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Activity 1...How to Design Your Presentation

Be your own Instructional Design Specialist with a little help from Microsoft. The
PowerPoint AutoContent Wizard does exactly that. You can receive help in order to
become informational, persuasive, and make your material into powerful training slide
shows.

e When you start PowerPoint, choose the first radio button, “AutoContent Wizard.”

PowerPoint |

—Create a new presentation using

@ % futoContent Wizard:

" Design Template

€ Elank presentation

% o Cpen an exisking presentation

More Files. .. :l
sy, \PowerPoint & Packz000.ppt

1., \PowerPaoint & Packz000, ppk

I GARY Intermed , Windows 95, ppk

U\ GARYL E 5.0_2000, ppt ¥l

[~ Don't show this dialog box again

(] 4 I Cancel |

e Click on the <NEXT> button
e Read the introductory screen.
e Click on the <NEXT> button.

e Note that the Progress Indicator now says “Presentation Type” on the left.
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AutoContent Wizard - [Generic]

Select the bvpe of presentation you're going to give

Skart

Al GEneric
) Recammending a Strateqy
Presentation bype Gereral Communicating Bad Mews
Training
Presentation style Corporate Brainstarming Session
- Certificate
Presentation options Projects
Sales [ Marketin
Finish M
Carnegie Coach
add. .. | Remaove |

Einish |

@ Cancel < Back |

e Push the “ALL” button on the top of the page.

e Choose a category from those in the right column, and make sure that is has not
been chosen by another student.

e C(Click on the <NEXT> button.

e Where it says “Title” type in the name that appeared in the right column of the
prior screen.

AutoContent Wizard - [Generic] H

Presentation kitle:

Start
My TITLE

Presentation type

) Items ko include on each slide;
Presentation stvle

Footer: [My School, MDCPS GPJ|
Presentation options

v Date last updated

Finish

[+ Slide number

@ Cancel < Back | Mext = | Finish |
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e Continue by pressing the <NEXT> button accepting the defaults until the
<FINISH> button appears. Choose <FINISH>.

e Go to the top of the page and pull down VIEW to SLIDE SORTER view. Click
on SLIDE SORTER.

Microzoft PowerPoint - [Preszentationl]

J File Edit Yiew Insert Format Tools Slide Show Window Help -|ﬁ||1|
D ﬁ.n|§“& I g@|nv n-|%@|:|g%§| =7 A BB e
J{@ | Mo Transition * Mo Effect - & | Common Tasks =

|»

Introducon Topics of Dis cssion Topic One

MY TITLE

iy dascts Owiais atmul I lope
Suppaiing v amalan and
wampia

Hore i imtal oy e

THalm e pupo o Ihe cocuEm THalm | man e ol
Krify youast Ialbang aboul

What This Means

Topic Twmo Topic Three

Dwizis sbmul I lone Dwizis 3bmul I e
o

Here 4 1l Iy ke

[ slide Sorter [ Generic =%

e When the instructor indicates, play musical chairs and move in a circle to your
LEFT examining other types of slide shows.
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Activity 2 My Presentation

Now is the time to plan. Think of a presentation that you will be making within the next
four to six weeks. You will need a title and at least four main topics covered by that title.
You should have at least four SUB topics for each main topic. The last sub topic should

have two or three parts (sub-sub topics) to it. Example: Title = Patience. Topics =
Observation, Processing, Evaluation, Conclusion, Course of Action. SUB Title of Course
of Action could be Controlled Breathing. The sub sub topics could be taking a deep
breath, letting it out slowly and repeating it for the next two minutes. Now you fill in
your own title and topics.

TITLE:

TOPIC 1:

SUB TOPIC A:

SUB TOPIC B:

SUB TOPIC C:

SUB TOPIC D:

TOPIC 2:

SUB TOPIC A:

SUB TOPIC B:

SUB TOPIC C:

SUB TOPIC D:

TOPIC 3:

SUB TOPIC A:

SUB TOPIC B:

SUB TOPIC C:

SUB TOPIC D:

( NEXT PAGE FOR FOUTH TOPIC)
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Activity 2 My Presentation - CONTINUED

TOPIC 4:

SUB TOPIC A:

SUB TOPIC B:

SUB TOPIC C:

SUB TOPIC D:

SUB SUB TOPIC 1:

SUB SUB TOPIC 2:

SUB SUB TOPIC 3:

TOPIC 5: (A Graphic Concept) To be completed this afternoon after the
instructor’s coaching.

THIS plus THAT yields AN IDEA
Example:
Mother + Father + Children - A Family

A: + B: - C:
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Activity 3. PowerPoint Templates
(for Background Themes)

PowerPoint has built-in design and content elements. The Template option of
PowerPoint will allow you to choose a basic design and color scheme for your
presentation. All of the colors and text are editable. This system is a vast improvement
over the old blank page choice on the main menu. Before you pick a theme, keep in mind
your presentation setting (room, auditorium, coral, etc.). If projecting the show, make
sure that your presentation has a high color contrast. It is now time to choose your
backgrounds and theme.

e From the opening PowerPoint Window choose Template by clicking on the
“radio button” to the left of Template.

e Or from the Format pull down menu select Apply Design Template in
PowerPoint

Hew Presentation E E |

eneral  Design Templates |Prasantatians I Office 97 Templates I Photo album Templates I
Expaditian Natwark Blitz I
Fau:tarw;.-' Natal:uaak
& Firebal & ] post Madern e
Gastura F‘ulsa
GIaI:uaI Radar
High Yoltage Ril:ul:uans Lorern Ipsum
Japanese Waves Ricapapar :7 o
= = s Dehi sit amer cansectee ad pisdng

La'-.-'arna Ramanasqua =L s dliam
] Lock And Key ] sakura = horummy R sulamad
Marl:ula Sandstana i
& ] Mountain ] Soaring b
Natura Straight Edge
Naan Frame Stratagic

| ol

(8] 4 I Cancel

e Preview the different themes by clicking on them ONCE. Note the theme in the
Preview Window to the right of the selections for a quick view of the selection.

e Choose one of the themes by double clicking on it (or select it and click OK).

e Another Dialog Box will pop up with your choices of Slide Layouts. Choose the
Title Page slide layout in the upper left hand corner of the popup by double
clicking on it (or select it and click on the OK button on the right).
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New Slide HE|

Choose an Autolayout:

=l TEI S

Title Slide

HE

[ Don't show this dialog boz: again

[

Activity 4. Formatting Your Slide Show

You can now set up your headers and footers on both the slides and handouts. It is also
appropriate for you to make any changes in your Master Slide to increase contrast,
change font, change colors, or other editing that you desire.

e (Go to Normal View by pulling down view to Normal. You can also click on the
Normal View button on the lower left corner of any PowerPoint view screen.

e Click on the View pull down menu and go down to Headers and Footers. Click
on Headers and Footers.

