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The Power Presenter Program

‘i‘ Engaging Audiences with Visuals

re
fw

Participant’s Handout - November 2011

Welcome to this overview of our 4-part Power
Presenter webinar series!

30+ years as an instructor has trained me to make the
complex. ... simple.

Over 15 of those years developing customized
applications has trained me in needs assessment, gap
evaluation, problem solving and finding out what
people want and need.

We are providers of communication and development
services, so that individuals and organizations achieve
their true aspirations.

[word “cloud” compliments of www.wordle.net ]

Our Power Presenter program teaches the 4 essential
tools to creating powerful and effective
presentations.

This presentation is an overview of those courses.
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A Radical Concept:

Put Detail Where it Belongs

Slide 6 Problem: What to do with Data? Handouts — huge stumbling blocks for many
et 020 e presenters.
Sike - vieust ot of prssttion Good presentations use visual imagery to engage the
| | audience.
[4%(;1_ Extra data and details in the Notes.
Slide 7 Solution: Create Proper Handouts Send presentation to MS Word — create an attractive
T — and detail-filled handout.
75% 13% 12% | |Slide = visual Satisfies the need for complex numbers, formulas,
@S F o | addresses . .. .. every level of detail can be provided
S i Nores - detail in the handout, NOT on the slide.
Slide 8 Steps: How to Create Handouts Steps in PowerPoint 2010:
1= 1. Click File (in PPT 2007, click the Office Orb to list
4& Handouts in MS Word the File commands)
=i S 2. Choose Save & Send
:5 [ Costomizanle 3. Click Create Handouts from the bottom of the list.
‘ 4. Click the “Create Handouts” icon in the right
column.
PPT 2003 — Click File and choose Send, then choose
Send to Microsoft Office Word.
The entire presentation is converted to a 3 column
table. Use MS Word editing to make formatting
changes.
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Suggested changes to Word document:

* Change Margins to Narrow (% inch for top, bottom,
left and right)

* Reduce Header and Footer margins to .3

* Make column 1 (with the slides) more narrow, also
reduce the space between columns 1 and 2 and 3

* Make column 3 (with the notes) as wide as
possible.

* Reduce the space between the slides — it is too
wide, try to fit 4 slides per page

Slide 9
Engaging Audiences with Visuals

Slide 3 Pillars of Excellent Presentations
10

Engage Connect| Motivate

quickly deeply now

> | =
Slide Why So Many Bad Presentations? Text filled slides, bullet point after bullet point.
11 Or worse, illustrated diagrams and charts that no-one
e can read, let alone understand.
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#1 Mistake Most Presenters Make

Click to add title

* Click to add text

[ Starting in the wrong place ]

Prevalent Deceptions

* PowerPoint is so easy!
* So simple
| * Achild could do this

Solution: Develop a Key Message

* Planning & Organization

 Create Logical Flow

¢ Inform AND Persuade,
Convince OR Teach

* With the least amount of
resistance

Illustrate with a Metaphor or Theme

Theme = Bulls-eye

209 tier Metaphor =
markets Constructinga House

Cold markets
7 @?i' =/
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Wrong Place - the PowerPoint opening slide

Basically writing your script — great for you, not so
great for your audience.

Many misconceptions on using PowerPoint to create a
presentation.

To deliver a key message takes planning and
organizing:

* Flowchart

* Storyboard

* Logical flow

* Milestones

* Structure

Structure = the road map to your presentation.
Organize ideas so the flow is logical and makes your
key message unmistakable.

Spatial Structure - Concentric Circles (like a target)
example:

if used to show the market for a product:

inner most circle (the bull’s eye), those customers
most likely to be interested

outer circles represent other markets that are larger,
more diffuse, harder to reach

makes it easy to grasp, follow and recall
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Choose a Structure to Follow

What Is vs. What Could Be

Slide
17

#2 Mistake: Too Little Training

=

* Looks SO simple

* Kindergarten child could
doit

* And how polished are
their communication
skills?

