
PowerPoint Presentation 
Guide 

Bill Walton 
Content Program Manager/Technical Writer- DCS BI Team 
Date (Format: 22 June 2022) 

MICROSOFT CONFIDENTIAL 

  



Agenda 

Classified as Microsoft Confidential 



Marketing 101! Practically the first blank in any creative brief is to enter in your target audience. Does your 
audience need a broad overview of the story, or the fine details? Should you employ a lot of striking imagery, 
more text, or more charts and tables? Thinking through these types of questions will drive not only the story 
you tell, but how you tell it. 

Consistency is a familiar theme to marketers — we’re often referred to as the “brand police” (or “brand 
coaches,” if you’re more polite about it). This mantra should also be applied to your slides: same colors, same 
fonts, same image style, same chart formatting, etc. If your company has a corporate PowerPoint template, 
use the built-in layouts, colors, and fonts. Only go outside of those guidelines when you want to call out 
something important in your slide — it’ll stand out more. 
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• Write great slide titles 

If you’ve read any best practices on web page design, you might be familiar with the concept of the “golden 
triangle” — the  upper left corner of the page — where the eye goes first. That’s the most valuable real estate 
on your slide, and where your slide title resides. Unfortunately, I often see slide titles that read like a caption 
for the image or chart in the body, when they should really be telling your story. An easy test is to read 
through only the titles of your slides, ignoring the body, to see if the storyline is complete and understandable. 
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The body of your slide should be used to prove or illustrate the slide title (not the other way around) using 
supporting points such as examples, diagrams, charts, well-ordered bullet points, etc. And, as I’m sure you’re 
aware, the information presented here should be succinct. If your slide contains hundreds of words, as a 
viewer, I’m naturally going to start reading them — and I’m no longer listening to what you’re saying. Also, 
never read your own slides. 

A simple rule of thumb is 5-5-5: no more than five words per line of text, five lines of text per slide (including 
the title), or five text-heavy slides in a row. This exercise can be very challenging, and it sometimes does make 
sense to break that rule (for example, if your slides will be shared with others who did not attend the 
presentation). If you have a lot of information to support your story that you feel is critical for those secondary 
audiences, I suggest putting it in an appendix at the end of the deck. 
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It’s easier than ever to find great, free images for your slides. PowerPoint has the Bing search engine built right 
in, but I prefer Google Images because of the additional filtering tools it offers. In Google Images, I suggest 
opening the Tools menu bar and finding the largest size images with a transparent background. This will 
generally give you results with the sharpest images, and no background that may conflict with your template. 

Another handy trick is for when you find an image that’s really close to what you need, but not quite: you can 
simply click and drag the image itself into the search bar. The Search by Image feature is also a great example 
of how machine learning is now being applied in the real world. 
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Increasingly, marketers are becoming data-driven in their decisions and planning. As a result, you’re likely 
going to need to include charts or tables on your slides. PowerPoint and Excel can easily take you down a 
slippery slope of adding interesting but distracting elements into your visualizations with their Chart Styles 
options. Again, less is more: avoid formatting such as gradients, drop shadows, 3D, background colors or 
patterns, and even gridline and axis labels. Do use the colors and fonts in your PowerPoint template to keep 
things consistent. 

Give yourself space on slides with visualizations to add commentary — don’t leave the analysis solely to the 
audience. Tell the story that the visualization is supporting: are things trending well or poorly, what caused the 
outliers (if any), and what’s the next action based on the data? 
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Give your slide elements room to breathe by creating space between them. “White space” is simply empty 
space (it doesn’t have to be white) on your slide, and it improves consumption and comprehension of the 
content. Don’t feel compelled to fill every part of your slide; in fact, you can drive more impact with your 
content by giving it more white space. 
 

• Keep an eye on file size 

Adding large, high-resolution images or copying slides into your deck from other decks (this will pull over the 
templates from those decks, too) can substantially increase the size of your PPT file. If you need to send your 
file as a follow-up to the audience, this can be problematic if there are restrictions on attachment size for the 
recipients. I recently accessed a PPT file that was over 160 MB! Fortunately, PowerPoint has the capability to 
easily compress and discard cropped parts of images during the Save process. 

 

PowerPoint Presentation Guide 



With text, less is almost always more. One thing to avoid—slides with a lot of text, especially if it’s a repeat of 
what you’re saying out loud. It’s like if you give a paper handout in a meeting—everyone’s head goes down 
and they read, rather than staying heads-up and listening. If there are a lot of words on your slide, you’re 
asking your audience to split their attention between what they’re reading and what they’re hearing. That’s 
really hard for a brain to do, and it compromises the effectiveness of both your slide text and your spoken 
words. If you can’t avoid having text-y slides, try to progressively reveal text (like unveiling bullet points one by 
one) as you need it. 

PowerPoint comes with a lot of effects and transitions. In my opinion, most of these don’t do much to 
enhance the audience experience. At worst, they subtly suggest that the content of your slides is so 
uninteresting that a page flip or droplet transition will snap the audience out of their lethargy. If you must use 
them, use the most subtle ones, and keep it consistent. 
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It may sound contradictory, but the best thing you can do with your PowerPoint deck is to edit it down. Take 
out the slides that simply look interesting (but provide no real value), veer from the message, or distract from 
the point you’re making. Your slide deck should support your story — not be the story. 
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You also need to be cognizant of how long you have to present. You need to provide time for questions and 
decide whether you want to allow them mid-presentation or only at the end. A simple rule for determining 
the maximum number of slides needed in your deck is to approximate two minutes per slide. For example, if 
you have 30 minutes in total, assume 5-7 minutes for questions and therefore 10-12 slides maximum in your 
deck. 

