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Rasic PowerPoint Notes

New Slide

_hsert New Slide (Ctrl +M)

Slide Transitions

Slide Show Slide Transition. From the Slide Transition pop-up menu,
choose one and pick apply to selected slide. Move to your next slide to

add

another one. Skide Transibion 3 = x|
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Normal View [E _ o
(bottom left) Primary place to edit slides.
Slide Sorter View =l= . .
oo Allows you to see more than 8 slides at a time.

To see your presentation

'I_EI' Allows you to see your slide show from the current slide.
Slide Show View Show (F5)

Inserting WordArt

Choose Insert Picture Word Art
or

4l

Find the slanted A at the bott, click on it.
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\Vour Text Here)

—~=| Click OK and

Replace “Your Text Here” with your tit
place it where you want it.

Deleting a Text Box

Left single click on the Text box. Resize it and then press delete on yo
keyboard.

Inserting a Text Box
+ Click to add text

AT .
Insert Text Box, move cursor |where you want it. Press the left

mouse button. Click inside the text box and type.

Or
I_M Blends rm—
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asic PowerPoimte Notes

Going Online

File Save Minimize Powerpoint by clicking on the in the top right.
Click on the World Fox icon for the Mozilla Browser. In the Address Bar
(long white strip), type imvww.google.confor the Google Search Engine.
the Search Box, type in your topic. Press Enter on the keyboard. Scroll
and select a link from your search results.

Copying Text
(for text boxes, slides and
Bibliography)

Hold the left mouse button down and highlight the information you desire.

Choose Hit
choose Hit

Copy. Click inside the text box where you want your text,
Paste. Update your Bibliography. Save your work.

Copying Web address

Left Single click on the Address bar to highlight the entire web address.

Choose Hit Copy. Click inside the text box below the Bibliography slide
choose Hit Paste. Press Enter twice on the keyboard. Save your wor

Copying Pictures

Right single click on your picture. ChoosdiE Copy or Copyimage.
Click on the slide where you want it. ChoosBtE Paste. Resize your

picture by left single clicking and dragging the corner with two arrowsr

. To move it, your cursor should be in 4 arrows Move it where you
want it. Update your Works Cited. Save your work.

Adding Animations
Schemes

Slide Show Animation Stbemes... Choose one and Apply to Selected
slide.

Automated Timing
(making your presentation
go by itself)

Slid e Show Rehearse Timings. Left click through your
presentation and choose Yes to save the timing at the end.
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Rasic PowerPeoimt Notes

Changing your Fonts

Select the text you wish to format.
From the Format Menu , choose Font. This will give you a window
with size, color, typeface, and style options.

From the popup menu, choose what you want.

Adding Sound

Select |_nsert  Mov.ies and Sound Choose one

To record a sound, choose R __ecord Sound

Name your sound, record it and click OK (Having a Mic helps)
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Rasic PowearPoint Notes

Changing your Format Menu Back ground .

Backgrounds Click on rom the drop down menu either choose a color, or
More Colors if you want your background to be a single solid color.
If you want more interesting effects as a background, from the

drop down menu, choose Fill Effects .

This will bring you to a screen where you can choose gradient,
texture, pattern, and picture effects for your slides.

Or

Format Slide D_esign...Click on the inverted Triangle to the right of the
Background. Choose Applyto S _elected Slide.

Or
Right click Background
Adding Bullets Highlight desired text. Fo _rmat  Bullets and N__umbering...
Undoing something Ctrl-z
Hyperlinks Right click Hyperlink  Place in This Document
Adding
Deleting Under Slide Titles, find the slide you want to link
Editing
Right click on the Hyperlink Choose Remove
Right click on the Hyperlink Choose Edit H_yperlink

Start Programs Microsoft Powerpoint
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PowerPoint Notes ter Mini Movies

Auto Shapes
Drawing
Resize
Rotating

If you don't see the Drawing toolbar, activate it by seledtiiegv menu - Toolbars
—~Drawing.

From the pull-up menu, choose the desired shape:

As soon as you have selected a shape, your cursor will become a
crosshair (+) when you move it over the slide.

Press and drag the cursor until the object reaches the desired size (you can al
format the size later).

Tip: hold down the SHIFT key to draw perfectly straight lines, squares and circ

Resizeandmove a drawing by clicking on its "handles," in the same way used
format text boxes and images.

Tip: hold down the SHIFT key to move objects across a straight line.

