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Instructor’s Notes

Tutorial Scenario (Case)

Be sure students read and become familiar with the scenario that sets up the chapter.  As you go over the scenario, go through the plans for the presentation that are listed on page PPT 49.

Creating a New Presentation from a Design Template

Make students aware of the presentation design templates that come with PowerPoint. Explain that although these templates require no modification, you can change the designs to suit your preferences. Regardless of whether you use a design template or create your own design, you will make most design changes to the slide masters. A master is a slide that contains the text and other objects that appear on all slides of the same type.
On page PPT 43, students are asked to select the Teamwork design template.  Before they make this selection, spend some time showing some of the other templates in the collection.

Applying a Design Template

In the first paragraph of this section, a couple of examples are presented as to what templates would be appropriate for different audiences.  Emphasize that the choice of the template is extremely important to give the presentation the right “feel” for its intended audience and to deliver its intended message.  
Make sure students understand that when they select a template, it applies to the whole presentation.  

You might include in your lecture topics, the use of the Internet to get even more templates.  To get a list of current sites, start your browser and search engine and enter “PowerPoint Templates”.  You will see many links to sites that carry PowerPoint design templates.  Some are free and some are sold at a low cost.  
Classroom Activity
Have students break into groups of two or three.  Have each group think of a presentation that they might have to give (i.e. a community project presentation, a class presentation, etc.).  When they have decided on the presentation they will use for the discussion, have them select a design template.  Have the groups browse through the many design templates available and choose one that most fits the presentation they are using for their example.  The groups should decide why the chosen template best fits the message of the presentation.  After five minutes, have the groups report back to the class which template they chose and why.

Understanding Graphics
Explain that the use of graphics can greatly enhance both the attractiveness and the effectiveness of their presentation.  Make students aware that the more graphics placed in a presentation, the larger the file size will be.  If the presentation must be transported via diskette, the file size may be too large to fit on a diskette.  

Inserting and Modifying Clip Art

Explain to students that PowerPoint comes with a gallery (the Media Gallery) of clip art that they can insert into their presentations. They can modify clip art by changing its size, grouping or ungrouping its components, changing some of its colors, or applying animation effects. They can also insert and modify pictures from other file sources, such as a CD, into their presentations. When they insert a picture or clip art, they might need to adjust the size of the object to fit their layout. To do so, they can click on the resize handles that appear when the object is selected and drag in or out, as desired.

Review the Select Picture dialog box which opens when you double-click on the clip-art placeholder on your slide. You can use this dialog box to search for images relating to a specific word and to scroll through the thumbnails of available clip art.

Explain to students that even when they use AutoLayout slides, they will often want to modify the layout of their presentation by resizing, moving, and aligning text boxes and graphics on the slides. When modifying a layout, they should consider not only how it will affect visual appeal, but also how it will affect the information, emphasis, and clarity of the presentation. For example, the graphics chosen should have an obvious relationship to the text on a slide. 

Show students how PowerPoint enables you to use a grid to resize, move, and align graphics and text boxes so that you can size and position them precisely on your slides. Such consistency in positioning helps polish the presentation and prevents objects from "jumping" when you advance from slide to slide. Making such changes in the masters will apply the changes to all slides. 
Recoloring Clip Art
Explain that clip art consists of bitmap images and bitmap images can be altered.  Other types of graphics (jpeg and gif) cannot be altered.  The Recolor Picture button appears on the Picture toolbar.  There students can change the color of different parts of the picture.  Encourage students to try other colors besides the one used in the tutorial example.  Consider trying to recolor a jpeg file that you have.  You will receive a message stating that you cannot alter the color of the image.
Modifying the Design Template in the Slide Master
Make sure that students understand that PowerPoint presentations have two types of masters. The Title Master contains objects that appear on the title slide, and the Slide Master contains objects that appear on all slides except the title slide. Students need to understand that they will use the masters to make design changes that they want to appear on every slide; for example, if they want a company logo to appear on the bottom right of every slide, they will add it to the slide master. However, if they want a picture of their office on a single slide, they will add the picture to only that slide.
It is important that students realize that they can only edit the masters when they are in Slide master view.  Otherwise, changes that are made to a slide apply to that slide only.

Altering the Slide Master is an easy and efficient way to provide uniform elements to an entire presentation.  

Inserting and Modifying a Bitmap Image on a Slide
The example shows the insertion of a graphic into the slide master.  Make sure students understand that this is the same technique if they want to insert a graphic for only one slide.  To insert an image for all slides, add it to the slide master.  To insert a graphic for an individual slide, add it to the individual slide.

When setting a color to transparent, remind students, once again, that this type of alteration cannot be done to all types of images.  Remind students that the image they are working with a bitmap image which makes it possible for them to make these changes.

Classroom Activity

Have students start a new slide and add several clip art images on the slide, one right on top of the other. 

Ask students to work with the order of objects, changing the order so that each image in succession is on the top.  Ask students to think of a time where they might add two images in the same location but one image MUST be on the top and the other on the bottom.  For example, they might want to add an image of a baseball player and another image of a baseball.  You will want the baseball to appear on the top and the play underneath so that you can see both.  Another example is that you might want to use several images of a book to make an appearance of a stack of books.  You can choose which book should appear in which order by ordering the images
Modifying Text on a Slide

A presentation can be more attractive by altering the font style, the size (points), and the font style.  Be sure students understand that to change the format of existing text, they must first select the text that they want to change.

