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The Foundation | What is slide?

What is “slide”?

Communication tool that helps your audience to
accept your viewpoint, help them understand
your mood, feelings and opinions

SLIDE IS NOT A REPORT




The Foundation | What is slide?

Avoid
“Slideument”

This is an example of a “Slideument”
* Itis aslide full of words and points to cover
* To avoid this slide from looking like a document, the presenters

. . . separately each line with a “bullet point”

Sl |d e 1S ﬂOt d h an d O Ut ﬂ |e ]COr peO p | e tO * To improve readability, indent level is adjusted to show sub
) points within a main point

fea d a ]Cte ' YOUr presen tation « However, for the audience, they will have to choose whether to

read your slides or to listen to you
* Doing both is close to impossible
* So, instead of helping the presentation and the communication of
the message, what the presenter does is only to flash out the slides
and read the contents



WHAT A SLIDE SHOULD

Visual aid

Speaker dictates the

slide, not the other way
round.

Simple

Less is often more.
Replace text with
Image.

Transmit message

Audience should
understand the
content at a glance.

Content first
What do you want the

audience to
remember?

The Foundation | What is slide?



Document
e Amount of text > /5

« Densely packed
* Use for discussion meeting

Poster

« Amount of text > 50
e Clear, line by line

« Reading > Speaking

Slide

« Amount of text <50

 Focus on speaker, not screen
 Speaker needs more rehearsal

The Foundation | What is slide?

Understand the

differences

DO YOU READY NEED A
PRESENTATION?



The Foundation | What is slide?

Annual Turnover
o Years Revenue: 1999-2004%

Redundant information

Compound 160
annual growth
rate 140

Focus is on total

a Focus is growth trend,
17.7% id i
0 120 grid line can be removed a turnover. Each
product turnover
10 can be removed
8
, 3D effect makes
= G information
harder to read
4
2

If source of data is
important, the font 1999 2000 2001 2002 2003 2004
should be larger Year

Million (USD)

o

B Product X mProductY = ProductZ
Source: WSJ



The Foundation | What is slide? 11

Annual Turnover G Redundant information

Million (USD) removed
Compound
annual growth Legend is
rate reposmoned to.
Growth trend and total 122 Make information
turnover are in focus clear at a glance
17.7% e
101 w Product Z
86
73
-9 ® ProductVY
3D effect and grid
lines are removed
B Product X
‘99 '00 ‘O] '02 ‘03 ‘04

Source: WSJ —



The Foundation | Before the Design

Before the design

What do your audience want to know?

Presentation often fails because the content does
Not Mmeet the audience’s need

3 THINGS: PURPOSE + TARGET + TIME




1. PURPOSE

What do you want them to remember?

e.g. To decide, to persuade or to inspire?

“To present” is not a purpose

Thank you for your wonderful presentation is meaningless

Remove anything that is not related

Avoid presentation that is just a pile of data
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2. TARGET

Know your target audience

Language is different for junior employee vs senior executive

Know what your audience wants

How much do they need to know?

Know your audience characteristics

GCender, profession, age & expectations




Why are they here?

Think from their
standpoint

What will make
them resist?

The barriers your
audience might face

The Foundation | Before the Design

What makes them
sleepless?

What is the pain point
that you are trying to
solve?

What do you want
them to do?

Always ask “so what?”

How can you solve
their problem?

The benefit of your
presentation

What is the best
mode of
commuhication?

Presentations are
communication tools



3. TIME

One-day

Re-use old template & change critical information

One-week

Re-draw the charts & add new data

One-month

Re-do the template & have others to review




Section

Content

Overview | Theme What is the general situation?
Date When do you need it?
Objective Objective e.g. Setup a new department
Call to Action e.g. Hire a new manager
Long Term Goal e.g. Organization
transformation
T rget Characteristics e.g. Age, gender, department

Decision maker

e.g. GM of the finance dept

concern

e.g. Budget

Knowledge level

e.g. No stranger to organization
change

Experience with
presenter

e.g. First time encounter

Dos and Don'ts

e.g. GM likes data

Expected Response

e.g. Reject the proposal

THE
CHECKLIST



x

Design the
slide

Write the
message

[dentify the
message

Construct the
story

Construct the

Brainstorming

Design the
slide

B
»

story
\_

Classification & elimination

il @

Chart, graphs, tables & data

The Foundation | Before the Design



The Foundation | Main Points and Keywords

Main Points and
Keywords

Simplicity was Apple’s ultimate competitive
weapon

- Ken Segall,

Author of ‘Insanely Simple: The Obsession That Drives Apple's Success’



The Foundation | Main Points and Keywords

No Fancy Design. Picture >
Words

Steve Job’s
Presentation

Average < 20 words per slide

The numbers have meaning

MASTER OF A DEMO




SIMPLIFICATION
PRINCIPLES

Avoid paragraphs

Stick with 5to 6
sentences per slide

‘1’ theme per slide

Information that
cannot be classified in
the same category
should not be placed
on the same page

Reduce Remove link
punctuation words

Period can be confused Remove words like
as an unaligned bullet "also, but, even.."

The Foundation | Main Points and Keywords



The Foundation | Main Points and Keywords

In this section, | want to introduce
brand A magic towel. Its biggest
feature is super water absorption
capacity. It can be used to clean
your kitchen, bathroom, living
room, window and balcony.



