International ESD Workshop: 2010

Electronic
Presentation Guide

Do Not include logos or names of your
employer or university on any of the
viewgraphs, except for the title viewgraph.

You can use this PowerPoint set for your presentation.

It has all the requirements. 1


Presenter
Presentation Notes
The slide guide is available in three files:

slides.ppt:		PowerPoint ‘97 format

slides95.ppt:		Same presentation saved for PowerPoint ‘95

slides40.ppt:		Same presentation saved for MacIntosh 			PowerPoint 4.0


Standards vs. Guidelines

® Standard = mandatory requirements for IEW
presentations
= Presentation in future years can/could be
withdrawn for failure to follow!
» Standards are shown in red italic text

® Guideline = suggested best practices
* |t’s your choice: deviate at own risk
» Guidelines are shown in ordinary black text



Presenter
Presentation Notes
The word “standard” in this document refers to a mandatory requirement or practice.  Failure to follow all Symposium standards for visual presentation can result in your presentation being withdrawn from the Symposium program.

A “guideline” is a strongly suggested best practice that should be followed unless you see a compelling reason otherwise.  The guidelines  presented in this guide result from experience with hundreds of successful and unsuccessful visual presentations at past Symposium events.

In order to distinguish between standards and guidelines, we show standards in a special font:
	Standards = white italic text
	Guidelines = ordinary yellow text



'S
Mandatory Slides

® Title slide (logo permitted here) to include
all authors & affiliations

® Bio slide: presenter only

® Abstract slide: up to 200 words

® Detall slides (i.e., body of your talk)
® Next to last slide: Conclusion slide

® | ast Slide: References slide (one page
only) associated with the work. Reduced
font size Is acceptable for this slide only.


Presenter
Presentation Notes
Your first slide must be the title slide.  Your company or university logo may appear on this slide, and only this slide. Please, no logos or graphics on the master such that they appear on every page. Likewise, do not use headers or footers. They just use up room you could be using to deliver your message!

Next, create one slide that states the purpose of the work described in your paper.  Describe the big picture of why you did the work, not the detailed technical objectives your work accomplished.

Next, include an outline slide highlighting the key points of your presentation.  Don’t include the title, purpose, or conclusion in your outline.

After the outline slide, create the body of your talk (e.g., details of your presentation; not your paper!).  Most speakers will use between 11 and 21 slides.

Finally, have one or two slides that conclude your talk.


Recommended Guidelines

® Your presentation does NOT have to use a white
background as this example suggests.

= However, other color schemes should be checked on a
projector to make sure they are easily visible

* This PowerPoint file has settings, colors, and fonts that
conform to IEW guidelines

* You may edit this file and replace the slides with your
presentation

* Final slide sets will be printed in the program book.
Dark backgrounds are discouraged because of the
difficulty in printing such slides with good legibility.


Presenter
Presentation Notes
View as a slide show first.  Important aspects of your presentation will be highlighted.  An example of a presentation following the EOS/ESD Symposium electronic presentation standards and guidelines is provided.
Virus checker:  When this presentation guide was created, it was checked by Norton Antivirus software and contained no known viruses.  Authors should use a reliable, up-to-date virus checker on this file and any other file you import from an outside source!
Confidentiality: The ESD Association respects your copyright, and will not distribute your presentation prior to the Symposium.  However, the ESDA cannot guarantee strict confidentiality of your presentation.  Do not include confidential information in your presentation.
Test Slide:  A test slide is included as a “hidden slide” at the end of this presentation.  If you want to do a trial projection, ensure that your projector projects the entire slide and the correct aspect ratios are used. The same test slide will be used at the Symposium for setup of the projection equipment.


S
Projection Computer- Minimum
® \Windows PC, 100Mhz or faster
® 32 Mbytes CPU memory
® Use PowerPoint 2003 or higher (preferred).
® Projection equipment etc. provided by IEW

® |[EW Management Chair or ESDA Reqistration
will have a copy of ALL presentations.

® Changes made at the workshop only under
extraordinary circumstances
= At the discretion of the audio/visual chairs



Presenter
Presentation Notes
The Symposium supplies the projection computer for your session and pre-loads all electronic presentations on the hard disk. The projection computer will use the Windows ‘95 operating system.  Slides will be projected using Microsoft PowerPoint ‘97. 



