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For all its razzle dazzle, Keynote (for Mac, iOS, and iCloud) is still only a tool. All 
the special effects in the world can’t save dull material that’s not relevant to 
your audience (vacation slides, igneous rock). And too many special effects—or 

too much text or poorly chosen images—can bury your message or confuse your 
audience. This extra special bonus PDF is designed to help you avoid those pitfalls 
by walking you through the process of crafting your presentation’s message and, 
along the way, finding the best way to sharpen its points in your slideshow.

If you’re like most mortals—sometimes you give great presentations; sometimes you 
bomb—or if you’ve never given a presentation at all, this PDF is loaded with advice 
that can help you plan, prepare for, and deliver your pitch. Along the way, you’ll pick 
up some pointers about the proper role of a slideshow in your talks.

Planning the Presentation
Before you even boot up your computer, it’s worth spending some time identifying 
your audience and the goal of your presentation (convince Mom and Dad to let me 
go away to camp; convince Junior that camp would be good for him—whatever). To 
succeed, your presentation has to hit the audience where they live or work, in the way 
they think, and in the way they believe—or, as a wise man once said, “You scratch ’em 
where they itch.” Once you’ve identified what you want to say, there’s the equally 
important work of figuring out how to say it. The best presentations combine style 
and substance in ways that naturally complement each other without distraction.

Planning and Giving 
Great Presentations
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The Goals of Your Presentation
There’s nothing worse than being on the receiving end of an aimless talk. Begin by 
really thinking through what you want your presentation to accomplish. In other 
words, what do you want your audience to walk away with? Here are some examples:

•	 Gain knowledge or skills.

•	 Understand a new concept.

•	 Be inspired or moved.

•	 Change their behavior.

•	 Change their belief system.

•	 Take action.

•	 Buy something.

•	 Donate to your organization or invest in your company.

•	 Become involved in a process or a cause.

•	 Get media coverage for your business or organization.

Know Your Audience
Put yourself in their shoes and figure out how you can make your presentation in-
teresting and relevant to them. Sometimes you’ll know exactly who you’re talking 
to: the members of your project team, the Board of Directors, or your fellow Rotary 
members. In these cases, you’ve probably already got a pretty good idea of who 
these people are, what interests them, what their group culture is like, and what the 
norms are for typical presentations.

At other times, the audience may be much more of an unknown quantity: the at-
tendees at a conference you’ve never been to before, reporters at a press conference, 
or a brand-new client. In that case, make an effort to learn about your audience to 
give yourself a better chance of really connecting with them. This doesn’t mean you 
have to try to become one of them—in fact, you can often be more effective if you 
show your audience something different than what they’re used to—but it does mean 
you have to understand what engages them. You might be the one in the spotlight, 
but the audience is the whole reason that you’re there. Don’t lose sight of them as 
you prepare your talk.

TAILOR THE PRESENTATION TO THE AUDIENCE
With your presentation’s goal and audience clearly in mind, you can tailor what you’re 
going to say to this particular group. Ask yourself these questions:

•	 Do they use colloquial language or jargon?

•	 How might their culture—corporate, regional, ethnic, class, or generational—af-
fect how you communicate with them?
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•	 What kinds of presentations are they accustomed to watching?

•	 What would this audience consider appropriate dress for a presenter?

•	 What would make this topic important to this audience?

•	 Does this audience prefer nitty-gritty details or high-level concepts?

 TIP  Try to have a few conversations with potential audience members or other people who’ve presented to 
this group previously and ask for their advice on how to make your presentation successful.

SPEECH VS. PERFORMANCE
As you ponder your audience and how you plan to connect with them, it might 
dawn on you that you’re preparing for a performance. Up until now, you might’ve 
thought you were just planning a lecture or a speech, a one-way dissertation of 
your ideas where you funnel words into your audience’s passive ears. But now 
that you’ve started thinking about how to engage your audience, they’re suddenly 
not so passive after all, are they? The best presentations draw the crowd into the 
narrative, turning listeners into active participants who are curious, involved, and 
implicated in the topic.

You’re telling your audience a story—a story about your ideas and experiences, sure, 
but also one where your audience members are primary characters with something 
at stake. That’s why they’re showing up, after all; for one reason or another, your 
topic is personally important to each of them. It doesn’t matter whether you’re do-
ing a book report or trying to sell widgets to Supermega Corp.; the best talks boil 
down to good storytelling.

Most of all, keep in mind that when you tell your story, you’ll actually be speaking—
talking out loud to living, breathing human beings. We call that conversation. Many 
people think of a speech as a prepared text, read out loud from a podium, but that’s 
neither a performance nor a conversation. Reading a speech doesn’t have the same 
impact as storytelling. As you plan your talk, resist treating it like a paper. Don’t 
write out each and every word like it’s aimed for publication. That’s writing, which 
is very different from speaking.