Microsoft PowerPoint - [Presentation2]

J@ File Edit | Yiew Insert Format Tools Shde Show  Window Help ;Iilll

JD =3 [B normal §|nv(‘xv Dﬂﬁ 1= %a I 53% v|@f?%ﬁnrd§rsandﬁll.“ .
s
| 7ahoma oidesrter slE== ¢ A« 0| comonmse- .

ﬂ Motes Page

Slide Show

Master
Pz Blark and Wwhite
Slide iyiature:

Toolbars
Ruler
Guides

4 Commerts —

Zoom. ..

My School
M-DCPS
Miami, Florida

[E=ETE=al

I
JDLawv’Ecoj|AgtDShaDasv R DO‘ @”ﬁ'g'&'f =l ev
[ Slide 1 of 1 [ Blends rm
iﬁs‘_l"’" H Micmsoll PowerPoint. . PDWErPntZDD for Teachers. | E@_Cj 201 PM
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Choose the Slide tab at the top of the page.

Select Date and Time by clicking in the square box next to Date and Time if
necessary.

Click on the radio button (white circle) to the left of Update Automatically.
Choose the Slide Number box to select it.

Click in the Footer box to select it and the type in a short description of the
institution that is paying for you to do this show. Also type in your three initials
or your name if you wish.

Choose the Don’t Show on Title Slide box by clicking on the empty square.

Microsoft PowerPoint - [Presentation2] _[&]x]

|E) Bl Edt view Insert Format Tools SlideShow Window Help _l= 5[‘
DEEE8% )@y |o-c - @ B0l O|E arn > - @ 3 5o, |
-u-|B 7o glEEEsE A ¢ 2| s commonTaks- .

b3

J Tahoma

Header and Footer [ 7] <]

Slide | niotes and Handouts |

- Include on slid

¥ Date and time
& Update automatically

5/17j2000 -

LEnguages (Galendar typer

Apply to All
Apply
Cancel

IEninsh(u.S.) j IWestern

I

" Fized

[ siide number
¥ Eooter
[y Schaol -~ P3|

™ Don't show on title slide

[E=EE=al I
| raw = Ty (5| Atoshapes = \DOJ@‘Qvév&-EEg.ﬂ.‘
=

[ Slidz 1 af 1 [ Blends

i#) Start H [l Microsolt PowerPoint. .. | B PowerPrt200 for Teachers...

|9B@ 20pm
Activity 4. Continued

Choose the Notes and Handouts tab at the top of this dialog box.

Select the Date and Time box if not already selected.

Choose the Update Automatically radio button.

Check the Header box and again fill in a shortened title to your show.

Select the Page number box to turn on page numbering.

Click on the Footer box and type in the institution that is paying you to create this
show. Be sure to add your three initials or name in this box.

e C(Click onthe APPLY TO ALL button in the upper right corner or all will be
lost.
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Header and Footer KHE

Slide i

~Include on page Apply o Al

¥ Date and time

¥ Update automatically Cancel
|5;1?;2|:|nn =]
LanguEges Ealend At by pes
IEninsh s j IWestern j
" Fixed
I - Preview
¥ Header

IF‘owerpnint Special
¥ Page number
¥ Footer
IDepartment of Technological Training  GPJ

Click on the View pull down menu and go to Master.
Choose Slide Master.

Click on Click to edit Master title style.

Pull down Format to Font.

Microzoft PowerPoint - [Presentation2]

J File Edit Yiew Insert Format Tools Slide Show Window Help

D=2Ea E§|ﬂvﬂv|%mﬂﬁlé%%s4%

JTahoma - F|lB F U 2 ”EEEE i= —|A < ;|:ﬁ Common Tasks +

Title Area for Autolayouts !

e Font

‘.J_ Click to edit Master title stvle -
- 2 <

Font: Fant style:
|Tahoma |Regular

T stencil

T Stop
T Swiss911 »Cm BT

T Svmbol

Effects
™ Underline [~ Superscript

[~ shadow Cffset: ID E o n T

[~ Embaoss ™ Subscript |:||i | § EeEmy 8 |

This is a TrueType font, Maore Colars. ..

This same Font will be used on both vour prinker ance

|E (= '@' i
Drawv \\DO.4.|Q Z-A-==E5B@.
[ slide Master [ Blends =%
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e To change a font style click on the down triangle to the right of the font name and
click on a font of your choice. To change items such as style or size simply click
on your choice.

e To change colors of font, simply click on the down triangle to the right of the
present color and choose one from the graphic now displayed. It this isn’t the
correct color, click on more colors. Another graphic is displayed. Choose one
from this graphic by clicking on it, then click OK twice if finished.

Colors HE3 |

Cancel |

e

Current

Click on Click to edit Master text styles and repeat the above process. Click on
View pull down and choose Normal View or your settings will not be saved!
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Activity 5. Creating a Title Slide and Agenda Slide

® After your have saved your Master settings by clicking on the View pull down to
Normal View, you are ready to start on your slide show.

® (lick on Click to add title and type in the title of your show as indicated in
Activity 2.

Microsoft PowerPoint - [Prezentation2]

J File Edit Wiew Insert Format Tools Slide Show ‘Window Help == x|
IDeEaey ||| o o |afOmo(iEran s - @R&e b .
JTahOI‘ﬂa - B I U 3 ”EE% = |§E EIA 4|4 2 |:‘£§{ Comman Tasks = .