Slide
18

Solution: Learn more than Bullets

ESSAGE I four ~PEOQPLE
T Clior sl Communication Sl A% l() S
Skils ~ APWORK

ﬁ ‘ -
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You can use simple metaphors — e.g. Constructing a

House

* foundation = platform product or service

* supporting beams = organization and partners

* wires & pipes = the technology

* glass, brick and mortal (externals) = marketing and
branding

Structures are used everywhere — everything is
organized. E.g. Classical music, sonata has clear
beginning, middle and end.

Before & After - makeovers, renovations, transitional
changes

What is Now and What Could Be - MLK speech is
most famous examples, excellent to create visionary,
show ideals and aspire for challenging goals.

Yes — and they too read their scripts.

Do you want results? You are selling

You are persuading

You are influencing

This takes time and thought AND A PROCESS.

Present your ideas convincingly,

Ddiscuss difference of opinion in an open-
conversation, and

recognize other people’s style of communication and
be able to adapt yours so there is less resistance to
your ideas — these are all key factors in business
success. Essential skills actually.
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Slide #3 Mistake: Too Much Text Data does not sell. People buy on emotion, their
19 ‘gut’ feel and use data to substantiate the decision.

__ Most people dismiss the
Visual Value.

., Visual Processing — use

... two channels to access

Data only talks to one half of the brain —the logical

he brein (left brain) - Visuals talk to the right side of the brain.
Slide Visuals: Not About Making it “Pretty” Research shows most people respond better to
20 visuals than to the spoken word alone. Consider the
0, 0, (1)
75A) 13 A’ lZA’ following findings:

People take in 75% of what they know visually,
13% through hearing, and 12% through rest of
senses like smell, touch etc.

A picture is three times more effective in
conveying information than words alone.

Words and pictures together are six times more
effective than words alone.

Slide
21
_ e
"F’owerPoint'is not for you.
It is for
Slide Your Brain & PowerPoint’s REAL Job PowerPoint’s REAL job —to connect the images you are
22 seeing with the audio you are hearing to create a rich and

* Connect audience’s right-
brain (emotions, feelings,

intuition) that is watching fully engaging experience.

With their left-brain
(logic, rational, thinking)
that is listening to you.

e Thatis why it
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Slide
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SLIC S99
A Few Examples
Slide Rick Altman — Better Presenting Text heavy, far too many bullets, small visual is more
24 of an after-thought, doesn’t really add anything.
T el Rick Altman: http://www.betterppt.com/about
Slide Reinforce the Key Message Visuals dominate, not text, and reinforce message.
25
47 Sysams Adres?
Slide Numerous issues with this slid
26 WINNING IN THE TOUGH DISTRICTS * Poorly-chosen and poorly-placed photo of Capitol
P retook i “* building.
leaning districts that voted for President Bush in 2004. ° Title isn't rea”y a title —_— it's more Iike a heading for‘
their tough districts. the entlre deck.
* All caps and underlines are amateurish
* Sentences when there really should only be brief
points.
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Slide Improvements:
27 * Photos are almost always better than graphics.
* Sub-title offers purpose of message and reason to
continue.
Slide Hillary . e Problems with this slide:
28 WINNING IN THE TOUGH DISTRICTS * Once again, no real title
S e T * Chart has too much “noise” with lines, Y values and
T T be careful with “red”, color blindness issues
il el I B * Audience has to read the slide to understand —
g m! they need to listening, not reading
* Drab, uninspiring layout
Slide Improvements:
29 - Visual now supports and conveys the message
- Charts immediately tells the story, no need to read
Slide Engage Your Audience with Visuals
30 « Outline — visual map
* Minimal text
* Key message
 Reinforce concepts
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Slide
31
Establishing Rapport with Storytelling
Slide Why Stories? When your goal is to influence and persuade an
32 « Your Goal is: audience, what doesn’t work:
Influence and * Scolding, criticising
Persuade * Lecturing
s C he | . .
SA * Lengthy, detailed explanations
* Tons of data, information
* Bury them with your arguments
Slide Convincing = “Dump More Data” Typically when trying to “convince” someone, they
33 usually wind up “dumping more data” on them. It
doesn’t convince, actually quite the opposite — it
creates resistance.
Slide Why tell Stories? Numbers and data doesn’t convince people, actually
34 = P | Lowers resistance alienates them.
« Connect with people With stories, aren’t telling them how to think, but
* Deliver complex : H H
messages through the story they arrive at the likely conclusion
* Audience forms own
lusi - ful .
2o I Annette Simmons “The Story Factor”
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Slide Stories Motivate and Inspire Stories are an incredible source of inspiration and