Instead, plan your talk from the get-go as a spoken presentation. Think about it as if 
you were having a conversation with just one member of your audience. How would 
you talk to her over lunch? What would you say to convince her of your ideas? You 
might speak casually or you might speak formally, but chances are the words you’d 
use are very different than the ones you’d use if you were writing an article or paper 
on the topic. Your tone, pacing, and even the topics you address might be different 
when you talk through your topic rather than approaching it as a written project.

That doesn’t mean you shouldn’t prepare or have written notes when you present. 
Just keep in mind that your final presentation isn’t a text, it’s a talk. Your job is to 
turn your content into a performance.
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DESIGN TIME

Slideshow Simplicity
You and your audience probably have a set of expectations 
about what a presentation slideshow looks like. You might take 
it for granted, for example, that every slide has to be sprinkled 
with bullet points, perhaps decorated with an occasional graph 
or photo. One way to get your audience’s attention, however, is 
to shake up those expectations with a different visual presenta-
tion. Two alternative approaches take a “less is more” route:

•	 The Takahashi Method: Big text as image. Do you even 
need pictures in your slideshow? Individual words have 
connotations as strong as any image and, writ large, 
can have bold visual impact. Programmer Masayoshi 
Takahashi earned national coverage in Japan when 
he went against the prevailing business culture that 
values incredibly dense text in presentation slideshows. 
While Takahashi uses only text in his presentations, his 
is big, so that there are 10 characters or fewer on the 
screen at a time. (You can see some examples at http://
tinyurl.com/o6psh.) Every slide represents a single idea, 
communicated in a brief, enormous title.

Although the Takahashi Method foregoes images, it 
remains vital and visual, with an unrelenting focus on the 

content. Every slide headlines what the speaker is saying 
with stark simplicity. This method also keeps you focused 
on the message, encouraging you to choose precise, 
topic-focused words to organize your talk—without the 
distraction of looking for pictures.

•	 The Abstract Pointillist: Vague is in vogue. Technologist 
Chris Heathcote got rid of text altogether when he created 
The Abstract Pointillist PowerPoint Toolkit, a collection of 
presentation slides that consist only of abstract shapes. 
As you speak, your slides cycle through a set of shapes 
that convey…nothing at all (you can see an example at 
http://tinyurl.com/abstractpoint). Equal parts slideshow 
template and tongue-in-cheek art piece, the Abstract 
Pointillist toolkit even comes with Heathcote’s three-point 
manifesto: “1) Presentations are about ideas, not text; 2) 
Reading from slides is a heinous crime; 3) People cannot 
cope without some kind of visual stimulation.”

The Slideshow’s Role in Your Presentation
If your talk is a performance, your slideshow is the stage dressing—an important, 
even critical element, but not the main event. Don’t fall into the trap of thinking the 
Keynote presentation is the star of the show. You and your audience are the stars, 
and Keynote, your handouts, and your sharp new suit play only supporting roles. 
Be careful not to let those materials upstage your message.

Your slides should be as simple and uncluttered as possible. Think of slides as im-
ages that complement your words without repeating them. It’s a common rookie 
mistake to crowd slides with text-laden bullet points and then read those items out 
loud. Don’t let your slides deliver all your content; that’s supposed to be your role. 
Instead, rely on your slides to highlight key points or get across visual information 
that’s tough to communicate in words—photos, charts,  the design of your new tattoo.

http://tinyurl.com/o6psh
http://tinyurl.com/o6psh
http://tinyurl.com/abstractpoint
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putting those points into the presenter notes instead (see page 295 of your Missing Manual). Reserve your slides 
for info that enhances your words rather than duplicating them.

Also keep in mind that while slides are ideal for expressing big-picture ideas, they’re 
not great vehicles for detailed information. Have sympathy for your audience mem-
bers who are north of 35 years old—it’s difficult for aging eyeballs to read dense 
thickets of projected text. Even more importantly, when you ask your audience to 
take in lots of visual detail, it shifts their attention away from you. Reading your slide 
or making sense of a complex diagram necessarily means shutting you out for a few 
seconds. Don’t set yourself up to compete with your slides.

What you say, what you show, and what you give as handouts should all be distinctly 
different, while of course supporting your overall message. And don’t be afraid of 
showing nothing at all during portions of your presentation. Displaying a blank 
slide puts the focus back on you (you can also pause the presentation and make 
the screen go dark by pressing B during your slideshow). With no distractions, it’s 
all about the chemistry between you and your audience.