Click to add title

Click to add subtitle

E=EoE=4 ]
JD[an’EGj|P.gtoShapesv\ \DO‘|£'£'£'E:3.E-

[ Slide 1 of 1 [ Blends (B4

R Slart"J Microsoft PowerPoint... PowerPnt200 for Teachers...l | U [ @%Cﬂ 216 PM

® (lick in Click to add subtitle and type in the organization or individual that will
get credit for producing this show.

® [ocate the New Slide button on the top button bar or pull down insert to New
Slide and click.

® In the Choose an Auto layout screen pick the second one from the left on the top
row and double click on it.
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€] Microsoft PowerPoint - [Presentation2] !EE
J File Edit Wiew Insert Format Tools Slide Show Window Help & x|

DeEaay| =)o o-|@FEOm a|Elan s =@ 3 & oo .
JTahoma -l 24 v|B I u s ”EE 1= EE|A & | & E{>|§i§q Common Tasks »

New Shde

Chaoose an Autolayout:

Bulleted Lisk

[~ Don't show this dislog box again

[E=EgEw il I
JD[awv’ECoj AuboShapes = ™, \DO‘|&'4'£'E:E.E.
| Slide 1 of 1 | Elends rm_

i3 Start "J I Microsoft PowerPoint. .. PowerPnt200 for Teachers...l

Click in the Title area and type AGENDA
Choose the text area and type in your four topics that you wish to cover

Click on the File pull down menu to SAVE AS!

Make sure that you are in My Documents folder and give the file your first name
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Microzoft PowerPoint - [Presentation2]
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® Locate the New Slide button on the top button bar or pull down insert to New
Slide and click.

® [n the Choose an Auto layout screen again pick the second one from the left on
the top row and double click on it. This gives us a title slide and bulleted items.

Microsoft PowerPoint - [Presentation2]
J File Edit Yiew Insert Format Tools Slide Show Window Help
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® C(lick in Click to add title and type in your first topic

Microsoft PowerPoint - [Presentation2] [ 5] ]
J File Edit “iew Insert Format Tools Slide Show Window Help ;Iilil
IDEe @y 2@ V| o-c [EBEOWm 2124 s | @8 5 ekl .
JTahoma - 24 v|B I U S”%EEHE = A a | & ¢>|;§§ Comman Tasks =

Click to add title
s Click to add text

EEEE= Al I
JD[awv’EGj|AgtoShapesv ™ \Dod|ﬁ'gvévf:§.e,

| Slide 2 of 2 Blends

|
£ Sl_lall |J| Microsoft PowerPoint. .. @ PowerPrt200 for Teachers. | | 3 (ﬁ_cg 294 PM

® Now choose Click to add text, and add the four sub items you wrote in Activity
2.

e Click on the File pull down menu to SAVE!
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Activity 5. Adding Clip Art to your slide

® [ooks plain? Let us add a piece of Clip Art by pulling down the Insert menu to
Picture, then click on Clip Art.

[€] Microsoft PowerPoint - [Presentation2]

J File Edit "iew Insert Formakt Tools Slide Show Window Help

— Jl.::npr.lnn | e ra e A o == 6 - = . = r= e
JDD—HE El Insert ClipAt

JTahoma J S Jlmportclips @Qlipsﬂnline @ﬂelp

J Search for clips: |DF=ERe R Wy =) {s

Pictures =T k)
| soumse |00 Moton s |

Categories 1 - 51
| 8
Mew Cateqgony Favarites Acadenic Animals Backarounds
Borders & Frames Buildingz Businessz Buttons & lcons Cartoons
@ B AL

Communications  Dividers & Decor..  Downloaded Clips Emations Ertertainment
IEE0=E=Al
JD[an’EC-j AutoShapes + ™, \DD“|&'4'&'=_E.6-
| slide 2 of 2 | Blends |Gl
|| Starll“ Micr-:-sc-ft PowerPoint - [Pr... | P-:-werF'ntEDD for Teachers...“lnsell ClipArt ||$ L @Ecﬂ 226 PM

® At the top it will say Search for clips: type in a very short description of what
you are looking for in the box that says, “Type one or more words.“ You can
also pick from the category buttons below this search window.

® When you click on your clip art choice, a sub menu pops up. Choose the top item
Insert Clip.

05/15/2000 GPJ



Microsoft PowerPoint 2000 For Teachers
Internet and Technology Training Services, M-DCPS

[€] Microsoft PowerPoint - [Presentation?]

J File Edit Wiew Insert Format Tools Slide Show ‘Wwindow Help
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J Tahama
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Bl Insert ClipArt
J FES R J lmpnrt Clipz @Elips Orline @ﬂelp

J Search for clips: Ipeople

Pictures femy Sounds | Mation Clips |
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GIF
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| Slide 2 af 2 | Blends rm_
i Start ||J Microzaft PowerPaint - [Pr... | PawerPnt200 faor Teachers...l I Insert ClipArt ||$ I 228 PM

® (lose the Clip Art Window with the close box [x]

® [fyou wish to move the clipart, click on it to get handles (squares on corners),
then get the move arrow (four headed cross arrow)

® Want to resize the clip art? Just select the clipart by clicking on it, then click and
hold the left mouse button down and drag it in to make smaller and out to make it
larger.

e C(lick on the File pull down menu to SAVE!
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Activity 6. Preformatted Text and a Graphic

A pleasant and easy way to convey text and graphics together is to use some of the
AutoContent Wizard’s layouts. Your production speed will increase with this
technique.

® Locate the New Slide button on the top button bar or pull down insert to New
Slide and click.

® [n the Choose an Auto layout screen pick the first one from the left on the third
row down and double click on it.

