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A former lifeguard with training in a number of life-saving techniques, Meg Fugate decided to give her informative speech on the steps one should ​follow in responding to an emergency situation. Part of her speech was devoted to explaining how to administer cardiopulmonary resuscitation, ​better known as CPR. 


A week before her speech, Meg called the local Red Cross chapter and arranged to borrow a life-size dummy of a human torso on which she could demonstrate CPR. She used the dummy in her practice sessions to make sure she knew exactly what maneuvers she was going to perform and how to coordinate them with her words. By the day of her speech, she was able to move effortlessly between explaining her ideas and performing the procedures of CPR without breaking eye contact or stumbling in her delivery. 


By showing her classmates how to perform CPR, rather than just telling them about it, Meg made her speech more interesting and communicated her ideas much more effectively. Afterward, one of her classmates commented that the speech was better than the CPR demonstration he had seen at the Red Cross!


As the old saying tells us, one picture is worth a thousand words. People find a speaker’s message more interesting, grasp it more easily, and ​retain it longer when it is presented visually as well as verbally. Can you picture the steps involved in using CPR to save a life? You could if you had watched Meg’s speech. Her visual demonstration brought home her ideas more ​effectively than would have been possible with words alone.

Advantages of Visual Aids

Visual aids offer several advantages. The primary advantage is clarity. If you are discussing an object, you can make your message clearer by showing the object or some representation of it. If you are citing statistics, showing how something works, or demonstrating a technique, a visual aid will make your information more vivid to your audience. After all, we live in a visual age. Television and movies have conditioned us to expect a visual image. By using visual aids in your speeches, you often will make it easier for listeners to understand exactly what you are trying to communicate.1

Another advantage of visual aids is interest. The interest generated by visual images is so strong that visual aids are now used routinely in many areas, not just speechmaking. A generation or so ago, most college textbooks were rather dry—page after page of words. Today they are enlivened with photographs, drawings, and other visual aids that clarify the material and make it more interesting. Encyclopedias have blossomed with photographs and maps; even dictionaries contain small drawings to highlight word ​definitions. You can do the same thing with your speeches.


Still another advantage of visual aids is retention. Visual images often stay with us longer than verbal ones. The people who saw Meg Fugate’s speech about CPR may not remember everything she said about the details of responding to an emergency, but they will probably remember her demonstration of how to perform CPR. And perhaps they will remember that 
View an excerpt from Meg Fugate, “CPR.”

CD 1: Video 13.1
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demonstration if they are ever in a situation where they need to provide CPR for someone who has been in an accident or has suffered a heart ​attack. We’ve all heard that words can “go in one ear and out the other.” Visual ​images tend to last.2

In fact, when used properly, visual aids can enhance almost every ​aspect of a speech. One study showed that an average speaker who uses visual aids will come across as better prepared, more credible, and more professional than a dynamic speaker who does not use visual aids. According to the same study, visual aids can increase the persuasiveness of a speech by more than 40 percent.3 Another study found that business speakers who use multimedia in their presentations are significantly more effective than speakers who do not.4

There is even research to indicate that visual aids are an excellent way to combat stage fright. They heighten audience interest, shift attention away from the speaker, and give the speaker greater confidence in the speech as a whole.5

For all these reasons, you will find visual aids of great value in your speeches. In this chapter we will concentrate primarily on visual aids ​suitable for classroom speeches. However, the principles outlined here are true for all circumstances. For speeches outside the classroom—in business or community situations, for instance—you should have no difficulty ​applying the general suggestions given here.


Let us look first at the kinds of visual aids you are likely to use, then at guidelines for preparing visual aids, and finally at guidelines for using ​visual aids effectively.

Kinds of Visual Aids

Objects


Tracy Collins is an avid downhill skier. When it came time for her informative speech, she chose as her specific purpose “To inform my audience how to choose the right ski equipment.” On the day of her speech, she brought to class a pair of skis, boots, bindings, and ski clothing. It was then easy for her to explain exactly what to look for in each item.


By showing her classmates the equipment, Tracy presented her ideas more effectively than she could have by using words alone. She also made her speech more interesting to nonskiers. As one of her classmates said afterward, “I don’t ski, but I found your speech fascinating. Using the skis and other equipment as visual aids really helped get me involved. Now I have a little better idea of what my friends who ski are ​talking about. Without the visual aids I would have been lost.”


As in Tracy’s speech, bringing the object of your talk to class can be an ​excellent way to clarify your ideas and give them dramatic impact. If you talk about guitars, why not bring one to class to show your listeners? If you plan to explain the different kinds of golf clubs, what could be better than showing a sample of each kind? Or suppose you want to inform your ​audience about the Peruvian art of doll making. You could bring several dolls to class and explain to your classmates how they were made.
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In certain situations you might use living objects as visual aids. This worked well for a high-school wrestling coach who returned to college to take a night class in public speaking. Not surprisingly, the coach gave one of his speeches about wrestling. On the night of his speech he brought along two of his high-school students, who demonstrated each of the basic holds as the coach discussed them.


Many objects, however, cannot be used effectively in classroom speeches. Some are too big to be hauled into a classroom. Others are too small to be seen clearly by the audience. Still others may not be available to you. If you were speaking about a rare suit of armor in the local museum, you could, theoretically, transport it to class, but it is most unlikely that the museum would let you borrow it. You would have to look for another kind of visual aid.

Models

If the item you want to discuss is too large, too small, or unavailable, you may be able to work with a model. One option is a life-size model, such as that used by Meg Fugate in the speech on CPR we discussed at the start of this chapter. Another student, an anthropology major, used a full-scale model of a human skull to show how archaeologists use bone fragments to reconstruct the forms of early humans.


You might also be able to use a small-scale model of a large object. One speaker used such a model to help explain the structural factors that ​
Caption:

Visual aids make a speaker’s message clearer, more interesting, and easier to retain. Here neurologist Anne Weiss uses a visual aid to help explain the effects of West Nile virus.

Model: an object, usually built to scale, that represents another object in detail.

Kinds of Visual Aids
325
contributed to the collapse of the World Trade Center after the attacks of September 11. Another speaker brought to class a scaled-down model of a hang glider to illustrate the equipment and techniques of hang gliding.


A third kind of model is a large-scale representation of a small object. ​Science teachers use such models to help students visualize molecules and other minuscule structures. A good example of this kind of model came in a speech about extended-wear contact lenses. The speaker wanted to demonstrate the differences in flexibility among hard contact lenses, soft lenses, and extended-wear lenses. Since the lenses themselves were too small for his classmates to see, he used a glass, a paper plate, and a sheet of clear plastic wrap to illustrate the differences among the three kinds of lenses. As you can see from CD 1, Video 13.2, it worked to perfection and allowed the speaker to communicate his ideas more effectively than he could have by words alone.

Photographs

In the absence of an object or a model, you may be able to use photographs. Lawyers often employ photographs in trials to show the crime scene; architects to show prospective clients other buildings the firm has designed; drunk-driving activists to demonstrate the tragic results of combining alcohol with driving.


Photographs will not work effectively, however, unless they are large enough for the audience to view without straining. Normal-size photos are not big enough to be seen clearly without being passed around—which only diverts the audience from what you are saying. The same is true of ​photographs in a book. Even oversize books are too small to be seen clearly by all members of an audience.


How can you get large-scale photos for a speech? One student used art posters to illustrate her points in a speech about the painter Frida Kahlo. Another speaker used enlargements produced by a color copier to show the spectacular markings of various species of saltwater tropical fish. The enlargements were 18 3 24 inches, and the speaker mounted them on white poster board to make them easier to see.


Another option is to take your photographs to a copy service and have them converted to transparencies that can be shown with an overhead projector. The cost is minimal, and the results can be dramatic.


Finally, PowerPoint and other multimedia programs are excellent vehicles for incorporating photographs into a speech. You can use your own photographs or ones you have downloaded from the Web, and you can ​easily ​adjust the size and placement of the photos for maximum clarity and ​impact. (For further explanation, see the appendix on PowerPoint that follows this ​chapter.)

Drawings

Diagrams, sketches, and other kinds of drawings are superb alternatives to photographs. They are inexpensive to make. Moreover, since they are drawn specifically for one speech, they can be designed to illustrate your points exactly. This more than compensates for what they may lack in ​realism.


For example, Figure 13.1 (page 326) is a drawing used by a student in a speech about Navajo sandpainting. The student wanted to show his ​
View the use of visual aids in “Extended-Wear Contact Lenses.”

CD 1: Video 13.2
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audience what sandpainting looks like and to explain its symbolism and ​religious significance. As you can imagine, it would have been almost ​impossible for him to do so without some kind of visual aid.