 NOTE  If you’re interested in learning more about how to give a great presentation and are looking for a 
book-length treatment of it, check out Garr Reynold’s eminently readable and highly inspiring Presentation Zen 
(New Riders).

Building the Presentation
With your goal and audience identified and the relative roles of speaker and slideshow 
clear in your mind, you’re ready to crack Keynote. You’ll find all the details about 
using Keynote for Mac in Chapters 11–15. The focus of this section is on the process 
of developing your talk and building the slideshow as you go.

Outline Your Talk
Just as every museum masterpiece starts as a sketch, every jaw-dropping presenta-
tion starts as an unadorned outline, a rough pass at capturing the main themes of 
the talk. At this stage, think in terms of big-picture topics—don’t worry about how 
to say it or how (or even whether) to picture it in your slides. Just capture as many 
of your ideas as possible to give yourself the raw material that you’ll transform into 
a presentation. Start with the main points—one per slide—and then gradually fill in 
bullet points or additional slides to flesh out the details of your talk. (Outline view 
works great for this—see page 302 of your Missing Manual.)

And guess what: It turns out that underneath all its fancy trimmings, a Keynote 
slideshow is actually just an outline in disguise. That’s how your audience experi-
ences it, too. Every slide represents a topic, often with bullet points or other text 
for subtopics. Groups of slides cluster together naturally to form “chapters” of your 
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talk. While you’re massaging your talk into shape, it’s easy to rearrange your outline 
by shuffling the slides into a new order. All of this makes Keynote just the right tool 
for organizing the ideas for your presentation.

Working through an outline in slides also encourages you to start thinking about 
illustrating your ideas, and about which words will best complement those graphics. 
You’ll begin to hear your speaking voice in your head and start to get a feel for how 
to deliver your words and where your slides can help: “This is a lot of info to absorb, 
and I should pause here to let it sink in…I’m going on and on here, maybe I should 
break this part up with a question for the audience…This stretch is a bit dreary and 
could stand some visual fun in the slides…This part is too dense; maybe I should spin 
it off into a separate handout.”

Here are a few tried-and-true pointers to keep in mind when building your outline:

•	 Know your subject thoroughly, but don’t feel you have to say everything you 
know.

•	 The structure of your talk may be obvious to you, but the audience won’t see 
it right away. Help them out by sandwiching your presentation between an 
overview and then a review: Tell them what you’re going to tell them, then tell 
it to them, and then tell them what you told them. It sounds simplistic, but it 
keeps your audience oriented and underscores your key points.

•	 Don’t feel like you’re obliged to start with a summary. Beware the pitfalls of 
sounding like you’re reading a table of contents. Consider prefacing this “tell 
them” approach with a kickoff routine that’s disarming and often captivating: 
Begin, without even introducing yourself, with a story. Today’s presentation 
audiences are so used to hearing talks that start, “My name is Jane McGillicuty 
and I’m here today to talk to you about…” that a speaker who launches headlong 
into a yarn can often find himself rewarded with rapt listeners.

•	 Find opportunities for audience participation. Get a show of hands. Present a 
problem or question to the audience, and pause to let it sink in. Or ask audience 
members to discuss the question with their neighbors for a minute.

•	 Don’t be too serious. The best way to educate is to entertain.

•	 Vary the pace of the presentation—especially if it’s a long one—by using other 
visual aids, special guests, demonstrations, and so on.

•	 Keep the audience involved by staying focused on their goals, needs, and aspi-
rations. Aim to elicit emotional responses that trigger new questions, thoughts, 
and perspectives for your audience.

•	 Include a periodic review or quiz of material covered so far to help listeners start 
to use and process the new information you’ve taught them.
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these elements of your talk’s “script” don’t belong in the slides that you’ll show to your audience, you can still 
capture them in Keynote. For quick ideas, add a comment to your slide (page 345 of your Missing Manual), or jot 
down more detailed thoughts in the Presenter Notes pane (page 295).

Once you pile your main topics into Keynote slides, keep passing through the 
slideshow, refining and building upon your ideas and putting them in just the right 
order. As you go, polish the text on your slides and identify the photos, charts, and 
illustrations that you’ll need. When you’re done, you’ll have a complete skeleton 
of your talk, along with a to-do list (in slide form) of the graphics and illustrations 
you need to flesh out your slides. For suggestions of where to find images for your 
presentations, see the box on page 331.

ORGANIZE YOUR MATERIALS
As you identify the pictures (and videos and sounds) that you plan to use in your 
slideshow, gather them into an album or playlist in iPhoto, iTunes, or iMovie. Keynote’s 
Media Browser makes it easy to grab photos from anywhere in those programs, but 
you’ll make your work even easier by gathering all of your slideshow’s elements 
into a single place. See page 327 for info on adding photos and graphics to your 
presentation.