L

water



The Foundation | Main Points and Keywords

1. Avoid line
break to
reduce »
eyeball
scanning

1. Avoid line break to reduce eyeball scanning

2. Emphasize keywords using bold, font size or color

3. Delete meartratess words

4. Turn adjective into numbpers

Condense your
5. Use graphics content



Bar Graphs and
Line Graphs

Fasy to understand and suitable for trend analysis

Scatter graphs (dot graphs) are mostly used in scientific field and are

less used in business setting

The Foundation | Bar Graphs and Line Graphs

THE PAST THE FUTURE




BAR GRAPHS -tocompARE vALUES

Accurate Two modes Spacing matters Avoid flashy edit
Visually more accurate Vertical axis = numbers The space between Drop 3D and multiple
than pie chart that (sales, performance) strips must be wider or color effect
contains large set of the same as the width
data Horizontal axis = of the strips

discrete & independent

items

. The Foundation | Bar Graphs and Line Graphs



The Foundation | Bar Graphs and Line Graphs

80

70

60

50

40

30

20

1

o

0

25 27

Canada

Forest coverage per country (%)

31

Germany

50

Russia

64

Japan

= Coverage (%)

72

Finland

What do you think of
this bar graph?

Objective:

To show Finland has
the highest forest
coverage



The Foundation | Bar Graphs and Line Graphs

Forest Coverage (%)

80

70 Finland has 72% forest coverage

Remove unnecessary
picture fill. Focus on

o0 content, not design

>0 Column gap should be

greater or equal to the

40 column width

30
20
10

0

Canada Germany Russia Japan Finland

Use the title wisely

Contrasting color helps
to highlight the point
you want to make




The Foundation | Bar Graphs and Line Graphs

Finland-has 72% forest coverage- -

Finland

Japan Audience read from

a left to right, top to
bottom - "Z" shape

Russia

Germany Horizontal bar graph is

suitable for reading,
especially for material
with long category
name

Canada

80

Forest Coverage (%)



The Foundation | Bar Graphs and Line Graphs

Market Share VS Return On Asset (ROA)

Objective:
To show the relationship
between market share ana
= ctumonaset (ROATof
Company B
company Ato F
Company D —
Company A —

10 15 20 25 30 35 40 45

o
Ul

B Market Share (%) ® Return on Asset (%) I



LINE GRAPHS -1o sHow TREND

Trend judging

To describe growth,
recession, stability or

volatility of a company,

It IS necessary to show
the trend of data

Avoid overlap

Overlapping causes
confusion unless it is
needed to prove a
poINt

Pay attention to No more than 4
scale sets of data

If the gap between Use individual or
each grid is small, the modular graph for
trend appears to presentation of huge
fluctuate greatly. IT it is data set

too loose, the trend line
will look stable

The Foundation | Bar Graphs and Line Graphs



The Foundation | Bar Graphs and Line Graphs

Orders

250

200

150

100

50

Orders Received vs Orders Processed

Month in Year

@ Processed Received

11

12

Objective:

To show, after May,
the numier of order
orocessed started to
deviate from the
numler of order
orocessed



The Foundation | Bar Graphs and Line Graphs

Orders Received vs Orders Processed

—e—Processed

—e—Received

250 Remove unnecessary
iInformation (borders,
grid lines)

200
Trend is what you want
to show. Thus, the

150 numbers are not really
the key points

100 e Show the “critical” point

50 :
Contrasting color on the
axis helps
0

1 2 3 4 5 6 7 8 9 10 11 12
Month in Year



34

Pie Charts, 3D
Diagram & Double
Y-axis

They make content harder to understand

Human perception of length is 1.0
Perception of area is only 0.7

- Stanley Stevens, Psychologist

The Foundation | Pie Charts, 3D Diagram and Double Y-Axis




The Foundation | Pie Charts, 3D Diagram and Double Y-Axis

Investment Portfolio (million)

Q : Which type of investment is the
largest investment?

S5 improvement tips:

‘ 1. Put numbers for further explanation
2. Important element from “12 o'clock”
3. Don't use 3D effect to avoid illusion

B Property mStock mUnitTrust mBonds m Deposit ® Retirement Funds



The Foundation | Pie Charts, 3D Diagram and Double Y-Axis

Retirement Funds

Deposit

Bonds

Unit Trust

Stock

Property

Investment Portfolio (million)

60



The Foundation | Pie Charts, 3D Diagram and Double Y-Axis

Company Expense - Million (USD)

‘GColden rule” for data visualization
NEVER USE 3D DIAGRAMS

70

60

/-axis is never useful for audience
to understand the information.

50

40

30

20 Human Resource

Accounting

10 Production

R&D

Salary Software Infrastructure Travel Supply Other

ER&D MW Production ™ Accounting ™M Human Resource



The Foundation | Pie Charts, 3D Diagram and Double Y-Axis

R&D Production
Other NG Other —
supply [N Supply
Travel [ Travel [
Infrastructure | NGB Infrastructure .
Software | Software [N
salary Salary |
0 10 20 30 40 50 60 70 80 0 10 20 30 40 50 60 70
m Million (USD) ® Million (USD)
Accounting Human Resource
Other Other NG
Supply Supply I
Travel Travel |
Infrastructure S Infrastructure | NG
Software [ software || INEGE
Salary [ Salary |
0 10 20 30 40 50 60 0 5 10 15 20 25
= Million (USD) H Million (USD)