Figure 13.2 (below) shows a drawing used in a speech about the kinds of problems faced by people who suffer from dyslexia. This aid was particularly effective because it allowed the speaker to translate complex ideas into visual terms the audience could grasp almost immediately.

Figure 13.1

Figure 13.2

Kinds of Visual Aids
327
Graphs

Graphs are a good way to simplify and clarify statistics. Audiences often have trouble grasping a complex series of numbers. You can ease their ​difficulty by using graphs to show statistical trends and patterns.


The most common type is the line graph. Figure 13.3 (above) shows such a graph, used in a speech about the American movie industry. The speaker explained the graph as follows:


As you can see from this graph based on figures in Newsweek magazine, the video revolution has had a profound impact on the American movie industry. From 1980 to 2002, the percent of movie revenues generated by box office receipts fell ​dramatically—from 61 percent to 18 percent. At the same time, the percent of movie industry revenues generated by DVD and VHS rentals and sales and by films shown on ​television more than doubled—from 39 percent in 1981 to 82 percent in 2002.


The pie graph is best suited for illustrating simple distribution patterns. You will see such a graph in your newspaper each year to show the division of the national budget. Figure 13.4 (page 328) shows how one speaker used a pie graph to help listeners visualize changes in marital status among working women in the past century. The graph on the left shows the percentages of working women who were single, married, and widowed or divorced in 1900. The graph on the right shows percentages for the same groups in 2000.


These pie graphs helped the speaker make three points: (1) The percentage of working women who are widowed or divorced has remained ​relatively stable since 1900; (2) the percentage of working women who are single has declined greatly during the past century; (3) the percentage of working women who are married has more than tripled, to the point that they are now far and away the largest group of working women in the United States.

Figure 13.3

Graph: a visual aid used to show statistical trends and patterns.

Line graph: a graph that uses one or more lines to show changes in statistics over time or space.

Pie graph: a graph that highlights segments of a circle to show simple distribution patterns.
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Because a pie graph is used to dramatize relationships among the parts of a whole, you should keep the number of different segments in the graph as small as possible. A pie graph should ideally have from two to five ​segments; under no circumstances should it have more than eight.


The bar graph is a particularly good way to show comparisons between two or more items. It also has the advantage of being easy to understand, even by people who have no background in reading graphs. Figure 13.5 ​(below) is an example of a bar graph from a speech entitled “The Politics of Race in America.” It shows visually the relative standing of whites and 
Figure 13.4

Bar graph: a graph that uses vertical or horizontal bars o show comparisons among two or more items.

Figure 13.5
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blacks with respect to median household income, infant mortality, unemployment, and college education. By using a bar graph, the speaker made her points much more vividly than if she had just cited the numbers orally.6
Charts

Charts are particularly useful for summarizing large blocks of information. One student, in a speech titled “The United States: A Nation of Immigrants,” used a chart to show the leading regions of the world for U.S. immigrants. (Figure 13.6). These are too many categories to be presented effectively in a pie graph or a bar graph. By listing them on a chart, the speaker made it easier for listeners to keep the information straight.


Charts are also valuable for presenting the steps of a process. One speaker used several charts in a speech about survival techniques in the wilderness, including one outlining the steps in emergency treatment of snakebites. ​Another speaker used charts effectively to help her listeners keep track of the steps involved in making cappuccino and other specialty coffee drinks.


You can also use charts to present information that your audience may want to write down. In a speech about consumer protection organizations, for example, a speaker might use a chart to let the audience know exactly where to write or phone for consumer services.


The biggest mistake made by beginning speakers when using a chart is to include so much information that the chart is jumbled and hard to read. As we will discuss later, visual aids should be clear, simple, and uncluttered. Lists on a chart should rarely exceed seven or eight items, with ​generous spacing between items. If you cannot fit everything on a single chart, make a second one.

Video

Video can be extremely effective as a visual aid. If you are talking about the impact caused by even a low-speed automobile accident, what could be more effective than showing slow-motion video of crash tests? Or suppose 
Figure 13.6

Chart: a visual aid that summarizes a large block of information, usually in list form.
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you are explaining the different kinds of roller coasters found in amusement parks. Your best visual aid would be a video showing those coasters in action. The detail, immediacy, and vividness of video are hard to match.


Despite its advantages, using video in a speech can be complicated. It requires cumbersome equipment, distracts attention from the speaker, and may do more harm than good if used carelessly. If you decide to use video in one of your speeches, you need to follow the lead of Brian Dombkowski, the student who gave the speech on roller coasters mentioned in the ​previous paragraph. Brian sent away to Arrow Dynamics, Inc., the leading manufacturer of custom roller coasters, for a videotape of their rides. He then went to the audiovisual center on campus and edited several snippets from that tape onto his own tape, which he then showed during his speech.


Knowing that a sloppily edited video is of less value than no video at all, Brian made sure his editing was clean and expert and would not ​distract from his ideas. He also included the video every time he rehearsed the speech so it would be smoothly integrated with the rest of his presentation. He even made a special trip to campus to practice with the playback equipment in the classroom so he would be able to use it flawlessly on the day of the speech. The result was a memorable presentation that took full ​advantage of the benefits of video without falling prey to its potential ​drawbacks.

Transparencies

Earlier in this chapter we mentioned the possibility of converting photographs to transparencies, which can be shown with an overhead projector. You can also use transparencies to present drawings, graphs, and charts. Transparencies are inexpensive, easy to create, and produce a strong visual image. For all these reasons, they are one of the most widely used methods of presenting visual aids.


If you use transparencies, don’t try to write or draw on them while you are speaking. Prepare them well in advance and make sure any text is large enough to be seen from the back of the room. A good rule is that all numbers and letters—whether typed or handwritten—should be at least one-quarter inch high (about three times as large as the print on this page).


In addition, check your overhead projector ahead of time to make sure it’s working and that you know how to operate it. If possible, arrange to practice with a projector when you rehearse the speech. This will help ensure that your transparencies are well coordinated with the rest of your presentation.

Multimedia Presentations

Multimedia presentations allow you to integrate a variety of visual aids—​including charts, graphs, photographs, and video—in the same talk. Presentation software programs include Microsoft PowerPoint, Corel Presentations, and Apple Keynote. Depending on the technological ​resources at your school, you may be able to give multimedia presentations in your speech class. If so, it will provide training for speeches outside the classroom—​especially in business settings, where multimedia presentations are made every day.


In the appendix that follows this chapter, you will find a full ​discussion of how to use PowerPoint in your speeches. And if you visit The Art of ​

View an excerpt from Brian Dombkowski, “The Thrilling World of Roller Coasters.”

CD 1: Video 13.3

Transparency: a visual aid drawn, written, or printed on a sheet of clear acetate and shown with an overhead projector.
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Public Speaking Online Learning Center at www.mhhe.com/lucas8, you will find detailed, how-to guides for the use of PowerPoint 2000 and PowerPoint 2002. Here we will take a brief look at multimedia presentations in general.


Although each multimedia presentation program operates a bit differently, all give you the tools to incorporate a wide range of material into your speech. Suppose you are talking about Mayan architecture and you want to show your audience a photograph of the famous ruins at Chichén Itzá. If the photograph is from the Internet, you can download it directly to your computer for use with your other visual aids. Or suppose you want to create a graph showing the growing number of terrorist incidents in different parts of the world. You can use the presentation software’s graph program to generate a professional-looking graph tailored specifically to your needs.


Once you have created all the aids you need for your speech and have them stored on your computer, you can call them up in any order. During the speech, you use a computer to control the presentation of your aids. The computer is usually connected to a television monitor or a large-screen video projector. Some systems have a wireless mouse that lets you move through your presentation with a minimum of fuss.


For all their advantages, multimedia presentations do have some drawbacks—not the least of which is the high cost of the equipment required to show them. It also takes considerable time to learn how to use the software, to design graphs and charts, to edit sound and video clips, and to organize and rehearse a presentation so it is smooth and professional. If you plan to make a multimedia presentation, be sure to give yourself plenty of time to make sure it comes off just right.


With any complex technology, there is always the chance of faulty equipment. Set up your computer, projection unit, and so forth early enough that you can double-check them before the audience arrives. Make sure you know 
Caption:

Multimedia presentations are used in many business situations. They allow a speaker to include charts, graphs, slides, photographs, even video and sound in the same talk.

Multimedia presentation: a speech that combines several kinds of visual and/or audio aids in the same talk.
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the equipment well enough to handle any basic technical difficulties that may arise. Always carry a backup disk of your presentation just in case you should happen to need it.


Most important, be prepared to give your speech even if all the multimedia equipment were to fall apart. It may not be as dazzling as the speech you had planned, but it will be much better than no speech at all. Your audience will sympathize with your predicament, and they will give you credit for adapting to the situation.