Design Your Keynote Slideshow
You’ve got your slideshow skeleton; now it’s time to put some meat on its bones. 
Your job as you give your presentation is to communicate information clearly and 
simply, while keeping your audience entertained. That’s especially true for your 
slides. Constantly remind yourself that the slideshow isn’t the talk, and it doesn’t 
have to include each and every point you’ll make. Your slides should illustrate and 
accompany selected points in your talk, each carefully chosen for the best visual 
impact. Keep your slideshow focused on supporting those specific ideas, and be 
ruthless about cutting off-topic visuals and unnecessary text.

In that spirit, choose an uncluttered theme (page 280) with as few graphic decora-
tions as possible. Every element on your slides competes for your audience’s atten-
tion. The simpler your theme, the better it will showcase your content. Ask yourself: 
Do you really need a logo on every slide? Would the slide be easier to read with 
fewer colors? 

Use as many slides as you need—and not one more. It’s possible you could give an 
hour-long talk with just five slides. Some slides may be up for several minutes each, 
while others may be onscreen for only a few seconds. You almost certainly don’t 
need as many slides as you started with in your outline. That doesn’t mean that 
you’re going to say less in your talk, only that you don’t necessarily need a slide for 
each and every point. Look for opportunities to consolidate slides or to move their 
points into your speaker notes.
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Throughout the design process, the most important thing to remember is that your 
slides are for your audience, not for you. Every slide should be designed to help your 
listeners understand or remember a key point. Build your slideshow to enlighten 
your audience, not to remind you what to say (that’s what presenter notes are for; 
see page 295).

YOUR TALK IS NOT BULLET POINTS
One of the great things about Keynote is how well suited it is for outlining presen-
tations (page 302). That’s great for planning your talk, but that detailed outline 
shouldn’t make it all the way through to your final slides. Your goal is to give your 
audience a full-blown story, not an outline. The reason that you’ve been asked to 
speak is because you’re the expert and have ideas to share, so don’t sell those ideas 
short by reducing them to bullet points on a slide.

That doesn’t mean you shouldn’t have slides with text. Slides are great for introduc-
ing topics but they do a poor job of summarizing them. Instead of packing slides 
with bullet points that compress each of your ideas into outline-style bullets, you’ll 
have better visual and narrative impact with a single headline that introduces the 
overall topic. Add a strong visual—a chart, a photograph—and then speak about 
the topic instead of trying to express it through bullet points. Remember: A picture 
is worth a thousand bullets.

If you can’t resist including bullet points, don’t crowd too many onto a single slide. 
Use a larger font than you think you need, and then bump it up yet another size. If 
you have several bullet points on a slide, build them in one at a time (page 358) as 
you discuss each one. Don’t give your audience too much to read, or that’s just what 
they’ll do—scan your slides instead of listening to you.

IT’S ABOUT IDEAS, NOT SPECIAL EFFECTS
Keynote’s animations and transitions (discussed in Chapter 13) are incredibly fun—
they look amazing, even hypnotizing. Keynote can make your slides shimmer, twist, 
spin, shatter, or dance. But remember: All good things in good measure. These 
features should serve the presentation, not distract from it. Along with restraint, 
consistency is important: Use just a small handful of effects to develop a visual 
language that subtly communicates what’s happening in your presentation. For 
example, you might use a fade transition for all your slides, except between topic-
changing “chapters” of your talk, where you use the cube transition.

Whatever you do, don’t let yourself get lost down a rabbit hole chasing the perfect 
effect for that one slide. If you find yourself spending an hour getting an animation 
just so, step back and ask yourself if it’s really worth it. A two-second animation 
won’t make or break your presentation. If you’re convinced that you need that effect 
just to make your point interesting, then maybe the point isn’t especially strong; 
instead of spending more time on the effect, this might be an opportunity to trim 
and tighten your presentation.



PLANNING AND GIVING GREAT PRESENTATIONS 9

BUILDING THE 
PRESENTATION

NEED HANDOUTS?
You don’t have to squeeze everything into your talk or your slides. In fact, some 
things are better left out. In particular, data-rich tables and detailed charts are tough 
to communicate in your slides. Computer screens—especially projected ones—have 
low resolutions, so they can show only a limited amount of info compared to the 
details you can get across on paper.

This is where handouts come in. Consider whether some of your material might be 
better shifted off the screen and onto good old-fashioned wood pulp. If so, fire up 
Pages and create a page-layout document for your audience to take home with 
them, or hand out detailed data or charts printed from a Numbers spreadsheet. 
You can also give people printed versions of one or more of your slides; Chapter 14 
(page 399) has details about printing Keynote slideshows.