J File Edit Wew Insert Format Tools Slide Show  window Help =18l =]
DeEaay| i =@ | oo | FEOm ol s | @3 & e .
JTahoma 24 B I U 3 ”EEE = |§E = A & E 2 |;ﬁ Common Tasks «

| ArCRIPWVA
T ]

Choose an Autolayout: oK

o |
Cancel |

Texk & Clip Art

| Slide 2 of 2 | Elends rm_
= | Start"J I Microzoft PowerPoint. Poweant2DD far Teachers...l | E 7 @56_‘) 4 P
e Click on the Click to addTitle area to add your second topic from the activity
sheet.
e Select the Click to add text area and fill in the four subtopics from the same
sheet.

e Now double click in the Double click to add Clip Art box.
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Activity 6. Preformatted Text and a Graphic
(Continued)

Microsoft PowerPoint - [Presentation2]

J File Edit Wiew Insert Format Tools Slide Show Window Help - |ﬁl|l|
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Choose a topic and open the window with a single click.

e  When you click on your clip art choice, a sub menu pops up. Choose the top item
Insert Clip.
Close the Clip Art Window with the close box [x]

e [fyou wish to move the clipart, click on it to get handles (squares on corners),
then get the move arrow (four headed cross arrow)

e Want to resize the clip art? Just select the clipart by clicking on it, then click and
hold the left mouse button down and drag it in to make smaller and out to make it
larger.

e C(lick on the File pull down menu to SAVE AS!
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Activity 7. Using Special Text

There are times when you may wish to be creative or artistic with your slide presentation.
You need words not pictures. Here is a possible solution.

® [ ocate the New Slide button on the top button bar or pull down insert to New
Slide and click.

® In the Choose an Auto layout screen pick the third one from the left on the third
row down and double click on it.

€] Microsoft PowerPoint - [Presentation2] !Em

J File Edit Wiew Insert Format Tools Slide Show Window Help & x|
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Cancel |
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[ Don't show this dialog box again
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e This slide selection allows you to create a slide with a title and a large open area.
Place the title for you third topic in the the Click to add title area

e Push the Word Art button at the bottom of your screen or pull down Insert to
Pictures and choose Word Art.
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WordArt Gallery E |

Select a WordArt style: .
W yiordA"® wworaa, Woraarl Woraart 3 V¥
Wiz (WordArt [WordAet [ ora2 ¢+ |Wordfiet ';' w
H!@I’ﬂm wordart ||-Worg Art WOrdA W
Wodawt TGAve | WardAt | Wt o] %

e Double click on the style of Word Art that you want. Remember to color
coordinate you choice, if possible. Push the OK button on the bottom.
e Type in the word(s) you want displayed. Use the sub items from your outline.

Edit WordArt Text K E3 |
Fonk: Size:
Ifﬁjlmpact jISE j Bl Il
Texk:
(04 Cancel

e You may also want to change your font and some of its characteristics here ie.
Bold and Italics. Click OK when finished. Repeat these steps for the remaining
three items choosing new Word Art styles. DO A FILE SAVE!
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Activity 7. Text with Sub Topics and Text Boxes

At times you may require indented items. This is accomplished by using the tab and shift
+ tab keys as described below. You can also add text boxes to screens. It is possible to
even put words into peoples mouths!

® [ocate the New Slide button on the top button bar or pull down insert to New
Slide and click.

® |n the Choose an Auto layout screen pick the first one on the left in the third row
down and double click on it.

Microsoft PowerPomt - [PowerPomt B Pack2000. ppt]
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Choose click to add title and type in your title (the fourth topic).

e Type in your sub topics (from the sheet)
When you reach the sub topic to be indented, press the TAB key before typing the
item. Note: The ENTER key from the prior item must be pressed before pressing
the TAB key.

e To get out of the sub sub item and back to the regular sub item simply HOLD
down the SHIFT key and tap the TAB key. This is the equivalent of the reverse
tab key.
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¢ Double click on the box that indicates the availability of pictures.

e From the topic buttons choose People (click once)

e Locate the drawing of a man talking. There is a city in the background.

e OPTIONAL: Callouts

e Locate the Autoshapes button on the bottom row of buttons. Click on
Autoshapes and move up to Callouts. Slide to the right and pick a straight
callout shape by clicking on it.

e Now carefully draw a diagonal line to the left of the picture. Wow, a callout
appears.

e RIGHT click on the callout when the handles are showing (the squares). Choose
edit text. Type in a couple of appropriate words. While the words are still
highlighted click on the Bold and or Italics buttons. Adjust the size of the
callout with the handles and diagonal arrow heads.

e The yellow handle will allow you to adjust the large callout arrow, in order to
have it point to the man’s mouth.

e Note: Text can also be inserted by clicking on the Text Box button on the bottom
of the screen. Then click in the callout box and type your text. Unfortunately, if
you move the picture this text box will not follow. You will have to move it
manually.

e Click on the File pull down menu to SAVE AS!
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Activity 8. Acquiring Pictures

If you are working in PowerPoint on a regular basis, you can never have enough
pictures. Here are some ways of increasing your collection.

e Additional clipart is available on your compact disk (CD). Locate the Number 2
of Microsoft Office. There are four disks in the Office 2000 Suite. Open your CD
Drive in My Computer or Windows Explorer. Open the program Setup.exe by
double clicking. Choose Add Remove Features button by clicking on it once.

3 09pimed02 [D:) —[a]
Ele Edit View Go Favoites Help
: x = a - >
S = I I e e = A |
Back i Microsoft Office 2000 Maintenance Mode [CTo=] =
| Addiess | | Links 5
| Office Maintenance Mode
CI Please select ane of e Fallowing aptiens:
1e5 dme hip
SETUP Repair Office
Maintenance Mode Reestore your Micrasoft Office 2000 Disc 2 nstallation ko its
g e
=
Setupers €
+ | Add or Remove Features
& | Change which features are istalled or remave speciic
a features,
cm Remove Office
@ Delete Microsoft Office 2000 Disc 2 from this computer,
Help | Cancel =epEth | [ERE >
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‘enhance Office documents.
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Now click on Office Tools and select it. Then RIGHT click on Clip Gallery and

choose Run All from My Computer. This will put all of the clip art on your
hard drive. ONLY FOR PEOPLE WITH BIG HARD DRIVES!

Bl Inzert ClipArt

If you have a small hard drive choose Run All from CD

NEXT: Microsoft has free clip art available if you have an Internet Connection.
First pull down the Insert Menu to Pictures. Click on ClipArt.