The Foundation | Pie Charts, 3D Diagram and Double Y-Axis

Revenue (million) vs No. of Sales Person

12 120
\/

10 100
8 80
6 60
4 40
2 20
0 0

Q1'13 Q2'13 Q3'13 Q4'13 Ql'14 Q2'14 Q3'14 Q4'14
B Revenue —No. of Sales Person

Double Y-Axis - This is confusing and is easily misunderstood




The Foundation | Pie Charts, 3D Diagram and Double Y-Axis

12

10

Revenue vs No. of Sales Person (‘13-'14)

112

105

91
82

Q1'13 Q2'13 Q3'13 Q4'13

I Revenue (million)

111
103
Ql'14 Q2'14

—No. of Sales Person

110 110
10
Q3'14 Q4'14

120

100

80

60

40

20

12

10

120
110
100
90
80
70
60

Q1'13

Q1'13

Revenue (‘13-'14)

Q2'13

Q2'13

Q3'13

No. of Sales Person (‘13-'14)

Q3'13

Q4'13 Q1'14

B Revenue (million)

~__—

Q4'13 Q1'14

—No. of Sales Person

Q2'14

Q2'14

Q3'14

Q4'14

Q3'14

Q4'14



The Foundation | Smart Art

Smart Art

Convey abstract concepts like
relationship and sequence

Two main types: Architecture and Set




The Foundation | Smart Art

How to develop a new product

R&D Production

Develop the Manufacture
product the product

Sales
Collect input

Flow chart (linear) — Clear start and end point (time sequence)



The Foundation | Smart Art

How to process information PDCA method

p
e |dentify e Test
your potential
problem solution

e Study
results

* Implement
the best
solution

Flow chart (cycle) — Time sequence that will return to its origin




The Foundation | Smart Art

Order processing flow

Deliver the
stock

Consumer

Back end
processing

Stock available

Make the order

Flow Chart (multi-directional) = More than one option



The Foundation | Smart Art

Organizational Chart

Company A

Production Marketing

Development

Tree-like — Organize complex hierarchical data



The Foundation | Smart Art

Maslow's Hierarchy of Needs

actualization

Esteem

Love and belonging

Safety needs

Physiological needs

Level — Description of class and order relationship



The Foundation | Smart Art

Cheap

Product Positioning

Taste is good

Taste is normal

Expensive

BCG Matrix

High Relative Market Share Low

—
High

Cieore Question
Market Mark
Growth
Rate (%)
Dogs
Low

Quadrant — Sort the data into two axes



The Foundation | Smart Art

Company
B

Company Company
E D

Venture
Capitalist
JA

Company Company
C F

Network — Starts from the center, spreads out with groups



The Foundation | Smart Art

Motivation at Work

Overlap — Repetition of data and event



The Foundation | Smart Art

Company Core Competencies

2 Major Competencies

Analyze data

Develop innovative product

Encapsulation — Things can be grouped and there is a
hierarchical relationship between groups



The Foundation | Smart Art

Fearless One Team

Customer Oriented

Closed — Express the concept of combination



The Foundation | Framework

Framework

A good framework/layout shows:

1.  Logic of the producer where audience
can understand the conclusion and
iNnformation

2. Data that correspond to the logic of the
discussion

3. Asuitable format for the explanation of
the logic




Fact on top because human
/ scans from top to bottom

Forest Coverage (%)

Finland has 72% forest coverage

One on one
approach

50

20 25 27

|
|
|
|
|
|
|
|
|
|
|
|
: 31
|
|
|
|
|
|
|
|
|
|

\ SINGLE PIECE OF EVIDENCE TO
Evidence CONVEY A FACT

The Foundation | Framework .



INNOVATION RULES

P&G

[HEY

Define a person to lead the
meeting

Prepare a good theme
Relax

Follow the leader
Everyone contributes
Record down all the ideas
Think of the next steps
Use tools

. Think out of the box

10. Follow the rules

©ONDU R WN

The Foundation | Framework

IDEO

o8 L ) em =

Not rush to a judgement

High output

Take turns to speak
Visualization

Set the topic

Ride on other’s idea

Not to sway from original topic
Aim for the star

EYEUET

INncrease persuasiveness by listing
Multiple homogeneous facts to

support the argument



In 1973, the contraction of 1% on the US economic growth

e S Combination
Theory

|
: The economy growth has never The economy growth after WW2 has
' been slowed at this rate always been higher than 3.4%

[

T~

: |
: Slower than from the pgr.lod Slower than the The average The average  From 1870to 1 / \
: period after WW2) since 1870 1870is3.4%  1820is3.7% growth rateis |
| 4% ;
, |

Support the conclusion by showing
simultaneous phenomenon

The Foundation | Framework .



Magazine Publishing Process

Continuity
Method

Writing Editing Printing
¢ Interview « Concept « Distribution
 Photograph « Design « Selling

Describe the causal relationship of each

feature (chain theory)

The Foundation | Framework .



From purchasing to sales, there are problems of information mismanagement

Purchasing >

Production >

Sales >

Information Cannot get the No real time view on
management . I . 0 - | f
B - material unit price sales performance
Key in information Need to understand Ensure complete
Improvement based on the unit the cost of each information is
price warehouse available online

The Foundation | Framework

McKinsey
Law

00

Combine continuity method and
combination theory



Nikola Tesla vs. Thomas Edison:

Who was the better inventor? Law Of
Opposition

Famous )
Light bulb AC current

Invention

No of

1093 278 | +
patents

Inventor & Electrical &
businessman mechanical engineer

Draw conclusion from pros and cons

The Foundation | Framework .



Add the customer’s point of view and re-examine
quantitative analysis and competence

Comparative
Approach

Customer
orientation

Quantitative
analysis

N

Competence

Find similarity and difference
between solution

The Foundation | Framework .



