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5-14 ICT in Learning & Teaching

Creating and Presenting - Multimedia (PowerPoint)

	Teacher Guide


	Attainment Target
	· Create a more sophisticated slideshow / presentation or web pages with teacher support – Using ‘PowerPoint’

	Exemplification of Strand
	· Create a slide show / presentation or web pages using more sophisticated software and with teacher support.
       Incorporate:
· text


-    graphics

· sounds
from various sources e.g.

· clip-art packages

-    CD ROM

· the internet


-    digital / scanned images

	Resources Needed
	· RM Window Box PC

· PowerPoint

· Pupil Activity sheets
· Digital Camera (if you have access to one)
· A digital projector and/or electronic whiteboard (Optional)


	Outline of Activities

(3 activities)
	These activities could be used in one of two ways.  The pupils could work through them to learn how to produce a presentation and then do research to produce their own presentation or they could do the research first and follow the instructions to make their presentation.

Activity 1: The instructions take the pupils through the process of creating slides and choosing a slide layout.  Slides can have a combination of text, pictures, video or sound or any combination required. 

Activity 2: To add text to a text box pupils click on any of the pieces of text such as Click to add title or Click to add text.  A cursor will appear and they can type in the required text.  Some of the slides have sections set up to insert pictures or different media.  Clicking on the Insert Picture icon allows pupils to navigate to select the picture they want to use.  It could be a photo or a painting produced in RM Colour Magic.  A picture can also be inserted by going to: Menu Bar > Insert > Picture > From File.

Activity 3: Changing the background colour or pattern of a slide and adding animation has been developed through stages 5 & 6.  Look at the Activity Guides for these stages for more information.  The pupils should be reminded that the content of the presentation is the key aspect of the work they are doing.  Like Word Processing the last stage should be improving the presentation.  Pupils should then be given the opportunity to deliver their presentation to an audience.


	In this activity you will learn to:

· create a presentation in PowerPoint with teacher support.


Activity 1: Creating Slides
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1. Open PowerPoint by double clicking on the icon. 
2. [image: image3.png][ Microsoft PowerPoint - [Presentation1]
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Click on the down arrow (() next to New Presentation or Getting Started.
3. Click on Slide Layout.
4. Insert a new slide.  Press Ctrl + M together or go to Menu Bar > Insert > New Slide
5. You can see two slides at the left side.  The one you are working on has a border round it.  Make sure that slide 2 is selected.
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Look at the Apply Slide Layout window.  To select a layout click on the one you want to use.
For slide 2 select the Title, Content and Text.
6. Insert another new slide.  Press Ctrl + M.  Select slide 3 by clicking on it.  Select the slide layout Title and Text.  You have three slides ready to make into a presentation. 
7. Save your file:  File > Save As

It is very easy to add extra slides:
Click on the slide above where you want the new slide to go.  Insert a slide by clicking Ctrl + M.  Select the slide layout you want by clicking on it.
	In this activity you will learn to:

· add text and pictures to a multimedia presentation in ‘Power Point’.


Activity 2: Adding Text and Pictures to Your Presentation
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Adding Text:
1. Here you can see slide 2 of your presentation.  To add a title to the slide click on the Click to add title box at the top.  When you do this a cursor appears and you can type your title.
2. You can highlight any text you type and change the font, size and colour as normal.

3. Click on Click to add text to insert text into the other text box on that slide.
4. Go back to slide 1 and enter a title and some text in the subtitle box.
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Adding Pictures:
1. Click on Slide 2 to select it.

2. If you move the mouse over this box you can see each icon shows a box round it.  Click on the icon that says Insert Picture.
3. Find the photo or picture you want to add on your computer.  It will probably be in your My Documents or My Work folder.  When you find the picture or photo double click on it and it will appear on your slide.

4. Resize the picture by pulling on the toggle buttons at the corners of the picture.  Move them in to make the picture smaller and out to make the picture bigger.

5. Another way to insert a picture is to go to:
Menu Bar > Insert > Picture > From File.  Find your picture and double click on it.  Move the picture to where you want it to appear on the screen.  
6. Save your work.
	In this activity you will learn to:

· add background colour and animation to a multimedia presentation in ‘Power Point’.


Activity 3: Changing the Background Colour and Adding Animation

Changing the Background Colour:
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1. Click on:  Menu Bar > Format > Background.  Click on the down arrow (() to get the options to change the colour or the fill effect.

2. You can choose the colour or effect and set it for all the slides or just the selected one.  Experiment with different colours and effects.

Adding Animation:
You can add animation to each part of your presentation.  This means that each part will appear from nowhere when you click the mouse.  Make sure you add the animations in the order you want them to appear on the screen 
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e.g.  Title first, picture next, text next etc.
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On slide 1 select the title box.
2. Click  on: Menu bar > Slide Show > Custom Animation
3.  Click on Add Effects.
4.  Click on Entrance and select the animation you want. 
Try a few different ones to see which ones you like.
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To remove an animation you have selected:
1. Click on the down arrow (() beside the chosen animation.
2. From the menu go down to Remove and click.
You now can produce your own presentation.  Use these notes to help you.  You need to know what the content will be before you start.  Do your research and then produce your presentation. 
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