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Audiovisual Use/Production
Introduction (OH–1)
Note:   This is a seminar appropriate for group work. It can be used as a workshop. You may use hands-on material so that your group may learn how to produce the various types of visual material presented.
The most important strength of our current generation, without a doubt, is the processing of information and the form in which it is transmitted and received. 
Among the most important senses that the human being has are auditory and visual.

For a long time, information in our church was transmitted only through the spoken word.  Through time and development, many other forms of transmitting information were created such as the white board, overhead projector with transparencies, slides, videos, recordings, and computers. 

These devices are important in encouraging the audience to use both senses (auditory and visual) at the same time.  This brings about more interaction with the content presented, greater concentration, and increased mental stimulus as one imagines the scenes that are presented, as well as those to come.

A good example would be a sermon that presents the return of Christ. At the end of the presentation the scene of Christ’s return appears in bright and vibrant colors, and the presenter invites everyone to sing a hymn related to the message.  During this hymn, scenes of Jesus’ return continue to be projected.  What an impact this causes on the mind and the soul of those who are present!

Many other resources certainly exist for preaching the gospel, and they should be used, but none of them have become as effective and complete in their ability to transmit information as the utilization of these audiovisual resources.

It is hoped that through this seminar God may help each one of us to be a better speaker for His glory.  

Why Use Visual Aids?

Definition (OH-2)

A visual aid is anything the audience can see that helps the speaker get his or her message across to the audience. 
The quality and clarity of visual aids are major factors in determining the effectiveness of an oral presentation. By using visuals effectively, you will grab the viewer’s attention and focus it on the important points. However, with visuals that are difficult to read, you may end up with an audience failing to understand the points you are trying to make because they are squinting and straining to see. Good visuals are essential for effective teaching and important to successful presentation.

Why Use audio Visual Aids? (OH-3)
As the definition of a visual aid states, the major reason for using them is to help speakers effectively communicate their message to their audience. More importantly, these aids can also help your audience stay focused and have a greater retention of information.  There are a number of reasons for using visuals:

1. The audience’s attention is focused more completely. The ebb and flow of the audience’s attention is inevitable. The challenge is to direct the audience’s attention at strategic periods. Visual aids provide one mechanism to direct and focus attention.
2. The receiver retains the message better. Research has clearly shown that people retain more when they see and hear compared to when they simply hear. For example, research has found that message retention after three days is only 10% following an oral presentation, but 65% following an oral and visual presentation.

3. Visual aids make you more persuasive. Studies have found that presenters using visuals conducted meetings in less time and got proposals approved more often.

 (OH-4)
4. The message is transmitted more efficiently. The adage, “A picture is worth a thousands words” is true. If you want the audience to understand how yeast is used in bread making, your message will be transmitted better if the audience can see the ingredients. 
5. People have come to expect visuals. Today’s world is very visual compared to just a few decades ago.  The average person is visually oriented and accustomed to visual presentation. Thus, a strictly oral presentation is boring to the majority of the people.

6. Visual aids help establish organization for presentation. One of the most effective uses of visual aids is establishing overall organization for the presentation.  Visuals force you to order and sequence the ideas you will present.

(OH-5)
7. Visual aids add variety and emphasis to your presentation. Effective teachers use a variety of different teaching methods and techniques as they teach. Using a variety of visuals keeps interest by providing diversity. 
8. Your message is presented both orally and visually. Some people process information best by hearing it, others process it best seeing it. When you use visual aids with a presentation, you communicate with both types of people.

9. Visuals help you to be concise. You are forced to distill your ideas down to their essence when using visuals. 

	Don’t be fooled into thinking that flashy visuals can save an otherwise poorly-structured and delivered speech. You have to start with a well-developed speech before visual aids can have any major effect.


TYPES OF AUDIO-VISUALS (OH-6)
There are two types of audiovisual aids:

· Static

· Dynamic

Static: do not change during the presentation. Examples of static visual aids are: 

· Posters

· Overheads

· Slides
· White board

· Flip charts

· Non-animated computer graphics

(OH-7)
Dynamic: change in some way during the presentation. Some examples of dynamic audiovisual aids are:  
· Video

· Audio recordings

· Animated computer graphics

· Power Point presentations

· Object lessons

In general, dynamic audiovisual aids will better hold an audience’s attention, but they are usually more time consuming to prepare.  Static visual aids may not have quite as much attention-getting potential as dynamic ones, but they can still be very effective and easier to prepare and use.