Classify goods/services by customer axis and product axis

New
products

Existing
goods

The case for innovation matrix

Evolutionary
expansion car

e.qg. Prius

InNnovative car

e.g. Tesla

Progressively
improved car

e.g. New Toyota

Evolutionary
adaption car

e.g. Tata Nano

Corolla
Existing New
customers customers

The Foundation | Framework

>

BCG

Approach

>

2X2 matrix that is a fusion of opposition

and comparative approach
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The Advanced | The Application of Color and Text

The application of
color and text

Color can bring out affiliation and differences in
the content

Text formatting can improve readability of your
Material




4 “C” OF COLOR

Contrast Connection

Color should help to Color should express

distinguish information the relationship
between main and sub
topics

o 1414 Control
Color should convey Total color should not
the correct information be more than 4 types

The Advanced | The Application of Color and Text



The Advanced | The Application of Color and Text

The Color Wheel

Pick 2 color from the wheel

Key color

Base : Foundation of your slide

Key :Foremphasis and maximum contrast

Base color



The Advanced | The Application of Color and Text

Website #1: Color Dot

A tool for matching your own color set

https://color.hailpixel.com



U Color Hunt Palettes > New w

ytion of Color and Text

#FH56A79

Find pre-matched color set

https://colorhunt.co




Color P = en

Warm Palettes  Cool Palettes  Pastel Palettes  Contrasting Palettes EE " EEEEEESE B

It support

CCTV, Alarm , Door .

site #3: Color
Palettes

Link color with feelings

N .‘,’7 v N .‘_" .
(“,. N A LT

[} L

Color Palette #4248

Cc;Ior Palette #4247 L .
P https://colorpalettes.net

"dusty” pink, almost black, beige color, cherry color, coffee colour, color of watermelon drink, dull brick red, dull red, dusty gray, dusty

color matching, color of cherry, color of chocolate, color of chocolate red, gray color, gray with a shade of green, light green, metal color, almost black, bloody, broy

cake, dark chocolate color, milk chocolate color, nougat color, shades metallic color, shades of beige, shades of brown. color, dark pink, monochrome cols
of brown, sweet cherry color, wood color. color, poppy color, red color, redhe

watermelon pulp color.
f Facebook

’
v

e OB




The Advanced | The Application of Color and Text

Color Matching
Error #1

Reason 1-2

Reason 1

Color affects message partition

Reason 2-1

. . . L R R )
't interferes with audience’s division of the el e Reason 22
message
Reason 3-1
Reason 3
Solution: Reason 3-2

Use different color for different reasons



The Advanced | The Application of Color and Text

Color Matching
Error #2

Reason 1 < Reason 1-1
. . Reason 1-2
Emphasis at the wrong location
Reason 2-1
The main points are the reasons (1, 2 & 3) and AESSOnE Reason 2 < Reason 22
the sub-reasons, not the title
/v Reason 3-1
Reason 3
Solution: [ Reason32

Use color to darken the main points



The Advanced | The Application of Color and Text

Color Matching
Error #35

Reason 1-2

Reason 1

Color sends the wrong message

Reason 2-1
EEN S Reason 2

Irrelevant coloring makes information difficult Reason 2-2
to be classified

Reason 3-1

Reason 3

Reason 3-2

Solution:
Information with causal relationship use same
color but with different shades level



The Advanced | The Application of Color and Text

Color Matching
Error H4

Reason 1-2

Reason 1

Colorful slides

Reason 2-1
EEN S Reason 2

Distracts the audience and making it difficult Reason 2-2
to read

Reason 3-1

Reason 3

Reason 3-2

Solution:
Use less than 4 colors



Cool Colors Warm Colors High Contrast

H#22283] HFF6404 #0O8D9D6
H#393E46 HFF8204 H#252A3%4
#OOADBS HFFAAGSL HFF2EGS
HEEEEEE #FFFS5AS HEAEAEA
Business Colors Professional Colors Fashion Colors
HEQE7E7 #FOF5F9 HFOEDGY
HDBE2EF #CODODF #FOBA5D

The Advanced | The Application of Color and Text



4 STEPS TO CUSTOMIZE COLOR COMBINATION

Create New Theme Colors ? >
5 Review View Help Q Tell me w
P Colar=+ 3] Background Styles - Theme colors sample
Office . Text/Background - Dark 1 |:| -
N T O
o T Otfice 2007 - 2000 | s Text/Background - Light 1 |:| -
" [T Cosyecal
: ——— Text/Background - Dark 2 |:| -
o ?"”‘ Text/Background - Light 2 |:| -
sert Draw Transitions  Animatio I i |
B B Green Accent 1 i ~
Ruler N BT e Hyperlink
s o = e e
g | Slide Handout Note _ : (T —— = — Accent 3 -~
Master Master Master || Guide 2 S
_ N T Orange Accent 4 I:l -
Master Views She N B oo fed -
- i_ Ked Qrange Accent 5 E -
EE_ e
[ QN Accent o ~
Select “Slides Master — ypetn =5
. N TN v )
under “view" tab B foloved peink | -
H . -

g
g
5
P

MName: |Custom 1

Select "Customize Click on the small box to
Colors...” modify

Accent color matches the color
of the shapes and charts

Colors ? X

Standard ..... C ustom I
Colors: cancel

E
Color model: |RGB W
Red: A I =
z Mew
Green: 129 :
" = : .
Hex: #4FR1BD

Current

Enter your preferred
hex code to change

and click OK



4 RULES FOR TEXT

Font Size Font Types
Should be greater than Should not be more
24 (*as applicable) than 3 types. Try to

utilize same font but
different in size

Avoid Italics Simplicity

Study shows italics are When message is

2x harder to read simple, text is better
than chart

The Advanced | The Application of Color and Text



The Advanced | The Application of Color and Text

The percentage of full-time housewife in the society
45

40
35
30
25

20

Percentage (%)

