How to Design

Presentation Slides:
A Practical Workflow

Plan
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Structure

® A repeatable workflow, not a random
collection of design tips

s

® For team leads, marketers, educators,
consultants, and professionals

® Fix common pain points: clutter,
unclear messages, weak hierarchy

® Overcome last-minute design panic
with a proven system

® Plan, structure, design, then refine
your way to clarity

Refine
4 '



Start with the

Audience, Not
the Software

Define what the audience
must know, decide, or do

Assess their prior
knowledge, interests,
and objections

Filter content through one
audience-centered goal

Write one sentence
capturing the desired
outcome




Craft a Single
Key Message
® Distill the deck into one

memorable sentence the
audience can repeat

® Use the key message as a
filter for every slide, section, ONE KEY

and visual MESSAGE

® Embed the message in the
title, repeat it during the talk,
and close with it

® Avoid vague goals like
"update the audience”; use
audience-centric outcomes



Build a Narrative Spine,
Not a Topic List

Move from outline to a logical argument: problem, evidence, solution, action
Make each slide advance the story rather than merely cover a topic
Use storytelling patterns such as problem-solution-action for business decks

Verify that action headlines form a coherent story when read in sequence
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ne Ildea per Slide

- Break the outline into
slide-level claims or
single takeaways

- Split multi-idea slides
into two or more
focused slides

- Write titles as
complete thoughts,
not topic labels |
- Check every slide . V==

against the key message

@@ @0

and cut the rest
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Choose Layouts
by Content Type

® ©-0-0-0 il
1
@ Establish one clear focal

point per slide : : .

® Select comparison, process,
data, statement, or decision
layouts

® Use alignment, spacing,
and contrast to guide
attention

® Prefer simple, familiar
layouts over decorative
complexity




Text That Supports, Not Repeats

Project Update: Key Progress,

Project Update
J P Risks, and Next Steps

This slide is just a topic label. It ‘ This headline is a complete thought
doesn't tell the audience anything that tells the audience exactly what

meaningful about the point. the slide will cover.

X v

e Written as complete thoughts that state the point
o Keep bullets concise and scannable
e Put detailed speaking points in the notes

» Avoid dense walls of text




Choosing Images, Charts, and Visuals

Use visuals that clarify

the key point, not Sales are higher in later periods.
decorative filler

AN

Match chart type to

data story: comparison,

trend, composition, or I
relationship |

Avoid misleading

displays: truncated

axes, 3D charts,

cluttered legends

Time Period

Label axes clearly and
give every chart a
one-line insight title

4 Q Good visuals make your
- message clear and credible.
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Apply a Simple Slide Design System

Primary Secondary Neutral Accent
Slate Blue Muted Blue Off-White Coral

Limit to 3-4 colors and
2 fonts for consistency

EN

— e Build reusable master slides

= and branded templates
Aa Aa

Heading Font Body Font
@ @ Keep branding consistent Bold, Clean, Modern Readable, Friendly, Clear

without identical slide layouts

L TN TS
(=Y ¢ Enforce header, spacing, Stide Header
Q) and logo rules with a —
. upporting message goes here.
style guide




Run a structured review
before polishing any visuals

Check clarity, visual noise,
and slide-to-slide flow

Remove redundant bullets,
borders, and decorative clutter

Apply the squint test and
five-second comprehension test



Feedback and
Delivery Preparation '.

9 ® Gather feedback from a peer
a A or stakeholder before final
delivery

/ ® Use presenter notes and
practice runs to refine timing

)) ® Check openings, transitions,
and closing call to action

® Prepare for likely audience
questions and objections



Workshop: Redesign a Slide Using the Workflow

* Use one professional BEFORE: CLUTTERED ~ AFTER: REDESIGNED
slide as the shared

practice case

* Apply workflow steps:
message, structure,
design, refinement '

e Compare before/after

results and discuss - : =

what changed

-  Facilitator prompts
E guide the hands-on

redesign exercise

MESSAGE STRUCTURE




uick Reference Checklist

- Plan: define audience, desired
outcome, and one clear key message
- Structure: build a narrative spine
Structure with one idea per slide
? - Design: choose layouts by content

and apply a simple design system

- Refine: review for clarity, noise, and
five-second comprehension

- Keep the checklist accessible for
repeated use on every deck




Next Steps and Practice Habits

[ - Explore resources on slide design
and data visualization

- Plan audience-first and
keep one idea per slide

- Study before/after examples
to spot effective changes

- Schedule a recurring review
cycle for your decks

HABIT TRACKER
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PersonWise.

PersonWise - Al digital-human course platform

Scan the code or click anywhere to watch this course live, with voice Q&A

personwise.ai/t/c33a7fla/public


https://personwise.ai/t/c33a7f1a/public?entry_surface=public_courseware_pdf

