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Visual Aids


The purpose of using visual aids in your presentation is to provide a visible focus to enhance your oral presentation. The visual aid is to be used to strengthen your presentation but not BE your presentation. Do not read your visual aid to your audience! Use the following suggestions to create your visual aid.

USE NOTEWORTHY AIDS

Use colors, charts, and pictures for visual aids. Use vivid, action-filled videotapes for video aids. Use clear, distinct music and speaking for audio aids.

KEEP IT SHORT AND SIMPLE

Stick to graphics, pictures and bulleted lists of short items. Long definitions, a lot of written text, complicated tables or charts reduce clarity and lack visual impact. Keep video and audio aids to no more than 30 seconds maximum. Long sections of video or music divert our attention form your speech to the video or audio aid.

USE THICK, HARD PAPER FOR PAPER VISUAL AIDS

Otherwise, it curls up and falls down during your speech. TACKY!

USE LIGHT PAPER AND DARK, THICK PENS FOR WRITING

Otherwise, we will not be able to see your points.

KEEP VISUAL AIDS BIG, BIG, BIG!

If your visual aid isn’t really big, people will not see it. Plus, write big! (Really! Like 3 times bigger than you think you should!) The words should be clearly readable by your audience from a distance of 20 feet!

USE AIDS THAT LOOK PROFESSIONAL

Avoid sloppy art, stick figures, sloppy writing, choppy videos, hard-to-hear tapes, misspellings, etc. unless you are doing it for a specific effect.

BE CAREFUL IF YOU WANT TO A PASS OUT VISUAL AIDS

Use handouts only if you are going to have the audience do something with the handout (fill something out, do an exercise or game, or if you plan to point to things on the handout). Otherwise, if it’s small, then move close to the audience and show them. If it’s detailed information, hand it out at the end of the question and answer period.

Neatness, organization and professional style are very important.

TYPES OF VISUAL AIDS

Electronic

Computer (PowerPoint)


Video

Slides




Hard copy on Document Camera
Multimedia


Plan ahead. Know what equipment you will need, make arrangements ahead of time, and practice using the equipment.

Two-or-three dimensional work

Posters


Charts

Artwork

Printed Material

Photographs

Plan ahead: Provide a pleasing setting and/or freestanding method of display.

Audio  - usually accompanied by a visual to be most effective.

CD

Vocal

Instrumental

Plan ahead. Practice in the room where you will make your presentation so that you know how it will sound.

HOW TO USE A VISUAL AID PROPERLY

· Avoid Placing Visual Aid on the Chalkboard

They will fall down! Use an easel, or hold on to your visual aids.

· Use the Aid

Do not just show the visual and talk about something related to it. Actually talk about the aid as you show it, or immediately after showing it.

· Point to the Visual Aid

As you speak about issues, statistics, etc. on the aid, point them out to your audience.

· Move smaller Visual Aids Closer to the audience

Move around the classroom to share smaller pictures or objects that may not fit onto your board, or be hard to see.

· Show the Visual Aid Long Enough

Turn the visual aid over when you are ready to explain it. Give the audience adequate time to take in all of your information. Avoid bending or turning the visual aid while you are explaining.

· Put the Visual Aid Away When You Are Done

Why? Because it distracts your audience from your other points. Simply turn it back over after explaining, or put it on the floor.

· Maintain Eye Contact

Especially with electronic visual aid, maintain eye contact with your audience.  The visual is an aid; it is not the speaker!  Keep your audience’s focus on you.

