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A
Academic presentation, 70–71
Achieving Your Business Objectives 

(slide), 17fi g
Action button, 85
ADTECH Systems, 177
Advice on Designing Scientifi c Posters 

(Purrington), 72
Agenda slide

example of, 61fi g
simplifying diagrams for, 140fi g

Aligning objects, 81–82
Animations

affected by different equipment/ 
software versions, 163

creating, 88
credibility building through use of, 

143–145
decisions regarding types of, 226–227

Approval objectives, 6
Are There Any Other Problems 

(slide), 21fi g
Areas Affected by the Situation 

(slide), 21fi g
Audience

be yourself while engaging, 205–206
executive summary for technical and 

non-technical, 26

eye contact with, 193–194
knowing preferences of your, 122
placed in context of story, 38–39
PowerPoint features for engaging your, 

83–88
reactions to presentation overview by, 5
See also Connecting to audience; 

Customers; Language issues; 
Questions

Audience types
charismatics, 234–235, 236fi g
controllers, 242–244fi g
followers, 239–241fi g
skeptics, 235, 237–239fi g
thinkers, 231–233fi g

Audio conference presentation, 68–70
Auto Save feature, 173

B
Background

appropriate to your corporate image, 
121

credibility by harmonizing colors and, 
120–126

identifying presentation objectives 
using, 122–126

patterned, 123
two-toned, 124

I N D E X
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Background examples
with enough space for two lines, 125fi g
name in upper left, 124fi g
with subheading under title, 125fi g

Backup fi les, 161–163, 171
Bajaj, G., 79, 266, 295
Battery check, 163
Behaviors

emotional, 221–223
Executive Presence Behaviors Critique, 

252e–253e
factual, 217–221
opinionated, 214–217
optimistic, 230
recommended non-verbal, 190–195
recommended verbal, 195–198
selecting appropriate, 223–225

Blanking screen, 87
Blink (Gladwell), 10
Bluefi elds Presentation Overview, 7e
Brainshark, 72
Burr, G., 198
Business Overview (slide), 27fi g
Business wear tips, 198–200

C
Callout boxes, 142–143fi g
Calming down techniques, 126fi g–127fi g
CD-ROM

Agenda Slide, 61fi g
background examples, 124fi g–125fi g
before and after examples of revised, 

149fi g–153fi g
calming down techniques, 

126fi g–127fi g
Change From Present to Future, 105fi g
for charismatics, 236fi g
Connect Checklist, 75e
for controllers, 243fi g–244fi g
convincing format examples, 

19fi g–25fi g

emotional connection slides use of 
color, 145fi g–146fi g

Equipment Checklist, 209e
Executive Presence Behaviors Critique, 

252e–253e
Executive Summary slide examples, 

27fi g–29fi g, 233fi g, 236fi g, 238fi g
for followers, 241fi g
For a Slide with Key Points and 

Subpoints, 103fi g
Grouping Information for Variety, 103fi g
Implementation Timeline, 104fi g
information organization, 128fi g–131fi g
logically present information, 

107fi g–110fi g
Mini-Talk Meeting Overview, 9e
Mission Statement, 101fi g
pictures/video clips examples, 

137fi g–138fi g
Preparation Checklist, 208e–209e
Presentation Checklist, 43e
The Presentation Overview, 4e
Product Summary, 102fi g
Question and Answer Opening, 102fi g
Rehearsal Checklist, 207e
Rehearsal Feedback Form, 187e–188e
selling format examples, 12fi g–25fi g
simplifying charts/diagrams, 

140fi g–142fi g
Single Visual Checklist, 156e–157e
for skeptics, 238fi g–239fi g
Slide Looks You Want in Your Library 

Checklist, 111e
Strategies and Resources Needed, 105fi g
tables and images examples, 

133fi g–136fi g
Technology Checklist, 180e
Ten Steps to Your Success, 86fi g
for thinkers, 233fi g
Timeline Slide, 104fi g
Title with Subheading, 106fi g

Index
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Total Visual Checklist, 154e–155e
Using PowerPoint Checklist, 89e
Valve Gates callout box, 143fi g
What Are Your Answers?, 106fi g
Your Priorities: Additions and 

