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Microsoft Office 2013 Illustrated
PowerPoint 2013 Unit N: Polishing and Running 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 PowerPoint Unit N when they can:

· Add pictures
· Add sound
· Add video
· Set slide transitions and timing
· Animate slide objects
· Use speaker notes and slide show commands
· Print handouts and notes pages
· Design effective presentations

PowerPoint 352: Add Pictures

LEARNING OUTCOMES

· Insert a picture on a slide

· Remove a picture background 

· Crop, reposition, and align a picture

LECTURE NOTES

· Explain that in PowerPoint, a picture might be a shape you draw, a piece of clip art, or an illustration created using a graphics app.
· Explain that you can insert pictures that are saved in many different formats including JPEG, PNG, GIF, TIFF, and BMP. 

· Stress with students that they must obtain permission to use any pictures that are not theirs.
· Point out that once an picture is inserted and selected, the PICTURE TOOLS FORMAT tab becomes available, which contains many commands for modifying the picture.

· Demonstrate how to crop a picture.
· Demonstrate how to remove the background from a picture using tools on the BACKGROUND REMOVAL tab, which becomes active after clicking the Remove Background button in the Adjust group on the PICTURE TOOLS FORMAT tab.
FIGURES: N-1, N-2, N-3

BOXES

1. Quick Tip: To insert a text box on a slide, click the INSERT tab, click the Text box button in the Text group, drag across the slide, then type text. A text box becomes a slide object you can move, resize, and format.

2. Quick Tip: If you have more than one picture or shape on a slide, you can align them to each other: Click the first object, press and hold down [Shift], click the second object, then choose an option from the Align menu. To group selected objects so they move as one unit, click the Group button in the Arrange group, then click Group.
TEACHER TIP

Explain how to use the PICTURE TOOLS FORMAT tab to modify pictures. Explain how to resize a picture, either proportionately or in only one direction (height or width) using boxes in the Size group.

CLASSROOM ACTIVITIES

1. Class Discussion: When might you want to crop a picture? Why might you want to remove the background from a picture? When you make adjustments such as these to a picture is the picture still historically correct? Why or why not?
2. Quick Quiz:

1. What do you do when you want to remove some parts from the top, bottom or sides of a picture? (Answer: Crop it)
2. Where do you find the Remove Background button? (Answer: In the Adjust group on the PICTURE TOOLS FORMAT tab)

3. What do you do once you are satisfied with the changes you made to remove the background from a picture? (Answer: Click the Keep Changes button in the Close group on the BACKGROUND REMOVAL tab)
PowerPoint 354: Add Sound

LEARNING OUTCOMES

· Insert a sound clip

· Add a picture to an audio clip

LECTURE NOTES

· Explain that you can add sound clips or audio files to your presentation and that a good source for these is Office.com.
· Sounds might be short sound effects like a doorbell ringing or a dog barking, or it might the audio of someone making a statement.
· Once a sound is inserted in a presentation, it becomes an object that you can move and modify as needed.
· You can also specify if a sound should play automatically or when a button is clicked.
· Demonstrate how to insert a sound using the Insert Audio dialog box, using FIGURE N-4 as your guide.
· Point out the speaker icon that is visible on the slide after a sound is inserted, using FIGURE N-5 as your guide.
· Point out that the AUDIO TOOLS FORMAT tab and the AUDIO TOOLS PLAYBACK tab become available after a sound is inserted and selected. Discuss the commands available on AUDIO TOOLS PLAYBACK tab, using FIGURE N-5 as your guide.
· Demonstrate how to play the sound you inserted, and then demonstrate how to set the sound to play automatically.
FIGURES: N-4, N-5, N-6

BOXES

1. Quick Tip: To adjust the playback volume, use the volume button in the Audio Options group on the AUDIO TOOLS PLAYBACK tab.

2. Quick Tip: To have a sound play automatically and be invisible on the slide, select the sound, and on the AUDIO TOOLS PLAYBACK tab set the Start option to Automatically, then select the Hide During Show check box to select it.