The Speaker

Sometimes you can use your own body as a visual aid—by showing how a conductor directs an orchestra, by demonstrating the skills of modern dance, by doing magic tricks, and so forth. One student gave an informative speech on the art of mime. Throughout the speech she illustrated her points by performing mime routines. In addition to clarifying her ideas, the demonstration kept her classmates deeply engrossed in the speech. Many students have also found that doing some kind of demonstration reduces their nervousness during a speech by providing an outlet for their extra adrenaline.


Doing a demonstration well requires special practice to coordinate your actions with your words and to control the timing of your speech. You can see an excellent example on CD 1, Video 13.4. The subject of the speech is sign language. After providing background about the different kinds of sign language used today, the speaker taught her classmates how to sign the phrase “You are my friend.” As you watch, notice how clearly the speaker explains each step along the way and how she gives her classmates time to work on each step before she moves to the next one. Also notice how she communicates directly with the audience and maintains eye contact throughout her demonstration.


Special care is required if you are demonstrating a process that takes longer to complete than the time allocated for your speech. If you plan to show a long process, you might borrow the techniques of television personalities such as Emeril Lagasse and Martha Stewart. They work through most of the steps in making a perfect enchilada or holiday decoration, but they have a second, ​finished enchilada or decoration ready to show you at the last minute.

Guidelines for Preparing Visual Aids

Whether you are creating visual aids by hand or designing them on a computer, there are six basic guidelines you should follow to make your aids clear and visually appealing. These guidelines apply whether you are speaking in or out of the classroom, at a business meeting or a political forum, to an audience of 20 or of 200.

Prepare Visual Aids in Advance

No matter what visual aids you plan to use, prepare them well before the day your speech is due. This has two advantages. First, it means you will have the time and resources to devise creative, attractive aids that will truly 
View an excerpt from Leah Pogoriler, “Sign Language.”

CD 1: Video 13.4

Guidelines for Preparing Visual Aids
333

The Internet Connection 

Do you want to learn more about PowerPoint presentations, videoconferencing, and other high-tech aspects of public speaking? The website for Presentations magazine (www.presentations.com) offers a wealth of helpful tips, as well as updates on the latest technological developments.


Another valuable resource is Presenters University visual aids website (www.presentersuniversity.com/ courses/cs_visualaids.cfm). Sponsored by InFocus Corporation, this site provides information about all kinds of visual aids and how to use them effectively.
enhance your speech. Audiences respond much more favorably to speakers who have obviously put a great deal of thought and effort into their ​visual aids.


Second, preparing your visual aids ahead of time means you can use them while practicing your speech. Visual aids are effective only when they are integrated smoothly with the rest of the speech. If you lose your place, drop your aids, or otherwise stumble around when presenting them, you will distract your audience and shatter your concentration. You can avoid such disasters by preparing your visual aids far enough in advance.

Keep Visual Aids Simple

The purpose of a visual aid is to communicate your ideas, not to display your virtuosity as an artist or wizardry with computer graphics. Visual aids should be simple, clear, and to the point. Limit each aid to a manageable amount of information, and beware of the tendency to go overboard when using programs such as PowerPoint. It is possible to create a graphic that displays two charts, a photograph, and 10 lines of text in five different typefaces with 250 colors on the same visual aid. But who would be able to read it? Rather than enhancing your speech, such an aid would detract from it.


The basic rule is to include in your visual aid only what you need to make your point. If you look back at the aids presented earlier in this chapter, you will see that all of them are clear and uncluttered. They contain enough information to communicate the speaker’s point, but not so much as to confuse or distract the audience.

Make Sure Visual Aids Are Large Enough

A visual aid is useless if no one can see it. This is one of those points that seems so obvious as to need no comment. But as many speakers have discovered, it is one thing to nod your head in agreement and another to ​prepare a visual aid properly. Beginning speakers in particular tend to design visual aids that are too small.

You can link to these websites at www.mhhe.com/lucas8.

Online Learning Center
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When you design a visual aid, keep in mind the size of the room in which you will be speaking. Make sure the aid is big enough to be seen easily by everyone in the room. If you compose a diagram, chart, or graph by hand, guard against the tendency to write and draw too small. As you prepare the aid, check its visibility by moving to a point as far away from it as your most distant listener will be sitting. If you have trouble making out the words or drawings, your audience will too. By making sure your visual aid is large enough, you will avoid having to introduce it with the comment, “I know some of you can’t see this, but . . . ”


If you are creating your visual aid by computer, remember that regular-size type (such as that in this book) may be easy to read from two feet away on a computer screen, but it is much too small for a visual aid—even for one that is enlarged with a video unit or an overhead projector. Most experts recommend printing all words and numbers in bold and using 36-point type for titles, 24-point type for subtitles, and 18-point type for other text. Figure 13.7 (above) shows these type sizes in comparison to standard 12-point type.


What about using all capital letters? That might seem a great way to ensure that your print is large enough to be read easily. But research has shown that a long string of words in ALL CAPS is actually harder to read than is normal text. Reserve ALL CAPS for titles or for individual words that ​require special emphasis.

Use Fonts That Are Easy to Read

Most computer programs come with a large number of fonts, which you can use to vary the style of your visual aids. Although it can be fun to experiment with the fonts, not all are suitable for visual aids. For the most part, you should avoid decorative fonts such as those on the left in Figure 13.8 (page 335). They are hard to read and can easily distract the ​attention of listeners.

Figure 13.7

The Checklist for Preparing Visual Aids can help you develop effective visual aids.

CD 1: Speech Checklist

Font: a complete set of type of the same design.
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In contrast, look at the fonts on the right in Figure 13.8. They are less exciting than those on the left, but they are clear and easy to read. If you use fonts such as these, your visual aids will be audience-friendly.

Use a Limited Number of Fonts

Some variety of fonts in a visual aid is appealing, but too much can be ​distracting—as in the aid on the left in Figure 13.9 (below), which uses a different font for each line. Most experts recommend using no more than two fonts in a single visual aid—one for the title or major headings, another for subtitles or other text. Standard procedure is to use a block typeface for the title and a rounder typeface for subtitles and text—as in the aid on the right in Figure 13.9.

Figure 13.8

Figure 13.9
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Use Color Effectively

Color adds clout to a visual aid. When used effectively, it increases recognition by 78 percent and comprehension by 73 percent.7 The key words, of course, are “when used effectively.” Some colors do not work well together. Red and green are a tough combination for anyone to read, and they look the same to people who are color-blind. Many shades of blue and green are too close to each other to be easily differentiated—as are orange and red, and blue and purple.


It is also possible to have too many colors on a visual aid. In most circumstances, charts and graphs should be limited to a few colors that are used consistently and solely for functional reasons. The usual procedure is to use dark print or lettering on a light background—especially if you are using poster board or an overhead transparency. If you are using a video projector as part of a multimedia presentation, you may find that light print on a dark background works better. In either case, make sure there is enough contrast between the background and the text so listeners can see everything clearly.


You can also use color to highlight key points in a visual aid. One student, in a speech about noise pollution, used a chart to summarize the sound levels of everyday noise and to indicate their potential danger for hearing loss (Figure 13.10). Notice, when you look at the chart, how the speaker used color to emphasize the different levels. He put sounds that are definitely harmful to hearing in red, sounds that may cause hearing loss in blue, and sounds that are loud but safe in green. These colors reinforced the speaker’s ideas and, at the same time, made his chart easier to read.

Guidelines for Presenting Visual Aids

In addition to selecting and preparing your visual aids with care, you need to give attention to how you will present the aids in your speech. No matter how well designed your visual aids may be, they will be of little value 
Figure 13.10
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unless you display them properly, discuss them clearly, and integrate them effectively with the rest of your presentation. Here are seven guidelines that will help you get the maximum impact out of your visual aids.

Avoid Using the Chalkboard for Visual Aids

At first thought, using the chalkboard in your classroom to present visual aids seems like a splendid idea. Usually, however, it is not. You have too much to do during a speech to worry about drawing or writing legibly on the board. Many students have marred an otherwise fine speech by turning their backs on the audience to use the chalkboard. Even if your visual aid is put on the chalkboard ahead of time, it will not be as vivid or as neat as one composed on poster board or a transparency.

Display Visual Aids Where Listeners Can See Them

Check the speech room ahead of time to decide exactly where you will display your visual aids. If you are using poster board, make sure it is sturdy enough to be displayed without curling up or falling over. Another choice is foamcore, a thin sheet of styrofoam with graphics-quality paper on both sides.


If you are displaying an object or a model, be sure to place it where it can be seen easily by everyone in the room. Setting it on a table next to the lectern may be fine for listeners seated in front, but the table may be too low for the aid to be visible to people seated farther back. If necessary, hold up the object or model while you are discussing it.


