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5-14 ICT in Learning & Teaching

Creating and Presenting - Multimedia (PowerPoint)

	Teacher Guide


	Attainment Target
	· Create a multimedia page using simple software (PowerPoint)

	Exemplification of Strand
	· Create a multimedia page using appropriate software incorporating:
· text

· graphics

· sound

· animation

· video

	Resources Needed
	· RM Window Box PC

· PowerPoint 

· Microphone

· Activity Sheets 1 & 2
· Multimedia Pupil File 1(PowerPoint)

· A digital projector and/or electronic whiteboard (Optional)


	Outline of Activities

(2 activities)
	This activity is aimed at Stage 4 but could be used earlier.  It has a Christmas theme so is best used in November/December.
Activity 1: Pupils copy and paste two pictures and two animations from the Pupil File 1 onto their PowerPoint page.  To navigate between pages they should click on the task bar at the bottom of the screen to bring up the page they want.  They can also change the size of the images by clicking on them and then using the toggle buttons to reduce or enlarge them.  The text in the title can be changed to a different font and size.

The animations will not work on the page until they view it as a presentation.  To do this they can click on F5 or the Slide Show icon to see what it looks like and Escape to get back to the program.

Activity 2 – To add sound to the Multimedia Page the pupils use the Sound Recorder.  This is like using a tape recorder.  The pupils can use the Sound Recorder itself and save the file but in PowerPoint it is easier to insert the sound file straight into the file.  The pupils should click on Insert > Movies & Sounds > Record Sound.



	In this activity you will learn to:

· create a multimedia page using ‘PowerPoint’ which includes text, images and animation.


Activity 1: Creating a Multimedia Page

We can add pictures, moving pictures (animation or video) and even sounds to documents on the computer as well as text.  You are going to make a page that has all of these using a program called PowerPoint.
Follow these simple instructions to make your own Multimedia page.
1. Open Multimedia Pupil File 1 in RM Talking First Word.  This has pictures and animations you can use to make your PowerPoint page.
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2. Open PowerPoint and click on the New File icon.
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Click on the ( next to New Presentation and choose Slide Layout from the list.  Click on the one called Title Only. 

4. Click on the box saying Click to add title.  Type in. My Multimedia Christmas Page.
5. There are pictures and animations on Pupil File 1.  The animations won’t move until you watch your PowerPoint show.  You are going to put two pictures and two pieces of animation into your page.
a. Go to Pupil File 1.  Click on the task bar at the bottom of the screen to get back to it.
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You should see all of the pictures and animations on the page.  Choose one of the pictures you want to use.  Click on the picture and then click on Copy.  Click on the task bar at the bottom of the screen to go back to PowerPoint.  Click on Paste and the picture will appear. 
c. Do the same with another picture and two of the animations. 
6. You can move the pictures and place them where they look best.  Do this by clicking on the picture you want to move and dragging it to position.
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7. If you have not saved your document do it now.  Go to File > Save As and give it a name you will remember e.g. My Christmas Page.
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Do you want to see what your page looks like so far?  To do this click on the button at the bottom of the screen that looks like a projector screen. 
Another way is to press F5 at the top of the keyboard.  Press Escape to return to the work page.
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9.  Add a text box so you can type in a few sentences about why you like Christmas.
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Click on the Text Box button then on screen where you want the box.  Type a few sentences about Christmas.
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Remember to save your file again by clicking on the save icon.

11. Your page has text, pictures and animation.  Next you will add some sound.
	In this activity you will learn to:

· add sound to a multimedia page in ‘PowerPoint’ using the Sound Recorder.



Activity 2: Adding Sound to Your Multimedia Page
To add a sound to a file you need to have a microphone connected to the computer.
1. Make sure that your Christmas PowerPoint file is open.
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2. Click on Insert > Movies & Sounds > Record Sound.
3. To record a sound:
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Click on button 3 (record) and speak clearly into the microphone.

b. When finished click on button 2 (stop).
c. Listen to see if it sounds all right.  Click on button 1 (play) to hear it.
d. If it sounds clear and you are happy with it click on OK.
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e. If it could be clearer record it again.  Click on Cancel.  Click on: Insert > Movies & Sounds > Sound Recorder.  Record your message again and check it.
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f. When you click on OK the recorder will disappear and a small icon will appear on your page.  It looks like a speaker.
g. Click on the speaker and drag it somewhere on the screen.  

h. Click the Slide Show button or F5 to see your page. 
When you move the mouse over the speaker it will change from an ( to a (.
Click on the speaker and you will hear your recording.
4. Repeat step 3 again but record a message to go beside your title: Welcome to My Multimedia Christmas Page. 

5. Remember to save your file again by clicking on the save icon.

6. Now you are ready to show your page to other people.  You can do this on the computer or through a data projector if you have one.


Next time try and make your own multimedia page about something from your project.
Try to add some text, some pictures, photos or some of your paintings, some animations if you can get them or some sound!
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