35 * Create access to motivation.
emotions

* Visuals can reinforce
tone, mood of the story
create better buy-in

Slide The Story of the Greek Fisherman Using a Story Example:
36
Imagine implementing a Wellness Program at Work,
or addressing issues of burnout and excessive

overtime.

[story]
http://www.the-happy-manager.com/motivational-
stories.html

Slide Sources for Inspirational Stories Key Messages — look in newspapers, periodicals —
37 R R R look for the theme or similarity to your message
i e Message?
8 e |sth Chall t . . . .
A Challenges — look to history and historical stories, to
* CanyouUsea the past to see where it’s been successfully overcome

Personal Story?

Stories where you or close ones to you have
overcome challenges can be especially powerful.

Slide Childhood Stories = Rich Sources Aesop’s Fables teach complex ideas:
38 * Sow now and reap the benefits later.
* Generosity yields unexpected benefits
. % Dy * Consider other childhood stories, Dr. Seuss, action
heroes — even the Transformers.
* Movies, TV shows and other sources of ‘pop
culture’.
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Slide Practise Connecting through Stories
39 * Deliver a message easily
* Make it memorable
¢ Complex can be simple
* Start collecting stories . . .
Slide
40
Lighten the Load of Data Presentations
Slide Details belong in Handouts Put your details in your handout where people can
41 ' read it, better yet - can refer to it later.
However — this requires a different process when
creating a presentation.
Slide Charts need to tell a story Slide after slide of data charts — deadly!
42 -.in a simplistic easy to understand manner Often visually busy, hard to read from a distance and
Use Tables or quickly redraw a data heavy chart — draw your . . .
own boes. usually, key point or message is buried beneath a
Use Arrows (sparingly) to point out the focal spot. . . .
o multitude of numbers, lines, dots and other confusing
Round up numbers — it makes charts more legible.
Be sure to highlight, illustrate and tell - what’s the main point? e I e m e nts .
SHOW LESS — not more . . .
Worse if cut and pasted from Excel
Too small to read, audience is frustrated
Too much information, so —what’s the point?
Too much clutter, looks messy, unprofessional
Bottom line: Audience either can’t see or can’t make
sense of what they are seeing.
Copyright Senga Consulting Inc. Not for distribution or reproduction © November 2011 (% S 8 N G A_
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46

http://sethgodin.typepad.com
/seths_blog/2007/08/how-to-

make-a-p.htm!
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For example — typical chart of Operation Revenues

Why show BOTH sets of data for this year AND last year

Show the part you are going to talk about — audience can
focus.

Crop out the rest and EXPAND what is left. Fill the screen.

THEN ADD the additional data — little by little.

Seth Godin:
http://sethgodin.typepad.com/seths blog/2007/08/h
ow-to-make-a-p.html
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Before:

Survey of 20,000 homeowners

were planning on spending atleast $1,6000n

After:

Of 20,000 Surveyed Homeowners, 33%

spending $1,000 or more in renovations

$1-2,000
29%

$ 2-3,000 $ 10-25,000
14% 1%

$ 3-5,000 $ 25,000 or more
21% 6%

Put Numbers into Context

www.numberquotes.com

Regarding a flood in Pakistan: Nearly 20
million people have been significantly
affected, about 2/3rds the population of
Canada.

"Last year our industry
changed by 50 billion
dollars -- that's the GDP of

Serbia."

Garr Reynolds — Clarity, Simplicity

www.garrreynolds.

wm | cOM

Participant’s Handout - November 2011

Exaple:

Want to show recent statistics on what people are
spending on home renovations. Went to Internet, found a
great chart. Don’t replicate chart into PowerPoint —
simplify the story.