Once you have set the aid in the best location, don’t undo all your preparation by standing where you block the audience’s view of the aid. Stand to one side of the aid, and point with the arm nearest it. If possible, use a pencil, a ruler, or some other pointer. Using a pointer will allow you to stand farther away from the visual aid, thereby reducing the likelihood that you will obstruct the view of people sitting on the same side of the room as you are standing.

Avoid Passing Visual Aids Among the Audience

Once visual aids get into the hands of your listeners, you are in trouble. At least three people will be paying more attention to the aid than to you—the person who has just had it, the person who has it now, and the person waiting to get it next. By the time the visual aid moves on, all three may have lost track of what you are saying.


Nor do you solve this problem by preparing a handout for every member of the audience. There is no guarantee they will pay attention to it only when you want them to. In fact, they are likely to spend a good part of the speech looking over the handout at their own pace, rather than listening to you. Although handouts can be valuable, they usually just create competition for beginning speakers.

Every once in a while, of course, you will want listeners to have copies of some material to take home. When such a situation arises, keep the copies until after you’ve finished talking and can distribute them without creating a distraction. Keeping control of your visual aids is essential to keeping ​control of your speech.

The Checklist for Presenting Visual Aids can help your use visual aids effectively.

CD 1: Speech Checklist

338
CHAPTER 13

Using Visual Aids
Display Visual Aids Only While Discussing Them

Just as circulating visual aids distracts attention, so does displaying them throughout a speech. Whenever an aid is visible, at least some people will spend their time looking at it rather than listening to you.


If you are using an object or a model, keep it out of sight until you are ready to discuss it. When you finish your discussion, place the object or model back out of sight. The same is true of charts, graphs, or drawings prepared on poster board. If you are using an easel, put a blank sheet of poster board in front of the sheet with the visual aid. When the time comes, remove the blank sheet to show the aid. When you are finished with the aid, remove it from the easel or cover it back up with a blank piece of poster board so it will not divert the attention of your listeners.

Talk to Your Audience, Not to Your Visual Aid

When explaining a visual aid, it is easy to break eye contact with your ​audience and speak to the aid. Of course, your listeners are looking primarily at the aid, and you will need to glance at it periodically as you talk. But if you keep your eyes fixed on the visual aid, you may lose your audience. By keeping eye contact with your listeners, you will also pick up feedback about how the visual aid and your explanation of it are ​coming across.

Explain Visual Aids Clearly and Concisely

Visual aids don’t explain themselves. Like statistics, they need to be ​translated and related to the audience. For example, Figure 13.11 (page 339) is an excellent visual aid, but do you know what it represents? You may if you suffer from migraine headaches, since it shows the different regions of pain experienced during a cluster migraine attack. But even then, the full meaning of the drawing may not be clear until it is explained to you. And it certainly will not be clear to a person who knows little about ​migraines.


A visual aid can be of enormous benefit—but only if the viewer knows what to look for and why. Unfortunately, beginning speakers often rush over their visual aids without explaining them clearly and concisely. Be sure to adapt your visual aids to the audience. Don’t just say, “As you can see . . . ” and then pass quickly over the aid. Tell listeners what the aid means. ​Describe its major features. Spell out the meaning of charts and graphs. Interpret statistics and percentages. Remember, a visual aid is only as useful as the explanation that goes with it.


As you can see from CD 1, Video 13.5, the speaker who used the diagram of the migraine headache discussed above did an excellent job of explaining how each color on the drawing corresponds with an area of intense pain suffered during a cluster migraine. Having used the drawing during her practice sessions, she was able to integrate it into the speech smoothly and skillfully—and to maintain eye contact with her listeners throughout her discussion of it. You should strive to do the same when you present ​visual aids in your speeches.

View an excerpt from Kris Recker, “The Agony of Migraines.”

CD 1: Video 13.5
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Practice with Your Visual Aids

This chapter has mentioned several times the need to practice with visual aids, but the point bears repeating. You do not want to suffer through an experience like the one that follows:


Several years ago, a young engineer came up with a cutting-edge design for a new machine. He then needed to explain the machine to his supervisors and convince them it was a worthwhile investment. He was told to plan his speech carefully, to prepare slides and other visual aids, and to practice in the conference room, using its complex lectern and projection system.


Unfortunately, although he had done a brilliant job designing the machine, the ​engineer failed to plan his presentation with similar care. His worst mistake was not practicing with the equipment he now needed to operate. When he dimmed the lights, he couldn’t read his text. When the first slide came on, it wasn’t his but belonged to a previous speaker. When he reached the first correct slide, the type was too small for anyone past the first row to see.  


Unable to turn on the light-arrow indicator to point out the line he was talking about, he walked away from the lectern to point things out directly on the screen. But he left the microphone behind, so people in the back rows could neither see nor hear.


When a slide of his design appeared, he was too close to see the critical parts. Since he couldn’t check his text because of the darkness, he lost track of what he was supposed to say. Reaching for a steel-tipped pointer because he couldn’t operate the optical one, he managed to punch a hole through the screen.


In desperation, he abandoned his slides, turned up the lights, and raced through the rest of his speech so fast that he was almost unintelligible. Finally, in embarrassment both for himself and the audience, he sat down.8

This sounds like a routine from Saturday Night Live, but it is a true story. What makes the story especially sad is that it didn’t have to happen. 
Figure 13.11
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With some effort, thought, and preparation, the engineer could have made a success of his presentation instead of turning it into a fiasco.


You can avoid following in his footsteps if you practice with the visual aids you have chosen. Rehearse with your equipment to be sure you can present your aids with a minimum of fuss. Run through the entire speech several times, practicing how you will show the aids, the gestures you will make, and the timing of each move. In using visual aids, as in other aspects of speechmaking, there is no substitute for preparation.

Summary

There are many kinds of visual aids. Most obvious is the object about which you are speaking, or a model of it. Diagrams, sketches, and other kinds of drawings are valuable because you can design them to illustrate your points exactly. Graphs are an excellent way to illustrate any subject dealing with numbers, while charts are used to summarize large blocks of information. Although video can be useful as a visual aid, it needs to be carefully edited and integrated into the speech. Photographs need to be large enough to be seen clearly by all your listeners. If you have access to the right equipment, you may be able to combine several kinds of visual aids—plus sound—in a multimedia presentation. Finally, you can act as your own visual aid by performing actions that demonstrate processes or ideas.


No matter what kind of visual aid you use, you need to prepare it carefully. You will be most successful if you prepare your aids in advance, keep them simple, make sure they are large enough to be seen clearly, and use color effectively for emphasis and visual appeal. If you are creating visual aids on a computer, use a limited number of fonts and make sure the ones you select will be easy for your audience to read.

Caption:

Effective speakers include their visual aids when practicing a speech so they can explain the aids clearly and concisely while maintaining strong eye contact with the audience.
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In addition to being designed with care, visual aids need to be presented skillfully. Avoid writing or drawing visual aids on the chalkboard. Nor should you pass visual aids among the audience. Instead, display each aid only while you are talking about it, and be sure to display it where everyone can see it without straining. When presenting a visual aid, maintain eye contact with your listeners. Talk to the audience, not to the aid, and explain the aid clearly and concisely. Above all, practice with your visual aids so they fit into your speech smoothly and expertly.

Key Terms

model (324)

graph (327)

line graph (327)

pie graph (327)

bar graph (328)

chart (329)

transparency (330)

multimedia presentation (331)

font (334)

Review Questions

After reading this chapter, you should be able to answer the following questions:

1. What are the major advantages of using visual aids in your speeches?

2. What kinds of visual aids might you use in a speech?

3. What guidelines are given in the chapter for preparing visual aids?

4. What guidelines are given in the chapter for presenting visual aids?

Exercises for Critical Thinking

1. Watch a how-to television program (a cooking or gardening show, for example) or the weather portion of a local newscast. Notice how the speaker uses visual aids to help communicate the message. What kinds of visual aids are used? How do they enhance the clarity, interest, and ​retainability of the speaker’s message? What would the speaker have to do to communi​cate the message effectively without visual aids?

2. Consider how you might use visual aids to explain each of the ​following:

a. How to perform the Heimlich maneuver to help a choking victim.
b. The proportion of the electorate that votes in major national elections in the United States, France, Germany, England, and Japan, respectively.
c. Where to write for information about student loans.
d. The wing patterns of various species of butterflies.
e. The increase in the amount of money spent by Americans on health care since 1985.
f. How to change a bicycle tire.
g. The basic equipment and techniques of rock climbing.

Review these terms by doing the Chapter 13 crossword puzzle at www.mhhe.com/lucas8.

Online Learning Center

For further review, go to the Study Questions for this chapter.

