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POWERPOINT POINTERS
Powerpoint: Text and graphics combined to into slides.

Creating a Presentation

- For this 7 slide presentation, you will choose a design template. Design templates are files that control how text, bullets, and slide backgrounds appear in a presentation.  Using a design template saves time because the colors, fonts, and placement of text are all professionally designed.  

Using a Design Template
- Choose from the Menu Bar: 
File

- New  
-A design template from the task pane. 
Scroll through the task pane on the right to view and choose a design template.

Your best choices will likely be those without a lot of graphics.
Entering Text and pictures
- The Slide pane in Normal view shows the slide as text and graphics are entered.  When a new presentation is created, a blank title slide appears in the Slide pane that has two text placeholders, or dotted rectangles, containing the words: 
“Click to add title” This is where you will put the limerick line. 
Add text to the slide by clicking the text placeholder and typing.
“Click to add subtitle.”  This is where you will put your graphics.

At the bottom there is a section for notes. The notes will not appear in your presentation. This is where you will enter the information about where you found your pictures on the web.

New Slide: To add a new slide, click the button on the Standard toolbar.  
Each element on a slide is an object that can be moved, resized, or edited.  
Formatting Text

- Formatting text is similar to formatting text using Microsoft Word, 
the Increase and Decrease Font Size buttons on the Formatting toolbar.

Choose a size and color that will be easily seen. 
Keep the same size and color for ALL 7 SLIDES.
Color Schemes

- A color scheme is a set of eight coordinated colors for each presentation element, including the slide background, title text, and fills and shadows.  If a design template is used, this is automatically formatted. You must maintain the color scheme for ALL 7 SLIDES.  

Click Slide Design on right and choose from the Slide Design-Color Scheme.  

Add a Picture 
- At the top of the screen Click: 

Insert  then   Picture     then       From file OR From Clipart

Be sure to save all your pictures to your $ drive. 

Save the web link address of each to the notes section of your presentation.

Animating Slide Objects

- Animation schemes determine how objects appear on each slide.  

For example, text and graphics can fly or zoom into place by applying animation schemes.  Animation schemes can be applied to all slides in a presentation, to selected slides, or to selected elements using the Custom Animation task pane.

Click:

Slide Design
-Animation Schemes.  
The Slide Design-Animation Schemes task pane opens.  

A list of preset effects can be applied to one or all slides.  

The animations are grouped into three categories:  

Subtle
Moderate

Exciting
Printing
You will be showing your slide presentation AND printing out a one page copy.
1. Click on 
File   then   Print   then   Print what: Handout   then   9 slides per page

          then   Horizontal   then      Black and White or Grayscale 
2. Handouts: your show will be printed on a landscape page, with nine slides on a page option. 
Viewing a Presentation
- Normal view is generally the best view for adding content to a presentation.
- Slide Sorter view shows thumbnails of every slide in a presentation and is an excellent view for reordering and deleting slides.
- Slide Show view is used to present the presentation to an audience.
- Icons are on the left bottom of the screen
Power Point Rubric

4 – Excellent
· Contains all slides and required graphics.  
· Slides contain all appropriate graphics, transitions and backgrounds.
· Design and presentation are appealing. 
· Little or no grammatical and/or spelling errors, text entirely in author's    own words. 
3 – Good

· Contains all slides and required graphics.

· Slides contain many appropriate graphics, transitions and backgrounds. 
· Design and presentation are somewhat appealing. 
· Few grammatical and/or spelling errors, most of text in author's own words.
2 – Fair

· Contains most of the slides and some required elements. 
· Slides contain few appropriate graphics, transitions, and backgrounds. 

· Design and presentation are not very appealing. 
· Several grammatical and/or spelling errors, text not in author's own words.

1 – Poor

· Contains some slides and few required elements. 
· Slides contain little or no appropriate graphics, transitions, and backgrounds.

· Design and presentation are not appealing. 
· Many grammatical and/or spelling errors, text not in author's own words.  

0 – Unacceptable

No attempt made to complete the project. 
