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Instructor’s Notes

What is PowerPoint?
Prior to beginning your discussion of the topics, take some time to go over the case scenario presented on pages PPT 3 and PPT 4.  The case helps students tie the concepts to a real-world situation.  In your lecture, you should refer back to this scenario often.

Be sure the PowerPoint is installed prior to the class and determine how students will launch the program.  The book instructions lead the student through launching PowerPoint through the Start button.  Include alternate ways of launching PowerPoint.  For example, there may be a shortcut on the desktop that starts PowerPoint.  Also, point out that in Windows XP, the most recently opened programs appear on left side of the window when the Start button is pressed.  If they have recently opened PowerPoint, they can press the PowerPoint selection on the Start menu.

Be sure to spend some time going over Figure 1-1 and point out the elements of the PowerPoint window.

Consider preparing your lecture for this section on PowerPoint adding many of the special features available.  This will help students observe the power of PowerPoint and to consider how PowerPoint will help them as they give their own presentations.

Troubleshooting Tip

If you have students who will be working at home, be sure they understand that they will need to purchase and install PowerPoint if they have not done so already.  Often students will confuse the difference between having Microsoft Windows installed and having Microsoft Office installed.  You should also explain that they can probably do most of their work in a previous version of PowerPoint but to match everything in the text, it is best to use PowerPoint 2003.
Classroom Activity

Break students into groups of 2-3 and have them discuss presentations (school, church, club meetings, etc.) that they have listened to in the past six months.  Have each group come up with one good example and one bad example.  Ask students to identify what made the presentation good or bad (i.e., made the desired points and held the attention of the audience).  Ask students to think of an example where they have seen an online presentation tool used effectively.  Have each group be prepared to share one good and one bad example.  You should probably encourage student NOT to share names of the presenters.

Opening an Existing PowerPoint Presentation

For students who have not seen PowerPoint prior to this class, this section will give them some insight as to how PowerPoint can be used to aid in public speaking.  Explain that a presentation without any visual interest is often boring and does not hold the attention of the audience.  On the other hand, a presentation that uses a tool like PowerPoint can help the audience maintain their attention and also helps them to focus on the key points of the presentation.
Troubleshooting Tip

Prior to this lecture, make sure you know how you want students to access the files.  If you will install them on a network drive for their convenience, be prepared to explain how they will get to these files.  On the other hand, if you will have students download the files from the Course Technology website, be prepared to explain how that procedure will be accomplished.
Switching Views and Navigation a Presentation
Students should recognize some of the features of the PowerPoint window that are common to Windows programs, such as the Standard toolbar and menu bar. Other components, such as some of the toolbar buttons and panes, are new and specific to PowerPoint. For example, the PowerPoint window now contains a pane on the left side in which you can switch between the Outline tab and Slides tab. The Outline tab shows an outline of the presentation, including titles and text of each slide. The Slide tab, as shown in the figure, shows a column of numbered slide thumbnails, enabling you to view several slides at the same time. 

Explain that in Normal View, you can also display up to three panes—Slide Pane, Notes Pane, and the Task Pane—in addition to the Outline or Slide tab. The Slide Pane shows the current slide. The Notes Pane contains notes you might prepare for slides. The Task Pane lets you quickly select tasks to work on.

Troubleshooting Tip

As students look on their screen, they may find that a specified toolbar is not there.  Explain that toolbars can be moved to different areas of the window.  Toolbars can also be removed from the display.  In a lab environment, the students who used PowerPoint previously may have hidden a toolbar for some reason.  Explain how the toolbars can be moved on the screen.  Also explain how they can click View on the menu bar and then toolbars.  Here they can see what toolbar are checked (displayed) and those that are not.  Even though these concepts will be discussed later, it is a good idea to illustrate this at this point so the students do not become discouraged if their screen does not match exactly with the screenshots in the text.
Viewing a Presentation in Slide Show View
Go over the concepts presented in this section.  Consider demonstrating the use of the Slide Navigator to provide exposure to this element of the program.  If you have prepared a lecture presentation for the class, demonstrate the slide transitions and animations that you have added to your presentation. 