Practice
You know what you want to say, and you’ve got your slides assembled. Great! But 
does the thing actually hang together? The only way to know for sure is to try it out. 
Stand up in your office (or out in the yard, in the basement, or wherever you feel 
comfortable blurting out your talk), fire up your slideshow, and give your presenta-
tion. Out loud. To no one. Straight through, from start to finish. Again and again; 
rinse and repeat.

First and most obviously, practicing your presentation makes you better at it. You 
don’t just want to learn the content of your talk, you want to absorb it and make it 
second nature. Going over your talk ad infinitum eventually transforms the logic of 
your presentation into a reflex. If you’re a nervous public speaker, that down-deep 
knowledge of your talk will give you confidence.

Just as important, practicing your talk out loud also uncovers what works and what 
doesn’t. Are there spots where things get dull? (If you’re bored, do you really think 
your audience is going to feel any different?) Where do you need better transitions? 
Do you repeat yourself? Does that fourth slide match up with what you’re saying? 
Practicing the presentation helps you edit it.

THE FIRST RUN-THROUGH
This one’s important, and it’s not going to be pretty. But grit your teeth and go. As 
soon as you have your rough draft together, give your entire presentation out loud, 
alone in your office. Don’t stop to make changes, just barrel through the whole thing.

At this point, your talk is probably, um, not so great. But take comfort: This is the 
absolute worst it’s going to be—it’s onward and upward from here. You’ll learn a lot 
from the first run-through. You’ll discover that your talk sounds a lot different com-
ing out of your mouth than it did in your head. You’ll identify awkward transitions 
and areas where you’re not really sure what you want to say. There will be useless 
slides that don’t serve your point, and there will be others that need beefing up.

Take notes on all of this and then jump right into editing your presentation. Be bold. 
Don’t be shy about cutting out slides and, especially, reducing their text. Where can 
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you use photos, graphics, or charts instead of words? This is the stage where you’re 
likely to make the biggest changes to your talk and slides.

 TIP  While you’re practicing your presentation, make a contingency plan. Identify parts you could simplify, 
gloss over, or cut out completely if your guest speaker rambles on for 10 minutes instead of 3; if audience questions 
take longer than expected; or if you have to send someone to find the janitor because your projector tripped a 
circuit breaker.

DON’T STOP PRACTICING
Keep on going, rehearsing your talk out loud to yourself. As you gradually get com-
fortable with the material, your storytelling will feel more natural, your use of the 
slides easier. Keep trimming, editing, and refining as you go.

Get out a stopwatch or use Keynote’s presenter display (page 379) to track how 
long it takes to give your speech, and then factor in the time you need to spend on 
introductory comments and the question-and-answer period. Make any adjustments 
you need to remain comfortably within your allotted time.

 TIP  If you’ve got the stomach for it, you can even listen to yourself give your presentation: Keynote’s voiceover 
feature lets you say your talk out loud and then play it back synced with the changing slides. See page 395 for 
more about recording voiceovers.

Finally, find some guinea pigs. Practice giving your presentation to a coworker, an 
indulgent spouse, or an attentive dog, and listen carefully to any feedback (from the 
humans, at least). Watch yourself in the mirror or shoot a video of yourself as you 
practice. Pay special attention to your gestures, expressions, and body language. Be 
yourself, but remember that you’re on stage—even if your audience is composed of 
only two people. And to reach an audience, you need to project not only your voice, 
but your movements and gestures as well. Practice all of these things.

Backup
Now that you’ve planned, produced, and practiced your presentation, don’t take any 
chances with it. Before you head to the conference room or Carnegie Hall to give 
your talk, back up your Keynote file and any of your supporting materials: scripts, 
handouts, and so on. Copy them to a portable flash drive, an external hard drive, or 
another computer on your network. Or, even better, save it to your iCloud account 
(see page 752). There’s nothing special about making these kinds of backups—it 
should be standard operating procedure for all your important files.

But you also need another kind of backup for your presentation. If you’re taking 
your presentation on your laptop to plug it into a video projector, you should think 
about what you’ll do if the laptop conks out when you get there. Prepare copies of 
your presentation in Keynote, PowerPoint, and even QuickTime format so you can 
borrow a computer and still present your slides (see page 401 for info on saving 
your presentation in different formats). Always bring a printout of your slides and 
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speaker notes. You may not be able to show the audience your charts and graphs, 
but you’ll still be able to make it through your speech, using a whiteboard or flip 
chart to create quick illustrations, if necessary.

Delivering the Presentation
Your moment has arrived—the Big Day. You’ve polished your presentation to a high 
shine, and you’re ready to roll. Giving a successful talk, though, involves more than 
just standing up and holding forth. From handling the on-the-ground logistics of 
the event space to helping your audience find out more about your topic, you’ve 
got several responsibilities to make your talk a hit.