CD 1: Study Questions
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3. Plan to use visual aids in at least one of your classroom speeches. Be creative in devising your aids, and be sure to follow the guidelines discussed in the chapter for using them. After the speech, analyze how effectively you employed your visual aids, what you learned about the use of visual aids from your experience, and what changes you would make in using visual aids if you were to deliver the speech again.

Applying the POWER of Public Speaking
As a veterinarian and owner of a small-animal practice, you work closely with your local humane society to help control a growing population of unwanted dogs and cats. You and your staff devote many hours annually in free and reduced-cost medical services to animals adopted from the society. Now you have been asked to speak to the city council in support of legislation proposed by the society for stronger enforcement of animal licensing and leash laws.


In your speech, you plan to include statistics that (1) compare estimates of the city’s dog population with the number of licenses issued during the past five years and (2) show the small number of citations given by local law enforcement for unleashed pets during the same period of time. Knowing from your college public speaking class how valuable visual aids can be in presenting statistics, you decide to illustrate one set of statistics with a chart and the other with a graph.


For which set of statistics will a chart be more appropriate? For which set will a graph be more appropriate? Of the three kinds of graphs discussed in this chapter (bar, line, pie), which will work best for your statistics and why?

Notes
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What do a business meeting, a courtroom presentation, a military briefing, and a college lecture have in common? In all four situations there is a good chance you will encounter a speaker using PowerPoint to help communicate her or his ideas. A survey of 300 professional speakers showed that 94 percent use PowerPoint during at least part of their talks.1 Another study revealed that 90 percent of the multimedia presentations in the United States are developed with PowerPoint.2 Depending on the technology at your school, you may have an opportunity to use PowerPoint in one or more of your classroom speeches.


In Chapter 13, we discussed general principles for effective multimedia presentations. Here we focus specifically on PowerPoint. As with any method of presenting visual or audio aids, PowerPoint has its pluses and minuses. We’ll begin by looking at both, as well as at the major factors to consider when planning to use PowerPoint in a speech.

Pluses and Minuses of PowerPoint

When used well, PowerPoint is a great boon to communication. It allows you to employ all the kinds of visual aids discussed in Chapter 13 without having to juggle poster board and overhead transparencies while also trying to operate a CD player, slide projector, and/or video playback unit. Instead, you can use PowerPoint to incorporate text, photographs, charts, graphs, sound, even video into your speech—all with the click of a mouse.


Unfortunately, PowerPoint is not always used well. Too often speakers allow it to dominate their presentations, wowing the audience with their technical proficiency while causing listeners to lose sight of the message in a flurry of spectacular—but haphazard—sounds and images. As technology expert Herb Lovelace states, it sometimes seems that “the fancier the ​PowerPoint presentation, the less valuable the ideas being presented.”3

At the other extreme are speakers who throw their presentations together carelessly, assuming that using PowerPoint—no matter how badly—will magically produce a superb speech. Plodding through one poorly designed visual after another with little or no eye contact with an audience seated in a darkened room, these speakers would be better off if they had never heard of PowerPoint.


Another problem is that some speakers use PowerPoint to illustrate every point of their talk, so the speaker is virtually reading the speech to the audience as the words appear on screen. This is no more effective than ​reading dully from a manuscript, and it seldom produces genuine communication with the audience.

Planning to Use PowerPoint

If you are going to employ PowerPoint effectively, you need a clear idea of exactly why, how, and when you are going to use it in your speech. Rather than falling into the trap of putting everything you say on screen for the ​audience 
Getting Started in PowerPoint
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to read, you need to make choices about which aspects of your speech you will illustrate with visual or audio aids. This requires careful planning.


One of the most surprising aspects of PowerPoint to people who have not used it before is how much time and effort are required to put together a first-rate presentation. Not only are you responsible for all the other ​activities involved in speechmaking, but you face the additional tasks of ​deciding where to use PowerPoint in the speech, of gathering images and/or sounds for your presentation, of designing first-rate PowerPoint aids, and of mastering the equipment and PowerPoint commands needed to deliver your speech smoothly and expertly.


The first step is deciding where in the speech you can use PowerPoint to greatest advantage. After you have finished developing the speech, go through it and think about where you might employ PowerPoint to clarify or strengthen your ideas. Rather than using PowerPoint to illustrate every thought, look for spots where it will genuinely enhance your ​message.


For example, if you’re talking about the history of woman’s suffrage in the United States, you might include the text of the Nineteenth Amendment, which granted women the vote in 1920; photographs of famous suffrage leaders such as Elizabeth Cady Stanton, Susan B. Anthony, and Carrie ​Chapman Catt; and a chart with the major events and dates of the suffrage crusade. If you are speaking about West Nile virus, it would make sense to include a diagram showing how the virus is spread, a list of its symptoms, a graph demonstrating the increase in the number of cases in recent years, and a map illustrating the spread of the virus through different regions of the United States.


As you plan your presentation, think about how you can use the tools provided by PowerPoint to go beyond what you might be able to do with traditional visual aids. At the same time, remember that too many visuals—not to mention visuals that are badly designed or poorly explained—can do more harm than good. Be creative and resourceful without allowing ​PowerPoint to overwhelm your entire speech.

Getting Started in PowerPoint

Once you have decided which aspects of your speech to illustrate with ​PowerPoint, it’s time to start working on your presentation. When you work in PowerPoint, you will be creating slides that consist of words, images, and/or sounds that help communicate your ideas to the audience. In the language of PowerPoint, all the slides for a given speech are called a presentation. You might think of a PowerPoint slide as equivalent to an individual visual aid, and of a PowerPoint presentation as equivalent to a file folder that holds all the aids for a speech.

Screen Elements

If you have not used PowerPoint before, you should take a moment to ​familiarize yourself with its screen elements. Figure A.1 (page 346) shows these ​elements as they appear in PowerPoint 2002. At the top, just below 
Slide: a single frame in a PowerPoint presentation.

Presentation: a PowerPoint file containing all the slides for a given speech.
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the ​Microsoft PowerPoint title, is the menu bar, which helps you perform major functions such as opening and closing presentations, choosing fonts, inserting images, and viewing slides. When you click the boxes on the menu bar, drop-down menus appear with more choices. Just below the menu bar is the upper toolbar, which provides shortcuts for such tasks as creating new slides, adding bold or italicized text, undoing your previous action, and saving your work.


Another toolbar stretches across the bottom of the screen. Among the items on this bar are three buttons with icons just above Draw in the lower left-hand corner. These buttons allow you to shift among different views of your presentation. The lower toolbar also includes shortcuts for such ​functions as adding text boxes, charts, clip art, and color.


The main part of the screen appears in what PowerPoint calls Normal view. This view is divided into three areas. The center area displays your current slide. On the left is a pane that allows you to switch between viewing an outline of all your slides and thumbnails of the slides. On the right is a task pane that provides tools for creating new presentations and for ​formatting slides.

Templates

PowerPoint gives you three methods for creating a presentation: AutoContent Wizard, Blank Presentation, and Design Templates.

Figure A.1PowerPoint 2002 Screen Elements

Getting Started in PowerPoint
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Designed primarily for business speakers, AutoContent Wizard provides templates with predetermined outlines and sample text for more than 20 kinds of presentations, such as Employee Orientation, Facilitating a ​Meeting, and Selling a Product or Service. Although helpful in some situations, it is seldom used for speeches outside a business setting.


As its name implies, Blank Presentation does not come with any preset designs. Some experienced speakers prefer the flexibility it provides in ​designing slides, but it can be daunting for novices.


Most students prefer to start with the Design Template option, which generates a presentation in which all the slides are unified by a preselected combination of colors, fonts, and graphics. When you choose Design Template, sample templates appear on the right of the screen. By clicking any template, you can view it in the main part of your screen. (See Figure A.2, above.)


If you use Design Template, be sure to avoid templates with busy backgrounds that may distract from your message. Fortunately, you can easily switch templates partway through a presentation if you decide you don’t like your original choice.

Slide Layouts

Both Design Templates and Blank Presentation provide more than two dozen slide layouts for arranging the items on your slides. Thumbnails of these layouts can be viewed in the right pane on your computer screen. (See Figure A.3, page 348.) Click any layout, and it will appear in the middle of your screen.

Figure A.2 Design Templates
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Once you know your way around the basic elements of PowerPoint, you’re ready to begin developing slides for your speech. In the Online Learning Center for your textbook, you will find step-by-step instructions on how to create slides; how to insert text, images, and sounds onto slides; how to format slides for a crisp, professional look; and how to add special features such as animation and transitions to your slides.


If you have not used PowerPoint before, these instructions will provide the information you need to get started on the right track. If you have used PowerPoint before, keep the instructions in mind as a resource you can turn to if you have questions as you work on your slides. You can access the instructions by going to the Online Learning Center at www.mhhe.com/lucas8 and clicking PowerPoint 2000 or PowerPoint 2002, depending on which ​version is on your computer.