In the Clip Art dialog box click once on the Clips On Line button

J = J Irpart Clips @QIips Online @ﬂelp [Je=:
J Search for clips: IT-"'pe ane of more words. .. |C0nnect to ‘Wehb for more clips [AIt+E]| j J [E
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. x| S N
e il
Mew Category Eavarites Acadernic Animnals Backgrounds
ol . [ =
Borders § Frames B uildirgs Business Buttons & lcons Cartoons
@ S 9
Communications  Dividers & Decor...  Downloaded Clips Ermotions Entertainment ;I
v

e You must have a direct connection to the web at the time you push the Clips On
Line button or this will NOT work. With Dial Up connections to the Internet,
you must dial up and make the connection first.
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ArtToday
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Activity 8. OPTIONAL Capture from the Web

Often you see pictures and text appear on the World Wide Web that would be perfect for
you Power Point Presentation. You can capture them with a simple copy and paste.

e Minimize Power Point and open a Web Browser such as Netscape Communicator
or Microsoft Internet Explorer.

arrow cursor.

Locate a picture that you wish to place in PowerPoint.

RIGHT click on the picture and from the menu that pops up choose Copy.
On the Task Bar at the bottom click once on the PowerPoint button.

Click once where you want the picture to be pasted.

RIGHT click and pick paste. The picture will appear in PowerPoint.

You can resize it with the two headed arrow or move it with the four headed

7J MDCPS - Microsoft Intemet Explorer [_[51=]
File Edt View Favotes Toole Help
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[T [ ntemet = j
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Text can be lifted the same way, but highlight the text first and use the EDIT
pull down menu to do the COPY and PASTE (under some conditions the
right click does not produce a popup menu with text). If the text is a link,
highlighting becomes tricky. Simply highlight more than you want including
the word prior to or after the link and it will all copy, then delete the extra
word

e Click on the File pull down menu to SAVE AS!
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Activity 9. Animating Text and Pictures

One of the real advantages to using PowerPoint is the ability to breath life into your
slide show. Some of this is color, but most of it is the animation of text and graphics

¢ Go to your second slide in your show or the slide you wish to animate.

Pull down Slide Show to Custom Animation and click on Custom
Animation.

Cusztom Animation

Check ko animate slide objects:

[ Title 1

v Zancel |
A ekapkecshin

pc‘b]E-'l:t 3 Arels Shie Toh oo gec ol ﬁ

[ Text 4

Crrder & Timing IEFFects I Chart Effects I Mulkimedia Sektings I
Animation order:

1. Chiject 3 " 0n mouse click
2, Texk 4

& | € automatically,
| =

seconds after previous
event

—atart animation

In the top left box check the item you wish to animate. It will appear in the
bottom box of Order & Timing.

Choose either to animate On Mouse click or Automatically in the indicated
number of seconds.

Then click on the Effects Tab in the middle of the dialog box.
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Custom Animation

Check ko animate slide objects:

[ Title 1

[ =]

¥ Chiject 3
V¥ Text 4

Order & Timing ~ EFfects | Chart Effects | Multimedia Settings I

—Entry animation and sound — Introduce bext

IFI';.-' j IFru:um Botkom j I.ﬁ.ll at once j
I[Nu:u Sound] j ¥ Grouped by |2n|:| vI

level paragraphs
—afker animation I™ | &nimate attached|shape

IDu:un't Dim j [ Inreverse order

e In the Effects tab area choose the Entry animation by clicking on the down
triangle, then choosing the type of entry.

e To the right of the Entry window, use the down triangle and pick the direction of
entry.

e Ifsound is used, pick a sound. USE SPARINGLY!

e  When using text you may dim the text by selecting a color from the After
animation area. Click on Don’t Dim and choose a color that is not contrasting
with the background color.

e For text select Introduce text to have a whole bulleted item appear at once, by
the word, or letter.

e If your text has indented items you must check the Grouped by box and change

the number 1 box to the number of indentations that you have ie. 2, 3,4, and 5.

You can click on the Preview button to see what is happening.

Use the OK button to save settings to memory and...

Click on the File pull down menu to SAVE AS!

Make sure that you are in My Documents folder and give the file your first name
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Activity 10. Explaining Concepts with Graphics

While learning to use geometric objects is obviously an advantage to the elementary level
of education, the same tool may be employed to explain abstract concepts.

°
Slide and click.

Locate the New Slide button on the top button bar or pull down insert to New

In the Choose an Auto layout screen again pick the third one from the left on the

third row and double click on it. This gives us a title slide and bulleted items.

rectangle appears

appears.

right. Draw your diagonal line again.

Type in the title area the name that you created for this slide

Click on AutoShapes button on the bottom of the screen.

Slide up to Basic Shapes and click on the rectangle.

Draw a diagonal line on the left side of the screen about one inch long. A

Go to AutoShapes and Basic Shapes again and this time pick a cross or plus sign
Again draw a diagonal line to the right of your first object and a plus sign

Again go to AutoShapes and Basic shapes and pick a triangle and draw your line.
Now go to AutoShapes and Block Arrows and choose an arrow pointing to the

This time go back to the Basic Shapes and choose an oval BUT hold down the

SHIFT key as you draw the diagonal. A symmetric CIRCLE appears.

[€] Microsoft PowerPoint - [PowerPoint 6 Pack2000.ppt]
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Placing text under or in the objects gives you the conceptual style.

e Click on the Text Box button on the bottom of the screen or pull down Insert to
Text box.

e C(lick in the desired area to insert text. Type your words. Repeat under each
object. See example in slide show.

e To change the color of the object, simply right click on the object and choose
Format Autoshape (spilling paint can icon on left)

Format AutoShape EHE |

Colors and Lines I Size I Position I Picture I Text Box I Web I

Color: _3 |_ Seriktransparent

Fill

Line
Calar: I|:|j Skyle: I—j
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Arrows

I~
Eegin style: I j End style: I
[~

=l
=

Eeqin size: I End size: I

[T Default for new objects

8]y | Cancel | Preview I
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Activity 11. Introducing Sound Into Shows

On rare occasions you may need sound to make a point, alert the audience to something
unique, or just plain get their attention (Dimmed lights are not necessarily a good thing!)

e To associate with either words, clipart, or pictures, simply go to the slide that you
want the sound on and pull down Slide Show to Custom Animation.

e In Custom Animation click on the Order & Timing Tab and choose the item
(words or picture that you want the sound associated with). Place a check in the
box if you already have not picked it for animation.

e Now click in the Effects Tab and then choose the No Sound window (one click).