Handle the Preliminaries
If you’re responsible for the whole event, you’ll need to consider a handful of ancil-
lary tasks that aren’t part of your presentation, yet have a huge impact on how your 
audience experiences your talk:

•	 Know how to unlock the doors, adjust the lights, and control the temperature. If 
you have to dim the lights to see the screen, make sure there’s a light projecting 
on wherever you’re speaking so your audience can see you.

•	 If you have control over the way the room is set up, place the podium at center 
stage and your screen off to the side. Remember: The slides are just for sup-
port—what you’re saying is the main attraction.

•	 Set up and test the equipment, or coordinate with the tech-support people 
who will be running the lights and the public-address system. Try everything 
well ahead of time so you can solve any problems before the audience arrives.

•	 Set up tables and put out information packets or programs.

•	 Make sure there are clear, prominently posted signs to help attendees find the 
room so they know they’ve come to the right place. Greet people as they come 
in to welcome them and help them get oriented.

•	 If your audio person needs to manage inputs—say, from your laptop’s sound 
output to your microphone—print a slide list for her (see page 399 for more 
about printing your presentation) with all the audio cues clearly indicated. For 
example, she might need to fade out the “walk in” music and turn on your micro-
phone input; or she may need to turn up the sound from your computer’s audio 
during part of the presentation, while at the same time turning off your mic.

Set the Mood
Rig the environment to your advantage by putting your audience in a good mood. 
First things first: Feed their addiction by serving coffee. Caffeine makes people 
cheerful and, if all goes well, unlikely to nod off in the middle of your talk.
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Give people name tags to encourage them to introduce themselves and chit-chat 
while they’re waiting and drinking all of that coffee. Play upbeat music as they ar-
rive, and play it loud so they have to speak up to hear each other. Loud music, loud 
conversation, and a crowded room all combine to feed the energy level and create 
a buzz around your presentation.

When it’s time to start and your audience is seated, don’t launch right into your 
program. First welcome them, introduce yourself, and tell them what presentation 
they’re attending so they know they’re in the right room. Make sure everyone has 
a seat and a program. Explain how you’d like to handle questions from the audi-
ence—whether they should shout them out at any time, save them until the end, line 
up at a microphone, or whatever.

Explaining these seemingly simple things to your audience increases their comfort 
level, lowers their defenses, makes them feel like they’re part of the group—all of 
which will make them happier, more receptive listeners.

 TIP  See the box on page 390 for advice on preparing your Mac for your presentation.

Give the Presentation
The time has finally come to give your talk. Try to open with a bang—catch your 
audience’s attention by telling them how this presentation is going to be valuable 
to them and what they’re going to take away from it.

At this point, throw them a question to see how they relate to your topic—both for 
your own benefit and theirs. Ask for a show of hands: “If you were visiting a petting 
zoo, what would you prefer to see: the usual—goats, sheep, and so on—or something 
new and exciting, like squirrels?”

Choose your questions so all the audience members see themselves as part of one 
or another of these groups. The responses will give you a better idea of the makeup 
of the audience—and they help everyone feel like they belong as they identify with 
others who respond similarly.

Now that your audience members have told you something about themselves, tell 
them something about you, like why you’re especially qualified to speak on this topic.

Try to transition smoothly from the introduction to the meat of your presentation. 
After all your preparation, planning, and practice, the talk should be a piece of 
cake. Actually, it should be fun! You’ve got great information, you know it inside 
and out, and you’ve tailored it to this particular group of people. Relax and enjoy 
the process of sharing.

NERVES: DON’T THROW UP
Feeling nervous? It’s okay—a touch of anxiety is a good sign, a demonstration of 
how invested you are in this thing. If you’ve lost a little sleep over your talk, it just 
means that you care.
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Relax—and if you’re not relaxed, fake it. You might feel like a jittery mess inside, so 
this might seem hard to believe, but it’s true: No one else can tell that you’re having 
a meltdown inside. The audience doesn’t see your nerves anywhere near as much as 
you feel them. They won’t know unless you tell them so. Don’t mention your nerves, 
and just stride into your talk.

Even more important, realize that your audience is not your enemy. They’re rooting 
for you. They came to your talk because they believe in you and expect to learn 
from you—after all, you’re the expert. Your audience arrived trusting your authority, 
and you should, too.

If you find the size of the audience overwhelming, don’t think of them as a giant 
crowd. Focus on just one face in the audience, and talk to that person, one on one. 
Don’t be creepy, though; rest on that person for a few seconds and then coast along 
to your next conversation partner. If you lose your train of thought, it’s OK to pause 
for a few seconds. These brief breaks are not only OK, they even help to punctuate 
and add rhythm to your talk. Give yourself and your audience a chance to catch up, 
and then move on.