(OH-8)

	Your choice of audiovisual aids should depend on the time you have available, the speaking environment, and the time you will have to create and practice with them. Always remember that a simple visual aid that is used well is much more effective than a complex one used poorly. Select a type that you can master.


USING AUDIO-VISUAL AIDS (OH-9)
The more senses you can have the audience use, the more effective your communication will be. If you lecture, the only sense the audience will be using is hearing. If you lecture and use audiovisual aids, the audience will use their senses for sight and sound. If you use a demonstration, the audience will see, hear, touch, and possibly even smell and taste. 
Guidelines for the use of aids: (OH-10)
Show visual aids only when you are talking about them. Visual aids compete with you for attention. When you use a visual aid to help make a point, you expect the audience’s attention to be directed to the visual aid. Therefore, after the point is made, the audience’s attention should focus back to you. 
Talk about the visual aid while you are showing it. A visual aid is not meant to stand alone. You need to explain to the audience what to look for and describe the visual. Once you have done this, if possible, remove it from view.

Talk to the audience, not to the visual aid. One of the most common problems encountered while using audiovisual aids is looking and talking to the visual aid, rather than the audience. Be certain that you know the content of the visual aid well enough so that you don’t have to study it while you talk.

(OH-11)
Be sure that everyone in the audience can see and hear the audiovisual aid. Remember that the purpose of an audiovisual aid is to facilitate understanding. Therefore, it is essential that everyone in the audience is able to see and hear the aids. 

Do not pass objects around in the audience while you are speaking. It is tempting for a speaker to pass objects around in the audience while they are speaking. This should not be done because it distracts the audience and prevents one or more people from paying attention to you.

Practice using the audiovisual aid before using it in a presentation. One of the common pitfalls in using visual aids is assuming that you can effectively use the necessary equipment.  Even though most visuals are easy to use and most audiovisual equipment is relatively easy to operate, don’t underestimate the problems that can arise. Practice is a must.

(OH-12)
Do not overuse audiovisual aids. Don’t feel as though every single point to be made has to be reinforced with audiovisual aids. An audience may become saturated with them and from that point on their use can be counterproductive. 
Coordinate audio and visual. This takes some practice, but it is critical to the success of your presentation. This will give the message maximum impact and help your audience absorb the information because they are hearing and seeing.

Use the revelation technique. This is important when using word slides. If you show the audience a slide with six lines of type, they will want to read everything on the slide at once. Thus, they are not paying attention to what you are saying. Gradually reveal the information on the slide by showing only one line at a time as it is discussed.

	Nothing can ruin your credibility faster than fumbling around with your visual aids. Always practice, so you can use them with confidence.


	Do not put all your time and effort into your visuals at the risk of ignoring the fact that you need to develop and practice your speech.


	Keep your eye contact on the audience, and avoid the temptation to constantly look at or read from your visuals.


	Do not make the audience wait for the important part. Start with a tape at the right point and make sure the tape is the highest quality possible.


When audio visual aids are used in the correct manner, they can be a great tool, but remember that the human body probably represents the most important and frequently used audiovisual aid of all. During your presentation you should use gestures, facial expressions, and other body movements that are effective in helping you get your message across to your audience. 

DESIGNING VISUAL AIDS (OH-13)
The use of audiovisuals and their importance has been discussed. Good message design is also important. Over the years, educators and communicators have found several design principles that we can use to enhance visuals. These major principles are: 

Simplicity 

It may sound obvious, but simplicity with creativity is the key. As a general rule, a visual should have: one idea; no more than eight items; about six words per line; mixed upper and lower case letters; simple clean typefaces; and be big enough to read easily. Be sure to avoid useless decoration, eliminate fancy borders, and use artwork selectively. Also, leave a lot of white space. Audiences may have difficulty reading, comprehending, and recalling more than that. 
Harmony 

The elements of the visual should fit together in a harmonious relationship. Distracting visual elements might include color, layout, type style, visual symbols, or background. Only one or two type styles should be used during a presentation unless they are used for special effects.

Emphasis 

The use of color, arrows, underlining, and bold type are ways to emphasize the major elements in a visual. To attract attention, extreme colors of red and blue may be used.