Rotate the object by left click on the object and move the green rotating handle.

vays

es.

Table of Contents




PowerPoint Netes tor Wint Mevies

ClipArt

Insert Picture Clip Art

Changing the Order of
an Object

Right click on the object- Choose Order Choose One

Control vs Shift

Use th€ontrol key to select 1 object at a time in the order that you desire.
Use theShift Key to select multiple objects in a row.

Custom Animations

Right click on the Object.
Choose Custom Animation.
Left Click on the inverted Triangle. E

Left Click on the Add Effect button
Choose your Animation

Duplicating a slide

Ctrl-D

Flipping an Object

Left click on an object. Grap the object from either the side or the top and pull the object acrq
until it flips.

Formatting an Object

Right Click on the Object and choose Format Abutpe. It should be the

paintbucket tool to change the drawing's fill color. Experiment with theFill
Effects' options on the paintbucket menu to create artistic color combinations

Grouping Objects
Ungrouping objects

Hold the Ctrl or Shift key down.
Left click on all butone of the objects.
Right click on the last one,.
Choose @®uping from the Drop down menu.
Select Goup.

To Ungroup, right click on the object.
Choose Grouping from the Drop down menu.
Select Uhgroup.

Table of Contents

ss itself



PowerPoint Neotes tor Mini Mevies

Looping a Sound

Right click on the Sound Object. Choose
Custom Animation. Click on the inverted

Triangle. E

Choose Effects Options. On the Effects
Tab, choose Stop playing after and type in
a number. On the Timing tab, choose
repeat and type in a number. Click OK.

Resizing an Object

Right click on the Object. Use two Arrows to resize. Drag from the corner to keep it in propg

Removing the White
Background

Right click on the picture.
Choose Show Picture Toolbar
Click on Set Transparent Color

rtion.

Saving a wav File

Right click on the link.
Choose Save Link As or Save Target As...
Locate where you want to save the File
Type in a File name and click on Save.

Selecting All

Ctrl-A

Slide Master

View Master Slide Master
To close, click on Close Master View

Using Portaportal

Go towww.portaportal.com Under Guest Access, type in “tooleal,” and then cli
on visit.
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PowerPoint Notes for Tuterial

Action Setting
Mouse Click
Mouse Over

Right click on the object choose Ation Settings From the Mouse Click
tab, choose one...& click OK when done

Auto Shapes

* Right click on the object, choo#ald

Add Text Text.

Format * Right Click on the Object.
Resize » ChooseFormat Autoshape.
Rotate

» Check out the 'Fill Effects' options on
the paintbucket menu to create artistic
color combinations.

* Resizeandmovea drawing by clicking
on its "handles," in the same way used
to format text boxes and images.

* Rotate the object by left click on the
object and move the green rotating
handle.

Custom
Animation

Right click on the Object.
Choose Custom Animation.
Left Click on the inverted Trianglei

Left Click on the Add Effect button
Choose your Animation
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PowerPeoint Notes ffor Tutorial

Hyperlink Right click Hyperlink  Place in This Document
Add
Edit Under Slide Titles, find the slide you want to link
Remove
Right click on the Hyperlink Choose Edit H_yperlink
Right click on the Hyperlink Choose Remove

Motion Paths | Right click on the object Custom Animation Add Effect Motion Paths

New Slide CTRL-M
Order Right click on the object- Choose Order Choose One
Text Box

Insert . Text Box, move cursor |where you want it. Press the left
mouse button. Click inside the text box and type.
Or

Word Art Choose Insert Picture Word Art
or

Find the slanted A at the bottom , click on it.

Select a VdrdArt style

Replace “Your Text Here” with your text . Click OK and place it
where you want it.
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Creating Board Games

Board Game Performance Task

Background information:

In an effort to encourage teenagers in the business world, Milton Bradley and Parker
Brothers have created a board game contest for High school students. Original ideas
must be submitted by Marcfi'1Top ideas will be submitted to their Research
department for further consideration. All projects considered become the express
property of Milton Bradley and Parker Brothers.

Guidelines are as follow:

Form a small business with 1-2 other people. Once in your groups, research and create
an original board game suitable for your targeted audience of (Math, Science, Social
Studies or English). Your research should come from a variety of people (Teachers &
Students) and observations. As for the game itself, please limit the game board size to no
more than 14 inches in width, height and length. Use materials found around the house
or at school. You may create your own version of Jeopardy, Who Wants to Be a
Millionaire, Hollywood Squares, or 25,000 Pyramid. Please include: board in

PowerPoint, rules in typed in Microsoft Word, ClipArt pieces and a box or CD case
design.