Here we will focus less on technical information than on principles for using PowerPoint effectively in your speeches. As we proceed, we’ll illustrate key points with examples from a five-minute informative speech on the Great Wall of China. The full speech is available on CD 1, Video A2.1, and is reprinted at the end of this appendix. You may find it helpful to view the speech now, so you will have it in mind as the discussion ​unfolds. From time to time, we will also refer you to brief clips from the speech that demonstrate particular points about how you can use PowerPoint to best ​advantage.

Elements of PowerPoint Slides

The major elements of PowerPoint slides are text, images, and sounds. They can be used individually or in combination, depending on the specific point 
Figure A.3 Slide Layouts

Go to the PowerPoint Tutorials at www.mhhe.com/lucas.powerpoint.
Online Learning Center

View “The Great Wall of China.”

CD 1: Video A2.1
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you wish to communicate. There are also many kinds of images available to you, ranging from video to still images such as photographs, clip art, and graphs. Let’s look at each individually.

Text

Most PowerPoint slides contain some kind of text. The text might be no more than a title indicating the subject of the slide, or it might include ​several lines in the body of the slide. Text can be used by itself, and it can be used in conjunction with photographs, clip art, or other images. For the most part, any text appropriate for a traditional visual aid can be included on a PowerPoint slide.


For example, Figure A.4 shows a slide from the speech on the Great Wall of China. The speaker used this slide in conjunction with his explanation of the first stage of building the Great Wall, during the Qin dynasty. In addition to an image of Qin Shi Huang, the emperor who started construction of the Wall, the slide contains a title plus text identifying Qin Shi Huang and the dates of the Qin dynasty. The slide also includes copyright information for the drawing of Qin Shi Huang.

Photographs

One of the benefits of PowerPoint is the ease with which it allows you to spice up a speech with photographs. If you’re speaking on a topic drawn from your personal experience, you can use PowerPoint to display your own photographs. For other topics, you can download photographs from the Web. Here are some of the best online sources for photographs on topics of ​current and historical interest:


•
Google Image Search (www.google.com/imghp?hl=en&ie=UTF-8&oe=
UTF-8&q=). The Web’s most comprehensive image resource. Allows you to search for photographs on virtually any topic across thousands of ​websites.

Figure A.4 Sample PowerPoint Slide
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• Pics4Learning (http://pics4learning.com). Features thousands of donated images that have no copyright restrictions. Images are divided into categories such as architecture, history, religion, and weather.


• The Amazing Picture Machine (www.ncrtec.org/picture.htm). A searchable database especially good for images of astronomy, world leaders, and art.


• Free Stock Photos (http://freestockphotos.com/). Provides links to thousands of photographs, historical and contemporary, that can be used without charge for personal purposes.

Clip Art

Clip art includes pictures and symbols that represent common objects, proc​esses, and ideas. Examples of clip art are a drawing of a microscope to stand for science, or a cartoon of an aircraft circling the globe to symbolize travel.


Clip art can be humorous and entertaining, but it can also be distracting and inappropriate. If you employ clip art, avoid using it on every slide and use only one piece of clip art on a given slide. Be certain the images you select convey the same emotional tone as your speech, and make sure all the images are drawn in a consistent style.


There are numerous online sources for clip art. Two of the major ones are:


•
Microsoft Design Gallery Live (http://dgl.microsoft.com/?CAG=1). An extensive collection of clip art searchable by category and keyword. Also contains sounds and motions.


•
Barry’s Clip Art Server (www.barrysclipart.com). Contains thousands of pieces of donated clip art that have no copyright restrictions.

Graphs

As we saw in Chapter 13, graphs are excellent for communicating statistical trends and patterns. PowerPoint gives you a number of ways to incorporate graphs into your speeches. One option is to download graphs from the Internet. Websites for government agencies, newspapers, and magazines are all excellent places to look for graphs on current topics. Another option is to use PowerPoint’s graph program to create a graph using data you have gathered.


Figure A.5 (page 351) shows what you will see when you enter the graph program. The datasheet is a separate window. As you replace the labels and numbers on the datasheet with your own labels and numbers, the graph will change accordingly. You can also switch to a different kind of graph, such as a pie graph or bar graph. Whichever kind you use, be sure to follow the general principles for effective graphs discussed in Chapter 13.

Sounds

If you’re speaking on a topic such as language development, birdcalls, or the jazz violin, you might want to play a sound clip to illustrate your ideas. PowerPoint offers several methods to add sound to your presentation. You 
Clip art: pictures and symbols that represent common objects, processes, and ideas.
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can play an excerpt from a CD, you can use downloaded sounds from the Web, or you can utilize sounds that you have recorded yourself.


The most important thing to remember with regard to using sounds of any kind is that they should be absolutely essential for communicating your message. You should never add sounds just for the fun of it. Whatever sounds you include should be limited in length so as to illustrate your points without overwhelming them. Remember, the audience has come to listen to you—not to listen to a series of recordings from other people.

Video

PowerPoint offers a number of options for adding video to a speech. For a presentation based on your own experience, you might be able to draw on your personal video collection. These video recordings can be edited and saved on files which are then available for use on PowerPoint slides. ​Another option is to download nonstreaming video from the Internet, as long as you are careful to observe copyright restrictions (see pages 359–360).


Video, like sound, should be added to a speech only when it is indispensable to communicating your message. It also needs to be skillfully edited and smoothly integrated with the rest of the speech. Be aware that video files take up large amounts of disk space and are often impractical for ​presentations run from older computers. If you are planning to include video in your speech, be sure to check it ahead of time with the computer you will use on the day of your speech to make sure the video plays at the ​correct speed and the sound is properly synchronized with the picture.

Figure A.5 PowerPoint Graph Program
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Formatting Slides

Once you have the text, images, sounds, and/or videos that you want to include on your slides, the next step is to format the slides to communicate your message as effectively as possible. Although PowerPoint provides a number of advanced formatting features, you can start creating sharp, ​professional-looking slides right away by following a few basic principles for the use of color, fonts, space, and animation. You should also review the guidelines for preparing visual aids discussed in Chapter 13, pages 332–336.

Color

PowerPoint offers a wide selection of colors for your slides, and you may be tempted to try all of them. But to produce effective visual aids, you need to stick to a limited number of colors and use them consistently. Use one color for background, one color for titles, and one color for other text throughout all your slides. Notice, for example, how the Great Wall of China speech uses a red background for all slides, gold for title text, and white for all other text. This consistency unifies the slides and gives the speech a more professional appearance.


When selecting colors, keep in mind that light text against a dark background provides the best contrast for LCD projection. PowerPoint’s Color Schemes feature gives you a dozen preset options for different color combinations (see Figure A.6). Clicking any of the options will transfer it to your slides.

Figure A.6 Color Schemes

Formatting Slides
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Fonts

PowerPoint has dozens of fonts to choose from, but they all fall into one or another of two basic categories—serif or sans-serif. Serif fonts have little tails on each letter, like the type you are reading right now. Sans-serif fonts do not have tails, like the type used for the heading Fonts at the start of this section. For examples, see Figure A.7, above.


Serif fonts are easier to read in large patches of text, while sans-serif fonts are better for headings and short bursts of text.4 Most multimedia experts recommend sans-serif fonts for titles and headings on PowerPoint slides—and there are some who say sans-serif should be used for all text in PowerPoint.


The default font for most slides in PowerPoint 2002 is a sans-serif font called Arial. In normal circumstances, there is no reason for you to change from this font. However, if your slides come up with a different font, or if you wish to change the font for some other reason, you can do so fairly ​easily. When choosing fonts, keep the following guidelines in mind:


•
Choose fonts that are clear and easy to read. (For examples, see Chapter 13, pages 334–335.)


•
Avoid using ALL CAPS because they are difficult to read.


•
Don’t use more than two fonts on a single slide—one for the title or major heading and another for subtitles or other text.


•
Use the same fonts on all your slides, rather than switching fonts from slide to slide.


•
Put titles and major headings in 44- to 36-point type; make subheads and other text 32- to 24-point. The only exception to this rule is copyright credits, which are best in 10-point type.

Figure A.7

Serif font: a typeface with rounded edges on the letters.

Sans-serif font: a typeface with straight edges on the letters.
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Space

One of the biggest mistakes people make when using PowerPoint is ​putting too much on a single slide. The result is a cluttered, messy slide that detracts from the speaker’s message and may well confuse the ​audience. A general rule for slides that contain only text is to include no more than six lines of type. If you are combining text with images, you may need to limit yourself to fewer lines to keep the text large enough for the audience to read without straining.