Readability 

The lettering on the visual must be legible. When the content suggests a list, use numbers or bullets. Legibility can also be improved by mixing upper and lower case letters.

	HOW QUICKLY CAN YOU READ THIS?

HOW QUICKLY CAN YOU READ THIS?




(OH-14)
Organization 

Is the visual arranged in a pattern that is easy for the viewer to comprehend?

Balance 

Are the elements of the visual arranged in a manner that is interesting but not distracting?

Unity
Are the elements of the visual arranged so they form a single unit?

Clarity
Is the purpose of the visual obvious to the audience for whom the message is intended?  Divide complex information into smaller units.  Important information should be presented more than once.

THE PREPARATION AND USE OF TRANSPARENCIES/SLIDES
While the current trend in the training field is directed toward the use of projector technology, the overhead projector is still the most popular presentation device used today. Many churches, schools, and training rooms have an overhead projector. This section will consider some guidelines and tips for the preparation of transparencies and slides, and how to use them effectively in presentations.

Guidelines for quality transparencies/slides (OH-15)

· Make good use of white space. Use wide margins. Do not pack too much on a single slide or transparency.  Summarize each idea on one slide, instead of splitting a single idea.

· Make sparing use of color. Use it to highlight, emphasize, and draw distinctions, but do not use it for effect, psychological manipulation, or any other reason that you will end up having difficulty justifying to yourself.

· Text is fine; but talk about it, do not read it. 

(OH-16)
· Avoid motion, unless it makes the point or is the point. Otherwise, it is merely distracting.   
· Check for visibility from the back of the room. There are no hard and fast rules for font size. Why? Because room sizes vary. So, get in the habit of checking your visual aids for visibility from the back of the room.

· Generally speaking, serif fonts such as Times Roman and Courier are easier to read and should be used for text. However, for large headlines, fonts such as Arial and Helvetica are better.  Do not use fancy fonts unless they are part of the point you are making.

(OH-17)
· Keep diagrams simple. Nothing will lose your audience faster than a diagram they cannot quickly follow.  
· Limit use of clip arts.  Use only to make or support your point. Pictures, cartoons, icons, symbols, etc. are neat if properly used. Otherwise, they detract from what you are doing.

Considering Color

Have you ever been at a presentation where you could hardly make out what was on the screen because the presenter used colors that made it hard to distinguish the text from the background?

The choice of colors for presentation slides is one of the important decisions that must be made at the beginning of the slide production process. Here are some ideas to keep in mind when choosing colors for your next set of presentation slides.

Contrast

One of the most common mistakes in selecting colors for presentation slides is not having enough contrast between the colors chosen for the background and the text or graphics. If you want the audience to see the text or graphics on the screen, they must be in a color that has a high contrast with the background color.

Emotional Meaning of Color

Studies have shown that different colors evoke different general feelings in many people. This can be important when selecting colors for your presentation slides since you will want to avoid colors that will negatively impact the message you are delivering. Here are some common interpretations for colors:
	Color
	General Feelings Evoked



	Black
	Heavy, formal, highly technical

	Brown
	Earth, simplicity, outdoors

	Blue
	Peace, tranquility, trust, confidence

	Purple
	Royalty, wisdom, spirituality, mystery

	Green
	Nature, environment, health, insects

	Gray
	Conservative, practical, reliability

	Red 
	Passion, love, intensity, heat, aggression

	Orange
	Warmth, expansive, flamboyant

	Yellow
	Optimism, happiness, idealism

	White
	Purity, reverence, simplicity


Given this general interpretation, you would want to steer away from using too much black, orange, gray, red, and brown.

Color combinations to avoid

Some colors should not be used together for a variety of reasons. 

	
	


Red and Green clash with each other and are very hard to read.

	
	


Blue and Orange cause a disturbing effect on readers. The colors are both too vibrant. 

	
	


Blue and Red just do not have enough contrast to be     seen well when used together.

Color combination suggestions

The two color schemes that you can use in presentation slides are either a dark background with light text and graphics or a light background with dark text and graphics. Example:

Dark background with light text   (OH-18)

· Background – a dark blue or dark purple

· Text – White or yellow

· Accent Colors – red, lime, green, light blue

	Leadership Certification

Audio – Visual Use and

Production

Level 2




The dark blue or dark purple background provides good emotional feelings as the predominant color on the screen and the yellow and white text have a good contrast with the background.

