Lab #8  --  PowerPoint Tutorial / Assignment #8

This tutorial is an overview of the MS PowerPoint presentation program.  It is organized to show you how to design a PowerPoint presentation using the design templates contained in the PowerPoint program.  The completion of this assignment will be the posting of the presentation on your web site. 

The PowerPoint presentation that you create will include material previously developed from a prior lab (Your choice).  In addition, the presentation will include a chart and clip-art.  For completion you will animate the transition between the slides and the objects in the slides.  (These are the minimal requirements)

1. Start Power Point and click on Design Template, choose one of the Design Templates and click ok.
2. Now, choose the layout of the first slide, click on Text and Clip Art and click ok.

3. Click to add a title and add a title.

4. Double click on the picture in order to add clip art, you may choose any one of the clip-art details that you like.

5. You will need to add text on the left frame of the slide.

6. To add a new slide, click on the icon “new slide” or go to insert ( new slide and choose again the layout of the second slide, choose Text and Chart.

7. It is very similar to Excel, the difference is that it is an older version of Excel, you will not find the full functionality of Excel in PowerPoint.

8. Right clicking on the chart will display a menu in which you choose the chart type.  Choose line as the type and click ok.

9.   In order to get out of editing the chart, just click anywhere on the screen.

10.   Add three more slides choosing different layouts.

11.   To view all of your slides click on the icon “Slide Sorter View” at the bottom of the screen or click on view( Slide Sorter.

12.   Click on the first slide, now click on the left icon “Slide Transition” or click on Slide Show ( Slide Transition, choose one of the transitions and check the slow, now that the transition is slower it is much easier to choose transition, choose dissolve.  Make sure that the “on mouse click” is checked.

13.   Click on “Apply to All”.

14.   You can click on the icon “Animation Preview” if you would like to check the transition (it is star shape).

15.   Now click on the icon “Slide View” at the bottom of the screen or click on view( Normal.

16.   Make sure that you are at the first slide (look at the bottom of the screen “slide 1 of 5”.  Go to Slide Show ( Custom Animation, check to animate slide objects: title 1 and object 3 (it is the title of the slide and the clip art).

17.   Under “order & timing” click on title 1 and on the right window click on start animation “on mouse click”, click on object 3 and on the right window click on start animation “Automatically” after 2 seconds.

18.   Click on Effect and choose the effect that you want for each item, remember to click before on the object that you are working on, in the upper window.

19.   Click on the preview icon to see if you like the effects you have created.

20.   Now add animation to the remainder of the slides.

21.   To view the presentation you have created click on the icon (at the bottom of the screen) “Slide Show” or go to view( Slide Show.

22.   During the presentation you may right click and choose pointer option(pen color, choose yellow and just write or circle what you want, none of what you are writing during the presentation will show up next time, this is only temporary.

Due:  

You hand in your assignment by including the presentation into your Current Web Page.  Email your TA that you have completed the assignment  Do not forget to write your name and lab address on your email.

Grading Requirements:

The assignment will be graded as 75 points for correctly completing the assignment with additional points (up to a total of 100) for creative formatting, presentation, and additional information.
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