3. Quick Tip: To insert your own sound or music files in a presentation, you can use files with many of the common sound file extensions, such as .midi, .mp3, .m4a, .mp4, .wav,or .wma.
4. Clues to Use: Adjusting sound playback during a slide show

You can change the way a sound plays back during a slide show by using the commands on the AUDIO TOOLS PLAYBACK tab. Using the tools in the Editing group, you can trim the beginning or end of an audio clip using the Trim Audio button, or have the sound fade in and out by using the Fade Duration controls. You can also control when and how the audio clip plays during the slide show by using the tools in the Audio Options group. To have a selected sound play in the background of the entire presentation, click the Play in Background button in the Audio Styles group. To reset a clip's playback settings to the default settings, click the No Style command in the Audio Styles group.

CLASSROOM ACTIVITIES

1. Class Discussion: Discuss situations in which sound might enhance a presentation. Discuss situations when sound might detract from a presentation. Remind students that too many embellishments in a presentation can overwhelm an audience and take away from the meaning of the presentation. Discuss why sound should only be used if there is a strong reason for doing so.

2. Quick Quiz:

1. How do you insert a sound into a presentation? (Answer: Click the INSERT tab, click the Audio button in the Media group, click Online Audio, search for the clip you want, and then click Insert.)
2. Which contextual tabs become available after a sound is inserted and the icon is selected? (Answer: The AUDIO TOOLS FORMAT tab and the AUDIO TOOLS PLAYBACK tab)
LAB ACTIVITY

Ask students to insert three sound files into a presentation and then do the following: 

1. Set the first sound to play only when the play button is clicked. 
2. Set the second sound to automatically play when the slide is displayed.
3. Set the third sound with settings of their choice and then in a text box under the speaker icon, summarize what settings they applied.
PowerPoint 356: Add Video

LEARNING OUTCOMES

· Insert a video clip

· Trim a video clip

LECTURE NOTES

· Explain that you can add video to your presentation. 
· Discuss why you might want to add video to you presentation.

· Mention that you can obtain video from online sources or from files you have stored on your computer.

· Remind students they must get permission to use any video that is not theirs and they must also give credit to the source.

· Demonstrate how to insert a video and use the commands on the VIDEO TOOLS PLAYBACK tab.
FIGURES: N-7, N-8, N-9, N-10

BOXES

1. Quick Tip: You can also insert a video by clicking the Insert Video button in a content placeholder. To change a slide layout so it includes placeholders, on the HOME tab click the Layout button in the Slides group, and click a layout with a content placeholder, such as Title and Content or Two Content.
2. Quick Tip: To adjust the time more precisely, click the up and down Start Time arrows, or type a number in the Start Time text box.
3. Quick Tip: To start the slide show from the beginning using the keyboard, press [F5]. To start the slide show with the current slide, press [Shift][F5].
4. Clues to Use: Formatting sound and video objects

You can change the way a sound or video object appears on a slide. For example, you can adjust its color or brightness, just as you can with a picture. You can also apply a style, such as a frame, or a shape, border, or effect, as well as crop and rotate the object. For example, FIGURE N-10 shows a video with a beveled black oval. To copy formatting from one object to another, click the object whose formatting you want to copy, click the Format Painter button in the Clipboard group on the HOME tab, then click the second object.

TEACHER TIP

Students may have difficulty understanding how to trim a video clip. Use FIGURE N-9 to discuss how to trim a video that is too long and why they might want to do so.
CLASSROOM ACTIVITIES

1. Assign a Project: Have students experiment with adding a video, trimming it, and setting options that determine how and when the video plays. Discuss how this process is similar to or different from working with an audio file.