Light Background with dark text (OH-19)

· Background – warm beige

· Text – dark blue, black, dark purple

· Accent colors – dark green, burgundy
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The beige background combines the emotional impact of brown and white without gaining too much of the negative effect of these colors such as boring and staid. The dark text provides enough contrast to make the item stand out on the screen.

(OH-20)
	Color Combination Rules

· No more than four colors per slide.

· Forget about color until the end. 
· Use bright or white letters on dark backgrounds.

· Avoid use of similar colors, such as red and orange; they are difficult to read.


USING AUDIO AND VIDEO
More and more people want to add audio and video segments to their presentation slides to increase the impact that their message has on their audience. Any item on a presentation slide should be there for one purpose only – to increase the impact of the message being delivered. Once you have decided that an audio or video segment will add to your message (and you are not adding it because you like it), here are some ideas to consider:  
Preparing Quality Audio Segments 

If people can’t understand what is being said on an audio segment, then there is no point in using it. The quality of an audio segment is magnified – for better or for worse – when it’s amplified through a sound system.

A good quality audio segment sounds clear and crisp, and a poor quality audio segment sounds even worse and more distorted when it is amplified. One of the biggest factors that determine the quality of the audio segment is the sample rate of the recording. A stereo recording has better sound because it is closer to sounds in the real world where we hear in both ears. 

Preparing Quality Video Segments

The quality of the video file is primarily dependent on the resolution that you use to record the video. If possible, record the video using a digital video recorder because the quality does not deteriorate as the tape is edited or played.  The higher the resolution, the better the quality of the video will be. Select the resolution based on the ability to show a large enough picture on a screen that people can clearly see from the back of the room.

(OH-21)
	Audio/Video Rules

· A higher quality audio comes from a quality sound system.

· A stereo recording has better sound.

· The best choice is to store your audio in a digital format.

· The quality of the video depends on the resolution that you use. You select the resolution based on the ability to show a large enough picture on the screen that people can clearly see from the back of the room.


Audio and video segments can add impact to your presentation if they are high quality and used properly.

USING FLIP CHARTS
While everyone seems to be interested in creating high-tech computer generated presentations, the flip chart still continues to be the most effective presentation media of all. Flip charts are an economical means of putting on a powerful presentation. They are simple and effective, they will not fail because their batteries went dead and you do not have to replace bulbs in them. For presentations delivered before small groups of 35 people or less, the flip chart is a perfect size.

Advantages of using a flip chart   (OH-22)

· Flip charts do not need electricity – You do not need to worry about whether the bulb will burn out or worry that you may have forgotten an extension cord.

· Flip charts are economical – They do not require you to use any special films or printers to produce them.

· Color can be added very easily – An inexpensive box of flip chart markers allows you all the creativity you want.

· Flip charts allow spontaneity – Any last minute changes can be easily made.

In today’s world of high-tech computers and fancy software, many of us feel we have to create a presentation that shows off to others our ability to use computers and our latest clip art library. This is not true. As speakers, we may think in this manner, but remember that you and your ability to communicate should be the presentation, not your visual aids. 

Even though flip charts are low tech, they are reliable and do not require any special skill to use them.

Making the most of your flip charts (OH-23)

· Make sure that your flip chart and the stand match. There are several types of stands. The best stands have clamps on the top of them to hold the pad in place.

· If you draw a lot of straight lines or want to make sure that your text is aligned, you may want to use pads that have grids on them. You can use a fine pencil to draw lines that you will see, but are invisible to your audience. 

· Plan out your visual aids on normal paper before you move to the charts. This gives you an idea of where you are heading and saves a lot of paper. If you make a small mistake, use white out correction fluid to cover them up. For large errors, you may want to cover the mistake with a stick-on label and then write over the mistake.

· Use the right markers. Instead of normal magic makers that may bleed through the page, try markers that are specially designed for flip charts. This will save you a lot of wasted paper. Remember that pink, yellow, and orange markers are difficult to see beyond the third row of your audience. 
(OH-24)
· Print your text and titles neatly and clearly. If you have less than perfect penmanship, you may consider asking someone else to make the chart for you.  
· Do not use all capital letters. A combination of upper/lower case letters is easier for people to read. Do not put more than six lines on a flip chart, and try to keep the words to less than six on each line. This is called the 6 X 6 rule and forces you to keep your topic concise.

