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Microsoft PowerPoint
Goshen High School

Presenter: Charline Williams
Technology Teaching Assistant



Why Use PowerPoint for Instruction?

=>Introduce a unit, focus on an objective, or review.
=>»Demonstrate activity steps.

=>Create study guide for an exam.
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The Number Reason
To Use PowerPoint is:
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http://www.webcrawler.com/clickserver/_iceUrlFlag=1?rawURL=http%3A%2F%2Fswardraws.com%2Ffotog%2Farchives%2F2005%2F03%2F08.html&0=&1=0&4=204.9.89.53&5=64.90.243.207&6=edd1b80377d546faaa8e9d00f90ec801&10=1&11=info.wbcrwl&13=search&14=372380&15=main-title&17=10&18=10&19=0&20=0&21=10&22=%2B4TXDPIL%2Fo0%3D&40=Qa708LJE6YY%3D&_IceUrl=true

And
“visual”
IS what
they're
used to.
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http://www.webcrawler.com/clickserver/_iceUrlFlag=1?rawURL=http%3A%2F%2Fwww.gloucestershire.gov.uk%2Findex.cfm%3FArticleid%3D12730&0=&1=0&4=204.9.89.53&5=64.90.243.207&6=edd1b80377d546faaa8e9d00f90ec801&10=1&11=info.wbcrwl&13=search&14=372380&15=main-title&17=17&18=17&19=0&20=0&21=17&22=EQWqgvWoNx8%3D&40=spU0CxlnXfjAcOSm1njx1w%3D%3D&_IceUrl=true

student group projects.

Each student or group researches part of a
presentation that is merged into the
whole.
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Starting a New
PowerPolnt
Presentation
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http://www.webcrawler.com/clickserver/_iceUrlFlag=1?rawURL=http%3A%2F%2Ffconline.fdncenter.org%2Fstartnew.pl&0=&1=0&4=204.9.89.53&5=64.90.243.207&6=edd1b80377d546faaa8e9d00f90ec801&10=1&11=info.wbcrwl&13=search&14=372380&15=main-title&17=23&18=23&19=0&20=0&21=23&22=7pbxBX7T0Sg%3D&40=65wakQ1mYv05f%2BiWjj6x1A%3D%3D&_IceUrl=true

Double-click the PPT logo.
This slide appears.

(Great title-slide format.)

November 12, 2008



|

Slide Layouk -

& MR N |

Under Insert, click oty st out
"New Slide.”
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Text and Content Layouks

November 12, 2008

1 e = | e o= ]I 1

JI I+ sShow when inserting new slides



For maximum
Tayout
flexibility,
select the
blank slide
under
“Content
Layouts.”
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Now you will see:

Slide one hds the default format.
Slide two is blank.
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To create the .
template for your
presentation:

*Click on slide two.

¥Under Insert, click on
Duplicate Slide (wait for
a drop-down choice).
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*Repeat this step until
you have about 6 slides.

*Note that the highlighted slide
is the "active slide.”
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You will see this Drawing Toolbar
_at the bottom of your screen.
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CLICK ON
THE
SLANTED
| L Vel
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This Word Art gallery appears.
x

Seleckt a Wordark skvle:

Wondart jyyordA™ [wordar, (Woraart [Woraart |
Wizt [WordArt [Wordart [woras -+ |iordtey | 2 '

Wl wordart || -WorcArt II"II"'UHL:IE.[‘: o
T
ey

Wordae ortAn [ Hordo [

] 4 I Zancel I
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Edit WordArt Text

Fonk: Size:
M Inmpack ISE- - B I . I
Texk:
(] Zancel I
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> the words
"Your Text Here" and type headline.

. "'WiT_h headline ;
select font, SiZZ, bold and/or /talic.