Regardless of the elements on your slide, try to achieve a pleasing sense of visual balance when arranging them. Look, for example, at Figure A.8 (above), which shows a slide from a speech about the famous Mexican-American leader Cesar Chavez. Notice how the title is centered at the top of the slide, the photograph fills most of the left side, and the text occupies enough space on the right to compensate for the size of the photograph.


Compare this slide with the one in Figure A.9 on page 355. The second slide ​contains the same elements as the first, but those elements are not placed effectively. Instead of being centered, the title is located over the photograph, where it takes up two lines rather than one. To compensate, the photograph of Chavez has been reduced in size, so it has less visual impact than the photograph on the first slide. The photograph is also too close to the bottom of the slide, thereby separating it from the title. Finally, the text on the right side is too close to the photograph and is too high on the slide to provide a good sense of visual balance.


If you stick with PowerPoint’s default layouts, you should have little trouble creating slides that are visually balanced. Be sure, however, to leave a little extra room at the edges of your slides because what is projected on the viewing screen is sometimes smaller than what you see on your ​computer.

Figure A.8 Effective Visual Balance
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Animation

When you read the word “animation,” you might think of cartoon characters and Walt Disney movies. In PowerPoint, however, animation refers to the way objects enter or exit a slide. Without animation, all the items on a slide appear at the same time when the slide is displayed. With animation, you can control when words, pictures, and even parts of graphs show up on screen. When used properly, it’s a terrific way to spruce up your slides.


Recall the speech on the Great Wall of China. For the most part, the speaker avoids special animation effects because they are not necessary to communicate his ideas. However, when explaining the architectural changes made to the Wall during the Ming dynasty, he uses animation to make sure the appropriate text appears on screen just as he begins to discuss each point. By doing so, he focuses the audience’s attention and reinforces his ideas at the same time.


When working on your speeches, think about ways you can use animation to help communicate your message. Be wary, however, of animation effects that might distract the attention of listeners. Stick with a limited number of animation effects and use them consistently from slide to slide.

Delivering Your Speech with PowerPoint

Once you have created your slides, it’s time to work on the delivery of your speech. As with other aspects of PowerPoint, this requires careful planning. Even the most professional-looking slides will do little good if you can’t get the computer and projector to work properly, if the slides can’t be seen clearly because of poor lighting, or if you forget to display them at the right moment.

Figure A.9 Ineffective Visual Balance

Animation: the way objects enter or exit a PowerPoint slide.

View this excerpt from “The Great Wall of China.”

CD 1: Video A2.2
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The guidelines presented in Chapter 13 for delivering speeches with other types of visual aids also apply to delivering speeches with PowerPoint. Here we will focus on aspects of delivery that are especially important for speakers who employ PowerPoint.

Recheck Your Slides

Before rehearsing your speech, take time to double-check your slides to see if anything is missing, misplaced, or misspelled. You can review all your slides at a glance in Slide Sorter view (see Figure A.10). It’s also a good idea to run through your slides in Slide Show view, which displays the slides as they will appear on screen during your speech. Be sure to save any ​corrections and changes as you go along.

Know Slide Show Commands

When delivering your speech, you should be able to move effortlessly from slide to slide, as well as among animation effects on individual slides. To do so, you have to know the computer commands for these operations. Figure A.11 (page 357) shows some of the most-used commands.


As you can see, there are multiple options for most commands. If you have not used PowerPoint before, practice with the various options and ​decide which you want to use. Then stick with them throughout your ​presentation.


As you gain more experience with PowerPoint, its commands will become second nature. However, just in case you forget something during your 
Figure A.10 Slide Sorter View
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speech, you may want to follow the lead of experienced speakers and write the most important commands on a sheet of paper that you can refer to if necessary.

Practice Your Speech with PowerPoint

As we saw in Chapter 13, you should always practice a speech with your visual aids. This is especially important when using PowerPoint. If you don’t know the necessary commands, fumble around when operating the equipment, or fail to coordinate your slides with your words, you will quickly lose both your credibility and the attention of listeners.


When you practice your speech using PowerPoint, don’t just click the mouse casually or rush quickly over your words. Go through every part of the speech and make sure you know exactly when you want each slide to appear, when you want each to disappear, and what you will say while each is on screen. Mark your speaking notes with cues that will remind you when to display each slide or animation and when to remove it from the screen.


It’s usually best to project a slide when you first start discussing the point it illustrates. For a good example, look at the timing of the slides in the speech about the Great Wall of China. The speaker presents each slide at just the right moment and makes sure it is on screen only while he is ​discussing it. He also times his animation effects to appear just as he is talking about the related point. This kind of precise timing comes from ​practicing the speech with PowerPoint.


In addition to coordinating your slides with your words, pay attention when you practice to making eye contact with the audience. This is important in any speech, but it is especially challenging when you use PowerPoint because of all the equipment you are operating during the 
Check the PowerPoint Tutorials at www.mhhe.com/lucaspowerpoint for additional Slide Show commands.

Online Learning Center

Figure A.11

View an excerpt from “The Great Wall of China.”

CD 1: Video A2.3
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speech. As you rehearse, work with the mouse and keyboard until you can use both without looking down for more than an instant when advancing your slides.


Also concentrate on presenting the speech without looking back at the screen to see what is being projected on it. You can check what is on screen by glancing at the computer each time you advance a slide. There is nothing wrong with looking at the screen now and again as you explain your slides, but remember to address your remarks to the audience and not to the screen. The Great Wall speech provides a good model in this regard.


Given all the things you have to work on when practicing a speech with PowerPoint, you need to allow more time for rehearsal than with other kinds of speeches. No matter how well designed your slides may be, they won’t have much impact if you don’t present them effectively. So get an early start and give yourself plenty of time to ensure that your delivery is as ​impressive as your slides.

Display Slides Only While Discussing Them

As with other types of visual aids, you want your PowerPoint slides to be visible only when you are discussing them. You can achieve this goal by adding blank slides as needed between your other slides. Recall, for example, how the speaker in the Great Wall presentation uses blank slides at various parts of the speech. By doing so, he keeps his listeners focused on what he is ​saying at the moment, rather than having their attention diverted by the previous slide.


Remember that whenever a visual aid is visible, at least part of the audience will be paying attention to it rather than listening to you. Using blank slides is one way to prevent this from happening when you present aids with PowerPoint. (It’s also a good idea to add a blank slide at the end of your presentation, so your last content slide will not continue to be exposed after you have finished discussing it.)

Check the Room and Equipment

In ideal circumstances, you will be able to rehearse at least once in the room in which you will present your speech, with the same computer, mouse, and projector you will use on the day of your speech. If this is not possible, try to stop by the room several days beforehand and work with the equipment. If you can’t get to the room before the day of the speech, arrive an hour or so ahead of time to familiarize yourself with the equipment and to make sure it’s working properly.


There is wide variation among computers and projectors, as well as among rooms equipped with multimedia connections, so even if you have used PowerPoint on previous occasions, you need to check the setup in the room where you will be speaking. Most experienced speakers arrange ahead of time to have a technician present when they arrive, so she or he can take care of any problems.


Think, too, about the location of your equipment. If you’re using a portable projector, you will need a table on which to place it, as well as a table or lectern for your computer, mouse, and speaking notes. Make sure 
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you have a place to stand where you don’t block the projector and it ​doesn’t shine directly into your eyes. Depending on the setup in your room, you may need to rearrange some seats—or the location of the projector and screen—so everyone will have a clear view of your slides.


Pay attention to the lighting as well. Check whether the projector is bright enough to overpower the room lights and create a sharp image. If it isn’t, see if you can dim the lights near the screen while keeping the rest of the room fully lighted. If you are using a limited number of slides, you may be able to dim the lights just during the time you show the slides. If the light switches are far away from where you will be speaking, arrange for someone to assist you with the lighting and make sure to give him or her clear directions.


This may all seem like a lot of fuss and bother, but anyone who has given speeches with PowerPoint will tell you it’s absolutely essential.

Develop a Backup Plan

Despite all your preparation and practice, it’s possible that technology will fail you. More than one speaker has arrived with PowerPoint in tow only to discover that the computer is acting up, the projector will not work, or the room’s power connections are not compatible with the speaker’s computer.


What do you do if this happens to you? You can’t just cancel the speech. As the old saying has it, “The show must go on.” This is why you always need a backup plan—especially for speeches outside the classroom.


One option is to create overhead transparencies that you can use in place of your PowerPoint slides. Given the fact that overhead projectors are available almost everywhere in the world, professional speakers usually carry a set of transparencies to their speeches just in case they run into a problem with PowerPoint.