When students first start PowerPoint, they should see the New Presentation Task Pane on the right side of the PowerPoint window. If the New Presentation Task Pane is not displayed, instruct students to select Task Pane on the View menu. From the Open a presentation options on the Task Pane, click the More presentations option to display the Open dialog box. Select the presentation to open, and then click the Open button. Explain to students that they can view the presentation in Normal View, which displays slides one by one in the Slide Pane. In Slide Sorter View, all the slides are displayed as miniature images (thumbnails). 

Be sure to go over Figure 1-3 and point out all the elements that appear in the first slide of the presentation.  As the presentation progresses, be sure to point out all the important elements that appear on the slides.  

As stated in the Trouble?  Paragraph under figure 1-3, students may want a second look at the slide transition.  Demonstrate the use of the left arrow to return to the previous slide and then use the spacebar to advance again to the next slide.  

If you want to view the slide show to see how it will appear when presented, switch to Slide Show View. The slide show begins by filling the entire viewing area with the first slide. Simply press the spacebar or the right arrow key, or click the mouse to advance to the next slide.

Planning a Presentation

Students often want to skip through sections that do not involve direct interaction with the application.  Make sure student read and absorb the concepts associated with planning.  This section provides steps to creating a presentation.  Explain that a presenter should always consider these aspects as they plan their presentation.
Using the AutoContent Wizard
Wizards are designed to help you quickly create presentations by first asking you a series of questions about what you want to accomplish and then creating a presentation based on your answers. Explain that the AutoContent Wizard lets you choose the type of presentation you want to create, such as “Motivating a Team,” or “Introducing and Thanking a Speaker.” PowerPoint provides a number of presentation categories from which you can choose a specific type.

Be sure students understand the difference between the design template and the layout of a slide.  Consider showing several of the design templates and discuss when one might be better than another.

Once you've selected a presentation type from one of the categories, the wizard creates a general outline for you to follow, and formats the slides using a design template. You can easily modify the content of the presentation to suit your needs.  
As students go through the steps in the AutoContent Wizard, be sure to pause and consider each step and talk about the other options (besides the ones that are selected in the text).
Make sure students understand the importance of saving their work as they go along.  Stress that this vitally important to avoid losing large amounts of work in case of power outages or software “hang-ups”.  Also make sure students understand the differences between Save and Save As.  

Prior to your lecture on saving, you should decide where you want your students to save their work.  If you are using a networked environment, you will likely want the students to save their work on the network drive space provided for each student.  Be sure you know what that is and how the students should access it.  You might also want to address students who will be doing their work on their own computer.  Explain that they should create a folder for this course and store all their files in this location.  Explain also that they will need to store their work on diskette if they want transport their work to and from the school computers.

Quick Quiz

1. True/False: When you save your presentation for the first time, you will use the Save As dialog box.  (Answer: True)
2. A(n) _____ is a file that contains the colors and format of the background and the type style of the titles, accents, and other text.  (answer:  design template)
3. A technique where each element on a slide appears one at a time is called:  (Answer:  c)
a. Transition

b. Point Building

c. Progressive Disclosure

d. Slide Navigation

Modifying a Presentation
Explain that most speakers will prepare a presentation and then edit that presentation many times before they are satisfied with their work.  This is an important process and helps the speaker become very familiar with the presentation slides.  There are many important concepts covered on page PPT 13.  Be sure to go over each of these concepts and terms.  When discussing the concepts related to lists (4th paragraph), it would be helpful to have an example of a bulleted list on your screen to which you can refer.
Add, move, and delete slides

As students create their presentations, they might need to insert new slides that the AutoContent Wizard did not create or delete unnecessary slides that the AutoContent Wizard did create. Even when you are creating a presentation from scratch, you will often insert and delete slides as your presentation evolves. Make sure students know that they can add or delete slides in Normal View or Slide Sorter View. To add a slide, just click the New Slide button on the Formatting toolbar. In the Slide Layout Task Pane, select from different slide layouts, which define how text and content is arranged on the slide. PowerPoint supports four text layouts and several text and content layouts.

