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Microsoft Office 2013 Illustrated 
PowerPoint 2013 Unit M: Creating a Presentation

A Guide to this Instructor’s Manual:

We have designed this Instructor’s Manual to supplement and enhance your teaching experience through classroom activities and a cohesive chapter summary. 

This document is organized chronologically, using the same heading in blue that you see in the textbook. Under each heading you will find (in order): Lecture Notes that summarize the section, Figures and Boxes found in the section, if any, Teacher Tips, Classroom Activities, and Lab Activities. Pay special attention to teaching tips, and activities geared towards quizzing your students, enhancing their critical thinking skills, and encouraging experimentation within the software. 

In addition to this Instructor’s Manual, our Instructor’s Resources CD also contains PowerPoint Presentations, Test Banks, and other supplements to aid in your teaching experience. 

For your students: 

Our latest online feature, CourseCasts, is a library of weekly podcasts designed to keep your students up to date with the latest in technology news. Direct your students to http://coursecasts.course.com, where they can download the most recent CourseCast onto their mp3 player. Ken Baldauf, host of CourseCasts, is a faculty member of the Florida State University Computer Science Department where he is responsible for teaching technology classes to thousands of FSU students each year. Ken is an expert in the latest technology and sorts through and aggregates the most pertinent news and information for CourseCasts so your students can spend their time enjoying technology, rather than trying to figure it out. Open or close your lecture with a discussion based on the latest CourseCast.
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Unit Objectives

Students will have mastered the material in Office Unit M when they can:

· Open and view a presentation

· Create a new presentation
· Enter and format text on a slide

· Apply a theme
· Add and modify clip art
· Add and modify shapes
· Create SmartArt
· Insert tables

PowerPoint 328: Open and View a Presentation

LEARNING OUTCOMES

· Start PowerPoint

· Use presentation views

LECTURE NOTES

· Introduce presentation graphics software by describing the benefits of organizing and presenting information using PowerPoint. Use examples—such as leading a meeting, making a sales pitch, or presenting a plan to co-workers—and discuss how a slide, overhead, or online presentation can help convey and reinforce the information. 

· Explain the ease of creating slides, editing information, and adding visual elements, and compare this to the time-consuming process of creating and making changes to color slides or transparencies by hand. Mention that with PowerPoint, you can run the presentations yourself, or you can send presentations to others via email or the Web for self-paced viewing.

· Explain that PowerPoint presentations can be viewed in Normal view, Slide Sorter view, Slide Show view, Reading view, and Notes Page view. Demonstrate the different views. Differentiate between Slide Sorter view (in which you can see thumbnails of the full presentation) and Slide Show view (in which you can preview the presentation as the audience will see it).

· In Normal view, there are 3 areas: the Slide pane, the Slides tab and Outline tab, and the Notes pane. Use FIGURE M-2 to illustrate these parts of the PowerPoint window.
FIGURES: M-1, M-2, M-3

BOXES

1. Trouble: If you are running Windows 7, click the Start button on the taskbar, click All Programs, click Microsoft Office 2013, then click PowerPoint 2013.
2. Quick Tip: To resize the panes, point to the gray border between the two panes, then when the pointer changes, drag the pane border left or right.
3. Quick Tip: To move a slide in Slide Sorter view, drag it to a different position.

TEACHER TIP

Emphasize the importance of planning a presentation before creating slides. Explain how planning can help with decision-making, such as which presentation template to use, how many slides to create, and what visual elements will be needed. Caution students to avoid putting in too many fancy effects. This can be a real problem in student presentations—too many special effects distract the audience from the message.

CLASSROOM ACTIVITIES

1. 
Quick Quiz:

1. Which view shows thumbnails of the entire presentation? (Answer: Slide Sorter view)

2. Which view allows you to view the presentation in full screen but also see the title and status bars? (Answer: Reading view)

2. 
Class Discussion:

Ask the class if they have seen PowerPoint presentations. Ask what features they enjoyed and/or found helpful; ask what features they found distracting and/or boring.