®  You may now choose one of the sounds included with PowerPoint.

e Ifyou have a sound file that you wish to use other than these, just click on Other
Sound at the bottom of the list and a Microsoft open dialog box appears

e Direct the program to pick up a sound file from anywhere that your computer can
reach ie. Floppy, hard drive, CD, and a network.

Microzsoft PowerPoint - [PowerPoint 6 Pack2000 ppt]
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Activity 12 Creating and Printing your own shows

1t is now time to put this whole show together and print your presentation. The Slide
Sorter View allows you to view and sort the order of your slides. The File Print allows
you to choose what type of printout you wish to process.

e To view and short your slides go to the Slide Sorter button on the bottom left of
your screen or pull down View to Slide Sorter.

e To move a slide simply click and hold the left mouse button down, then drag the
slide to a location between the slides you wish to insert your slide. A vertical line
now appears. Release your finger from the left button. It has moved.

rosoft PowerPoint - [PowerPoint 6 Pack2000_ppt]

_| File Edit “iew Insert Farmat Tools Slide Show  Window Help 8] x|
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slide Sorter | Factory
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Note: When you click on a slide before moving a darkened box appears around it.
The new location is always a THIN vertical line. The view has been enhanced!
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e In order to print (get hard copy) your slide show just pull down File to Print.
Never use the Printer Button! You will have no control if you push that button.

¢ You now have the usual spaces to choose all of your show to print or only the
pages you type in the number(s). You can type in the number of copies if more
than one.

e Now you have many views to pick.

Print EHE
—Printer

Mame: IHP Lazerlet 4 Plus j Properties |

Skatus: Idl=

Tvpe: HP LaserJek 4 Plus

Where: LPT1:

Comment: ™ Print ta file

Print H
—Prink range —Cop
—Printer
o« all " Current slide ¢ Selection Ty
p Mame: IHP Laserlet 4 Plus j Propetties |
Sl Aiielb I j Skakus: Idle
Type: HP Laserlet 4 Plus
T Slides:
st I Where: LPT1:
! C L [ Print to file
Enter slide nurbers andjor slide ranges, For example, Qe < !
1,3,5-12
L——  —Print range —Copies

Print what: Hamdouts —————————————— | & gl " Currert slide € Selection Number of copies:

Fiandonis : 6 =] | S
oL Slides per page: |6 ¥ € Guisbom Shovs I j !

=
Order:  © Horigontal Merti
B = i Slides: | ﬂ

v Grayscale [ scale ta fit paper Enter slide numbers andfor slide ranges. For example,
1,3,512 ¥ Collate
[ Pure black and white W Frame slides
I= | Iniclude animatins 1= | Erink hidden slides Ok bt what: Handouts
Handouts j Slides per page: |3 'I

Slides

[o] o] [-]
(111111

order; € Hotizontall %) Yerkical

Mokes Pages
Outline Yiew
W Eray ECalE [ Scale to fit paper

¥ Pure black and white W Frame slides
I™ | nclude animations = | Brint hiddenslides ok I Cancel

e In the Print what: box you can choose between slides, handouts, notes pages, and
outline view. The most often used is HANDOUTS and set the Slides per page to
3 not the default

¢ In the Handout dialog be sure to check Pure black and white AND Frame slides!
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Miami-Dade County Public Schools
Miami, Florida

05/15/2000 GPJ



Microsoft PowerPoint 2000 For Teachers
Internet and Technology Training Services, M-DCPS

e Upon starting Powerpoint choose the AutoContent Wizard p.1

Activity 1
How to Design Your Presentation

e Choose the All selection on the left frame and a type on the right p.2
e Go through the Wizard’s Install process p.2-3
e Change to the Slide Sorter View p.3
e Review with your classmates the different types of preformatted types of

PowerPoint presentations

Skart
Presentation bype
Presentation style

Presentation options

Finish

AutoContent Wizard - [Generic]

Select the bype of presentation wou're going ko give

Al

General

Corporake

Projects

Sales | Marketing

Carnedie Coach

Cancel

QEneric
Fecommending a Strategy
Communicaking Bad Mews

Trainirug
Brainstorming Session
Certificate
At Remaove
<Back ||| Hext >

Finish
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Activity 2 My Presentation

Now is the time to plan. Think of a presentation that you will be making within the next
four to six weeks. You will need a title and at least four main topics covered by that title.
You should have at least four SUB topics for each main topic. The last sub topic should

have two or three parts (sub-sub topics) to it. Example: Title = Patience. Topics =
Observation, Processing, Evaluation, Conclusion, Course of Action. SUB Title of Course
of Action could be Controlled Breathing. The sub sub topics could be taking a deep
breath, letting it out slowly and repeating it for the next two minutes. Now you fill in
your own title and topics.

TITLE:

TOPIC 1:

SUB TOPIC A:

SUB TOPIC B:

SUB TOPIC C:

SUB TOPIC D:

TOPIC 2:

SUB TOPIC A:

SUB TOPIC B:

SUB TOPIC C:

SUB TOPIC D:

TOPIC 3:

SUB TOPIC A:

SUB TOPIC B:

SUB TOPIC C:

SUB TOPIC D:

( NEXT PAGE FOR FOUTH TOPIC)
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Activity 2 My Presentation - CONTINUED

TOPIC 4:

SUB TOPIC A:

SUB TOPIC B:

SUB TOPIC C:

SUB TOPIC D:

SUB SUB TOPIC 1:

SUB SUB TOPIC 2:

SUB SUB TOPIC 3:

P.4-5 of Manual
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Activity 3. PowerPoint Templates
(for Background Themes)

PowerPoint has built-in design and content elements. The Template option of
PowerPoint will allow you to choose a basic design and color scheme for your
presentation.