Boxes are your best friend! Contain and organize
information so people can ‘get it’ in a glance.

Create Context so the audience can better relate to
your data. Personalize it, make it tell a story.

www.numberquotes.com website —type in a number
and find numerous examples for that number.

Garr Reynolds is a marketing professional and student
of Zen and Zen arts. Also the former Manager of
Worldwide User Group Relations at Apple Computer,.
in California. Lives in Japan and teaches Marketing at
local University - travels the world talking about all
things presentation.

2 fantastic websites: www.garrreynolds.com and
Www.presentationzen.com
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Samples from Garr Reynolds

Over 5,000 bikes sold in 2007

Slide
52

Garr: ALL Data is Not Necessary

Slide
53

More Clarity from Garr

66% of Americans
are obese or overweight.
Al adiies 134 milion (66%)

Women 65 million  (62%)
Mon &9 million  (71%)

Slide
54

Summary: Data-Heavy Presentations

Data doesn’t sell, find the story — show the why
Less is better — show portions, snapshots

Avoid copying Excel Charts —too much noise
Use boxes, rectangles — organize the story line
Break it down —then add it together

K.I1.S.S (keep it seriously simple)

Participant’s Handout- November 2011

Author of one of the most widely respected books on
presentation design, Presentation Zen.

As they say, a picture is worth a thousand words.

Make your point unmistakable.
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Slide
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Slide

56

B frerance s ScTese=vridis

Slide

57

Slide Why Design? Design is essential. It is what makes “stuff” work.

58 Good Design
The four legs of a chair are designed that way to
support the chair and it works. Bad design doesn’t
support the workability of the item.
Design in PowerPoint is used to highlight, reinforce
and call attention to your key message.

Copyright Senga Consulting Inc. Not for distribution or reproduction © November 2011 @ S E N G A
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Templates = Design

Tone, Impression and “Feel”
Consistency. Consistency. Consistency.
* Uniform layout
— Title placement
— Font consistency
Colour consistency

Slide
60

Places to Find FREE Templates

17 oot | ——————
-:- www.webdesignerdepot.com/2009/02/50-
[ eTelq  free-rustedmetattexture-backgrounds

PRESENTATIONPRO  WWW.presentationpro.com/powerpoint-
templates-25-financial-accounting.aspx

Brainy Betty [

Slide
61

Copy Slides into An Existing PPT
Lo ; ©
[ e

— e

Participant’s Handout - November 2011

Why use a template —they save time and create
professionalism.

Best Reason for using Template — Making Global
Changes

Places to Find Free Templates:
* www.freepptfiles.com
* www.webdesignerdepot.com
* Gorgeous textures -
www.webdesignerdepot.com/2009/02/50-
free-rusted-metal-texture-backgrounds
*  www.presentationpro.com/powerpoint-templates-
25-financial-accounting.aspx
*  www.brainybetty.com

The screenshots above show PowerPoint 2010.

PowerPoint 2007 Instructions:

1. Open the presentation files with the design.

2. Click the Insert tab on the Ribbon and then click
the Add Slide button and choose Reuse Slides. The
Reuse Slides task pane appears on the right side of
the screen.

3. Click the Open a PowerPoint File link in the Reuse
Slides task pane. The Browse dialog box opens.

4. Navigate to your presentation (the one that you
want to copy the slides from) and then click

Open. All the slides from your presentation will be
displayed in the Reuse Slides task pane.

5. At the bottom of the Reuse Slides task pane, make
sure the “Keep Source Formatting check box” is not
checked. We don’t want the formatting to be copied
over, only the text and images. That is the whole
point of this exercise is to “pour” your contents into a
new file (the interesting new template) and have all
the content adapt to the new environment.

6. Select all the slides — just click once on each slide

Copyright Senga Consulting Inc. Not for distribution or reproduction © November 2011
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Change Appearance for All Slides

oo
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Templates are Good For:

Making the title location and font all the same
Changing the look of bullets

— Even sub-points can look more interesting

* Never ever more than 2 subpoints
Consistent Section Dividers
Fast, efficient editing changes

Participant’s Handout - November 2011

and it will copy it over.