PowerPoint 330: Create a New Presentation 

LEARNING OUTCOMES

· Create and save a new presentation 

· Add new slides to a presentations

· Apply slide layouts

LECTURE NOTES

· Demonstrate how to create a new presentation using FIGURE M-4 as your guide.

· Discuss the types of slides available using FIGURE M-5 as your guide. 

· Discuss content placeholders using FIGURE M-6 and TABLE M-1 as your guide. 

· Discuss the parts of the PowerPoint window, including the Ribbon, the Slides pane, the slide, and the taskbar.

· Explain that themes enable you to create consistent, visually appealing, and professional-looking presentations while saving time. Themes can give a distinctive look to text, bullets, background colors, and graphics, and can be applied during or after creating the file. They are customizable and can be applied to one, some, or all slides.

FIGURES: M-4, M-5, M-6

TABLE: M-1: Content placeholder icons
BOXES

1. Quick Tip: You can also create a new presentation based on a template that contains content. See the Apply a Theme lesson for more information.
2. Quick Tip: To add a new slide using the keyboard, press and hold [M]. To delete a slide, click it in the Thumbnail pane, then press [Delete].

TEACHER TIPS

Discuss using the Themes gallery and how to apply a theme to all slides or just one slide. When is using multiple themes useful and when is it distracting?

Explain that you can add the Themes gallery to the Quick Access Toolbar, a significant time-saver when preparing frequent and/or multiple presentations.

CLASSROOM ACTIVITIES

1. Quick Quiz:

1. What is a slide layout? (Answer: The way that elements on a slide are arranged.)

2. What is a content placeholder? (Answer: A container for holding content, such as text, graphics, and videos.)
3. What does a theme do? (Answer: A theme gives a distinctive look to the text, bullets, background colors, and graphics in a presentation.)

2. Class Discussion:

Demonstrate adding new slides to the presentation. Discuss with the class how each slide layout varies and discuss when one layout might be preferred over a different layout.

PowerPoint 332: Enter and Format Slide  Text

LEARNING OUTCOMES

· Enter slide text

· Change font appearance

LECTURE NOTES

· Explain that text can be added to a slide in either the Slide pane or in Outline view.
· Explain that you can edit text just as you do in Word; you can use bold, underline, or italics to emphasize words; you can add and delete lines; you can change colors, font styles, and font sizes; and you can also edit fonts by using the Fonts button in the Themes group.

· Define title slide and explain that it has two placeholders, which become editable objects once the placeholder is filled in. 

· Explain that by default, subsequent slides are title and content slides. Demonstrate how to create a new slide with a different layout by clicking the New Slide arrow and selecting a layout.

· Demonstrate how to add text to a content placeholder, using FIGURE M-7 as your guide.
· Demonstrate how to add a bulleted list to a content holder, using FIGURE M-8 as your guide.

FIGURES: M-7, M-8, M-9

TABLE: M-2: Indent markers in the PowerPoint ruler
BOXES

1. Quick Tip: Clicking a slide thumbnail is another way to move a slide in the Slide pane. To display a thumbnail that is hidden, use the vertical scroll bar in the Thumbnail pane.
2. Clues to Use: Indenting and unindenting text

When you enter text in a bulleted list placeholder, it is automatically formatted as a Level 1 bullet, meaning that it starts at the left side of the place holder. However, you can “demote” a bullet so it is indented from the left side, indicating it is a subbullet of the previous one. To demote a bullet to a Level 2 bullet, click just before the first character in the bullet you want to demote, then press [Tab}. After you type the Level 2 bullet text and press [Enter], the next bullet will also be a Level 2 bullet. To raise a bullet to Level 1, click before the first character if necessary, press and hold [Shift], then press [Tab].

You can also use the ruler to control text indents, just as you do in Microsoft Word. Click the VIEW tab, click the Ruler check box in the Show group to insert a check mark and display the ruler. The ruler will show the text indents for the placeholder containing the insertion point. Drag the indent markers as shown in TABLE M-2 to set indents for any text placeholder.