Comments, 59fi g
Chandler, P., 117
Change From Present to Future 

(slide), 105fi g
Charismatics

characteristics of, 234–235
designing presentations to persuade, 

234–235, 236fi g
Checklists

Connect Checklist, 75e
Equipment Checklist, 209e
Executive Presence Behaviors Critique, 

252e–253e
Preparation Checklist, 208e–209e
Presentation Checklist, 43e
Rehearsal Checklist, 207e
Single Visual Checklist, 156e–157e
Slide Looks You Want in Your Library 

Checklist, 111e
Technology Checklist, 180e
Total Visual Checklist, 154e–155e
Using PowerPoint Checklist, 89e

Clarity Advantage Company, 37
Closing ideas, 30–31
Clothing tips, 198–200
Colors

appropriate to your corporate image, 
121–122

business wear using complementary, 
198–199

credibility by harmonizing background 
and, 120–126

emotional connection slides use of, 
145fi g–146fi g

emotional reactions associated with, 123e
how to change slide, 81

identifying presentation objectives 
using, 122–126

selecting harmonizing color schemes, 
80–81

Competitive Advantages (slide), 16fi g
Compress Pictures icon, 82
Compressing picture fi le, 82
Compression software program, 82
Computer crashes, 171, 173, 175
Computrace, 170
Conditioning Exercise for Kids 

(slide), 28fi g
Confi dence

non-verbal behaviors indicating, 
190–195

presenting with, 190
verbal behaviors to capture your 

 audience, 195–198
Connect Checklist, 75e
Connecting to audience

academic presentation for, 70–71
audio or web conference and, 68–70
be yourself for, 205
checklist for, 75e
cross-cultural presentation for, 65–68
fi nancial presentation for, 64–65
on-demand presentation for, 71–72
poster presentation for, 72–73
problems, opportunities, and solution 

for, 45–46
selling presentation for, 58–63
story on successful, 45–46
technical presentation for, 63–64
See also Audience

Connecting to audience steps
1. tell them something they do not 

know, 48
2. set up dialogue not monologue, 

48e–49e
3. provide chunks of information, 49–50
4. interpret the data, 50–54

Index
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Connecting to audience steps (continued )
5. know your audience and speak to 

their interests, 54
6. ask questions, 54–56
7. have some fun, 56–58
overview of, 46–47

Consequences plot, 35
Controllers

characteristics of, 242
designing presentations to persuade, 

242–244fi g
Convincing formats

description of, 19
slide examples for, 19fi g–25fi g

Credibility building
business wear tips for, 198–200
checklists for, 154e–157e
follow criteria for effective slides for, 

120–153fi g
limit text to what is essential for, 

117–119
non-verbal behaviors for, 190–195
number of slides necessary for, 

115–117
problems, opportunities and solutions 

for, 113
story on successful creation of, 113–114
verbal behaviors for, 195–198

Credibility criterion
1: harmonize background and colors, 

120–126
2: organize text into groups of 

 information, 126fi g–129fi g
3: don’t cover the whole slide, 

130fi g–131fi g
4: write informative or action-oriented 

titles, 132e
5: use tables and images whenever 

 possible, 133fi g–136fi g
6: make your pictures and video clips 

count, 137fi g–139

7: simplify your charts and diagrams, 
139–142fi g

8: use callout boxes, 142–143fi g
9: use animations to tell story, 143–145
10: include emotional connection 

slides, 145fi g–146fi g
11: lay out all of the slides and look at 

them, 146–153fi g
Cross-cultural presentation, 65–68
Custom presentations

PowerPoint features for creating, 
83–84

for selling presentation, 60–63
Customer Comments (slide), 16fi g
Customers

addressing priorities of, 59
charismatics, 234–235, 236fi g
controllers, 242–244fi g
customizing selling presentation to, 

60–63
followers, 239–241fi g
skeptics, 235, 237–239fi g
thinkers, 231–233fi g
See also Audience

Customizing selling presentation, 60–63

D
Damage to laptop, 168–169, 175–176
Dauman, P., 248
Describe a Product That Meets Prospect 

Needs (slide), 14fi g
Designing professional slides

benefi ts of creating a set of, 92–93
checklist for, 111e
creating “empty” content slides, 

100fi g–110fi g
creating specifi c content slides, 93–99fi g
logical presentation of information for, 