Even if you have transparencies as a backup to PowerPoint, you should always be prepared for the possibility that you may have to deliver your speech without either PowerPoint or your transparencies. In such a situation, you can usually adapt by making photocopies of your transparencies and giving your speech with handouts—though there may be circumstances in which even that is impossible. The important thing is to think through the potential complications in advance and have a backup plan ready just in case you need it.

Copyright and Fair Use

We have mentioned several times the ease with which photographs, clip art, graphs, charts, and videos can be downloaded from the Internet for use with PowerPoint. It’s important, when using such materials, to be aware of and to observe copyright laws. These laws are designed to create a financial ​incentive for writers, artists, musicians, photographers, and the like to ​produce original work by limiting the reproduction of that work unless the creator is compensated.
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Under copyright law, someone who wishes to use the original work of another person must obtain permission from that person (or whoever owns the material) and often must pay a usage fee. Despite these restrictions, the “fair use” provision of the law permits students and educators to employ portions of copyrighted materials—including images and sounds downloaded from the Web—for educational purposes. Here are basic guidelines for the fair use of electronic materials:5

•
You may use portions of copyrighted materials for a multimedia ​presentation that you create for a specific class. If you include the ​presentation in an employment portfolio, you may continue to use the copyrighted materials in it.


•
You may not post copyrighted materials back to the Web without written permission from the copyright owner. In other words, if you download copyrighted photographs for use in your speech, you need written permission from the owner of the photographs to put your PowerPoint presentation on your personal Web page or any other ​website.


•
You may use up to three minutes or 10 percent, whichever is less, of a copyrighted film, videotape, or other motion media work without ​obtaining permission.


•
You may use up to 10 percent but no more than 30 seconds of music and lyrics from an individual musical work without obtaining ​permission.


•
You may use an entire photograph or illustration without obtaining permission, but you may use no more than 15 images or 10 percent, whichever is less, of a collection of works.


•
You must credit your sources and display the copyright symbol—©—when using copyrighted materials in a PowerPoint presentation. For written works, the credit line should include the author, title, and date of publication. For images and sounds, the credit line should include the title of the work (if there is one) and the name of the copyright holder. The usual practice is to type the credit line in 10-point font and to place it immediately under the item for which credit is being given. For an example, see Figure A.4 on page 349.


Keep these guidelines in mind when you search for images and sounds on the Web as well as in books, magazines, and other print sources. ​Remember to write down credit and copyright information when you download items from the Web; otherwise, you may have to spend extra time searching for it later.

Sample Speech with Commentary

Below is the text of the informative speech on the Great Wall of China that is available for viewing on CD 1, Video A2.1. As you read the text, notice how it fulfills the criteria for effective speeches discussed elsewhere in the book—sharp focus, clear organization, effective connectives, strong supporting ​
Fair use: a provision of copyright law that permits students and teachers to use portions of copyrighted materials for educational purposes.
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materials, and the like. As you view the speech, pay special attention to the quality of the speaker’s PowerPoint slides, to the skill with which he integrates the slides into his presentation, and to the way he maintains eye contact with his audience while discussing his slides.

The Great Wall of China

Speech

In China there’s a saying, “You won’t be considered a great person until you’ve been to the Great Wall.” I visited the wall last year while I was in China. I don’t know if it made me a great person, but I do know that the wall is indeed great.


As you can see from this photograph, the wall is great in beauty, with its long arms resting on rolling hills and its towers peering across the valleys. The wall stretches across more than half of China, from the sea in the east, past Beijing, to Gansu province in the west. At a total length of 4,000 miles, it is the longest human-made construction in the world. If the Great Wall were transported to the United States and stretched out in a straight line, it would run from New York City completely across the Atlantic Ocean—past Spain, England, and France, all the way to Berlin, Germany.


Today I would like to share with you some of the wonders of the Great Wall. I will focus on the three major stages of its construction, moving from the first phase during the Qin Dynasty, to the second phase during the Han Dynasty, and concluding with the third phase during the Ming Dynasty. Let’s start more than 2,000 years ago, when the first parts of the wall were built.


The beginning of the Great Wall as we know it dates to 221 b.c., when Emperor Qin Shi Huang ordered his top general to lead 300,000 soldiers in rebuilding and connecting separate old walls that had been built by princes of warring states. In just 12 years, Qin had a 3,000-mile wall using primarily wood frames filled with stones and compacted earth.


While the wall proved effective in keeping out the tribes who threatened to invade China from the north, it created dissent within China. According to Arthur Waldron’s The Great Wall of China: From History to Myth, “ditches on the 

Commentary

The speaker begins with a quotation to gain attention and interest. He also establishes his credibility by noting that he visited the Great Wall while he was in China.

The speaker’s first slide is a striking photograph of the Great Wall that shows how it snakes across the tops of the mountains. He then moves to a slide that illustrates the expanse of the wall as it stretches across China. This slide allows people who are not familiar with China’s geography to understand where the wall is located. The speaker ends this paragraph by explaining how the Great Wall would stretch from New York City to Berlin, Germany. An animated slide provides visual reinforcement and helps dramatize the extraordinary length of the wall.

A clear preview statement specifies the three main points to be covered in the body of the speech. As you watch the speech on CD, notice how the speaker displays a blank slide during this paragraph so as not to distract the audience’s attention.

The speaker moves into his first main point. As he does so, he projects a slide showing a drawing of Emperor Qin Shi Huang and the dates of the Qin Dynasty. When he finishes this paragraph, he again projects a blank slide so the audience will be focused on his verbal message in the next paragraph.

This paragraph provides interesting details about the building of the wall during the Qin Dynasty. Notice how the speaker identifies 

View “The Great Wall of China.” CD 1: Video A2.1
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roadside were filled with corpses of men who had been forced into ​construction of the Great Wall.” Compelled into hard labor and burdened by heavy taxes to finance the project, the people grew unhappy, and a year after Qin’s death, the peasants ​revolted. While the wall stood, the empire ​collapsed.


The second major period of construction for the Great Wall occurred during the Han Dynasty, which lasted from 206 b.c. to 220 a.d. Emperor Wu Di ordered expansion of the existing wall to protect land won when his armies defeated the northern tribes. Workers added 300 miles to the existing wall. They built wooden frames, which they filled with willow reeds and a mixture of fine gravel and water. As you can see from this picture of ruins of the Han wall, it was very different in ​construction and appearance from the Great Wall as it ​exists today.


The third major building period of the Great Wall occurred 1,100 years later during the Ming Dynasty. In 1368, during the first year of the Ming Dynasty, Emperor Zhu Yuanzhang ​ordered more expansion of the wall. Subsequent Ming emperors strengthened and extended the wall until it reached its current length. Builders of the Ming wall made three important architectural advancements which resulted in the distinctive ​features of the wall as it exists today.


You can see those features especially well in this photograph. First, rather than using earth and stone, they used kiln-fired bricks to create a stronger wall. Second, they erected more than 3,000 beacon towers to watch the mountain passes for potential invaders. These towers rise from the wall like mighty outposts and are one of the most striking aspects of the wall when you see them in person. Third, the Ming builders made the wall so large that it would be almost impossible to break through. In fact, the wall is so wide that soldiers could ride ​several horses abreast along the top of the wall.


In conclusion, the Great Wall of China enjoys a rich history. Built over the course of more than 2,500 years during the Qin, Han, and Ming Dynasties, it is a magnificent feat of human engineering. While the wall no longer continues to defend China from invaders, it does continue to play a central role in Chinese culture and international identity. Now that you know a little more about the wall, I hope you have a fuller appreciation of why it’s regarded as great, not just in China, but throughout the world.

Commentary

the source of his quotation about the human cost of the wall’s construction.

A signpost at the start of this paragraph alerts the audience that the speaker is ​moving into his second main point. After showing a slide with the dates of the Han Dynasty and a drawing of Emperor Wu Di, he projects a photograph to demonstrate how different the Han wall was from the Great Wall as it exists today.

As the speaker starts his third main point, he moves immediately from his slide showing the ruins of the Han wall to a slide with a drawing of Emperor Zhu Yuanzhang and the dates of the Ming Dynasty. Because it is parallel in design to the slides used to introduce the first two main points, this slide reinforces the unity and organizational structure of the speech as a whole.

The speaker begins this paragraph by projecting a slide with a photograph that shows the architectural features of the Great Wall. As he discusses each feature, he uses animation to make the appropriate text appear on his slide. This combination of visual and verbal elements, along with the superb timing of the speaker’s animation effects, makes this paragraph especially effective and provides an excellent illustration of how to use PowerPoint to maximum advantage.

After signaling that he is moving into his conclusion, the speaker summarizes his main points and ends by reinforcing his central idea. To make sure the audience does not continue to focus on the architectural features of the Great Wall discussed in the previous paragraph, the speaker displays a blank slide that shifts attention back to him during the conclusion.
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