Tips for Rules:

1 Keep a consistent point of view.Write your rules as a set of instructions to the
game facilitator. Don’t confuse the reader by shifting from instructions to
facilitator to instructions to the player.

1 Present the rules in a chronological order.Begin from the beginning of the
game (“briefing”) and end with post-game activities (“debriefing”).

1 Break the rules into small, consistent stepsMake sure ach rule deals with a
single activity or decision. Stick to the same level of detalil in presenting
different rules.

1 Begin each rule with a summary sentencePrint this sentence in bold letters.
Later, when facilitators want to quickly refresh their memory, they can scan this
sentence instead of reading the entire paragraph.

1 Use examples to clarify complex rulesOne picture is worth 10,000 words—
and so is a clear example. Print your exampléiics for ease of reference.

1 Don’t clutter up the rules with too many variations. Present a lean set of rules
to explain the play of the game. Use a Variations section to present instructions
on how to adjust the basic game to suit local constraints and needs.

1 Provide a summary outline of the rules. Facilitators can use this job aid during
the game and during its debriefing.
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12

Things to do before printing the rules:

Type in the above Topics. Add all your info. Change font sizes and colors last.
Save your work on a floppy disk.

Your Topics should be significantly larger than your text. On the above, | used

Font size526, 18and 12.

You should use at least 2 Font colors that are consistent with the color of your
board and pieces. On the above, | usethnd black.

Please space out your information, skipping lines between sections.
You may choose to create a 1-2 page instruction sheet like Connect Four, a 2 page
instruction sheet with columns like Taboo or you may create a booklet like

Monopoly or Sequence.

Setup and Directions should include helpful graphics that explain or demonstrate.

Drawing the Board:

Tape together needed pieces of computer paper for your rough draft, Card stock
for your Protoype and Microsoft PowerPoint for your Final draft.

Draw your spaces with a ruler and pencil. Outline them wi@olared Pencilon
your rough draft and Blarker on your Prototype. Use AutoShapes on your
Final Draft.

Create spaces in multiples of 5. For example, the Monopoly board has 40 spaces
on it (10x4).

Spaces that are similar should be the same size all the way around the board.

Sections that go together should be colored the same color like on a Trouble or
Sorry board.

Include the name of your game on the board, company logo and graphics or
characters related to the game’s theme.

Include a space for your game cards on the board (Chance, Community Chest or
Draw Cards).

If appropriate, include short cuts like in Candyland.
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Labeling the Board:

1 Label your spaces with typed identifiers (Start, End, Chance, Community Chance,
Free Parking, Get out of Jail, Baltic, Park Place, Boardwalk, etc.).

1 Use a glue stick to attach your labels on Paper & Word Art for the computer.
t  Your labels should relate to the game’s theme. For Monopoly in DaHood,
Chance might be Court, The properties might be Streets or Neighborhoods in

Charlottesville.

Your Labels should use the same font, font color and font size.

Coloring the Board:

Neatly color your rough draft witGolored Pencils,your Prototype with
Markers, and your Final Draft with Fill Effects. The colors you use should be
consistent with the colors used with your pieces and rules.
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Directions: List 5 Terms or parts on the left abdlefinitions on the right.

Term /
Part

Definition
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Sample Rules Template:

. Name of the gJame(place as a Header—&v Header and Footer)

! Company LOgO or Trademark: (place graphic as a Footer; see
below)

! Age RangexHow old do you have to be to play the game?)
. Number of PlayeI'SZ(How many people can play your game?)
Content: (what's in the box? Rules, Board, Number of pieces, etc.)

! Object: (One to two sentences explaining how you win? Be the first to get
all your pieces home, reach the end first or end up with all the money, etc.)

! ASSGmb|yZ(What do you need to put together before playing? Or No
Assembly required.)

! Setup: (what do you have to do before playing? Shuffle cards, Pass out
money, Decide who goes first, Turn on the computer, etc.)

. Directions: (How do you play your game?)

. Penalties / RewardS(Lose a turn, go back 3 spaces, Take an extra
turn, Get more money, pay a fine, etc.)

! Special COnditiOnSJ(Ifyou roll doubles 3x, you go to jail.)

. Variations: (How else can we play your game? Is there a short version of
your game?)
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