience 

 Three different fonts and main body font is 

too small  

 Bottom curly font is difficult to read 

 Title and information does not correlate, 

because information relates specifically to 

‘Australia’ 

 Excessive information for one slide 

 Japanese design on the right side does not 

suit the theme of ‘Global Warming’ or 

‘Australia’ 

 Informal fancy coloured bullet points 

 Over five colours on one slide 

 Connection between Australia and Global 

Warming unclear 

 Four different fonts  

 Excessive information for one slide 

 Percentages font light blue on a dark blue 

background i.e. no contrast 

 Bullet points missing and arrows are 

distracting 

 Template theme suits the topic, but slide is 
too busy  

Source: http://wwf.org.au/ourwork/climatechange/whatisglobalwarming/  

 

Source: http://wwf.org.au/ourwork/climatechange/whatisglobalwarming/  

 

Source: http://wwf.org.au/ourwork/climatechange/whatisglobalwarming/  
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Example 4 

 

 

 

Example 5 

 

 

Other useful resources 

The following resource provides an overview of the issues to consider when preparing PowerPoint slides.  

http://www.adelaide.edu.au/clpd/all/stud_resources/effectivePPTdesign_slides.pptx 

Websites 

Free PowerPoint Trial Download http://us1.trymicrosoftoffice.com/default.aspx 

Microsoft PowerPoint website http://office.microsoft.com/en-au/powerpoint/default.aspx 

PowerPoint Tutorials & Animation http://pptheaven.mvps.org/ 

 

If you require more assistance with PowerPoint Presentations, contact Academic Learning and Language on 8303 5771. 

Visit the ALL website for additional resources: www.adelaide.edu.au/clpd/all/ 

Principal Author: Donna Velliaris 2009 

Australia & Global WarmingAustralia & Global Warming

Australia’s Involvement in Global Warming

Australians are the highest per-person 

greenhouse gas polluters in the developed 

world. The main sources of emissions are: 

50% -> stationary energy

16% -> agriculture

14% -> transport

6% -> land use changes

5% -> industrial processes

 Connection between Australia and Global 

Warming unclear 

 No information 

 Graphic stretched to fit the slide and 

overwhelmingly large/distorted 

 Colours on the graphic do not have labels 
that make them readable 

 Title more indicative of the topic and 

information 

 Ample information on one slide and 

phrasing that the audience can understand 

 Simple bullet points 

 One font (Times New Roman) in readable 

point sizes 

 Contrasting font and background colour 

(black and white) 

 Basic template with no other visual 
distractions 

Source: http://wwf.org.au/ourwork/climatechange/whatisglobalwarming/  

 

Source: http://wwf.org.au/ourwork/climatechange/causesofglobalwarming/  

 


