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CREATING YOUR DESIGN 
Templates 

 Create a design that can be used for any delivery method: live, virtual, eLearning 
 Use clean and simple designs - avoid patterns, shadow and 3D effects for both text and objects 
 Add splashes of color to add visual interest, but leave lots of room for your content 
 Choose text and background colors that have a lot of contrast, and avoid colored text on colored backgrounds 
 Use dark text on a white or light background for maximum readability 
 Make all formatting changes to your slide master so that your slides have a consistent look and feel 

 

Fonts 
 Use sans serif fonts (without tails) like Arial, Calibri, and Tahoma 
 Select a font size based on your audience and where/how your presentation will be viewed 

- Live presentations: Design for the last row  
- Virtual presentations & eLearning: Design for the smallest screen (1024x768) and develop slides at 75% 

to account for virtual classroom tools or eLearning skins  

 

ADDING CONTENT 
Slide Titles 

 Use the “Click to add title” field to build your presentation and auto-populate the slide menu 
 Give each slide a unique title so you can easily identify it 
 Switch to outline view to ensure you’ve populated the “Click to add title” field 

 

Slide Text 
 Don’t put all of your text on the slide because people read faster than you talk 
 If you must use bullets, then limit your slides to 6 bullets with 6 words per bullet  
 Whenever possible, use this three-step process to eliminate bullets completely: 

1. Break content into small bites 
2. Remove unnecessary content 
3. Add relevant visuals 

 

Slide Visuals 
 Educate, don’t decorate 
 Avoid cheesy 2D clip art, and instead use photos for the biggest impact and a more professional look 
 Resize images from the corner handle only, crop images that do not fit properly 
 Use an image editing program to crop and resize images to keep your PowerPoint file size small 
 Switch to slide sorter view to ensure you have a consistent look throughout your presentation 
 Do not use Google images, instead use royalty-free photos: 

- Microsoft (free with MS Office): http://office.microsoft.com/en-us/clipart/default.aspx 
- Stock.XCHNG (free photos): http://www.sxc.hu/  
- Flickr Creative Commons (free, but you must attribute): http://www.flickr.com/creativecommons 
- Dreamstime (pay per photo - low cost): http://www.dreamstime.com  
- iStockPhoto (pay per photo): http://www.istockphoto.com  
- Photos.com (pay per photo): http://www.photos.com 
- eLearningStock (can purchase bundles of same character): http://elearningstock.com/  
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ENGAGING YOUR AUDIENCE 
 Add relevant and meaningful interactivity to keep your learners engaged 
 Interactivity should support your objectives 
 Make learners apply knowledge, not just recall information 
 Distribute activities throughout the training 

 

Activity Live Virtual eLearning 

Open-ended questions (verbal or via chat) X X   X * 

Quiz / Polling questions X X X 

Breakout groups (discuss, role play) X X  

Brainstorming (verbal or via chat) X X  

Web safaris X X X 

Games X X X 

Learners teach / share X X  

 

* Learners can e-mail answers to an instructor or they can enter their answer and compare it to the correct 
response displayed on the next screen. 

 
DESIGNING HANDOUTS 

 Do not use the handout feature in PowerPoint (e.g. print tiny thumbnails of your slides) 
 Create a separate handout that contains all of the important information from your presentation, typically a 

combination of the content on your slides and the notes from your script 
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