2. Quick Quiz:

1. What two ways can you insert a video into a presentation? (Answer: Click the INSERT tab, then click the Video button in the Media group, select the video either from an online source or from your computer, and then click Insert; Or, click the Insert Video button in a content placeholder, select the video either from an online source or your computer, and then click Inert)

2. What tab do you use to set a video to play automatically? (Answer: VIDEO TOOLS PLAYBACK tab)

3. What button do you click if you want to remove part of a video? (Answer: The Trim Video button)

4. What tools do you use to trim a video? (Answer: The Start point marker and the End point marker in the Trim Video dialog box)

PowerPoint 358: Set Slide Transitions and Timing
LEARNING OUTCOMES

· Add slide transitions

· Add slide timings

LECTURE NOTES

· Explain that a transition is a special effect that determines how a slide appears as it enters or leaves the screen.
· Mention that transitions are often used when you want a slide show to run automatically, such as when it runs unattended at a booth or kiosk.

· Discuss how transitions can be used to add visual interest, especially as you transition from one slide to the next or from one concept to the next.

· Caution students that too many transitions can be distracting. Remind students that, like all elements of their presentation, transitions should be applied thoughtfully and with meaning.

· Explain that timing is different from transitions; it is the number of seconds that a slide remains on the screen before advancing to the next slide.

· Remind students that for both transitions and timing they must actively decide if the effect will be applied to the current slide or to all slides.
FIGURES: N-11, N-12, N-13

BOXES

1. Quick Tip: To adjust the timing or transition for an individual slide, select the slide, then adjust the settings as desired.
2. Quick Tip: To remove a transition for a current slide, click the More button on the Transition to This Slide gallery, then click None.
3. Clues to Use: Using slide masters

There may be times when you want to make a design change to all the slides in your presentation, such as changing the alignment or font size of text, or adding a logo to every slide. Instead of making the change on each slide, you can change the slide master. A slide master contains the slide layouts, design elements and other formatting for a presentation. Every slide you create is based on a slide master. A slide master has a number of supporting layouts, or arrangements of slide placeholders, such as a Title slide layout, which has placeholders for a presentation title and subtitle, or a Title and Content layout, which has placeholders for a slide title and for slide content. You can customize a slide master, or any supporting layout, and save it for future use. See FIGURE N-13. To modify a slide master, click the VIEW tab, then click the Slide Master button in the Master Views group. Click to select a master in the thumbnail pane, then use the buttons on the SLIDE MASTER tab to apply a theme, change its background, or add placeholders. To create a new slide master, click the Insert Slide Master button in the Edit Master group, then customize the new slide master or one of its supporting layouts.

TEACHER TIP

Students are often enchanted with the transitions effects available. Spend a moment asking students to talk about lectures they have seen that included a PowerPoint presentation. What made the PowerPoint presentation interesting and engaging? Did anything make it uninteresting and not effective? Remind students that planning and design are keys to excellent presentations. Review a variety of transitions and discuss when they might be helpful and which ones, if any, might be too distracting.
CLASSROOM ACTIVITIES

1. Assign a Project: Have students explore the various transitions available in PowerPoint. Have them make a list of the transitions they reviewed and rate these transitions according to the following: effective, efficient, too flashy, good for general use, good for limited use, and additional comments. Encourage students to share their ratings with the class.
2. Quick Quiz: 

1. What do you see under the slide number in the Thumbnails pane when a slide has a transition applied to it? (Answer: A small transition icon that looks like a star.)

2. Where do you find the Apply to All button? (Answer: In the Timing group on the TRANSITIONS tab.)

PowerPoint 360: Animate Slide objects

LEARNING OUTCOMES

· Animate slide graphics 

· Animate slide text

· Copy animation effects

LECTURE NOTES

· Many transition and animation effects are the same or similar so be sure students understand the difference between a transition (applied to a slide) and an animation effect (applied to a slide object).

· Animation effects are movement or changes in appearance that you apply to any text placeholder or graphic.
· You use animations to control how a slide object enters, exits, or becomes emphasized on a slide.

· Remind students that too much of a good thing can become a bad thing, that is they should use animations only if they support the message of the slide. They should not use animation just because they like the effect.
· Explain that there are three categories for animations: Entrance animations, emphasis animations, and exit animations.

· Discuss the animations available on the ANIMATIONS tab, using FIGURE N-14 as your guide.

· Explain that the Change Entrance Effect dialog box provides a larger gallery of entrance effects in four categories: Basic, Subtle, Moderate, and Exciting.
· Make sure students understand that the numbers next to each bullet indicate the order that the animations will take place.
· Point out that the Animation Painter copies animations effects just like the Format Painter copies text formatting.