~ ¥'Click "Ok" when complete,
and headline will appear.
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T his is what

you wi" see:
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To view the page as it will really look,
go to "Print Preview” under "File,” and you will
see:

How to Create @ PowerPornt Presentation
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Word Art text-formatting tools include

FONT, SIZ€, bold, italic
underline, alignment,

and @ bullets & (1) numbering.
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TLINES

o SHAPES

- BLOCK ARROWS

- FLOW CHARTS

T STARS & BANNERS
7 CALLOUTS

" ACTION BUTTONS

< MORE AUTO SHAPES

~ CONNECTORS C\ﬂj\ 39
QL

L

e
o

ARE AVAILLABLLE BY CLICKING “AUTO

SHAPES.”
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You wilé find
Cines, arrows,
rectangles and

circleg if you .
four tools. el

T

1-‘\"‘r* T P

-I1-|-i il T

-|-.1 :Jl!l.T.;aJ
ik

B i 5
5
¥ 3 = o =1 ¥
klr-';-hd i i e R ¥y Lok 'a""‘" 2‘_‘ #
T ........1...1_ STl """i-r'l':' i Iw
At W l"| "-i'-rl --ﬂ:'ﬂ-n-i ui 1.1 I-rr\ =y
e T "'h_

.r“_‘_.

Sfuns P

l.' B cpess b

k:-- hauﬂ--llmt '.J_,..I‘ 2_._' L
Pty di i el omay pd 4a '“«'"1‘!1- oy

1-lr|| =iy _;.frﬁ-pw '"":ir e

November 12, 2008



Click on this icon to
insert a Text Box
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As you type in the text box, the text box expands.
As you type in the text box, the text box expands.

As you type in the text box, the teXxt box expands.
As you type in the text box, the text box expands.

As you type in the text box, the teXt bOX expands.
As you type in the text box, the teXt bOX eXpa ndS .

As you type in the text box, the tQXt bOX eXpa n dS .
As you type in the text box, the teXt bOX expa n ds -

As you type in the text box,the texlt b Ox
expands.
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Select a diagram bype:

Don't forget the — —~
plagram Gallery, ooo || Kol
wWhich houses a wiole
Arvay of diagrams, and A &
Tools to customize them .

-T—D HOM-Y V\ICEdS. Used ko show hierarchical relationships
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Monakype Carslva

Right-click text for formatting tools
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including FONT, SIZ€, bold,
italic, and underline.
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For clip art, click
on this icon :

HAdghE S-L-A-SEmE
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Options appear on the left.
This box appears if you click
“Organize Clips” near the bottom.

E1 Favorites - Microsoft Clip Organizer

© File Edit Wiew Tools Help

SETE

Twpe a question For help -

,:lSE:arn:h |ﬁCDllectlnn Lisk. | Ez { X - ‘ Clips Cnline !
* Collection List -
Lol )
EI 13 My Collections
----- ﬁ Favarites

- Ly Unclassified Clips
l +-2% Office Collections
435 Web Collections

|IZI Items
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Seleet “Office Collections™
and a list of folders appears.
Select a folder.

It opens. and
its elip art
is revealed.
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% Agriculture
-5 Animals
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ﬁB ildings
- Business
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2% Concepts
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Simply slide the chosen clip art
onto your selected page,
size and position it.

lick this icon to insert pictures from your
fol
= A | d-Z-A-==sadp
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| Insert Picture :

| ) My Pictures j @ -~ (K Q K Cu [Ed = Tools~
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Microsoft Clip Organizer
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My Docurments |
My Computer Suskainability William 2 Charline My Documents
h g File name: = e | |
My Mebwork, = 2
Places Files of tvpe: | all pictures = e I

Navigate to your Pictures foldevr.
Select the desired image,

click “Insert,” then size and position it.
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Use Fill Calar and Line Color when
Ox, night-click on the element and
Jhese chaices oﬁawwp in a $ounat

d

I
tcshenes” N\
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Font color can be changed
using this tool. It also appears
In the menu bar on the top right.

d

I
tcshenes” N\
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Insert lines of various

weights or dashed lines
when boxing elements.

d

|
futoShepes ™\, Dﬂ«#{zﬂﬂtﬂ Bede A
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Click on
Background

under Format.
and this box
appears.
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Backgrounds:

X

“Background fill ——— Aoy to Al |
RS
Title af Slide ‘ ol |
« Bullet kext
D H] Cancel
Preview
R

" Omit background graphics from master



down "
menu allows you to [ E=#0mf Apply to Al |
select > Tite of Side ot |
solid colors as + Bullet text
backgrounds. Cancel

Freyie

R
" (mit background graphics from master
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THIS BOX WILL
APPEAR IF YOU
SELECT “MORE
COLORS, AND
“STANDARD.”