To delete a slide, select it in the Slide Pane (in Normal View) or in Slide Sorter View, and then select the Delete Slide command on the Edit menu. Explain to students that it's easiest to move slides in Slide Sorter View. Simply click and drag a slide to its new location.

As students learn to add slides, make sure they understand that they need to also select a layout for that slide.  By default, the layout is a title and bulleted list.  If that is what they want, they need not choose the layout.  However, if they want a list and image (for example), they will need to select the desired layout.  Be sure to point out the Text Layout options in the Slide Layout task pane.  Explain also that the new slide will contain only placeholders to which they will add their text.

Promoting, Demoting, and Moving Outline Text
On slides containing text, you can increase or decrease the outline level of an item. For example, you might want to change a bulleted item to be the title of the slide. This is referred to as promoting the item. If you do the reverse—change the title of the slide to be a bulleted item—it is referred to as demoting the item. Be sure students can distinguish between promoting and demoting.

Explain that you promote and demote items using the Outline tab. Select the item you want to move and then click either the Decrease Indent button to promote the item, or the Increase Indent button to demote it.  Also be sure that if they promote a point to the highest level, they will be creating a new slide.
Quick Quiz

1. A(n) _____ is a region of a slide reserved for inserting text or graphics.  (Answer:  placeholder)
2. True/False: A bulleted list is a list of paragraphs with a special character to the left of each paragraph.  (Answer: true)
3. When you create a new slide, the default layout is applied.  If you want a different layout, you should select they layout you wan in the:  (Answer: b)
a. Slide Sorter

b. Slide Layout Task Pane

c. Layout Tab

d. Thumbnail Tab

Check the spelling and style in a presentation

Likely many of your students will have used other applications that have a Spell Checker.  Explain that the Spell Check in PowerPoint is the very same Spell Check that they will find in Word, Excel, and Access.  If they have used it before (in another application), explain that it works exactly the same.

PowerPoint has a Spell Checker feature that automatically identifies any word that it doesn't find in the PowerPoint dictionary with a red, wavy underline. Be sure students understand that words marked by the Spell Checker are not always misspelled; for example, names will often be flagged even though they are spelled correctly. You can adjust the Spell Checker settings to ignore such words. 

PowerPoint also has a Style Checker feature that automatically marks potential consistency and style problems with a light bulb icon. These settings are also adjustable to meet the specific needs of your presentation. For example, you might want to deselect the option for sentence case in the body text style so that the light bulb does not appear if you do not write all body text items using sentence case. Both the Spell Checker and the Style Checker offer valuable suggestions for correcting problems that could compromise the effectiveness of your presentation, whether due to a misspelled word or lack of parallel structure.

As a word of caution, tell students to carefully consider all spelling style suggestions that are offered.  Tell them not to just accept the suggestion but to consider whether the suggestion if correct and that it fits their criteria for a good presentation.

Using the Research Task Pane

The Research Task Pane provides tools to help students as they prepare their presentations.  Encourage the use of the Thesaurus explaining that using the same word over and over again is tiresome to the audience.  Using the Thesaurus they can use different words with the same meaning to provide a more interesting phrasing of their text.  

Classroom Activity

In groups of 2-3, have students discuss the value of a spell check on a presentation.  Ask students to think about what misspelled words and/or poor style say about the presenter.  After about five minutes, have students share with the rest of the class what they discussed in their groups.

Creating speaker notes 

PowerPoint enables you to create speaking notes to accompany each slide and then print these notes along with a small picture of the slide. For example, explain to students how they might have short bulleted items on the slide that they want to discuss in greater depth while they deliver the presentation.

You can type these notes in the Notes Pane in Normal View, and then print them to use while you speak. You can edit and format notes just as you would any text in the presentation. Notes do not appear in the slide show.

If you have students give presentations using PowerPoint, consider requiring students to use Speaker Notes as their only mean of prompting during their presentation.  Explain that the audience will not see the notes so they can be a cryptic as they like providing only the pertinent information that will help them add to their slides.