· Remember that the flip chart is a visual AID. If it does not enhance your performance, it could become a hindrance. Use the training aid that is best suited for your presentation.

	Making “prepared” flip charts can take a considerable amount of time. Make sure you start preparing your charts early enough so you can review them and make any changes or corrections before hand.


USING CHARTS (OH-25)
The most common mistake presenters make with visuals is overloading them, says Judith Stein, co-author of Presentations for Decision Makers.

“You want the audience to look at the screen, quickly get the message, and then focus on you,” she says. When viewers have to spend time reading “you become the voice-over to a video, and lose your effectiveness as a presenter. Visuals are supposed to support or aid you in giving the presentation – not replace you.”

The secret for a good chart is to make it simple to communicate. 
Making Charts Communicate
Simplifying a chart often requires changing the chart form – switching from a line graph to horizontal bar chart, for example, because it communicates the message more effectively.

Choosing Charts

Once you have a headline or an action statement, look at the verbs in the statement to get an idea of the best chart to use to present your data.

Line charts are best when a variable has more than four or five data points, and you want to emphasize continuity. The slope of the line tells viewers in a glance the direction of the trends. However, if you have fewer than five data points, use a column chart (vertical bars). 
Other commonly used forms include the organization chart (shows functional relationship in a group or structure) the flow chart (diagram process), and the Gantt chart (shows the duration of different tasks across a calendar span). 

Making these simple charts – as well as more complicated forms – has become considerably easier with presentation software. However, do not let the artistic possibilities interfere with the message.

Guidelines for Quality Charts (OH-26)
· Convey one message per chart. Make the message the heading.

· Make the chart easy to read. Label the X- and Y-axes and label the lines, bars, or pi wedges. Make the most important text largest, the most important data lines or section darkest.

· Be accurate. Always start a numerical axis at zero. 
(OH-27)
· Eliminate all unnecessary details. Avoid grid lines, data points, boxes, and other devices unless they relate to the message.  
· Use no more than four colors per visual.

· Avoid vibrant fill patterns, such as contrasting lines, wave patterns, and crisscrosses.
(OH-28)
· To focus attention, use color, shading, or images such as arrows to highlight key words or concepts.  

· Write in upper and lower case. Words written in all capital letters are hard to read.

· Make bars and columns wider than the spaces between them.

· Use presentation software sensibly. Simplify the visual.

Examples of Charts (OH-29)
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Horizontal bar chart
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Line chart
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Vertical chart
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Pie chart



Charts – Color Palettes (OH-30)

Here are some examples of color palettes that you can use in your charts. 

Rose and Jade

	
	
	
	
	
	
	


Moon Lake

	
	
	
	
	
	
	


Autumn Evening

	
	
	
	
	
	
	


Garden Party

	
	
	
	
	
	
	


USING THE CHALKBOARD/WHITE BOARD (OH-31)
Almost anything you put on the board will be clear to you; the test that you must pass is to make your chalkboard/white board presentation clear to the audience that is seeing it for the first time. Keep these three principles in mind while planning your board presentation:

· Let your audience see and read what you have written. Illegible or hidden writing is valueless.

· Give the audience time to copy what you have written.

· Organize your board work. It will help the audience to interpret their notes. An organized board models good note taking.

Points to consider when you use the chalkboard/white board

· Even in an average-sized room, the audience on the back rows may have trouble reading words in small handwriting. Try to keep your work visible as long as possible.

· If you ask the audience to analyze an idea, they will not begin to think analytically until they have finished copying. When you want to make a point, stop writing.

· Fill in one panel at a time, always starting at the top and moving down. Underline, or in some other way mark, the most important parts of your presentation – the major assumptions, or conclusions, or the intermediate steps that you plan to refer to later on. 

· Colored chalk may help to clarify drawings.

· When using a white board be certain that you are using the correct type of marker. (There are some markers that can only be erased with alcohol.)

	Chalkboard/White Board Rules

· Write large

· Do not write below line of sight for the audience in the back row.

· Write from right to left if you are right-handed, so view is not blocked.