Caution students from over-using the different fonts in a presentation.  Sometimes this is distracting to the audience and causing them to focus on the effects rather than on the content of the presentation.
Applying a Second Design Template

First explain that usually a presentation has just one design template applied to it.  There are rare occasions, however, when a user will want to have a different template applied to a portion of a presentation.  Tell students that they should use this technique only when it is really warranted.  It is usually much more effective to use one template that unifies the whole presentation.

Adding and Modifying Tab Stops
Explain to students that a tab adds a specific amount of space between the left margin and the beginning of the text on a line. A tab stop is the location to which the insertion point moves when you press the Tab key. 

PowerPoint supports the four primary tab styles: left tab, center tab, right tab, and decimal tab. The default tab stops on the ruler are left tabs. These, however, can be moved, deleted, or replaced with a different tab stop style.
Students sometimes have difficulty choosing the right type of tab stop.  It would be useful for you to demonstrate the effect of each kind of tab stop.

Inserting Footers and Slide Numbers

Explain that slides, by default, have a place holder for a footer.  However, a slide usually does not have a header.  In the footer it is a good idea to add a slide number and perhaps the title of the presentation.  Explain that this is also a good location to place a company logo or some other small graphic that you would like to appear on each slide.  

Explain that whenever they add elements to a presentation, they should view all the slides to see if the new element interferes with any of the elements of the design template.  If so, they might want to move, size, or even delete the footer.
Creating a table in a Slide
Students will be interested to learn that PowerPoint enables you to insert tables into slides in much the same way that you would insert tables into a Word document. Tables are useful on slides when you want to arrange information horizontally in rows and vertically in columns. To insert a table, you click the Table layout on the Slide Layout dialog box, define the number of columns and rows, and then add information to the table. 

Creating A Diagram on a Slide
Students will also be interested in PowerPoint's feature that enables you to easily add structured illustrations through the use of the Insert Diagram or Organization Chart button. You can create organizational charts, radial diagrams, cycle diagrams, pyramid diagrams, Venn diagrams, and target diagrams. Review each of these types of diagrams with the students and explain likely uses of them.

Creating and Manipulating a Shape
Just as interesting to students as the diagrams is PowerPoint's AutoShapes feature.  This feature enables you to insert items such as lines, connectors, basic shapes, arrows, flowcharts, stars and banners, callouts, and action buttons, into a slide. Using the AutoShapes feature, you can draw precisely and quickly almost any shape you need. All you have to do is click and drag. You can move, resize, and delete AutoShapes as you would clip art or other graphics. PowerPoint also gives you options to change the colors, lines, and orientation of the object to your preference.
Explain to students that clicking on a shape from any submenu will insert it into the current slide where they can then work with it as they would any other graphic.  Explore a few of these shapes with the students and then allow them time to "play with" this feature on their own.

Inserting Text Boxes
Slide layouts include common elements for the layout chosen.  However, sometimes a user will want to add additional text boxes.  This is easy to do and many of your students may have already added text boxes when working with Microsoft Word.  Explain that when they create a textbox, students can draw the size of box they want.  They can then resize the box to whatever size they want.  The text is formatted to stay within the text box but if they add a lot of text and/or change the font size, the box may need to be sized to fit the text.  

Be sure students read the second Trouble?  Paragraph under Figure 2-31.  If you hold the Alt key down as you drag, the movement will be much smoother and you can move the object exactly where you want it.

Adding a Summary Slide
Show students how a summary slide summarizes your key points by displaying the titles of all or most of the slides in your presentation. You can also use the summary slide feature to generate a table of contents and place at the beginning of the presentation. 

Explain that PowerPoint can automatically generate a summary slide and step students through the process.  To create a summary slide, go to the Slide Sorter View, select the slides with the titles you want as items in the summary slide, and then click the Summary Slide button on the Slide Sorter toolbar. PowerPoint inserts a new slide in front of the first selected slide. 

Tutorial Discussion Questions

1.    We have learned how to add clip-art and other graphics (such as tables and diagrams) to a PowerPoint presentation.  Is the best presentation the one that has the most graphics or diagrams?  What are the advantages or disadvantages of including many graphics and illustrations?

2.    When would a summary slide (or table of contents slide) be the most useful?  How can it help people viewing your presentation?  Would you ever want to use both a table of contents slide and a summary slide?  Does PowerPoint allow you to do this?
3. Why would it be best to use the same template throughout a presentation rather than changing every few slides?  What about color:  Would it be best to use the same color text throughout a presentation?  Why or Why not?

4. What type of presentation (including design template, graphics, text colors, etc.) would be most appropriate if you were giving a presentation to students about upcoming outings planned for the student body?  How would your presentation be different if you were presenting the proposed outings to the school administration and you are seeking their approval?
Key Terms

	Term
	Definition

	Bitmap Image
	A grid (or “map”) of colored dots that form a picture.

	Cell
	The area where a row and column (of a table) intersect.

	Clip Art
	Images in the Media Gallery that accompanies Office 2003, or images that are available from the Microsoft Office Design Gallery Live.

	Color Scheme
	The eight colors used in a design template

	Design Template
	A file that contain the color scheme, text formats, background colors and objects, and graphics in the presentation.

	Font style
	Special attributes applied to the characters

	Graphic
	A picture, clip art, photograph, shape, design, graph, chart, or diagram that you can add to a slide.

	Header
	Text that appears at the top of each page

	Pixels
	Colored dots which stand for picture elements

	Point
	The measurement of font sizes

	Slide Master
	A slide that contains the object that appear on all the slides except the title slide.

	Tab stop
	The location where the insertion point moves (including any text to the right of it) when you press the Tab key.

	Table
	Information arranged in horizontal rows and vertical columns

	Title Master
	A slide that contains the elements and styles of the design template, including the text and other objects that appear on all the slides of the same type.
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