107fi g–110fi g
problems, opportunities, and solution 

for, 91
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Dramatic voice tone, 228
Dress code tips, 198–200
Drop, D., 177–179

E
Electronic handouts, 41–42
Elkin, R., 248
Ellis, K., 148
Emotion-color associations, 123e
Emotional behaviors, 221–223
Emotional connection slides, 

145fi g–146fi g
Emotions

color associations with, 123e
confi dence, 190–198
controlling your inner monologue and, 

201–204
conveying enthusiasm through 

your, 234
“Empty” content slides

Change From Present to Future, 105fi g
description and uses of, 100–105, 107
For a Slide with Key Points and 

Subpoints, 103fi g
Grouping Information for Variety, 103fi g
Harvard Medical International 

Strategic Collaboration Slide, 100fi g
Implementation Timeline, 104fi g
logical presentation of information, 

107fi g–110fi g
Mission Statement, 101fi g
Product Summary, 102fi g
Question and Answer Opening, 102fi g
Strategies and Resources Needed, 105fi g
Timeline Slide, 104fi g
title with Subheading, 106fi g
What Are Your Answers?, 106fi g

Entertainment, 227–228
Equipment

avoid using unfamiliar, 179
bringing your own, 176

laptops, 161–176
LCD protectors, 175
screens, 163, 167
surge protectors, 169
WiFi connections, 178–179
See also Technology issues

Equipment Checklist, 209e
Executive presence

advice from executives on, 244–250
benefi ts of demonstrating, 213–214
considering best path for persuasion 

context of, 214–244
emotional behaviors and, 221–223
using entertainment and drama for, 

227–228
factual behaviors and, 217–221
making recommendations for 

 improving, 228–230
opinionated behaviors and, 214–217
optimistic behavior role in, 230
plan what to say about the data for, 

225–227
problems, opportunities, and solution 

for, 211
selecting appropriate behaviors for, 

223–225
story on successful, 211–212

Executive Presence Behaviors Critique, 
252e–253e

Executive Summary slides
appropriated for poster presentation, 73
CD-ROM examples of, 27fi g–29fi g
for charismatics, 235, 236fi g
convincing format, 19fi g
creating an, 25–27
for followers, 240
selling and research functions of, 26–27
selling format, 13fi g
for skeptics, 237, 238fi g
for thinkers, 231, 233fi g

Eye contact, 193–194
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F
Factual behaviors, 217–221
Failure plot, 35
Financial presentation, 64–65
Finkelstein, E., 69, 188
The 5 Paths to Persuasion (Williams and 

Miller), 231
The Flu Shot Success Story, 34e
Followers

characteristics of, 239–240
designing presentations to persuade, 

240–241fi g
Font

controlling size of, 80
embedding your fi les on, 162

For a Slide with Key Points and Subpoints 
(slide), 103fi g

Forbes, 228
Formats

for charismatics, 234–235
choosing or creating, 10–11
convincing, 19fi g–25fi g
for followers, 240
selling, 12–18fi g
for skeptics, 235, 237
for thinkers, 231
types of possible, 11–12

Formula (story), 37
From-failure-to-success plot, 35

G
Gaining trust tip, 59
Giglio, J. M., 71
Gladwell, M., 10
Goldman, L., 10
Goldman’s algorithm, 10
Graphs

credibility building through use of, 
133fi g–136fi g

highlighting slide, 87
simplify your charts and diagrams, 

139–142fi g

survey on lack of subject-relevant, 107
See also Images; Visual issues

Grouping Information for Variety 
(slide), 103fi g

Growth plot, 35

H
Handouts, 41–42
Hard copy handouts, 41–42, 67
Harvard Medical International slides

Agenda, 95fi g
Background, 97fi g
Building the Excellent Team, 99fi g
Custom Show Organization, 94fi g
Executive Summary, 95fi g
Global Partnership Sites, 98fi g
Guiding Philosophy, 96fi g
Harvard Affi liated Medical 

Institutions, 97fi g
How We Work Together, 99fi g
Programs Around the World, 98fi g
Strategic Collaboration Slide, 100fi g
Summary of HMI’s Approach, 96fi g