TALK TO THEM
Remember all that hullabaloo at the beginning of this chapter about how your 
presentation is a performance and a conversation? This is it. You’ve practiced and 
you know the material; all that remains is to say it out loud. Take in your listeners 
from all parts of the room, and look them in the eyes, speaking naturally. Use your 
notes if you need them, but don’t recite from a script (and please, please, please 
don’t read from your slides).

You care enough about your topic that you’ve spent hours on this talk. Let your 
audience see that enthusiasm—it’s contagious. Unlock your energy by escaping 
the podium and roaming the stage. Stay focused on your audience and keep them 
in your sights—don’t stare at your laptop or look back at your screen. By now you 
know your own slides, so you don’t need to consult them. Concentrate instead on 
your words, on connecting with that sea of eager faces.

REVIEW
Wrap up your presentation with a review. This is when you tell them what you told 
them. Let them know what you hope they’ve gained from this presentation and what 
you expect them to do with it: buy your product, sign up for a time-share, host a 
foreign-exchange student, or whatever.

Make any other concluding statements, put up a slide with your contact info, and 
let them know where you’ll be after the presentation in case they have more ques-
tions. Finally, thank them for coming and for their attention, and take a bow as the 
audience goes wild with applause.

The Day After
You’ve completed your presentation. You think you did a pretty good job: the au-
dience applauded, no rotten fruit or vegetables hit the stage, and several people 
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told you, “Swell job.” Congrats! You’ve just armed your audience with lots of new 
knowledge and, hopefully, enthusiasm for your ideas.

Now that the talk is over, be sure to take advantage of this opportunity by giving 
your new friends a way to learn more and spread the word about what you had to 
say. If you or your organization have a blog or website, your fans will likely stop by 
after your talk. Be sure that your site provides an easy way to contact you or, even 
better, to leave feedback. Post a blog entry about your talk, and let attendees leave 
their comments. Consider posting your slideshow online, even if you don’t have your 
own site; a variety of services let you share and distribute slide presentations. Check 
out www.slideshare.com, for example, or see page 411 for details about uploading 
your slideshow to YouTube or Vimeo.

Most of all, be sure to gather as much feedback as possible. If your audience filled 
out feedback forms about your presentation, review them as soon after your talk 
as you can. Audience feedback can tell you whether you succeeded in getting your 
message across, how useful the info was to the audience, and how you might improve 
the presentation—or similar presentations—next time.

Likewise, carefully review your own impressions of how the talk went. What worked 
and what didn’t? Where did people laugh (and were they supposed to)? If you’re 
giving your talk more than once, it’ll naturally improve as you give it more often, but 
you can nudge things along by making edits right away, while your observations are 
fresh. There’s nothing like a live audience to sharpen a presentation.

Presentation Setting and Gear
If you’re lucky, you have complete control over every aspect of your presentation—
including the choice of room, computer, projector, and all the other technical bits 
and pieces required. More often, though, you’ll be stuck using others’ equipment; 
plugging your laptop into a video projector at a conference; or just showing up with 
your presentation on a USB stick and running it on someone else’s computer. When 
the equipment isn’t your own, you have to be more flexible—and often improvise.

Get a Room
Environment matters, and where you speak affects not only your audience’s experi-
ence that day but also the lasting image that they have of you going forward.

If you’re in charge of choosing the venue, think classy. Hotels and conference cen-
ters might seem like the most natural choices, but before you go there, look around 
for less obvious options. Libraries, museums, and universities often have stunning 
lecture halls available on the cheap.

Wherever you wind up, do your best to find a room for your presentation that’s 
exactly the right size. If you’re not sure, err on the side of too small. If the room 
is too large, the place will feel empty, sapping energy from your show and giving 

www.slideshare.com
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the presentation a slack feeling. Given the choice, it’s much better to pack ’em in, 
standing room only.

If you’re presenting to more than 10 or 15 people, aim for a room with a high ceiling 
so there’s plenty of room for a big screen hanging well above everyone’s heads. 
Otherwise, you can’t guarantee that everyone will have a clear view of your slides.

Finally, find out if your room comes with audio gear and a projector, if you need 
them. When you’re speaking to more than a handful of people, you’ll want speakers 
and a microphone to make sure they can hear all your pearls of wisdom.

Projectors
Depending on the size of your audience, the type of room you’re in, and the size of 
your budget, you can show your Keynote presentations right on your laptop, on an 
external monitor, or with a video projector. But if you’re presenting to a group of 
any size, though, a projector is almost always your best bet. 