7. All the material will automatically re-format itself
to the new layout except for items that were
manually formatted. To remove manual formatting,
highlight the material and hold down CTRL and press
the Spacebar. This “strips” all formatting.

Use the View tab to display the Slide Master Views.

» Slide Master is used for all presentation display
slides. Be sure to choose the type of Layout first,
then go and edit the Slide Master for that specific
layout.

* Handout Master — used to format the handouts
that are available through the Print options in
PowerPoint.

* Notes Master — formats the Note area underneath
the display slide.

Make all formatting changes on the Slide Master and
then click ‘Close Master View’.

Recommended Formatting Changes to Bullet Lists:

* Please - never use more than 3 levels of bullets,
delete the Fourth and Fifth level bulleting options

* Make sure the first bullet is large, viewable, color-
coordinated with your design theme and
interesting.

* Use Symbols and the Font Webdings to insert
symbols such as these: » ® v ® ? % ( orexplore
the symbols in the font Wingdings or in the Math
Symbols sets.

Copyright Senga Consulting Inc. Not for distribution or reproduction © November 2011 \% S E N G A_
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Slide
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Summary of What We've Covered
Slide Topics We Discussed Use Visuals: as the highest “input” channel of your
65 audience, visuals can deliver and reinforce your
v message in a powerful way.
. & < Storytelling: can deliver complex messages in a
| | persuasive and memorable manner and can strongly
influence your audience.
Lighten Data Delivery: so the audience can hear the
story behind the numbers and easily conceptualize
the point you are working to establish.
Attain PowerPoint Mastery: by delving into templates
- simplify your life and shorten the time to produce
effective presentations.
Slide Three Excellent Resources
66
sllde:ology‘ — Presenting
... I
' Win
_ The Artof
A
design ] story J skills ]
Slide PLUS: Online Learning with Senga Go to our site www.senga.ca click on Events to see
67 - Short, info-packed 50 minute . all upcoming seminar dates and to register.
webinars
* Full day or half day on-site
training
¢ Lunch & Learns
 All Live and highly inter-active
Customized Workshops That Teach You
EXACTLY What You and to Know
Copyright Senga Consulting Inc. Not for distribution or reproduction © November 2011 (@ S E N G A_
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Slide The Power Presenter [t Coming up in November:
68 R Audienceswith,- Wed, Nov 23" @ 9:00 - Engaging Audiences with
Lo - .
8 Visuals
"' - Wed, Nov 30" @ 9:00 - Establishing Rapport with
< Storytelling
Wed, Dec 7" @ 9:00 - Lighten the Load of Data
Presentations
Wed, Dec 14™ @ 9:00 — Presentation Mastery (pre
requisite)
Additional classes offered in January — check the
website.
Slide How To Register
69 © Go to the Senga site (www.senga.ca)
@ Click on Events
Slide Register on the Site, Then Sign-Up
70
"0 © Register
" with Senga
@ Click and
enroll in your
Copyright Senga Consulting Inc. Not for distribution or reproduction © November 2011 %/ S 8 N G A_
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Slide
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Slide
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Upcoming Sessions: Nov and Jan

Events

4 Webinars for the Price of 3

u
Take the Webinar Series
[ twebnar 3129 For
4 Webinars =$5.6 $360

(30% discount)

Email with Details + Feedback

Comments
Suggestions
Criticisms (gently)

pleace

We look forward to
“seeing” you soon
in one of our workshops

Phone: 604.909.3840, email:
1275 West 6th Avenue, Vancouver, BC

SENGA
& V6H 1A6

Participant’s Handout- November 2011

You can also attend a full day hands-on workshop for
$389.00

Workshops take place at Senga’s spacious boardroom
overlooking Granville Island

Laptops must be supplied and/or shared by
participants — majority of class is writing and
discussion.

For any questions or to discuss any of this information
with me, please call:

Linda Gross

Senior Communications & Learning
Consultant

Senga Consulting Group Inc.

Office: 604.909.3840

Email: linda@senga.ca
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