Highlighting images/numbers, 87
Home tab on the Ribbon

changing colors using, 81
re-positioning guides/aligning objects 

using, 82
Humor, 228
Hyperlinks

using action button for, 85
PowerPoint 2003 for creating, 84
PowerPoint 2007 creation of, 84–86
to previous slides, 86
Slide Show to jump to any slide, 

86–87
Ten Steps to Your Success example of 

using, 86fi g

I
Ideas to Solve the Problem (slide), 22fi g
Iles, S., 33
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Images
animations, 88, 143–145, 163, 226–227
credibility building through use of, 

133fi g–136fi g
highlighting slide, 87
survey on lack of subject-relevant, 107
See also Graphs; Pictures; Video clips

Implementation Timeline (slide), 104fi g
Information

credibility through organization of, 
126fi g–129fi g

decisions on type of presented, 226
focus on audience needs for, 196
Goldman’s algorithm lesson on, 10
number of slides necessary to share, 116
presentation overview use of technical, 

8–9
writing titles that convey, 132e
See also Questions

Informative slides
Change from Present to Future, 105fi g
credibility through organization of, 

126fi g–129fi g
Grouping Information for 

Variety, 103fi g
Implementation Timeline, 104fi g
Key Points and Subpoints, 103fi g
logical presentation of information, 

107fi g–110fi g
Mission Statement, 101fi g
Product Summary, 102fi g
Question and Answer Opening, 102fi g
Strategies and Resources 

Needed, 105fi g
Timeline, 104fi g
Title with Subheading, 106fi g
What Are Your Answers?, 106fi g

Inner monologue, 201–204
International presentations

cross-cultural issues of, 65–68
technology issue tips for, 172–173

Interpreters, 66–67, 172–173

J
Jankowski, T., 247
Jargon, removing confusing, 2
Jeans, M. D., 246

K
Kalyuga, S., 117
Key Benefi ts in a Year (slide), 25fi g
Key messages

presentation overview, 5
problems, opportunities, and solutions 

related to, 1–2
story on using, 2

Key messages steps
1. fi ll out the presentation overview, 

3–9e
2. chose or create a format, 10–25e
3. create an executive summary, 

25–29fi g
4. write your opening and closing, 

29–31
5. identify and plot stories to tell, 31–39
6. plan your notes, 39–41
7. decide on your handouts, 41–42
overview of seven, 3

Key opportunities
related to connecting to audience, 45
related to designing professional look-

ing slides, 91
related to executive presence, 211
related to increasing credibilty, 113
related to key messages, 1
related to rehearsing presentations, 181
related to specifi c PowerPoint 

features, 77
related to technology issues, 159

Key problems
related to connecting to audience, 45
related to designing professional look-

ing slides, 91
related to executive presence, 211
related to increasing credibilty, 113
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Key problems (continued )
related to key messages, 1
related to rehearsing presentations, 181
related to specifi c PowerPoint 

features, 77
related to technology issues, 159
See also Problems

L
Language issues

checking the translation, 68
dramatic voice tone, 228
using interpreter for, 66–67, 172–173
Pimsleur tapes to help with, 198
practice speaking native language of 

audience, 197–198
slide language and other, 66
See also Audience

Laptops
avoid sharing with others, 168
avoiding accidental damage to, 

168–169, 175–176
backing up fi les, 161–163, 171
check batteries of, 163
computer crashes, 171, 173, 175
don’t let anyone “fi x” your, 163–164
international presentations and, 172
learning from other people’s stories on, 

173–176
positioning yourself in relation to, 

191–192fi g
practice using remote mouse with, 

164–165
specifi c recommendations for using, 

166–168
theft of, 169–170
WiFi connections and, 178–179

LCD protectors, 175
Learning Optimism: How to Change 

Your Mind and Your Life 
(Seligman), 230

Life After Death by PowerPoint 
(video), 115

Lighting issues, 166
List the Key Benefi ts of the Product here 

(slide), 15fi g
Logical information presentation, 

107fi g–110fi g

M
Malloy, J. T., 200
Massachusetts General Hospital’s 

Leadership Academy, 33
McKee, R., 34
Meeting preparation, 9
Mercury Computer Systems, 60–61
Miller, N., 37
Miller, R., 231, 234, 237, 239
Mini mini-story, 37–38
Mini rehearsals, 204–205
Mini-Talk Meeting Overview, 9e
Mission Statement (slide), 101fi g
Mouse (remote), 164–165
Multiple country presentation tour, 68