15

10

1970 2012

Year



The Advanced | The Application of Color and Text

O of the mothers are traditional
O full time housewives in 2012

T was 41% 1N 19770




The Advanced | The Application of Color and Text

The line spacing for most pleasant reading should be 20% larger
than the font**

There was never a There was never a
good war or a bad

good war or a bad peace

peace - Benjamin Franklin

- Benjamin Franklin



Serif (fonts with decorative strokes at the end of the font)
Font type is used for longer text paragraphs and book layout.

Sans Serif is more common for computer application.

Serif Sans Serif
Baskerville - used often 1n books Gill Sans — used for title
ABCDEF abcdet ABCDEF abcdef
Garamond — classic style Helvetica — Apple’s favourite
ABCDEF abcdef | ABCDEF abcdef




3 STEPS TO MODIFY FONT FOR ENTIRE SLIDEDECK

Hewew  Yiew  Meip Q Telt me

B Cosors+ 3] Sackgraund Styles -
‘1 foms - Hide Background Graghics
Office
Ofice
1 Aa
Office 2007 - 200
Aa Cambria
Calibet
sert  Draw  Transitions  Animatiol Ap.| S3ibn
Arial
Ruler Ag | Aal
_ Gridli |:>
g Slide |Handout MNotes Cortel
Master| Master Master | | Guide |Aa
Master Views Shi Candara
Aa Candara

Frankiin Gothic

As F'Tl"'m‘?o!h’: Med

Select “Slides Master con o

Aa 3 N
TR " '
under “view" tab e
Aa on
Cambria
Aa i';vr‘il‘l-n 3
Cg ram ond
.\.l

Select "Customize
Fonts..."

Create New Theme Fonts ? x
Latin text
Heading font (Latin): Sample
Calibri Heading
Body font (Latin): Body text body text body text. Body t
Calibri e

East Asian text

Heading font {Asian): Sample
“1 bR A
Bady font (Asian}: ESIAREX A . EX AR

Mame: |Custom 1

Save Cancel

Select the desired font
and save

21



3 STEPS TO EMBED CUSTOM FONTS

PowerPoint Options ? X
G | .
enera E Customize how documents are saved.
Proofing
Save ‘ Save presentations
Typography Save files in this format: PowerPoint Presentation 57
Language +| Save AutoRecover information every | 10 % | minutes

Ease of Access +| Keep the last AutoRecovered version if | close without saving

Advanced AutoRecover file location: CAUsers\sctan\AppData\Roaming\Microsoft\PowerPoint\,

Don't show the Backstage when opening or saving files with keyboard shortcuts

Customize Ribbon
v| Show additional places for saving, even if sign-in may be required.

Quick Access Toolbar

alln Account Save to Computer by default
D © Add-ins Default local file location: CA\Users\sctan\Dropbox\My PC (DESKTOP-HOB7IH3)\Documents\,
Paste Feedback Trust Center Default personal templates location:

. Offline editing options for document management server files
Clipboard

Options

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office
Document Cache.

Learn more
Server drafts location: |C\Users\sctan\Dropbox\My PC (DESKTOP-HOB7IH3)\Documents',SharePoint Drafts\

Preserve fidelity when sharing this presentation: @ 2. The Advanced ~

«| Embed fonts in the file @

® Embed only the characters used in the presentation (best for reducing file size)

Embed all characters (best for editing by other people)

)4 H Cancel ‘

Seleuct "File”, ” = Select “Save” i Enable “Embed Fonts in
then "Options the file”

22



The Advanced | The Rules of Table

The rules of table

Table fits the audience reading pattern
(left -> right, top -> following column)
to compare values

However, table can be distracting




The Foundation | The Rules of Table

USA -18% 7% 25% 2% 2%
Australia 47% -7% 26% 15% 17%
China 16% -5% 1% -7% 19%
Europe 57% 10% -3% -7% 13%
India 57% 6% -3% -7% 13%

Color and design are not used wisely. Not sure where to focus




The Foundation | The Rules of Table

Ql Q2 Q3 Q4 Average
USA -18% 7% 25% 2% 2%
Australia 47% -7% 26% 15% 17%
China 16% -5% 1% -7% 19%
Europe 57% 10% -3% -7% 13%
India 57% 6% -3% -7% 13%

The hot zone is mapped out to focus on important information




The Foundation | The Rules of Table

Smartphone A Smartphone A Smartphone A
$ 1,999 $ 2,699 $ 3,299
Screen Size 7 inch 5.8 inch 6 inch
Battery 3000mAh 5000mAh 4200mAh
Storage 64GB 128GB 128GB

Use shadow effect to emphasize




The Foundation | The Rules of Table

Jan

Feb March

April

May

June

Project A
Departmen
tA
Project B
Project A
Departmen
tB Project B

Project C

Gantt chart sample




The Advanced | The Secret of Space and Picture

The secret of
space and picture

Too much design can be distracting. Novices like
to fit in many data to prove effort.

Just like music, blank space is key in slide design.