Note that changes to your presentation will not be allowed at the Symposium.  Your PowerPoint presentation will be preloaded onto the hard disk of several presentation computers, and changes after preloading will not be permitted.


Presentation File- Instructions

® One file per presentation
® PowerPoint (.ppt) format
® File totally self contained

® Please, no links to:
= Other files
= The internet



Presenter
Presentation Notes
The Symposium requires one file per presentation, and uses an internal file naming convention to ensure that the correct visuals will appear when you begin your presentation.  The ESDA does not have the resources to support customized file setups for each author.

The file naming convention is [Session #].[Speaker #].ppt.  For example, if you are the third speaker in session 2A, your slide file should be named “2A.3.ppt”.  You can obtain your session and speaker numbers from your session moderator.


.

PowerPoint Instructions

You can prepare your presentation using
Microsoft PowerPoint 2003 or higher.
® .ppt or .pps file extension

® Maclntosh PowerPoint allowed, but extra

precautions should be taken. Please work with your
AV chair in this regard.


Presenter
Presentation Notes
Your presentation can be created with an earlier version of PowerPoint (‘95 or 4.0), but be aware that your file will be converted to ‘97 for review and presentation at the Symposium.

Other conferences have experienced some problems with electronic presentations developed with PowerPoint 4.0, especially those created using Macintosh computers.

We strongly urge you to develop your presentation on a PC with PowerPoint ‘95 or ‘97.

If you must use a Macintosh, allow extra time for review and problem correction.   Test view the slides on a PC with PowerPoint ‘97 before you send them to your session moderator.  Be especially alert for unexpected color changes (such as yellow text on a dark yellow background) or changes in the position of graphic objects.


Hardcopy instructions

® You will submit a PDF for the program book

® Select File->Print
* Print what: “Handouts”
= Color/grayscale: grayscale
» Handouts: slides per page: 2

® Check that the hardcopy slides are readable
* Check that you don’t lose content because of color
mapping to grayscale
* Fix problems by viewing slides in grayscale

@ Use the color/grayscale icon @ in the toolbar
& Right click on graphics object and adjust colors



.

Recommended Style Guidelines

® The number of slides depends on the length of your
presentation — typically 3 minutes/slide.

® Each slide should have a title.

® 9 lines maximum on a text slide;
with 7 words maximum per line

® PowerPoint Page Setup:
= Slides sized for: “On Screen Show”
= Slide orientation: Landscape

® High contrast! Recommended: Dark
ettering/lines on a light background. Example:
plack and dark blue on white.



Presenter
Presentation Notes
Surveys show that one of the most common complaints from attendees is unreadable visual aids.  If you lose the audience, you have defeated the purpose of the presentation.  If you follow these guidelines, you can avoid two of the most common pitfalls:
1.  Trying to cram too much information on a single slide.  A common mistake is to use reduced font sizes to make room for more words and lines.  If you can’t read your lettering from ten feet away on a laptop display (15 feet for larger monitors), then most of your audience will have problems.
2.  The second common complaint is bad color contrast.  Colors that look good on your monitor do not necessarily view well when projected in the session room.  If in doubt, choose in favor of higher contrast.

Examples:
 [Good]  White or yellow lettering on a blue background (while perhaps somewhat dull) is perfectly readable.

[Bad]  Cyan text on a blue background may look really good on your monitor, but is virtually invisible when projected in a session room.


'S
Recommended Style Guidelines (cont.)
® \Very short phrases, not long sentences

® Use Arial, or similar sans serif font

» This line shown in Helvetica font

* The remaining slides use Arial font

= Serif fonts such as Times, Book Antiqua, etc. are
NOT recommended!!

® Titles = 36 point font size

® Text = 28 point font size, minimum.

® This simple, bold font, must be readable on hard
copy from a distance of 2 meters (28-pt. size).
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Presenter
Presentation Notes
Let your slides highlight your talk, don’t let it be a substitute for what you have to say.  You, the speaker, should deliver the message and let your slides enhance your talk.

Use fonts that project well; experience has shown that Arial and Helvetica fonts are preferred.  If you use other fonts, it is suggested that  you project them electronically to get the “audience’s” point of view.