N
Narration for talk, 188–189
Nervousness, 126fi g
New Women’s Dress for Success 

(Malloy), 200
Next Steps (slide), 24fi g
Non-verbal behaviors

1: position yourself, 190–193fi g
2: end sentences looking at someone, 

193–194
3: move deliberately, 194
4: don’t leave the visual up when you 

aren’t talking about it, 194
5: pause between your sentences, 194
6: hold the remote by your side, 195
7: practice with the laser pointer, 195

NxPowerLite, 82
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O
Object alignment, 81–82
Objectives

colors and background identifying 
presentation’s, 122–126

harmonize background and colors to 
meet your, 120–126

presentation overview, 3–5, 6, 8
On-demand presentation, 71–72
Opening and Closing

closing ideas for, 30–31
data presentation, 32
opening ideas for, 29–30
stories to use in, 31–39

Opening and Closing stories
creating your plot, 34–37
The Flu Success Story example of, 34e
identifying and plotting, 31
using mini mini-story about yourself, 

37–38
putting your audience into the, 38–39
scenario for, 32–33

Opening ideas, 29–30
Opinionated behaviors, 214–217
Optimism, 230
Our Vision for You (slide), 18fi g

P
Partner system, 161
Patterned background, 123
Pausing between sentences, 194–195
Persuasion

of charismatics, 234–235, 236fi g
considering your best path to, 

230–231
of controllers, 242–244fi g
of followers, 239–241fi g
of skeptics, 235, 237–239fi g
of thinkers, 231–233fi g
See also Selling presentation

Pfeiffer, W. B., 71

Pictures
credibility building through, 137fi g–139
examples of slide use of, 147fi g
See also Images

Pimsleur tapes, 198
Planning notes

additional ideas on, 40
ideas from other presenters on, 41
issues to consider for, 39
PowerPoint tip on using notes, 40
rule number one on readable, 39–40
rule number two on speaker notes, 40

Plots
creating your story, 34–37
data presentation through, 32
The Flu Shot Success Story, 34e
story scenario, 32–33
types of business, 35
See also Stories

Positioning yourself, 190–193
Poster presentation, 72–73
PowerPoint 2003 features

action buttons, 85
animations, 88
audiotape yourself or record narration 

for talk, 188–189
blank out screen, 87
changing colors, 81
color scheme for slides, 80–81
compressing pictures fi le, 82
creating custom presentations, 83
to facilitate rehearsing presentations, 186
highlighting images or number using 

pen, 87
hyperlinks, 84
jumping directly to any slide by typing 

number, 86–87
keeping letters the size you want, 80
re-positioning guides/aligning 

objects, 81
Slide Master, 79–80
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PowerPoint 2007 features
action buttons, 85
animations, 88
audiotape yourself or record narration 

for talk, 188–189
blank out screen, 87
changing colors, 81
color scheme for slides, 81
compressing pictures fi le, 82
creating custom presentations, 83–84
to facilitate rehearsing 

presentations, 186
highlighting images or number using 

pen, 87
hyperlinks, 84–86
jumping directly to any slide by typing 

number, 86–87
keeping letters the size you want, 80
re-positioning guides/aligning objects, 82
Slide Master, 80

PowerPoint features
benefi ts of using specifi c, 78–79
checklist for using, 89e
engaging your audience using specifi c, 

83–88
problems, opportunities, and solutions 

for, 77
story on successful use of, 77

PowerPoint tips
avoid continuous use of slides, 33
creating action buttons, 85
creating show for use during 

 intermissions, 58
on using speaker notes, 40

Practicing strategies, 202–204
Preparation

caution against excessive time spent 
on, 11

for presentation overview meeting, 9
presentation overview technical infor-

mation, 8–9

prior to creating your selling format 
slides, 2

Preparation Checklist, 208e–209e
Present situation

convincing format slide, 19fi g
convincing format slide on any other 

problems, 21fi g
convincing format slide on areas 

affected by, 21fi g
convincing format slide on problems 

with, 20fi g
Presentation Checklist, 43e
Presentation overview

Bluefi elds Presentation Overview, 7e
CD-ROMs on, 4e, 9e
fi lling out your, 3–6, 8
preparing for a meeting, 9
preparing technical information, 8–9