CLASSROOM ACTIVITIES

1. Quick Quiz: 

1. Can a placeholder be edited? (Answer: Yes, once it contains text or graphics)

2. Why should you format text in a PowerPoint presentation? (Answer: To emphasize or improve the appearance of text)
2. Critical Thinking: 
What is an object? Is a placeholder an object? Defend your answer.
3. Class Discussion:

Discuss the various methods of formatting text and ask the class to vote on the method they prefer, and why. (Is it easier? fewer steps? more choices?)
LAB ACTIVITY

Because many students learn best by doing hands-on activities, use lab time to have the class perform the step-by-step exercise on page PowerPoint 332 on their own. Have students experiment with changing the alignment of text using the demote and promote buttons and using the indent markers on the ruler.
PowerPoint 334: Apply a Theme

LEARNING OUTCOMES

· Apply a theme

· Apply a theme variation

LECTURE NOTES

· Explain that a theme is a slide design you can apply to any presentation to give it a professional look.
· Point out that PowerPoint comes with a wide variety of preset themes, which are available in the Themes gallery.

· Demonstrate how to apply a theme to presentation.

· Demonstrate how to change a theme using one of the theme’s variants. Explain that a theme variant uses different color combinations. 
· Mention that you can apply a theme when you first start a new presentation, or you can apply a theme at any point in the development of the presentation. 

· Point out the Notes pane at the bottom of the window and discuss how this can be used by the presenter during a presentation as it can hold additional information about a slide that the audience does not see.

· Discuss templates, and demonstrate how to access them via the New Screen when you first start PowerPoint. Mention that templates help provide structure and provide content guidance for specific types of presentations.
FIGURES: M-10, M-11, M-12

BOXES

1. Quick Tip: The Themes gallery also contains a Browse for Themes command, which lets you search for saved themes (or a themed document) on your computer or network. For example, your company might have a specific theme for its employees to use, containing the company colors and logo.
2. Trouble: If you see a small pane with the text “Click to add notes” at the bottom of the screen, click the VIEW menu, then click the Notes button in the Show group.
3. Quick Tip: When you select a presentation theme when you first start PowerPoint, a dialog box lets you view that theme using miniature slides with placeholder text and sample graphics.
4. Clues To Use: Using Templates

While a theme is a combination of colors , graphics, fonts, and effects that can add visual interest to your presentations, a template has all these elements but also content guidance for specific types of presentations you might want to create. You can use a template as a basis for creating your own presentation. Templates, along with themes, are organized into topic categories. For example, the Business category contains over 1,000 themes and templates, including a Business Strategy template with 12 slides. The slides include graphics, text placeholder, and suggested text relating to business strategy. See FIGURE M-12. You select templates when you first create your presentation. At the New screen, click a category near the top of the screen, such as Business, Education, or Nature. The templates, as well as the themes, available in that category appear. Click a template or a theme, then in the Preview windows, click the More Images arrows to view that layout with sample text and graphics and content guidance, if any. When you find one you want to use, click Create to create a new presentation based on that template or theme.

CLASSROOM ACTIVITY
1. Quick Quiz:

1. Which theme is applied to all blank presentations by default? (Answer: Office theme)

2. How do you access the Themes gallery? (Answer: Click the DESIGN tab, then click the Themes More button in the Themes group)
3. What is a variant? (Answer: the selected theme but with different color combinations)

LAB ACTIVITY

Ask the class to explore the Themes gallery and to apply a different theme to a presentation. Then, have the students apply theme variants to some of the slides. Invite students to experiment with changing elements on their slides such as font and font colors. Have them save the presentation using the theme name. Ask students to repeat two more times, applying a new theme and theme variants each time. Have students summarize how elements in their presentation changed based on the different themes.
PowerPoint 336: Add and Modify Clip Art 

LEARNING OUTCOMES

· Add clip art

· Resize clip art

· Add a shadow to clip art

LECTURE NOTES

· Explain that clip art are predesigned photos and illustrations, and that these are available both in the Office.com Clip Art collection and elsewhere on the Web.
· Remind students that any images they use that they did not generate should be given proper credit in their presentation, and that some might even require a fee.