36pt titles with 28pt supportive text are clearly visible from the rear of a session room.  Smaller fonts may be visible at the front of the session room or on your monitor, but are difficult to read from the rear of the session room.

Make your text large enough that your audience instantly reads your message.  If they have to concentrate to read your slides, they will be concentrating on the screen and not on what you are saying.


.

Other Recommended General Tips

® Company (university) logo on title slide only
® Show only what you will talk about

® Use solid white for blank slides
* Focus attention on speaker

® Instead of going back to a previous slide, it is
recommended that you make another copy of it
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Presenter
Presentation Notes
Company or university logos on any but the first slide can result in your presentation being withdrawn from the program.  If in doubt, contact your session moderator.

If you are finished with a particular slide and wish to talk for a while before the next slide, include an all black slide.  When the audience sees the screen go blank, attention automatically moves back to the speaker.
If you need to refer to a previous slide, simply make another copy of it and insert the copy in the appropriate location in the presentation. This is much smoother than “searching” during your talk.



'S
Recommended Contrast Guidelines

® High contrast Is very important for the audience

® Use dark lines/text on light background

* Foreground: dark blue or black
= Background: White

= Caution: , . , or
lettering and lines become unreadable when
projected

® If you plan to use old slide(s), any background is
usable/acceptable if the slide(s) Is (are) readable
per the other slide guidelines. However, consistency
of format Is encouraged!



Presenter
Presentation Notes
High visual contrast is very important.  If your slides are difficult to read, then the audience will concentrate on reading them and not concentrate on what you have to say.

The color schemes suggested in this guide will produce highly visible visual aids.

Every year a few authors ignore warnings about using red, orange, and light blue colors.  Every year there are negative comments about the authors who use these color schemes.

Colors that look good on computer monitors do not necessarily project well.  The best advice is:  Do not use red, orange, or blue slide lettering under any circumstances.  Other colors, including medium greens or browns, are also a common problem.


Display Speed Guidelines

® Slides should display instantly

® Do Not distract the audience with slow transition
effects

® Avoid overuse of slow graphics, fonts, and special
effects
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Presenter
Presentation Notes
A speaker at a formal Symposium presentation has approximately 23 minutes for the complete talk.  Do not waste any of this precious time waiting for your next slide to display.

Overuse of transition effects not only wastes your presentation time, it directs the audience’s attention away from the speaker.  Remember:  the audience is in the session room to hear what you have to say.


Transitions Between Slides

® Special animation when changing from one slide to
another is NOT recommended.

® This is usually highly distracting to audience

® If you must, we recommend that you use only as
special attention getter on specific slides

® Default settings should be:
» Effect: No transition
» Speed: Fast
= Advance: On mouse click

® Slides must be In consecutive order
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Presenter
Presentation Notes
We strongly suggest you minimize transition effects in your presentation when moving from slide to slide.  Transition between slides should be instantaneous.

You will be able to control your presentation with a remote control that lets you move forward to the next visual or backward to a previous one.  A laser pointer will let you point to areas on the projection screen.

Because no mouse or keyboard will be present on the podium, your presentation must be designed to run in consecutive order from the first through the last slide.  Hidden slides, graphic objects with action settings, PowerPoint menus, drawing on the screen, and other effects that require the mouse or keyboard must not be used.


Transitions Between Lines

® Can be highly effective

® Focus attention on specific line of slide
® Dim previous lines

® Make transitions instantaneous

® Be consistent
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Presenter
Presentation Notes
If you use a transition effect between phrases or lines, the transition should be instantaneous.  Focus your audience on the current line or phrase.  In this slide guide we use an effect that is rapid and not distracting:  the current line is highlighted, and previous lines are shown in a faded color.   Be consistent in your use of effects.

It is especially distracting when phrases move onto the slide from seemingly random directions.  The result is that the audience concentrates on the slides, rather than on what the speaker is saying.


Using Video Clips

® There will be NO video clip capabillity at the

worksho
® \Video cli
® \Video cli

0 location.
0s can NOT be part of the presentations.

DS can be shown (during breaks) by the

presenter privately to interested parties using the
presenter’s own laptop.
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Sound Effects Guidelines

e DO NOT USE SOUND EFFECTS

® Proiect
system

® Sound effects slow down slide transitions

® Noise from projection computer may distract
audience

17


Presenter
Presentation Notes
Self explanatory!