Presentation overview objectives
defi ning best way to reach, 6
defi ning your, 3–5, 6
technical information which supports 

your, 8
Presentations

advice from executives on giving, 
244–250

backup fi les on, 161–163
business wear tips for, 198–200
controlling inner monologue and 

 feelings during, 201–202
excessive preparation time spent 

on, 11
international, 65–68, 172–173
length of, 147, 225–226
non-verbal behaviors during, 

190–195
using partner system for, 161
rehearsing, 181–209fi g
techniques for calming nervousness 

during, 126fi g–127fi g
verbal behaviors during, 195–198
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Problem solving
convincing format slide on ideas 

for, 22fi g
convincing format slide on why to 

 proceed with, 22fi g
Problems

convincing format slide on any other 
client, 21fi g

convincing format slide on present 
situation client, 20fi g

See also Key problems
Product Features (slide), 15fi g
Product Summary (slide), 102fi g
Projectors, 163
Purrington, C., 72

Q
Question and Answer Opening (slide), 

28fi g, 102fi g
Questions

to ask audience, 14fi g
during audio or web conference, 

68–70
briefl y responding to, 63
creating dialogue through audience, 196
cross-cultural issues related to asking, 67
executive advice on responding to, 245, 

246, 247
graciously answer all, 196–197
about meeting’s direction, 63
See also Audience; information

Questions to Ask the Audience 
(slide), 14fi g

R
Re-positioning guides, 81–82
Recommendations to Begin (slide), 23fi g
Recommended Next Steps (slide), 17fi g
Redstone, S. E., 245
Rehearsal Checklist, 207e
Rehearsal Feedback Form, 187e–188e

Rehearsing presentations
be yourself while engaging 

audience, 205
considering changes to presentation 

based on, 189
do a real rehearsal, 184–189
holding mini rehearsal just before you 

talk, 204–205
PowerPoint tips for facilitating, 186, 

188–189
present with confi dence, 190–204
problems, opportunities, solutions 

related to, 181
real rehearsal fl ow chart, 183fi g
story on successful, 181–182
surveys on failure to practice, 185
talk through slides while creating them, 

182–184
Remote mouse, 164–165
Requirements (slide), 23fi g
Resellers Are Not Getting Higher 

Incentives (slide), 29fi g
Rocco, G., 60–61, 62
Room layout, 165–166
Rubenstein, M., 250

S
Screens, 163, 167
Security Focus Website, 169
Seligman, M., 230
Selling formats

description of, 12
slide examples for, 12fi g–25fi g

Selling presentation
addressing client’s priorities during, 59
agenda slide for, 61fi g
customizing while talking, 60–63
description of, 58
open focused on customer during, 58–60
See also Persuasion

Senture, 148
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Single Visual Checklist, 156e–157e
Skeptics

characteristics of, 235, 237
designing presentations to persuade, 

237–239fi g
Slide Color Scheme, 84
Slide Looks You Want in Your Library 

Checklist, 111e
Slide Master, 79–80
Slide Show

blanking screen, 87
jumping directing to slide by typing 

number, 86–87
Slides

action buttons on, 85
animations in, 88
blank out screen, 87
changing colors, 81
color scheme for, 80–81
compressing pictures fi le, 82
convincing format, 19fi g–25fi g
creating custom presentations, 83
designing professional looks for, 

91–111
emotional connection, 

145fi g–146fi g
highlighting images or number using 

pen, 87
how to logically present information 

using, 107fi g–110fi g
hyperlinks in, 84–86
important of preparation before 

 creating, 2
jumping directly to any slide by typing 

number, 86–87
keeping letters the size you 

want, 80
re-positioning guides/aligning 

objects, 82
reviewing and analyzing your, 

146–153fi g

selecting language for, 66
selling format, 12fi g–25fi g

Solutions
related to connecting to audience, 45
related to designing professional 

 looking slides, 91
related to executive presence, 211
related to increasing credibilty, 113
related to key messages, 1–2
related to rehearsing presentations, 181
related to specifi c PowerPoint 

features, 77
related to technology issues, 159

Speaker notes
additional ideas on, 40
ideas from other presenters on, 41
PowerPoint tip on using, 40
rule number one on readable, 