FIGURES: N-14, N-15, N-16, N-17

BOXES

1. Quick Tip: To slow down an animation effect for a selected object, click the Duration up arrow in the Timing group.
2. Quick Tip: The Motion Paths option on the Animation gallery lets you apply many different animation motions to an object, including movements in the form of lines and shapes. After applying a motion path effect, you can drag the path's start and end points to change it.

3. Quick Tip: The Animation Painter copies animation effects just as the Format Painter copies formatting of text and graphics. To copy to two or more slides, double-click the Animation Painter button, click the item on each side, then press [Esc].

4. Clues to Use: Adding animations using the Animation Pane

You can add more than one animation to an object and control when each animation occurs using the Animation pane. Select an object to which you’ve applied one animation, then click the Add Animation button in the Advanced Animation group and select another animation. Click the Animation Pane button in the Advanced Animation group. The Animation Pane opens to the right of the slide, and lists the two animations in order. Click the list arrow to the right of a selected animation to see options for changing that animation’s timing or behavior. See Figure N-17. Drag an animation up or down in the list to change its order. To delete an animation effect, click its list arrow, then click Remove.
CLASSROOM ACTIVITY
1. Quick Quiz:

1. What are the three categories of animations?  (Answer: entrance animations, emphasis animations, and exit animations)

2. Where can you find a larger gallery of entrance effects? (Answer: The Change Entrance Effect dialog box)

LAB ACTIVITY

Have students experiment with different animations. Have them make a list of the animations they reviewed and rate these animations according to the following: effective, efficient, too flashy, good for general use, good for limited use, and additional comments. Encourage students to share their ratings with the class.
PowerPoint 362: Use Speaker Notes and Slide Show Commands

LEARNING OUTCOMES

· Add speaker notes

· View slides in Notes Page view

· Use Presenter view

LECTURE NOTES

· Explain that speaker notes can be added to the Notes pane.

· Discuss when students might want to include speaker notes.

· Remind students that slides should have key ideas and that speaker notes can be added to provide the details that support the key ideas.

· Demonstrate how to open the Notes pane and explain that the Notes pane can be seen in Notes Page view or in presenter view.
· Demonstrate how to use the Pen and laser pointer tools button.

FIGURES: N-18, N-19, N-20, N-21

BOXES

1. Trouble: If the Notes button is pink, the Notes pane is already open and you can skip Step 1. Click the Notes button once to display the Notes pane, and click it again to hide it.
2. Quick Tip: You can also display Presenter view by right-clicking a slide in Slide Show view, then clicking Show Presenter view.
3. Quick Tip: A timer above the left side of the current slide shows the amount of time elapsed in your show. Use the buttons next to the timer to pause or restart from 0:00.

CLASSROOM ACTIVITIES

1. Quick Quiz:

1. How do you access the Notes pane?  (Answer: Click the VIEW tab, click the Notes button in the Show group)

2. What tool do you use when you want to draw on a slide during a presentation? (Answer: The Pen tool)

2. Critical Thinking: Why would you want to add notes to a presentation? What type of information should you include in your notes?
LAB ACTIVITY

Have students prepare a three-slide presentation about a topic of their choice. The presentation must include timing of 15 seconds per slide, automatic transitions, and presenter notes about for each of the slides.

PowerPoint 364: Print Handouts and Notes Pages

LEARNING OUTCOMES

· Print handouts

· Print Notes pages

· Add headers and footers

LECTURE NOTES

· Explain that handouts are printed copies of your slides.
· Mention that you can print the handouts with one slide or multiple slides per page. You can also print the handouts with speaker notes.
· Explain that Notes pages contain a thumbnail of the slide, speaker notes associated with that slide, and header and footer information.
FIGURES: N-22, N-23

BOXES

1. Quick Tip: If you do not have a color printer selected, the preview will appear in grayscale, showing shades of gray.
2. Quick Tip: To select all, current, or a range of slides to print, click Print All Slides, then select the option you want.