Place the most meaningful, compelling information, such as your conclusion or recommendations, at the front 
of your deck. Don’t save it for the end (although you should restate this information again there), in the event 
you run out of time or lose your audience. 
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The human eye finds narrow columns easier to read than full-width pages. That is why newspapers and 
magazines split the information up with visuals and columns, and graphic designers use grid layouts when 
setting copy pages. The first step is to convert blocks of text into multiple columns that automatically adjust. 
This makes it easier for your audience to scan read.  

Examples of two, three, and four column formats are provided at the end of this slide deck. They are also 
included in the template. 
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Interrogatives 

Who? What? 

• Who benefits from the proposal? 

• Who will need to approve the proposal? 

• Who will be responsible for development of 

the solution? 

• Who will need to test the developed solution? 

 

• What is the problem (or problems) the 

proposal solves? 

• What is the proposed solution? 

• What are the potential impacts of the solution? 

• What are the potential impacts of waiting to 

implement the proposed solution? 

 



Interrogatives 

When? 

• What is the proposed 

timeline for solution 

development? 

• What potential factors could 

lengthen the timeline? 

• What factors have changed 

previous similar solutions in 

the past? 

 

Why? 

• Why is this the correct time 

to pursue a solution to the 

problem? 

• Why has the proposal been 

delayed until now? 

 

How? 

• How will the solution be 

implemented? 

• How is the solution 

designed to be scalable? 

 



• Benefits For the Presenter 
 

• Handouts allow the presenter to cut down on the amount of material covered in the presentation and so not 

commit information overload. 

• Handouts allow the presenter to stop worrying about forgetting what the presenter wants to say. 

• Audience members will have a concrete reminder making the presentation more memorable. 

• Audience members can easily contact the presenter later. 

• Handouts allow audience members to relax about having to take copious notes. 

• If the audience likes taking notes, they’ve got a place to do it. 

• If the audience is inspired by the topic, they’ve got more information on it. 

• If the audience wants to refresh themselves later about what was discussed they’ve got a place to go. 
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• If citing research do include the references in the handout. For most presentations (scientific presentations to a 

scientific audience would be an exception), don’t clutter up the presentation or the slides with references. But 

do be able to say: “The reference for this research is in your handout.” Let the audience know where they can 

find out more: books, websites, blogs etc. 

 

• Consider Creating an Action Sheet 

• Handouts are a great place to help people put ideas from the presentation into action. Either list a series of 

actions that people can take, or provide a worksheet that people fill in on what actions they will take as a result 

of the presentation. Have people fill in the action sheet near the end of the presentation. 
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We try to keep our presentations highly flexible, and to follow up on ideas that come from the 

dialogue with the audience. Any preprepared handout is dated the moment we start. Instead, we sit down 

later to produce a handout that reflects the true content of the session, and the folks ideally get it some 

days afterwards. The advantages: 

• It doesn’t get lost in the pile of mostly useless paperwork from that conference day or whatever 
• It serves to refresh the memory of the session just at the moment it would otherwise be forgotten (a 

few days later) 

• It reflects the true content of the presentation and not the planned content 
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Current Process (EXAMPLE) 
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Challenges 
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• [High] Number of stale/outage reporting < 33 hours per month 

• [High] Number of Refresh Delays (8+hours) <= 2 times per month 

• [Low] Average Dev Cycle Time for Work Item <= 20 days



Solution and Architecture (EXAMPLE) 
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Impact (EXAMPLE) 
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• [High] Number of stale /outage reporting < 33 hours per month 

• [High] Number of Refresh Delays (8+hours) <= 2 times per month 

• [Low] Average Dev Cycle Time for Work Item <= 20 days
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Example two column layout 

Heading one Heading two 

• Bullet one 

• Bullet two 

• Bullet three 

• Bullet one 

• Bullet two 

• Bullet three 



Example three column layout 

Heading one 

• Bullet one 

• Bullet two 

• Bullet three 

Heading two 

• Bullet one 

• Bullet two 

• Bullet three 

Heading three 

• Bullet one 

• Bullet two 

• Bullet three 



Example four column layout 

Heading one 

• Bullet one 

• Bullet two 

• Bullet three 

Heading two 

• Bullet one 

• Bullet two 

• Bullet three 

Heading three 

• Bullet one 

• Bullet two 

• Bullet three 

Heading four 

• Bullet one 

• Bullet two 

• Bullet three 



Example two text columns with subheads 

Add a subhead here 

 This placeholder is designed with 
bulleted text 

 It’s easy to remove bullets  

 Select the text, then on the Home 
menu, click the bullet list icon 

Add a second subhead here 

 Keep the top edge of text 
blocks aligned 

 More text 

 More text 



Example three text columns with subheads 

Space for a two-line 
subhead here 

 This placeholder is 
designed with 
bulleted text 

 It’s easy to remove 
bullets 

 Select the text, then on 
the Home menu, click 
the bullet list icon 

Wrap short  
subheads 

 Keep the top edge of 
text blocks aligned 

 More text 

 More text 

Adjust lower text  
blocks up or down 

 Keep the top edge of 
text blocks aligned 

 More text 

 More text 



Example four text columns with subheads 

Space for a two-
line subhead here 

 This placeholder is 
designed with 
bulleted text 

 It’s easy to remove 
bullets 

 Select the text, then 
on the Home menu, 
click the bullet list 
icon 

Wrap short  
subheads 

 Keep the top edge 
of text 
blocks aligned 

 More text 

 More text 

Consistent line  
wraps look better 

 Keep the top edge 
of text 
blocks aligned 

 More text 

 More text 

Adjust lower text 
up or down as 
needed 
 Keep the top edge 

of text 
blocks aligned 

 More text 

 More text 