· Mention that clip art available via Office.com is royalty free, meaning students don’t need to pay a fee use them.
· Demonstrate how to insert a clip art image using Office.com as the source and using FIGURES M-13 and M-14 as guides.

· Discuss pictures effects that are available using the menu shown in FIGURE M-15, then demonstrate how to add a shadow effect to the image.

· Point out that the PICTURE TOOLS FORMAT tab becomes available when an image is selected.
· Discuss the commands available on the PICTURE TOOLS FORMAT tab using FIGURE M-15 as your guide.

FIGURES: M-13, M-14, M-15, M-16
BOXES

1. Quick Tip: If you are signed in with your Microsoft account, you can also find pictures and videos from Flickr, SkyDrive, and other online locations. Be sure to check any online image source to see if you can legally use the image.
2. Quick Tip: If the clip art image shown in FIGURE M-14 is not available, click a different image.
3. Clues to Use: Understanding picture effects

PowerPoint contains many editing features that let you change the look of your pictures. First, select the picture to activate the PICTURE TOOLS FORMAT tab. The Corrections button in the Adjust group lets you change the picture's color, brightness, and contrast. The Artistic Effects button lets you make your picture look like a painting or drawing. You can see a Live Preview of each effect before applying it. See FIGURE M-16. Not all features are available for each file type. 

TEACHER TIP

Students may have difficulty understanding the commands available in the Adjust group on the PICTURE TOOLS FORMAT tab, such as Correction, Color, and Artistic Effects. Take time to go over each of these commands and the gallery of options that open when each command is selected. Make sure they understand when they might want to make adjustments to an image using these commands.
CLASSROOM ACTIVITY
1. Quick Quiz:

1. What is royalty-free clip art? (Answer:  Clip art you do not have to pay a fee in order to use it.)

2. If you are connected to the Internet when using PowerPoint, how can you insert a clip art image? (Answer: Click the Online Pictures icon in a slide content placeholder to go to Office.com, type in a keyword such as flower, select the image you want, and then click Insert)
LAB ACTIVITY

Have students practice inserting clip art images via Office.com, one image per slide. Have students copy the image on the same slide, and then experiment with applying different Picture Effects and adjustments. Have them write a summary under the modified image of how they modified that image. If time allows, have students share their work and discuss what, if anything, surprising happened when they applied an effect or an adjustment. 
PowerPoint 338: Add and Modify Shapes

LEARNING OUTCOMES

· Insert a shape

· Apply a Quick Style to a shape

· Add text to a shape

LECTURE NOTES

· Point out that PowerPoint has many predefined shapes available for use in presentations.

· Demonstrate how to open the Shapes gallery, then discuss the shapes available using FIGURE M-17 as a guide.

· Explain that you can add a Quick Style to a shape to enhance its appearance quickly, or you can use commands on the DRAWING TOOLS FORMAT tab to make changes, such as to the fill color or the border color.
· Mention that you can add text to a shape and the format it to meet your needs.

FIGURES: M-17, M-18, M-19
BOXES
1. Quick Tip: If rulers already appear on your screen, skip to Step 2.

2. Trouble: If your text wraps to a second line, click the star to select it, then drag a corner to enlarge it slightly so it matches the figure.
3. Quick Tip: To add multiple shapes to a slide, it can be faster to use a SmartArt graphic, which you'll learn about in the next lesson.

4. Clues to Use: Resizing graphics and images

You can modify shapes, clip art, and other images using the PICTURE TOOLS FORMAT tab or the DRAWING TOOLS FORMAT tab, which opens whenever an image is selected. To resize a selected image, you can drag its sizing handles: To resize it proportionally, drag a corner sizing handle inward or outward; to resize only the height or width, drag a sizing handle on one side of the image. For additional size and position options, click the launcher in the Size group to open the Format pane. In the category list, click [right arrow] next to Size for options to adjust its size, scale, and rotation. Click [right arrow] next to Position to see options to enter a specific location on the slide. Use Text Box options to set the text alignment, direction, behavior, and margins. Use Alt Text options to specify the alternate text, or Alt text, which is read by Screen reader software, and which appears as the image loads or if the image is missing when you publish the slide show to the Web.
CLASSROOM ACTIVITY
1. Quick Quiz
1. How do you access the Shapes gallery in PowerPoint? (Answer: Click the INSERT tab, then click the Shapes button in the Illustrations group.)