A picture speaks a thousand words




4 RULES FOR SPACING

30% Blank Space Avoid Corners

Blank space helps to Placing elements in

highlight the content the four corners of the
slide create visual
pressure

|

Utilize Margin Apply Spacing

Consistent margin 1.2-1.4 line spacing is

across slides give the best. Use

orofessional look paragraph spacing for
data group

The Advanced | The Secret of Space and Picture



5 PARAGRAPH FORMAT SETTING FOR EASY READ

Paragraph ? X
Today activities: Indents and Spacing | Asian Typography
11
* Visitto the museum } 9 Alignment: |Left v
* SpOrtS Indentation 3

g BaSketba” Before text: |1.27 cm = Special: :Hanging‘va By: (1.27cm 5
¢ Swimming spacing 1 2

———————— I————————————-l
e Footbhall Before: 1 |12 pt = :LiﬂE Spacing: | 1.5 lines | :gt 0 -

I ———— E S S
LY_) After: 0 pt =
3

Tabs... OK Cancel
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Google History

« Originally named
‘BackRub”

@ https://www.google.com

3 @ 4 B 09:01

33

 Founded in
September 1998 by
Larry Page and
Sergey Brin

« The name originated
from a misspelling of

the word "googol”

-
'\‘

ALL IMAGES

o 0N

Lot 5 M S el

. l,‘.m\ A .

Google offered in:

Francais




Google History

« Originally named “BackRub”
 Founded in September 1998
oy|Larry Page and Sergey

Brin

« The name originated from a

=

isspelling of the word
gelolelefo]h




4 RULES FOR PICTURE

Text in Picture Black and White Entire Layout Avoid Watermark

Must be of contrasting B&W is the choice if Picture can cover the Choose personal,

color to be easily seen you want to highlight entire slide only if the ourchased or free-to-
the atmosphere of the amount of text is use image to avoid
picture limited casual impression

. The Advanced | The Secret of Space and Picture
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5 STEPS TO UNIFY IMAGE COLOUR

Select pictures you Click on Format under
want to adjust the color Dicture Tools tab
tone

1 O\ T Comy
i‘! _.2 r - r— — r— r— v —
AT, 7 Changl o =3 E—=32 o=t — ——
Calor  Artistic
=i E w Reset
Color
one
Recolor
-~
t__ - S ) !.. “vt_..'| t.— — =
—_— = il 3 i = e =
- - ——-— ’ - .-

Select the color setting
that you want



5 STEPS TO ALIGN PICTURE

L' |2 Align~ 1 Leiant.
[ b = : 5 [| Heiaht: [
- Selection = Align Left
h:
Birth rate of Japan Pane | & Align Center [
ange S| Align Right ’
A7 18 |25
it Align Top

Picture Tools

ol Align Middle

|+ Align Bottom

E> ilo  Distribute Horizontally

Distribute Vertically

Align to Slide
...~ Align Selected Objects

Select picturgs you Click on Format under Select the alignment that
want to align Picture Tools tab you want



3 STEPS TO CROP PICTURE

-

Birth rate of Japan
, o & [| Height: |28.5 cm

Picture Tools Crf:p s Width: |50.8 cm
= = o m
|'21'@ Crop to Shape
; ; _ Aspect Ratio
- lwl Fit
Select pictures you to Click on Format under Select the crop setting

Crop Picture Tools tab that you want



The Advanced | The Power of Contrast

The power of
contrast

Humans are naturally aware of "differences”

ANy two elements with different formatting, the
audience will automatically make below guesses:

 Aretheytwo inagroup?
 Aretheyindependent elements?




Position

The Foundation | The Power of Contrast

Shape

Brightness

Direction

HE
ny

Colour




EXAMPLES OF CONTRAST

Same responsibility Goal is the main
across the teams to priority, the teams are
achieve a goal secondary

Some teams have
higher responsibilities




3 STEPS TO POSITION CONTRAST

MNotes Zoom Fitto

__| Guides Window
3 STEPS TO POSITIO apm— R
ili -
E> prcL)JgerT;gI E> -
Utilize gridlines to _
properly place content
Utilize gridlines to Use guides for Use ruler to measure
properly place content alignment across slides the margin and

spacing



The Advanced | The Power of Contrast

The larger the font, the more important is the content. The supporting
content is judged by spacing so that they can be grouped

Effective presentation Effective presentation

Effective presentation Effective presentation
Effective presentation Effective presentation

Effective presentation

Effective presentation Effective presentation

Effective presentation



The Advanced | The Power of Contrast

Contrast is important for charts, graphs and images too

Billion units

1SS

(68)

N

Digital Camera vs Film Camera

5.1
2
L18
1
pA0[e]0] 2001 2002 2003 2004
Year
Digital Film

(%]
.t
c
>
c
S
=

Digital Camera vs Film Camera

2002
Year

e Digita| em—Film




The Advanced | The Principle of Animation

The principle of
animation

Manage the rhythm of the appearance of the
elements to guide the audience's attention

The principle should always be to show "only
one message at a time”