39–40
rule number two on planning, 40

Specifi c content slides
creating “empty,” 100–110fi g
defi nition and uses of, 93–94
Harvard Medical International, 

94fi g–99fi g, 100fi g
Staniar, D., 246
Stories

using animations to tell your, 88, 143–145
entertaining through, 227–228
The Flu Shot Success Story, 34e
formulas for, 37
identify and plot, 31
using mini mini-story, 37–38
Opening and Closing, 31–39
on preparing before creating your 

slides, 2
Presentation Overview, 5–6
See also Plots

Stories on presentation success
on connecting to your audience, 

45–46
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on demonstrating executive presence, 
211–212

on designing professional slide looks, 
91–92

on increasing credibility, 113–114
on key messages, 2
on rehearsing presentations, 181–182
on using specifi c PowerPoint 

features, 77
on technical issues, 159–160
technical lessons from anecdotes of 

others, 173–178
Story (McKee), 34
Strategies and Resources Needed (slide), 

105fi g
Surge Protectors, 169
Surveys

on excessive length of presentation, 147
on excessive preparation time, 11
on failure to rehearse, 185
on lack of subject-relevant images/

graphs, 107
Sweller, J., 117

T
Tables. See Graphs
Technical crew, 165
Technical information preparation, 8–9
Technical presentation, 63–64
Technology Checklist, 180e
Technology issues

avoid using unfamiliar equipment, 179
future of technology, 177–179
international presentations and, 

172–173
keeping track of your laptop and 

 contents, 168–172
last minute checks before presentation, 

165–168
learning lessons from anecdotes of 

 others, 173–178

problems, opportunities, and solution 
to, 159

recommendations for ensuring success 
with, 161–165

story on successful use of technology, 
159–160

See also Equipment
Templates

appropriate to your corporate image, 
120–122

poster presentation, 73
Ten Steps to Your Success, 86fi g
Terberg Designs, 94
Terberg, J., 94
Theft of laptop, 169–170
Theme ideas, 5
Thinkers

characteristics of, 231
designing presentations to persuade, 

231–233fi g
Timeline Slide, 104fi g
Titles

background with subheading 
under, 125fi g

convincing format slide, 19fi g
examples of before and after, 132e
selection of, 3
selling format slide, 12fi g
with subheading, 106fi g
writing informative or action-

oriented, 132e
Total Image Consultants, 198
Total Visual Checklist, 154e–155e
Traveling fi ascos, 176
Trust, 59
Two-toned background, 124

U
USB drives, 161
Using PowerPoint Checklist, 89e

bindex.indd   283bindex.indd   283 7/8/08   11:48:25 AM7/8/08   11:48:25 AM

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



Index284

V
Verbal behaviors

1: speak so that you can be heard, 195–196
2: go into fewer details and focus on 

audience needs, 196
3: ask questions of your audience, 196
4: graciously answer all questions, 

196–197
5: practice speaking in language of 

audience, 197–198
Video clips

credibility building through, 137fi g–139
kept in presentation fi le folder, 161
Life After Death by PowerPoint, 115
See also Images

Visionary plot, 35
Visual issues

animations, 88, 143–145, 163, 226–227
credibility building through images, 

133fi g–136fi g
decisions on types of visuals to use, 

226–227
highlighting slide images, 87
number of slides, 117–119
refl ect for a day on the, 119
setting limit for number of 

words, 119
size of words, 118
survey on lack of subject-relevant 

issues, 107

video clips, 115, 137fi g–139
See also Graphs

W
The Wall Street Journal, 228
Web conference presentation, 68–70
Websites

Computrace for tracing stolen 
laptops, 170

embedding your fonts, 162
Life After Death by PowerPoint 

(video), 115
NxPowerLite, 82
poster template, 73
Security Focus, 169
Total Image Consultants, 198
web conference presentation designs, 69

What Are Your Answers? (slide), 106fi g
Why Solve the Problem (slide), 22fi g
WiFi connections, 178–179
Williams, G., 231, 234, 237, 239
Wireless microphone, 161

Y
Your Needs (slide), 13fi g
Your Questions and Comments (slide), 

18fi g, 24fi g

Z
Zwickel, S. B., 71, 119
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