If your lucky, you’ll be able to borrow a projector (from your company, say) or use one 
that belongs to the place where you’re giving your talk. But if you plan to take your 
presentation on the road, then you may need to buy a projector of your very own.  

The projector market is booming, fueled by the home-theater movement and by com-
puterized presenters like you. Consequently, prices are falling and new models are 
coming out all the time, so there’s a bewildering array of projectors to choose from. 

 TIP  If you’re not familiar with video projectors and you’re considering buying one, find a store where you 
can compare the models you’re interested in under lighting conditions similar to the ones you’ll use it in. Get 
a head start on your comparison shopping by visiting sites like www.projectorcentral.com, where you can read 
reviews and buyer guides, and post projector-related questions.

CHOOSING A PROJECTOR
When you go shopping, it pays to know the lingo. There are two basic types of video 
projectors: LCD (liquid crystal display) and DLP (digital light processing). Most of the 
time, though, the projector type is less important than its key specifications. After 
you figure out your budget and how large and heavy a projector you’re willing to 
carry around, consider these important criteria:

•	 Resolution. The resolution is the number of pixels the projector can display, and 
should match your computer’s video output. Most projectors are designated XGA 
(1024 × 768 pixels), but you’ll also find SVGA (800 × 600 pixels), WXGA (1280 
× 800 pixels), SXGA+ (1400 × 1050 pixels), and UXGA (1600 × 1200 pixels). 
More pixels give you a sharper image and—surprise, surprise—cost more. All 
modern Mac laptops can output these resolutions, but some projectors go even 
higher, so check your laptop’s technical specs if you’re going for lots of pixels to 
be sure your machine can handle it. If you plan to use your projector exclusively 
for Keynote presentations, you won’t gain much from higher resolutions un-
less you happen to lean heavily on high-definition video and huge mega-pixel 

www.projectorcentral.com
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pictures. If that’s the case, though, especially if you plan to show HDTV video, 
you’ll definitely benefit from higher resolution (at least 720p). 

•	 Brightness. Just like slide or movie projectors, video projectors produce an 
image by projecting it with a bright light. The intensity of that light is measured 
in ANSI lumens. Methods of measuring lumens vary from manufacturer to 
manufacturer, so consider these specifications ballpark figures only: Less than 
1,000 lumens is fine when projecting on smaller screens in dark rooms, but it’s 
too dim on larger screens or under brighter lighting conditions. 1,500 lumens is 
a good minimum for rooms with some light; kick it up to at least 2,000 lumens 
for rooms with bright light. And for large rooms, you’ll need to bump it up even 
more: Go for 3,000 lumens to be sure groups of up to 200 can read your slides.

•	 Weight. If you plan to carry your projector around to your talks, you’ll want a 
lightweight, portable one. Some models weigh in around three to eight pounds 
and are smaller than some laptops.

RENTING PROJECTORS
If you don’t find yourself giving Keynote presentations at the drop of a hat, you may 
be better off renting a projector. When you rent, you can take advantage of the new-
est technology, get a projector that suits that particular presentation space, and let 
somebody else worry about repairs and expensive bulb replacement.

Ask around to find a local company that rents projectors. And if you don’t have a 
local AV house, you can rent equipment by mail. If you’re renting the room where 
you’re doing your talk, the hotel or conference center probably has projectors, too, 
but usually at a premium price. It might be worth shopping around before you pay 
to use a projector.

PROJECTION SCREENS
An often-overlooked element of projection quality is the screen. A poor screen—or 
wall—can make even the best projector’s image look terrible. There are as many 
different kinds of screens as there are projectors, starting at about $100 for rollup 
screens. Any screen is better than a wall—although you can get good results in a 
darkened room from a carefully prepared and painted wall. You might find that a 
wall is a reasonable option in a conference room, where walls are often smooth and 
painted pure, matte white.

Projection screens come in a wide range of surfaces, which provide varying amounts 
of gain, enhanced brightness attained by directing the light from the projector back 
to the audience instead of letting it scatter in all directions. High-gain screens have 
a lower viewing angle. In other words, they reflect more light to viewers closer to 
the centerline of the screen. A matte white screen—or a flat, white wall—provides 
the widest viewing angle and the least gain.
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Special Equipment
Once you’ve got a venue lined up, your next job is to make sure you have the equip-
ment you need to actually display your presentation. One vital piece of hardware 
is the dongle, which connects your Mac to the projects. You can read all about 
dongles on page 384. 

And, if you want to control your presentation with a remote, you don’t necessarily 
need to buy a special remote—if you have an iPad, iPhone, or iPod Touch, you can 
use that as a remote. Page 385 has all the info you need.


