


	Lesson Notes for Microsoft PowerPoint 2013

	Lesson 2: Working with Slides
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	31
	2
	Lesson Objectives
	
	Be sure to review the objectives with students so they know what will be covered in the lesson.
	
	10-20

	31
	3
	Using Themes
	1.2
	Demonstrate to students how quickly they can make a plain, black and white presentation look stunning by selecting one of the built-in themes. Have students try the various themes on their own and see which ones they prefer. Note that different themes may be more appropriate for different types of presentations (e.g. one for a corporate audience vs. one for classmates).
Also demonstrate how to apply a theme to only selected slides.
	
	10-20

	34
	4
	Formatting Slide Backgrounds
	1.2, 2.1
	Demonstrate formatting slide backgrounds using the fill, gradient and other options. Point out that backgrounds should be used to add visual appeal, but not to make content harder to see. If in doubt, it’s usually best to leave the background blank, or a faint color.
	Open Tours by Tolano, save as Tours by Tolano - Student
	10-20

	35
	5
	Understanding Slide Layouts
	1.2, 2.1
	Using the Home tab and the right-click method, apply various slide layouts. Point out that slide layouts contain placeholders that position and hold content such as text, tables, videos, and pictures.  
	
	10-20

	36
	6
	Changing the Slide Layout
	1.2, 2.1
	Since the New Slide button always inserts a slide with the same layout as the currently selected slide, students will soon want to introduce some variety by changing the layout. Review the different layouts available and when different ones are most suitable. Point out that there are special slide layouts intended for use as the title slide, or the start of sections, and others suitable for ordinary content slides. Have students try all the layouts to become familiar with them.
	
	10-20

	38
	7
	Formatting Placeholders
	2.1
	Students will quickly appreciate how Quick Styles can be applied to a placeholder to give it instant visual appeal. However, in some cases, students may prefer just a simple outline, or an option such as a dashed line, only available by setting the Shape Outline, Fill and Effect “manually”. 
The Format Shape task pane appears when you click the dialog box launcher in the Shape Styles group.
Review how a placeholder looks when it is selected (solid line) vs. how it looks when editing text in the placeholder (dashed line).
Demonstrate using Quick Styles vs. using the Shape Fill, Outline and Effects options, and then demonstrate how you can first apply a Quick Style to get close to the desired look, then modify it with the Shape Fill, Outline and Effects options. Be sure to delve into the gradient, texture and picture options with Shape Fill.
	Tours by Tolano - Student
	10-20

	41
	8
	Using Gridlines and Guides
	2.3
	Students may find gridlines useful, particularly with snap to grid enabled. Be sure to open the Grids and Guides dialog to show how they can adjust the spacing of the gridlines and enable the snap to grid and other objects options. Use the arrow keys to demonstrate small movement.
Demonstrate the use of Smart guides. Smart Guides are the dashed lines that automatically appear when an object is centered or evenly spaced between another object.
	
	10-20

	42
	9
	Understanding Slide Masters
	1.2
	This course presents slide masters as a feature students may wish to edit, but does not cover how to create new masters and layouts “from scratch”. With that in mind, demonstrate to students how and why they might want to edit a slide master, and how the layouts in the slide master view relate to the layouts they have been selecting in exercises.
Points to consider:
· Slide Master can be used to customize slide layouts or to apply global settings.
· You can use masters to format aspects such as logo, title and footer placement for all slides.
· Using slide masters to apply global settings, such as font style and logo placement can save you an enormous amount of time. 
· When you make a change in the slide master, all slides that follow that master will contain those changes. 
	
	10-20

	44
	10
	Modifying an Existing Slide Layout
	1.2
	Demonstrate the various methods for modifying an existing slide layout. 
Be sure to demonstrate how a change to a Layout master applies to any slides associated with the layout.
You may hover your mouse pointer over a slide layout master, to display the name of the layout and any associated slide numbers.
	Open TEC Annual Review, save as TEC Annual Review – Student
Insert Tolano Environmental Consulting Logo file.
	10-20

	47
	11
	Managing Slides
Inserting New Slides
	
	Demonstrate the various methods for inserting a new slide. Point out that the new slide is created after the selected slide, not at the end of the presentation, and that it uses the same layout as the selected slide, unless a different layout is selected. Have students try the methods and see if there’s one they prefer most (some students will not be comfortable with keyboard shortcuts, for example, and will prefer to click the large New Slide button).
	
