Cmpe 468 - Presentation Guidelines
This guide is prepared for CmpE students, who are going to present many results in their future careers with various presentation programs (usually Powerpoint, but there are other options too). A good presentation is crucial for you to get the credit for the work you have done. A good job with a bad presentation is often not appreciated, and a bad job can sometimes be saved with a good presentation. When you prepare and present your topic, bear in mind the following:

· The first impression you give to your audience involves the quality of the slides. Before coming to the -doubtlessly more important- content, you should realize that the outlook of the slides are going to influence the opinion of the audience (for good or bad). Prefer a dark background, with light colors for the text. This increases readability, and does not tire the eyes of the audience. Make sure that the colors you have selected provide a good contrast (for example, don't use dark blue text on black background). Use a slide master, but do not use the classical, over-used degraded blue masters of PowerPoint: they are for the amateurs. Prepare your own slide master. It can be a simple one, originality is more important. Avoid too-fancy slide masters (with flowers, birds, a sun, and various other things for example...)

· Be consistent with the style. Use the same font for headings, use the same list scheme throughout the text, all in all, use the same style for items in the same hierarchical position. 

· Avoid spelling mistakes. Remember that slides remain for a time on the screen long enough for your audience to see all the mistakes in it. Always go through the presentation and make sure to check the spelling. A mistake in a slide will draw the attention of the audience, and a good presenter should be wary of relinquishing the attention of the audience.
· Fit your presentation to the allocated time slot. Any topic, investigated with enough zeal, will provide the presenter with sufficient material to allow for a 5-hour presentation. It is your duty to dig out the relevant information from amongst this abundance, and present it in a concise way. 

· Avoid slides with too much information. Some people put in slides with lots of data and explanation, hoping to be as informative and complete in coverage as possible. This is just the worst thing to do. The audience will concentrate on the small inscriptions covering the slide, and won't listen to you at all. Once you skip a slide before someone finishes reading it, the chances are high that this person will not attempt to read-out your slides again. In any case, too much information is no information (we can call this the Borges' Library of Babel argument). A slide should contain material that can be read at a glance. Use large fonts, and don't write down everything on the slide. 
· Don't read your slides. This is a mistake frequently committed by presenters who put all the things they want to say on the slide. Since they have nothing more to say on the subject, they just read the slides. Unfortunately, the audience reads faster. The good presenter has written down (or better, printed) the key points of the subject on a piece of paper (a decent piece, mind you, not a page teared off an old notebook), and just glances at these notes every once in a while. Once you start reading, there is no turning back: you cannot both concentrate on constructing sentences and reading with look-ahead. It's either one or the other. If you are determined to read, look at the audience and establish eye-contact (capturing attention is important) every once in a while. Since you are 'just a student' now, it's the best time for practicing free-speech. Later, much more will be at stake when you present something! 

· Leave time for questions. Even when you are sure that no one is going to ask any, it is your job to encourage the audience for questions. The number of questions you get at the end of a presentation is usually positively correlated with the success of the presentation: questions only form in the minds of people doing some active thinking on the subject, and only simulating presentations invoke questions. Consequently, never hesitate to ask questions after a presentation, it is a positive reaction. For more advanced presentations, you should prepare some slides for questions you anticipate, and put them at the very end of the presentation. Do not show these, as they will contain too much detail, and interfere with conciseness of the presentation. If a question is asked on any of those, bring out the slide. It's a nice effect, as the audience has no way of anticipating just how many of these hidden slides you have in your cache.
· Use lots of visuals in your slides. This point is often emphasized, but it's just because it's true. Visuals are easier to remember and lead to fast conceptualization of the subject, largely because the human brain is vision-oriented. Almost one third of the brain is devoted to processing visual information. Make use of this bias. Place your figures well: centered, and properly sized. The more symmetrical the slide, the better (here again the brain intervenes: humans have an innate sympathy for symmetrical things). 
· Pronounce key terms correctly. Just like a mistake in a slide, a consistently wrong pronounced word will distract people. Some words are often pronounced wrongly by native Turkish speakers (like "determine", "finite", "infinite", "whole",...). Try to learn the correct way of speaking them.

· Use data charts, block diagrams, and flow charts. Make sure that the labels are readable in your data charts (the axes should always be labeled). Powerpoint sometimes plays a trick with the data charts. The lines in the graph may appear very thin in the projection, and if the chart is black on white, the lines may be invisible. Make your lines thick (line properties). Make the legends readable. Avoid placing too many lines on a single chart: each chart should demonstrate a few points you want to make. Flowcharts and block diagrams are very easily created with applications like Visio, and they are really nice for describing some model.
· Demonstrate your points with quick examples. Witty examples are the best way to make people remember something. Make sure the example is not very complicated, otherwise the main point disappears among the details of the example.

· Provide feedback about the length of the presentation, especially if you are going to speak for more than ten minutes. You can do this by giving a complete outline of the presentation at the beginning, or by providing page numbers (4 of 35) at the bottom right corner.

· You may give references cited in you work in the presentation. Do not give more than 3-4 references. If they are very important, place them somewhere in the web, and give reference to that more detailed document. 

· Equations are difficult to trace in short presentations. Unless you are ready to talk about them in detail, avoid them if you can. But be careful: one of our former assistants had a nice scolding from a professor in the PhD defense jury, for the reason of putting too few equations into the presentation. (There was only one equation in over 70 slides, and it was something like x=4).

I hope this document comes in handy. If you have more suggestions on how to make a good presentation, send them over to Albert Ali Salah (salah@boun.edu.tr).