3 PRINCIPLES OF
ANIMATION

1. Create expectation

Make it as if you are watching a movie

2. Split the message

Used to present huge amount of information

3. Carry the momentum

Highlight the weight of the message




1. Create expectation

e The Advanced | The Principle of Animation



2. Split the message : Table

Product specification

Processor 2.8CHz 10th Gen Core Processor
RAM 16 GB DDR4
Storage 1 TB PCIE
Display Size 15" inch
Warranty Syears
OS Windows 10
Ports 5 USB Type-C Ports

e The Advanced | The Principle of Animation



2. Split the message : Chart

Product sales (million)

e The Advanced | The Principle of Animation



3. Carry the momentum

Organization chart

e The Advanced | The Principle of Animation



“PAN & ZOOM” TECHNIQUE

7 habits of highly effective people — Stephen R. Covey




“PAN & ZOOM” TECHNIQUE

7 habits of highly effective people — Stephen R. Covey

Begin with

Be Put first

the end in
mind

proactive things first




“PAN & ZOOM” TECHNIQUE

7 habits of highly effective people — Stephen R. Covey

Seek first to
understand,

Svnhergize Sharpen the
then be ynerg

understood

Saw
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Slide master and
template

Create you own template with slide master

Controls the theme, layout, background, color,
fonts, and positioning of all slides

The Toolkit | Slide Master and Template




3 STEPS TO USE SLIDE MASTER

Click to edit Master title style

* Click to edit Master text styles

Design  Transitions  Animations  Slide Show  Review
— Second level
* Third level
= Al =l Q& |:>
[——] o * Fifth lewel
i Gridlines ]
] Slide Handout MNotes ] MNotes Zoom Fitto
Master Master Master | || Guides Window
Master Views Show M= Zoom

Perform your edit in
slide master mode

Select “Slides Master
under “View" tab

Office Theme

[ Eait™
5

Title Slide

Title and Content

Section Header

Two Content

Comparison

Title Only

Content with
Caption

Title and Vertical

Text

Exit slide master mode.

Right click on standard
page and choose your

Vertical Title and
Text

Picture with
Caption

08 «#

Paste Options:

O, e

0O Ll
Layout
Reset Slide
Grid and Guides...

Ruler

Format Background...

New Comment

poreferred layout

4



53 STEPS TO USE BUILT-IN TEMPLATE

Lo

Project stage timeline

-1
Anneal “" ' Projec! Timeline 71 Sromided by Microsoft Corporation
review °
' Visuskee product developenent with s modern timelme
“ . . E m tomplate, Highlight major milestones by stage or adapt to
aas your project, This 5 an accessibis tempiate
i

Professonsl services mark
Downicad uze: 99 KR

m

Retro nitch deck Project milestones timeline

Select "New" under Search for your Choose and create
“‘File” tab oreferred template



BUILT-IN TEMPLATE EXAMPLES

Product Roadmap Our History Project Milestones

Process Milestone Process pen Beta Testing Milestone Milestone Milestone Today 0 O 200 Sub: 9
Rhitsnexd e s S T Fw= Dot o~ Dwariees wt Duxcript b vy - Subs I
w 0 XY 21 v ) 27Y 2 XN
Fimancial Planning Initial MVC Launches or
- o o © © i
.
1 Marim / Veans & - — —
e '

J VY T b &

™ = |
&) %] G [&]
@ Beta Registrutvon Open Advertising Campaigr
i 1o the § ¢ Cicks Off

i
Milestone Milestone Milestane Milestone hee Fubs K
Process Mitestone Group Items Launch el T ue e o oF At Qa2 @ =nry Suh
D (s Ty satOecrytes Wt Swanprie Punt Decrydian e v = b e L7 O 500 5ub

Product Roadmap Our History Project Milestones



CONVERT TEXT TO SMART ART

Drawing Tools
Format Q) Tell me what you want to do
= “ﬁ Text Direction ~ .
I (5] Align Text - OA
tE| = I=) Convert to SmartArt + (5%
I i I Marketing
p rOJ eCt tl m el | n e & % Decide the Book the and
theme location Promotion
« Decide the theme ® ® ® ® ®
« Decide participation method Decide So0k the
° BOOI’( the |Ocati0ﬂ participation master of
method ceremony

« Book the master of ceremony
 Marketing and Promotion



CONVERT TEXT TO SMART ART

Drawing Tools

Format @ Tell me what you want to do
= HﬂTextDirection- ElRE
[ Align Text - OA"
tE| = I5 Convert to SmartArt ~ (5%
General
& % Manager
 Ceneral Manager
* Production Mahager Production Marketing HR Manager Finance
° ManagerA Manager Manager & Manager
e Manager B
 Marketing Manager

Manager A Manager A

« Manager A
« Manager B

« HR Manager -

. Manager B
« Finance Manager




4 THINGS TO MODIFY SMART ART

Ungroup Change shape Change direction Change color
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Shortcut and
customization

Reduce complicated steps to achieve a function

Learn advanced settings to help your work

The Advanced | Shortcut and Customization




SETUP USEFUL SHORTCUT (RIBBON & TOOLBAR)

PowerPoint Options ? *
General @ Customize the Ribbon.
Proofing =
Choose commands from: @ Customize the Ribbon:'@
Save
| Popular Commands | Main Tabs S
Typography
Language [*| Action Settings Main Tabs -
% Add Animation 4 Merge
Ease of Access _|):| Add Table 9 Grayscale
Advanced G: Animation Pane X Black And White
C ize Ribbol | gergit;?\:r:gles [v]5lide Master
ustomize Ri n
T, Bring to Front Handout Master
Quick Access Toolbar = Bullets » Notes Master
Add-ins o Copy Background Removal
‘3{3 Cut ) Home (Master Views)
Trust Center A‘ Decrease Font Size 2 [ Home
D Tabl
E;I rav.i e - Clipboard
L= Duplicate Slide i
7 Email Slides
Font El
i Eziiﬂropper Paragraph
A Drawing
Font Color |' i
Font Size * iting
4] [+
&j Format Background... B insert
%‘ Format Object... Draw
¥ Format Painter Design
From Beginning [ Transitions
From Current Slide [] Animations -
Group
Increase Font Size ‘ New Tab ‘ ‘ New Group ‘ ‘ Rename... ‘
Insert Pictures B '0)
Insert Text Box Customizations:
»