THEN, YOU CAN
CREATE YOUR OWN
PREFERRED
BACKGROUND
COLOR.
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This box
allows you to
select
background
colors using
percentages
of red, green
and blue.
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Colors:

Calor model:
Red:
iareen:

Elue:

(

X

Cancel

MEw

-

Current




Fill Effects

Gradient |Texture I Pattern | Picture |

X
—Calars

Color 1:

Cancel
" One color [ — - |
% Two colars Color 2:
{~ Preset I — J
N I -
—Transparency

From: ﬂ ﬂ m
To: ﬂ ﬂ IEI S 5‘

—Shading styles

o rvarianks

™ Horizonkal

" Werkical

@ Diagonal up: _l- Sample:
™ Diagonal down -- .

Selecting the “*Gradient” Tab under “Fill Effects™ in the
drop-down menu lets you select one color: mix two

colors: select preset gradients. and different shading styles.
November 12, 2008

" From corner
" From title

I Rotate fill effect with shape




Textures for
backgrounds
appear if you
select the
“Texture”

tab. Use the gray
slider on the
right to see
additional
textures.
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Fill Effects

Texture:

Mewsprink

Okher Texture, . |

I~ Rotate Fill effect with shape

[

ok |
Cancel |
Sample:




MIX ANY TWO
COLORS

FOR A WIDE
ARRAY OF
PATTERNS FOR
BACKGROUNDS.
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Fill Effects

aradient I Texture  Patkern | Pickure I

Patktern

-
[
B

I Rotate fill effect with shape

sample:




CLICKING

“SELECT PICTURF

IN THE
"PICTURE” TAB
BRINGS UP
IMAGES STORED
ON YOUR
COMPUTER.
SELECT THE
DESIRED IMAGE
TO USE AS A
BACKGROUND.
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| Fill Effects '

iaradient | Texkure | Pattern  Pickture

Picture:

[~ Lok picture aspeck ratio

I Ratate fill effect with shape




THESE CHOICES
APPEAR ON THE
RIGHT — USE THE
GRAY SLIDER TO
SEE MORE
CHOICES — IF YOU
SELECT “FORMAT,”
THEN “SLIDE
DESIGN,” THEN
“DESIGN
TEMPLATES.”
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- Shide Design P

@l @] n:
i=l) Design Templaktes

==t Color Schemes
=% Animakion Schemes

Apply a design template:




Slide Design

@ [ | ey

=l) Design Templates

_=as Color Schemes

3% Animation Schemes

Apply a color scheme:

— il

Title Title .
= Bullat = Bullat

Title Title
= Bullet = Bullet

Title itls
= Bullat
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Color schemes
that can be
applied to all
slides orx to select
slides appear on
the right if you
select “Format,”’
then “Slide
Design,”’” then
¢“Color
Schemes.”
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“SLIDE
TRANSITION,”
UNDER “SLIDE
SHOW,” GIVES
YOU THIS LIST
OF OPTIONS
FOR MOVING
FROM ONE
SLIDE TO
ANOTHER.