¢ From the opening PowerPoint window choose Template or from the Format
pull down menu choose Apply Design Template p.6

Hew Prezentation E E3 |

General Design Templates | Presentations I iffice 97 Templates I Photo &lburm Templates I
= | artsy Expaditian Natwark Blitz I
5l | azure Fau:tu:urw;.-' Natal:uaak
5l |Bambon Firal:uall F‘u:ust Modern [ Preview

‘Elends Gastura F‘ulsa
50 |Elue Diaganal GIu:uI:uaI Radar
E!_l Blueprint High Wolkage Ril:ul:u:uns Lorer TreLm
IE!_l Bold Stripes Japanese Waves Ricapapar :7':5 o
E!_l Cactus La'-.-'arna Ramanasqua ' E;ﬁ;fﬂ?nﬂm“mm' “dpizang
= | Capsules Lu:u:k And Key Sakura = honummh PER sulamos
5 | Checkers Marl:ula Sandstana e
5 Citrus & ] Mauntain ] Saaring Frropipireian ks
E!_l Zonstruckion Natura Straight Edge
E!_l Dads Tie Naan Frame Stratagic
L | 2|

(8] 4 I Cancel

e Preview the different themes. Note the theme in the Preview Window to the
right.

e Choose one of the themes

e Another Dialog Box will pop up with your choices of Slide Layouts. Choose
the Title Page slide pp.6-7
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Activity 4. Formatting Your Slide Show

You can now set up your headers and footers on both the slides and handouts. It is also
appropriate for you to make any changes in your Master Slide to increase contrast,
change font, change colors, or other editing that you desire.

e Go to the Normal View
Use the View pull down to enter Headers and footers pp.7-8

e Setup the Slide Header and Footer to have Date and Time Update
Automatically, have slide numbers, use a footer to display school name and
autor’s initials. Don’t show this on the title slide; it is redundant p.8

[€] Microsoft PowerPoint - [Presentation2] !EE
J File Edit Wiew Insert Format Tools Slide Show  Window Help ;lilﬁﬂ

DEeda &v

Tahaoma - 24 =
|

SRl = A LR
Bzu s[ss|EE

E O 3 IE
A s

b

P53

@ :@% Borders and|Filn -

5 Common Tasks +

|

Header and Footer

Slide: | Motes and Handouts I

rInclude on slide Apply ko Al

v Date and time

Apply

& Update automatically
[517i2000 =l Cancel

Languages (ma|Endar byEes
IEninsh (L5 j IWestern ﬂ
" Fized

Prewview

¥ slide number
V¥ Eooter
fiy School - GPJ|

™ Don't show on title slide

[E=EE=E=4 I
JD[awvaj|AgtoShapesv\ \D04|ﬁvgv&-5_§.e,

[ slide 1 of 1 [ Blends |G

=] Stall"J I Microsoft PowerPoint... @PowerPnQDD for Teachers...l | E [ (BECD 2:03 PM

Setup the Notes and Handouts in a similar manner and then Apply to All p.9
Return to the Normal View and Save your settings

Go to the Slide Master on the View Menu p.8

Adjust the style of the fonts, colors of the fonts, and characteristics of the
fonts pp.9-10

Apply to All and return to the Normal View

e Save your presentation with Save AS from the File Menu
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Activity 4 (Continued). Creating a Title Slide and Agenda
Slide

e Be sure you have saved your Master Slide Settings and are back in the
Normal View

Add a new slide
e Choose the Title Slide in the upper left corner
Add your Title from your Activity 2 sheet into the Title box

[€] Microsoft PowerPoint - [Presentation2] !EE
J File Edit Wew Insert Format Tools Slide Show  window Help =18l =]
DeEaay| =)o o-|@FEOm a|Elan s =@ 3 & oo .

[ Tanoma -2 .| BT USsS EE=E 0 A& ¢ 0|5 comonTasker .

» Click to add title

Click to add subtitle

[EEEEeal I
JD[awv’ECoj|.ﬁ.gtoShapes-\ \DO‘|&'4'£'E:‘;.E.

| Slide 1 of 1 | Elends rm_

i Start"J I Microsoft PowerPoint | B8] PawerPnt200 for Teachers...l | WD 216PM

In the Add Subtitle box fill in your schools name and your department p.11
Readjust the size and shape of the box as needed.

Save your presentation pp 12-13

Repeat the above process, but this time when you go to new slide and the
Slide Layout dialog box pops up, choose the second box from the left on the
top row. It has a place to put the word agenda and a large box under the title
to place the items from your outline sheet onto the slide

Click in Click to Add Title and enter the word AGENDA or similar title.
Click in Click to Add Text and enter the four items. pp. 13-14
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Activity 5. Creating a Slide and Adding Clip Art to it

e Click on the New Slide button or pull down Insert to New Slide.

Again, choose the second box from the left on the top row in the Autolayout
screen

Add the first item from your outline into the title box

Place the subtitles in the text box below the title box p.14

Save your work p.13

Add some Microsoft Clipart to this slide, depending on space and
appropriate graphic pp. 15-16

[€] Microsoft PowerPoint - [Presentation2]

J File Edit Wiew Insert Format Tools Slide Show window Help

JDﬁnglmnh

[
Bl Insert Cli

e S| L o I I T P T O [T =

Pt
JTahoma J<}=I = Jlmpnrttlips @Elipsﬂnline @ﬂelp

JSearch for clips: Ipeople j J
Pictures

Clips 1 - B0 matching pepel
MALES PEOPLE BUSINESSMAN.. |

(E@ Sounds | Mation Clips |

B=ECe 2

J Diraw = IE C'}

| slide 2 of 2 | Blends (B4

i Start ||J Microsoft PowsrPoint - [Pr... | PowerPnt200 far Teachels...l I Insert ClipArt ||$ W 228 PM

e Save your work
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Activity 6. (Continued)
Preformatted Text and a Graphic

e Create a new slide

e In the AutoLayout window select the slide with a title, text box, and a picture
of a man with a very big nose pointing to your left. P.17

e Place your title for your second topic in the title box

e Place your work sheet to place in the four sub items for this topic.

e Activate the Graphic box and choose a graphic that is appropriate to your
slide, you may be asked to insert CD number 2 form Microsoft Office. p.18

e Be sure to SAVE your slide show NOW!