Layout

Import/Export ¥ |

[ ok

| ‘ Cancel

PowerPoint Options ?
General @E Customize the Quick Access Toolbar.
Proofing ) _
Choose commands from: @ Customize Quick Access Toolbar ™
Save
| Popular Commands | For all documents (default) v|
Typography
Language ~ <Separator> = save
|*| Action Settings € Undo |b
Ease of Access @, Add a Hyperlink O Redo
Advanced "* Add Animation 1;'@ Start From Beginning
FH Add Table & Touch/Mouse Mode »
Customize Ribbon 24 Animation Pane
.1 Bring Forward
Add-ins ri Bring to Front
:— Bullets

Trust Center

Ey Copy

3{, Cut

A Decrease Font Size

EI Draw Table

Draw Vertical Text Box

'3 Duplicate Slide

@9 Email

/ Eyedropper Text Fill
Font

A Font Color
Font Size

@ Format Background...

¥ Format Painter
&‘}‘ Format Shape
L Group

— o [—
1 1

Show Quick Access Toolbar below the Ribbon

Customizations: '
Import/Export ¥ |

| ok

| ‘ Cancel




USEFUL CUSTOMIZATION

Increase the number Compress the Translate the slide
of preset (undo) picture

PowerPoint Options Compress Pictures Transitions  Animations  Slide Show

SELET Advanced options for working with PowerPoint. ' ) ai) A l-L|
Translate Language NTranslator
Editing options as of pictures - Com

o From Auto-detect
| When selecti 5 ntire word Language

f surrounding

" g . P - = c
I_J E-mail (38 ppi): minimize document size for sharing

() Use default resolution To English ~

Cancel

. The Advanced | Shortcut and Customization



The Advanced | Shortcut and Customization

Ultimate resources

If you do not have enough time to design, seek
mMaterial on the internet

Pay attention to the usage right/condition




@ freeplker Print Templates Presentations  Vector C
S it | Ultimate Resot

Search within this results

912 Powerpoint to Download

""" ate #1: Freepiker

e

Presentations Categories Powerpoint

I you like bright and neat style

https://www.freepiker.com




Blue Grean Red late #2: Slide

®
Blue is a calming natural Green is the color of life, it Red generally signifi Ca rniva I
color. A universal favorite of denotes balance, harmony, everything"fram:"ifii.,."
people and businesses, use and stability. Abundant in anger, from power ti

it in your presentation if you nature, use green in your danger, but also .
pNeRCIIStE o match certain color

want it to be perceived as presentation to signify
friendly, authoritative, growth, renewal, health, and bright red in your . .
. -~ https//www.slidescarnival.com/
peaceful or trustworthy. environment. presentation to grak

attention, while a da

Blue templates Green templates %4 ege
credibility.

Red templates



Slide HUNTER SHAPES | DIAGRAMS | SLIDE

The Toolkit | Ultimate Resources

~~

NS s IAEICOER Al Scarch PowerPoint templates and slide designs

Free PowerPoint Templates

Download free PowerPoint templates and presentation backgrounds with pre-
designed slide themes. Make awesome business PowerPoint presentations
combining nice diagrams and graphics. Impress your audience! You can
download free PowerPoint templates and themes compatible with Microsoft
PowerPoint but also compatible with Keynote, Google Slides or Microsoft
Office for Mac.

plate #3: Slide
o Hunter

usiness related template

https://slidehunter.com/

Browse Free PowerPoint templates by Popular Categories

Business Strategy Process Timelines |I




@ Home Templatesv  Featuresv  Learnv  Pricing v

(A) Recommended for you

All your designs

Shared with you

Template #4: Canva

All your folders

Trash

Variety of exguisite template

Recommended  Social Media  Events  Marketing  Document

https://www.canva.com/

WHY

CHOgSE . 24!
THEACTIVE) | 11
LIFESTYLE

a

Presentation



Home Pncing Apps &Plugins APl  eee

. xT%iToolkit | Ultimate Resources

lcons and Photos For]E%?yﬁHha-he Noun
droject

Simple and stable collection of icons
https://thenounproject.com/

Search over 3 million icons




% flaticon

lcons *

Authors

Packs

More Tools

C

#2: Flaticon

y

Y"
R

_{ust the color of the icons

& v

=

https://Avww flaticon.com/




(©) ICONFINDER

Staff picks

D DS #3: Icon Finder
2390

Space Travel Filled...  $21.00
35 icons Basic license

@ Iconfinder n @ KonK R
nplete style, majority need payment

< https://www.iconfinder.com/

Business Growth a... $15.00
49 icons Basic license

@ Design Circle m © Nunr



j®)

- lcon #4: Openmoji

OpenMoji 12.4

—

,.
!
?

O pen source eml for
designers, developers

and everyone else!

- N =
AR R

Open source emaojis for designers,

https://openmoji.org/

search emoji ...




| LOVE TO HEAR FROM YOU!

Get In Touch Email
With Me enquiry@level99training.com

Linkedin

https//www.linkedin.com/in/shinchze

Mobile

Www.level99training.com

Shin Chze

. Effective Slide Design Playbook
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