(THINK OF
SCENE
CHANGES IN A
MOVIE)
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Slide Transition e
sell = e
Apply to selected slides:

Blind= Horizonkal
Elimd= “ertical

Eo= In

Eox= «uak
Checkerboard Across
Checkerboard Doven
Zomb Haorizonkal
Comb Yertical

Cover Doovwen

Zower Lefk

Zovwer Right

Cover Lp - I

MModify Eransition

Spesd: ||=-EIS'I | - |

Sound: | [Mo Sound] [~ ]

M Loop until next sound

Aadwvance slide

I+ on mouse click
I Automatically after

| =

apoply Eo Al Slides

= Play E Slide Shaws

I-.-" LuboPrewierg



First. highlight
the two shdes for
which you want a
transition = elick

one shde then
hold down “*shift™

to highlight a

second one.
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¢ Cutline ¥ Slides -, x
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Next, select a
transition. it will
“play” S0 you can $ee
what it will look like.
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|5|i|:|E Transition - | x

Apply to selected slides:

[~

Push Up

Randaorm Bars Horizonkal
Randaor Bars Wertical
Shape Circle

Shape Diamond

Shape Plus

Split Horizantal In

Split Horizonkal Cuk

Split: Yertical In
Split Yertical Out
Skrips Left-Down
Skrips Left-Up
Strips Right-Down

Skrios Right-Uo &=
Modify transition

Speed: |Fast |:|

Sound: |[Mo Sound] |:|

Advance slide

on mouse click,
[ ] Automatically after

apply ko All Slides

[F Play ] [E Slide Show ]

AukoPreview



Your transitions

can move

Fast

Medium, "~ Modify transition

Or Slow. Speed: Medim v
& ' Saund: | [Mo Sound] v

Sound effects
can be installed
in your home
version of PPT.

Loop until next sound
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With or without
Slide Transitions,
you should program

fdvance slide

your slide show

here to either

(O mase cli
advance

)
“on mouse click” ) | ol e

(default), or automatically
after a certain (small) |:|3.|:||:|

number of seconds.
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Advancing “on mouse click” works
best if you are near the computer
and can easily “click” the mouse.

Some types of presentations work
if they are timed to advance
automatically.

But, be sure to rehearse these and
reset timing if needed.
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ELEMENTS
THAT
CAN BE
ANIMATED ARE:
“"WORD ART.
“TEXT IN
TEXT BOXES.
"PEICTURES.
"DIAGRAMS.
rAUTO SHAPES,
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]

5% AddEffect | Ko Remove
This box =
appears peet |
on the right e
when you |
select
“Custom
Animation” 1
under -
“Slide Show.”

R P

November 12, 2008 [#] ButoPreview



Custom Animation -

@ ) [

" = Add Effect | |7 Remove

Modify effect

atark: “h

Property:

Speed;

When you click on an element,
then on "Add Effect,” you
can select its entrance,
exit, emphasis, and motion

path effect.
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Extending out from entrance,
exit, emphasis, and motion
path effects are many choices.
You can even draw your own
motion path.

......................................................................................................................................................
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WHEN YOU
PROGRAM

AN EFFECT’S
CUSTOM
ANIMATION,
YOU CAN ALSO
PROGRAM THE
WAY IT WILL:
-START.

-I'TS

DIRECTION.
-I'TS SPEED.
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Custom Animakion % v =
=2 Y

&' add Effect «| [®:. Remove

Modify: Blinds

Start: | Wikh Presious | =

Direction: |H.;.ri2.;.ntal | -

Speed: |'-.-'E!r~,-' Fast | -

I 0 Zr Rectangle 1: Ex... E_l




Once a slide’s elements
have Geen programmed,
hou will gee a List lige
this one when you click
on the slide and open
Custom Animations.
Vou can delete effects
and reorder the Cist.
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E%tum Animation w |
SN N Y

> Change - . Remove

MModify effeckt
Stark: | | |

Froperks: | | |

Speed: | | |

1“%  Zk shape 3: OMext:
2% Movement within sli...
3G gﬁ Moreerent within sli, ..
4 ”'} ‘!h* Mowvement wikhin sli. ..
5“3  Z& Picture frame 1

&3 &% Picture frame 1

7% Wy Picture frame 1




I - NEXT:

o ninei

Click on the slide (in a work mode), and you will see
numbers
Showing you the order that effects will appear.
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