2. What happens after you select a shape in the Shapes gallery? (Answer: The pointer changes to a plus sign, which you draw on the slide to create the shape.)
3. Which key to you hold if you want to create a symmetrical shape? (Answer: the [Shift] key)

LAB ACTIVITY

Have students experiment with different shapes in the Shapes gallery. Invite them to add shapes to a slide, then practice resizing the shape, adding Quick Styles, adding individual formatting, adding text, and using the Format pane to make changes. Have students write a summary under each shape explaining the adjustments made and how those adjustments were made.
PowerPoint 340: Create SmartArt

LEARNING OUTCOMES

· Insert a SmartArt object

· Add text to SmartArt

· Convert text to SmartArt

LECTURE NOTES

· Explain what SmartArt is and how it is used. 
· SmartArt is an object that you can modify as desired. Regular or bulleted text can be converted using SmartArt layouts. 

· Explain that SmartArt can useful for showing organizational charts, process diagrams/flows, and pyramidal relationships.

· Discuss various types of SmartArt, using FIGURE M-20 and TABLE M-3 to help guide the discussion.
· Explain that once inserted in a presentation, text can be added to a SmartArt graphic. Mention that it can be modified, such as changing the colors associated with the graphic, changing the layout, as well as adding or removing elements.

· Demonstrate how existing bulleted text can be converted to a SmartArt graphic.

· Demonstrate how to add elements to a SmartArt graphic, this can be confusing to students as sometimes the boxes do not appear where expected. Remind students to click the Undo button the Quick Access toolbar if they are not satisfied with where a new element is added.

FIGURES: M-20, M-21, M-22

TABLE: M-3: SmartArt Categories
BOXES

1. Quick Tip: To close the text pane, click the Close button; to open it, click the Text pane button on the left border of the SmartArt graphic.
2. Quick Tip: To change the color of a SmartArt graphic, click the Change Colors button in the SmartArt Styles group, then click a different color.

3. Quick Tip: You do not have to first select all the bulleted text you want to convert to SmartArt; you only need to click in the bulleted text object.

TEACHER TIP

Students may already be familiar with organizational charts and they may have difficulty thinking of ways SmartArt graphics can be used for illustrating text other than that associated with an organization. Take time to talk about the different SmartArt graphics that are available and brainstorm ways these graphics can be used to illustrate text and help enhance a presentation.

CLASSROOM ACTIVITIES

1. Critical Thinking:

Have students write an answer the following question and then turn it in: Give three examples of ways to use SmartArt layouts. (Answers will vary; suggestions are: show the steps involved in baking a cake; show the weather evaporation/precipitation cycle; show an organizational chart of employees in a factory; etc.)

2. Class Discussion:

Which type of SmartArt layout would you use for the following:

· Following a recipe (Process)

· The food pyramid (Pyramid)

· A genealogy chart (Hierarchical or Relationship)
PowerPoint 342: Insert Tables

LEARNING OUTCOMES

· Insert a table

· Format a table

LECTURE NOTES

· Explain that tables are a great way to summarize information in a PowerPoint presentation.
· Point out the Insert Table icon in a content placeholder and explain that clicking this icon opens the Insert Table dialog box. 

· Discuss the Insert Table dialog box, using FIGURE M-23 as your guide.

· Remind students that working with tables in PowerPoint is the same as working with tables in Word: use [Tab] to move to the next table cell in a row or to move to the first cell in a new if they are at the end of a row; use arrow keys to move around the table; double-click row or column borders to auto adjust, and so on.
· Point out that when a table is selected the TABLE TOOLS LAYOUT tab and the TABLE TOOLS DESIGN tab become available.

· Demonstrate how to add a style to a table using the TABLE TOOLS DESIGN tab.