	10-20

	48
	12
	Duplicating Slides
	2.1
	Demonstrate the various methods of duplicating slides, including duplicating one that has only some content you want on the next slide, then editing the new slide to remove the unneeded content. Have students try this as well.
	
	10-20

	48
	13
	Hiding and Showing Slides
	2.1
	Explain to students that you can hide and show presentation slides as needed to modify the length of your presentation or tailor the content to a specific audience.
It is important that students understand hidden slides remain in the presentation file but are not shown when you run the presentation in Slide Show view. 
Point out the visual clue that a slide is hidden in the slide thumbnail list.
	
	10-20

	49
	14
	Inserting Slides from Existing Presentations
	5.1
	While this can be a considerable time-saver, over creating all slides in a presentation from scratch, the procedure for doing so may not be immediately grasped by those not proficient with Windows file management and locating different presentations. You may need to demonstrate this more than once, and encourage some students to practice on their own.
This is an important concept for certification purposes.
	
	10-20

	50
	15
	Inserting Slides from an Outline
	1.1
	This PowerPoint feature can save considerable time in creating a presentation, if a well-formatted outline is available. Demonstrate using the Corporate Profile Word document included with the student data files, or your own presentation outline file.
	
	20-40

	50
	16
	Deleting Slides
	2.1
	By now students may have numerous slides they no longer need, having duplicated several. Demonstrate how to delete those slides, using various methods, and have students clean up their own presentations in the same way.
	Create new presentation, reuse slides from Project Status Report, insert outline from Corporate Profile document, save as Draft Template for Review – Student.
	

	51
	17
	Changing the Slide Layout
	
	Since the New Slide button always inserts a slide with the same layout as the currently selected slide, students will soon want to introduce some variety by changing the layout. Review the different layouts available and when different ones are most suitable. Point out that there are special slide layouts intended for use as the title slide, or the start of sections, and others suitable for ordinary content slides. Have students try all the layouts to become familiar with them.
	
	10-20

	53
	18
	Adding Footers, Date and Slide Numbers
	1.2
	You may need to spend a bit of extra time on this feature because it uses a dialog box, not a more visual method. Create some headers and footers to show students what they look like when the options in the dialog box are applied. Point out that different headers and footers may be applied to handouts (without spending too much time on them yet). Some students may not grasp headers and footers, but you can reassure them that they are not the most important aspect of a presentation, just an extra feature useful in some cases.
Be sure to point out that slide numbers update automatically when slides are added, deleted, or rearranged. 
	Add and format slide numbers, dates and footers in Draft Template for Review – Student. Close without saving.
	10-20

	56
	19
	Organizing Slides
Using the Slide Sorter
	1.3, 2.3
	Switch to the Slide Sorter view from the Status bar or the View tab to show students how they can have a view of all the slides in their presentation. Point out that the Zoom feature works in this view as well, and that the main purpose of this view is to easily rearrange slides. The undo feature can be especially handy here if a slide is accidentally dragged to the wrong place.
Explain to students that they may also use cut and copy.
	
	10-20

	56
	20
	Using Sections
	2.3
	Dividing slides into sections will likely not be of great interest to beginner students, so it’s not necessary to spend too much time on this feature – just enough so students know it exists and how to create a section. Most students will initially be the only one working on a presentation, and their presentations won’t be very large, so there won’t be much need to divide slides into sections.
This is an important certification concept.
	Open Teamwork Seminar 2, save as Teamwork Seminar 2 – Student and close.
	10-20

	60
	21
	Lesson Summary
	
	Review the topics covered in this lesson to remind students of what they have learned and accomplished, and to invite questions on any topics not entirely clear.
At this point, you can refer them to the microsite for additional exercises, or proceed to the Review Questions and then encourage students to complete the additional exercises and reviews from the CCI Microsoft Office 2013 microsite at http://2013.ccilearning.com.
	
	10-20

	60
	22-23
	Review Questions
	
	Answers to the Review questions are found in the Instructor Resources and can be used at the beginning or end of a class. Alternatively, you can also assign these for homework and then mark them at the beginning of the next class.
	
	10-20
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