3. Quick Tip: To select another printer, click the selected printer in the Printer section, then click a different printer.

4. Clues to Use: Printing presentation slides
You might want to print each of your presentation slides on a separate page, adding header and footer information such as the date and slide number. Click the FILE tab, click Print, click the Notes Pages (or previously selected print option) list arrow, then click Full Page Slides. The first slide appears in the preview area. To add a header and footer, click Edit Header & Footer, click the Date and time check box to select it, and select the Update automatically of Fixed option. Click the Slide number check box to print the slide number on each slide, and click the Footer check box to select it and then enter footer text. If you don’t want the header or footer information to print on the title slide, select the Don’t show on title slide check box. The click Apply to put the header and footer information on the current slide only, or click Apply to All to have the information appear on all presentation slides. Click the Next Page button to view the slides with the header and footer information you added. When you return to your presentation slides, you’ll see the header and footer information on the slide or slides you specified.
CLASSROOM ACTIVITIES

1. Class Discussion: When would you want to print your speaker notes to share with others? Are there any situations when you might not want to print your notes? Would it be better to share your presentation electronically or in print form? Why?
2. Quick Quiz:

1. Where do you make decisions regarding your print options? (Answer: Print screen via the FILE tab)

2. Why should you include a header or footer on a printed handout? (Answer: To be sure that all pages of the presentation are credited to you as the author and to provide any other identifying information such as company, institution, and date and location of presentation.)

PowerPoint 366: Design Effective Presentations

LEARNING OUTCOMES

· Follow effective presentation guidelines

· Evaluate a presentation 

LECTURE NOTES

· Discuss what makes an effective presentation.
· Discuss what must be taken into consideration when designing a PowerPoint presentation: Content, Design, Text, Graphics, Transitions and Animations
FIGURES: N-24, N-25

BOXES

1. Clues to Use: Sharing a presentation 

You can share your presentations with others in several different ways, including via email, the web, or a network location. To share your presentation, open it, click the FILE tab, then click Share. To save to your SkyDrive (you must have a SkyDrive account, which gives you free online storage), click Save to the Cloud, click the name of your SkyDrive, then navigate to the SkyDrive folder in which you want to save the file. To share using email, click Email, and choose from one of the format options. To share your presentation online, click Present Online, which creates a link others can use to watch your slide show using their web browsers. You need a Microsoft account to use this free service. You can also publish slides to a slide library or on a social networking site. If you want viewers to be able to watch your presentation at any time, record a video of your presentation in Windows Media Video (.wmv) format, playable in the Windows Media Player. Click the FILE tab, click Export, click Create a Video, then click Create Video.

CLASSROOM ACTIVITIES

1. Group Activity: Divide the class into small groups and have them create a short PowerPoint presentation that includes all of the elements of an effective presentation. Have them assess the others presentations on the following: content, design, text, graphics, transitions and animations. Have students provide a written critique.
2. Quick Quiz:

1. Which elements must be taken into consideration when creating a PowerPoint presentation? (Answer: Content, Design, Text, Graphics, Transitions and Animation)

2.  Which view do you use to review a PowerPoint presentation? (Answer: Reading view)

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 Terms

· crop (PowerPoint 352) 

· cropping handles (PowerPoint 352)

· sound clips (PowerPoint 354)

· audio files (PowerPoint 354)
· timing (PowerPoint 358)

· transition (PowerPoint 358)

· slide master (PowerPoint 359)

· layouts (PowerPoint 359)

· Animation effects (PowerPoint 360)

· Entrance animations (PowerPoint 360)

· Emphasis animations (PowerPoint 360)

· Exit animations (PowerPoint 360)

· speaker notes (PowerPoint 362)

· Notes pane (PowerPoint 362)

· Notes Page view (PowerPoint 362)

· presenter view (PowerPoint 362)

· handouts (PowerPoint 364)

· Notes pages (PowerPoint 364)

· handout header (PowerPoint 364)

· serif (PowerPoint 366)

· sans serif fonts (PowerPoint 366)

· Top of Document