· To make a point, stop writing, let the audience catch up, then discuss.

· Erase only when you have run out of space to write.




OBJECT LESSONS (OH-32)
The concept of an object lesson is very simple; to visually communicate a single thought or idea in such a way that it is remembered. The object lesson becomes a memory “anchor” for what you want the audience to remember.  
Simple or complicated, the object lesson is a tool to reinforce the lesson. A few simple do´s and don’ts can make all the difference in the impact of an object lesson. (OH-33) 

· Do not preach! The goal is to convey a single thought at one time and to reinforce that idea with the object lesson. Do not deliver a sermon. 
· Use plain language. Do not use complicated words, but use everyday, simple words to get your point.

· Introduce the object first (Not last) Use it as the reference point to your presentation. 

· Stick to the one thought/idea/concept only. 

· Use everyday items to communicate everyday truths.

· Make the object as big and visible as possible.

Object Lessons are the easiest visual, yet probably the hardest to put together because ideas abound. Finding the right idea and the right object to communicate this idea is difficult.

Simple steps to develop Object Lessons:  (OH-34)

1. What is the overall theme/message of the entire lesson?

2. What are the points you want to get across? (three points to get across as the presentation is being made)

3. What can best communicate each single point?

(OH-35) 

Jesus was quick to point out things in nature or his surroundings to illustrate spiritual truths. An object can be a bridge to understanding. By using an object the lesson will be retained longer and will be retold by the people several times to friends or relatives.  

An Example to Use
“Known by Our Fruits”
What would you rather eat a rotten banana or one that is nice and ripe?

Materials

One rotten banana

One good banana

Duration

Approx. 4 minutes

Target age

All ages

What to do during the presentation:

You will show the congregation the bad banana first and get their reaction. Then you display the good banana and get a different reaction. 

What to say

As you show everyone the bad, rotten banana ask, “Who would like to eat this banana? Why not? How can you tell this banana will not taste very good?” Then show everyone the good banana and ask, “Now, who would like to eat this banana? Why? How can you tell this banana will taste good?”  Our lives are like one of these two pieces of fruit. People know who we are by the type of fruit we produce. Matthew 7:20, “Thus by their fruit you will recognize them.” What kind of fruit do you want to produce? Will your fruit be good, like this banana, or not so good, like this other banana?

Applications

· Fruitfulness

· Godliness

· Truthfulness

THE AUDIENCE (OH-36)
Every time you have to speak you should analyze your listeners and then decide how to present your ideas and what kind of material is more appropriate for the occasion. This analysis might include considerations related to:   (OH-37)
· Age

· Sex

· Marital status

· Race

· Geographic location

· Group membership

· Education

· Career

For example, if you are making a presentation on “Leadership,” knowing your audience’s average educational level is vital. Well-prepared material and vocabulary that is ill-suited to the audience can have the same effect as poorly prepared material delivered to the correct audience.

When you select the material for your presentation it is a good idea to ask about the setting, location, room size, and how many people will be there.  If possible, make a trip to the location where your speech will take place. By doing this, you can see all possibilities and adapt as needed.

Choosing Appropriate Material for Each Situation

Some suggestions have been discussed which can greatly help you to decide what type of material to use, depending upon your audience. The basic principle is that your audience needs to see what you want to illustrate and hear what you want to say.  When you think about using a flip chart, remember that this visual aid is for a smaller number of people.  A presentation with slides or overhead transparencies is more suitable for a large audience and large auditoriums. 

Even if you do not have all the technological resources available, your creativity can make the difference as you use simple resources and receive great results in return. 

CONCLUSION
While it is not 100% necessary for the success of your speech, audiovisual aids can often be the difference between a good and a great presentation.

Many rules and principles about audiovisual use and production have been illustrated. We have learned about many tools that can be used to present our message effectively.  There are eight additional considerations to remember every time you are invited to speak. Failure to pay attention to each of these can result in a presentation that is not as effective as it could be. 

· Determine your purpose. Pray.  (OH-38)

· Select your topic.

· Research your topic.

· Analyze your audience.
· Select audiovisual aids.  (OH-39)
· Prepare the material and rehearse.

· Deliver your presentation.

· Evaluate the audience’s feedback.

May God bless you in your objective so you may do your best for God and His church.
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