Activity 7. Using Special Text

e Create a new slide

e In the AutoLayout window select the slide with only a title p.19

e Type in the title of your third subject in the title box

e Choose the WordArt button, or click on Insert, the Picture, and finally
WordArt p.20

Choose one of the WordArt shapes and select it, a text entry box will pop up
Type in a short version of your first sub item for this topic

Do NOT hit the enter key unless you want a second line of text

Click the OK button

Move the ClipArt to a desirable place

Resize the ClipArt to a suitable size

Repeat the process above for the last three sub items

e Save your slide show

WordArt Gallery EHE

Select a Wordart style:

iy m "‘; w
WerdArt “rorIWt worda,, (WordArt Wordart | =
Whorelilid | Word Art [WordArt (1542 12 Wordfirt ; W
Eont: Size
WordArt | ooan | Worsart [Worg g 2= o[ = =] ]

T Your Text Here

oK Cancel

05/15/2000 GPJ



Microsoft PowerPoint 2000 For Teachers
Internet and Technology Training Services, M-DCPS

Activity 7. (Continued)
Text with Sub Topics and Text Boxes

e Create a new slide

In the AutoFormat Wizard choose the style that contains a title, a text entry
box, and an man with a big nose, on the left hand side of the text box
Add the title of your fourth topic in the title box

Type in your sub topics p.21

Complete the typing with the sub sub topics pp.21-22

Add a graphic with a man talking from the ClipArt Gallery p.22
Place a Call Out box next to him p.22

Using the Text Box add the words “Read My Lips” (without the quote
marks) p.22

Adjust the size and shape of the Call Out and the graphic as necessary
e Save your slide show.

Microsoft PowerPoint - [PowerPoint 6 Pack2000_ppt]

| B0 Fie Edit Wiew Insert Format Tooks Slide Show Window Help B EIES
= |§if?| o OEE R | Ll | S HOW O Earn s & [0S, .

‘ Arial Marrow v 24 = | B I U § ”EEE = |i= i= |A‘ 6-v| ey |§i§'(f_nn"m'}an1'_asj<s:v o
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# First Sub ltem
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E=EEe _ ¥
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Activity 8. Acquiring Pictures

Use the Microsoft Office Disk number 2

Set up the Add or Remove Features item p.23

Go to the Microsoft Office Icon and expand it

Locate the Clip Gallery p.23

Set up the system for “Run all form My Computer” p.24
You will now load the extensive clipart gallery

2l PowerPnt200 for Teachess Activities.doc - Microzoit Word |
_|E\Ia Edit Wiew Insert Format Tools Table window Help .XJI

[DCeEaalhy|iEzada.-0 HoE=8BT 4 we =8,

] Mormal B i Miciosoft Office 2000: Update Features

] i | @ @ SR — 'I Microsaft Office

EE R [#--- =3 = | Microsoft Small Business Tools T
2]

Microsoft Publisher For Windows
= | Office Tools

=LAk Clip Gallery

=3 Runfrom My Computer

SETUP

Mainkenance Mode

== : Run all from My Computer

Selecting Features -
"B Runfrom CD

Installing ©Ffice 238 Rural from C0

"7 g2 Installed on First Use
w0l NotAvaibis

1 obyechic] selected
L‘sml | 3w Description:
A collection of popular clip art, AutoShapes, and themes that can be used to
enhance Office documents,
_— Size:  Selected Features: 1984KB Fres Disk Space: 803MB -
2
Help | Cancel | << Back | Update Naow I @
3
: =] E[I = E ! 3
JD[an [z G}|Agt05hapesv N \DDJ@|&v£v5v=IE’,I m.
[Page 23 Sec i zafea | [k & In 14 cold == e = s
%ﬂSlaII”J [l Microsoft Power.. | B PowerPri200 h:l...l ) 03prmed0z (0] I 15/ Microsoft OIf... |\Tﬁ;§—<ﬁ_@_® 11:07 &M

e Go the the Insert ClipArt Gallery

e Select the Clips Online feature p.24

e Note: Your Internet connection must be active before you choose Clips
Online

e Once on the web, locate the search box

e Type in an item name that you need for your presentation. P.24

e Select the items you desire

e Choose the Download Link (Twice)

e Now these items are available anytime you use the Clipart Gallery.

05/15/2000 GPJ



Microsoft PowerPoint 2000 For Teachers
Internet and Technology Training Services, M-DCPS

Activity 8. OPTIONAL Capture from the Web

Create a new slide with a totally blank format

Do NOT close Powerpoint

Start your Internet connection

Go to a web page with a graphic you can use

Copy the Graphic p.25

Return to your slide show

Paste your graphic onto the slide

Adjust it’s size as necessary and place it according to your desires.
Save your slide show
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Activity 9. Animating Text and Pictures

Go to the Slide Sorter View

Choose your first topic slide (the one after Agenda)

Pull down the Custom Animation choice on the Slide Show pull down menu
Go to Order and timing and select your text p.26

Carefull animate your text on Mouse Click

Give it the following Effects: Fly from Left, All at Once, Grouped by First.
Choose the Graphic form Order & Timing p.27

Give it the animated Effect of Spiril

Be sure to save your slide show.

Go to the rest of your slides and animate them in the same way.

Be sure to save your work after each slide

STOP where you are animating the indented text. Wait for instructor’s
procedures.

Custom Animation [ %]
Check ta animate slide ohjects:
™ Title 1
Bt 7 Cancel |
W Cbject 3
¥ Text 4 Preview |
Order & Timing  EFfects |Chart Effects | Multimedia Settings |
—Entry animation and sound Introduce kext
IFIy j IFrom Biotkom j IA\I ak once j
I[No Sound] j ¥ Grouped by |2nd vl
level paragraphs
—&fter animation I= | animiate attached shepe
IDDnlt Dirm j ™ In reverse order
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Activity 10. Explaining Concepts with Graphics

e Create a new slide and choose the plain page with just a title on it.
e Using the Autoshapes button create one each, a square, a cross, a triangle, an

arrow for yields, and a circle pp.28-29

e Using the text box create a simple addition of ideas from your outline form
Change the size to suit your tastes

e Using Format Autoshape to change the colors of the shapes. Use more colors
and the advanced fill designs of one color, two colors, and preset of Fill

Effects
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Introducing Sound Into Shows

Go to the slide you wish to have sound added

Pull down Slide Show to Custom Animation

In Order & Timing tab, choose where you want the sound add
Switch to the Effects tab p.32

Click on the down pointing triangle

Choose a sound listed p.32

Click OK to save
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Activity 12. Creating and Printing your Own Shows

e Go to the Slide Sorter View

e Move the slides into any arrangement that you like p.31
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