.

Borders and Other Space Wasters

® Do not use borders, headers, footers or
objects on the master slide page

® They reduce the amount of space available
for your text and data

® They slow down the slide display
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Presenter
Presentation Notes
Notice in the above slide that PowerPoint automatically places a small margin around the text.  If you use a border, the effect will be a margin inside the border.  You lose valuable space that would otherwise be useful for information.

Remember, you’re projecting a dark background onto a darkened screen in the session room.  The effect is better with no projected border.


.

Diagram slides Guidelines

® Keep diagrams simple

® Easy to view

® Make text readable

® Use all available slide space
® Example follows on next slide:
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Presenter
Presentation Notes
Don’t force the audience to study your diagram in order to understand it.  Instead, make it simple so that you can walk them through details.

Keep the diagram uncluttered.  Use large fonts to make text readable.

Do not use borders - they take away space that is better used to make your diagram readable.

Animation can make diagrams easy to understand.  An especially effective effect is use of animation to build a diagram piece-by-piece.  With each click of the slide controller, another piece of the diagram appears and is explained by the speaker.  The following example uses this technique.


EXAMPLE: Backplane ASP Connections

PSBM

tdo

Board 1

ASP

Board 2

ASP

Board 3

ASP

tck

tms

tdi

trst
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Presenter
Presentation Notes
Several characteristics of this example are not obvious:

1.  The connection lines use a weight of 2.5, rather than PowerPoint’s default value of 1.0.  This makes little difference when the diagram is viewed on a monitor, but makes things much easier to see when projected on a screen.

2.  The yellow boxes use an even heavier weight (greater than 2.5).

3.  The signal names to the right of the PSBM box will be difficult to see because they use a small 20pt font.  Presumably, the speaker would walk the audience through the signal names when each name appears on the screen.

4.  We purposely use a “fly from left” animation to draw  the attention of the audience as each piece of the diagram appears.  As diagrams become increasingly busy, having an object appear instantly would not be obvious to the audience.


.

Presenting Data — Graphs Guidelines

® Graphs are preferred to tables.

® Keep graphs/tables simple.

® Label both axes of the graphs.

® Make the labels readable with proper font size.
® Eliminate or subdue distracting grid lines

® Use large font sizes

® Example follows on next slide:
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Presenter
Presentation Notes
Simple is best.  Avoid the mistake of taking a detailed graph that appears in the proceedings and placing it directly in a slide - summarize the information.

Use graphs to summarize relationships.


Fault coverage vs. No. of Vectors
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Presenter
Presentation Notes
Oversimplify, if necessary, for understanding of relationships.  You can always refer the audience back to your paper in the proceedings.

Note the use of thicker, rather than default, lines to promote easier viewing.

In this example, the author discusses relationships in three areas of the curve, and makes each of the three areas appear by clicking the slide controller.


Conclusion

® Keep your slides simple
® Use large fonts for high visibility

= 36pt for titles
= 28pt for detalls

® High contrast colors
® Highlight, don’t detall

23


Presenter
Presentation Notes
Contact your session moderator if you have any questions. Please send comments on this slide presentation to ESD Association Headquarters at eosesd@aol.com.






 


.

References Guidelines

List and number bibliographical references

Only one slide of references can be submitted

Thank You
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Presenter
Presentation Notes
July 29:  Make a “test” file transfer of a representative PowerPoint file to your session moderator.  The moderator should make a return “test” file transfer to you.  The purpose of this exercise is to prove that you can exchange data prior to the review of your presentation file. We want to solve any file compatibility issues early.

August 2:  Deadline for sending a draft of your complete presentation visuals to your session moderator.  The moderator may suggest changes to comply with the electronic standards and guidelines.

September 6:  You must send the final version of your PowerPoint presentation to your session moderator.  The version that you send on this date is the version that will be loaded onto the Symposium projection computers.  NO CHANGES WILL BE ALLOWED ON SITE.

October 7, 8, and 9:  Electronic presentations available for session practice, preloaded on a Symposium projection computer.  Authors are encouraged to practice and review  their presentations.  Please consult with your session moderator for your scheduled Author’s Preparation time.

October 8-10:  Formal technical sessions at Symposium.
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