Classroom Activity

Again have students break into groups of 2-3.  In their groups have students discuss the use of speaker notes.  Ask them to consider whether a speech should is more effective if it is read or if the speaker uses notes to prompt the speech.  There are some good reasons for a speech to be read, ask students to consider when and why a speech would be better read (i.e., time constraints, control over the speech such as a presidential speech).  After several minutes have the groups share with the class what they have discussed.

Previewing and Printing The Presentation
Emphasize that you should preview your presentation before printing slides or presenting the slide show. When you preview the slide show, consider whether the elements are legible for your printer settings. For example, if you are printing in black-and-white, some color variations will be difficult to see or the graphics might make text difficult to read. Once you are satisfied with the presentation, you can print slides for your audience. You can print Notes Pages, full-page slides, or handouts with two to nine slides per page.

Consider requiring that students provide note pages for the audience when they make their presentations.  This is a great way to provide the audience with take-home notes and a place for them to write their own notes taken while listening to the presentation.

Print outlines, handouts, and speaker notes

Explain PowerPoint’s printing options to students. You can print the slides in Outline View, which looks just like what you see on the Outline tab. You can print handouts with 2, 3, 4, 6, or 9 slides per page. Or, you can print speaker notes, where a picture of each slide and its corresponding notes appear on one printed page. Tell students that they choose printing options in the Print dialog box. Click the arrow on the Print what box to choose Outline View, Handouts, or Notes Pages.

Tutorial Discussion Questions

1. Explore the various categories of AutoContent Wizard presentations (General, Corporate, Projects, Sales/Marketing, and Carnegie Coach). Which category would you use to create the following?
a. Selling your company’s new software product.
b. Motivating your company’s sales force.
c. Employee orientation program.
d. Recommending a reorganization strategy to your company’s board of directors.
2. Why is it important to understand your audience and its needs before preparing a presentation?  How would a presentation differ if the audience was mostly teenagers as opposed to a presentation to an audience that is most adults?

3. How does the Style Checker differ from the Spell Checker? What kinds of things does the Style Checker identify?
Key Terms
	Term
	Definition

	Animations
	An effect applied to an element on a screen that specifies how that element will be displayed

	Body Text (or main text)
	A large text box in which you type a bulleted or numbered list.

	Bulleted List
	A list of paragraphs with a special character to the left of each paragraph.

	Content Layouts
	Slide layouts that contain from zero to four charts, diagrams, images, tables, or movie clips

	Demote (an item)
	To decrease the outline level of that item

	Design Template
	A file that contains the colors and format of the background and the type style of the titles, accents and other text.

	First-level bullet
	A main paragraph in a bulleted list

	Footer
	A word or phrase that appears at the bottom of each slide in the presentation

	Handouts 
	Printouts of the slides

	Layout
	A predetermined way of organizing the object on a slide.

	Note Pane
	The portion of the PowerPoint that contains speaker notes for the presenter.

	Notes
	Printed pages that contain a picture of and notes about each slide

	Numbered List
	A list of paragraphs that are numbered consecutively within the body text.

	Outline Tab
	The portion of the PowerPoint window that display an outline of the titles and test of each slide in the presentation.

	Placeholder
	A region of a slide, or a location in an outline, reserved for inserting text or graphics.

	Progressive Disclosure
	A technique in which each element on a slide appears one at a time after the slide background appears

	Promote (an item)
	To increase the outline level of that item

	Second-level bullet (or sub-bullet)
	A bullet beneath a first-level bullet

	Slide Navigator
	A dialog box that displays a list of all the slide by title

	Slide Pane
	The portion of the PowerPoint window that shows the current slides as it will look in the slide show.

	Slide Transition
	The manner in which a new slide appears on the screen during a slide show

	Slides Tab
	The portion of the PowerPoint window that displays a thumbnail for each slide in the presentation.

	Style Checker
	A feature that automatically checks your presentation for consistency in punctuation, capitalization, and visual elements, and marks problems on a slide with a  light bulb

	Text box
	A container for text

	Thesaurus
	A list of words and their synonyms, antonyms, and other related words

	Thumbnail
	A miniature image of a slide.

	Title Text
	A text box at the top of the slide that gives the title of the information on that slide.
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