FIGURES: M-23, M-24, M-25, M-26

BOXES

1. Trouble: If you accidentally press [Tab] after the last entry and create a new row, click the Undo button on the Quick Access toolbar.
2. Clues to Use: Add slide footers

You can add a footer to appear at the bottom of one or more slides, containing such information as the date and time, the slide number, or specific text you enter. If you only want the footer to appear on certain slides, select the first slide, press and hold [Ctrl], then click the others. Click the INSERT tab, then click the Header and Footer button in the Text group. In the Header and Footer dialog box, shown in FIGURE M-26, click the Slide tab, and click the check boxes next to the items you want to include. You can select a date that updates automatically every time the presentation is opened, or a fixed date that you enter. Then click Apply to add the footer to the selected slides, or click Apply to All to add it to all the slides in your presentation.

TEACHER TIP

Point out that headers/footers are useful because they help the audience keep track of and focus on the presentation. Headers/footers show certain information on each slide, such as the slide number, date, name of presenter, topic name, etc. Footers appear in the actual slide presentation and when notes, outlines, or handouts are printed. Headers appear only when notes and handouts are printed.
CLASSROOM ACTIVITIES

1. Quick Quiz:

1. Why might you use a table on a slide in a presentation? (Answer: To help organize information.)

2. Where do you access the commands you need to size a table, include the height and width of a table as well as the cell margins? (Answer: TABLE TOOLS LAYOUT tab)

3. How do you access the Table Styles gallery? (Answer: click the TABLE TOOLS DESIGN tab, click the Table Styles More button)

2. Assign a Project:

Ask the class to create a new PowerPoint presentation that includes each of the following elements: 

· A theme different from the default Office theme
· One slide that uses a variant of that theme

· One slide that with a shape that contains text and has been modified in some way

· One slide with a SmartArt graphic that includes text and has been modified in some way

· One slide with a table that includes text and has been modified in some way

· A footer with their first and last names that appears on all slides

End of Unit Material

· Concepts Reviews consist of multiple choice, matching, and screen identification questions.

· Skills Reviews provide additional hands-on, step-by-step reinforcement.

· Independent Challenges are case projects requiring critical thinking and application of the unit skills. The Independent Challenges increase in difficulty, with the first one in each unit being the easiest. Independent Challenges 2 and 3 become increasingly open-ended, requiring more independent problem solving.

· Real Life Challenges are practical exercises to help students with their everyday lives by focusing on important and useful essential skills, including creating photo montages for scrapbooks and photo albums, retouching and color-correcting family photos, applying layer styles and getting Help online.

· Advanced Challenge Exercises set within the Independent Challenges provide optional steps for more advanced students.

· Visual Workshops are practical, self-graded capstone projects that require independent problem solving.

Glossary of Key Term

· presentation graphics app (PowerPoint 328)

· slides (PowerPoint 328)

· slide show (PowerPoint 328)

· Normal view (PowerPoint 328)

· Panes (PowerPoint 328)

· Slide pane (PowerPoint 328) (PowerPoint 328)

· Thumbnail pane (PowerPoint 328)

· thumbnails (PowerPoint 328)

· Outline view (PowerPoint 328)

· Slide Sorter view (PowerPoint 328)

· Slide Show view (PowerPoint 328)

· Reading view (PowerPoint 328)

· Notes Page view (PowerPoint 328)

· title slide layout (PowerPoint 330)

· theme (PowerPoint 330)

· layout (PowerPoint 330)

· placeholder (PowerPoint 330)

· title placeholder (PowerPoint 330)

· subtitle placeholder (PowerPoint 330)

· title slide layout (PowerPoint 330)

· object (PowerPoint 332)

· selection box (PowerPoint 332)

· theme (PowerPoint 334)
· variants (PowerPoint 334)

· template (PowerPoint 335)

· clip art (PowerPoint 336)

· keywords (PowerPoint 336)

· royalty free (PowerPoint 336)

· Alt text (PowerPoint 338)

· SmartArt (PowerPoint 340)

· Tables (PowerPoint 342)

· Footer (PowerPoint 343)
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