Using Visuals in a Presentation

An important decision to make as you prepare your oral presentation is whether to use visuals and, if so, what kind. Well-planned visuals can add interest and emphasis to your presentation. They can also clarify and simplify your message by reinforcing its key points.

Visuals can be overused, of course. Do not attempt to use them to flesh out a skimpy presentation or to focus a disorganized one. In general, use them only if they clarify a point or make your presentation more vivid and concise. If you are nervous about making your presentation, however, you may find it helpful to list the major points of your presentation on a visual.

Keep these points in mind as you prepare your visuals:

•
Check the physical arrangement and facilities of the room where you will speak. Does the room have a chalkboard, a projection screen, or a television monitor?

•
Check the size of the room and its capacity. You need to know how far away your audience will be so you can create visuals to scale. Make sure everyone can see and hear you.

•
Keep the amount of information on each visual to a minimum. Try to present only one point on each and keep numerical data brief.

•
Use words and phrases instead of full sentences.

•
Use gestures and words to emphasize visuals.

•
Keep the visual visible: Don't block it with your body.

•
After pointing out a visual, move to face your audience before speaking.

•
Do not expose your visual to your audience until you're ready to speak about it.

•
Let the audience study the visual for a few seconds before you speak about it.

•
When you have finished using a visual, remove or cover it, so it won't distract your audience from what you're saying.

