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The Microsoft Office Specialist 
Exam Objectives listed at the 
right are covered in this lesson: 

1.1.1 
1.1.2 
1.5.1 
1.5.2 
1.5.3 
5.1.1 
5.2.2 
5.2.5 

create a new presentation 
create a presentation based on a template 
change slide size 
change views of a presentation 
set file properties 
insert slides from another presentation 
inspect a presentation 
export presentations to other formats 

  

    IMPORTANT NOTE: The Microsoft Office 2016 exams in general 
do not provide interface-specific instructions. Students must, 
therefore, have a firm grasp of how to apply their skills to 
achieve specific results. 

For example, instead of directing a candidate to change the slide 
master in order to display red stars as first-level bullet points, 
the instructions may say, “Create a global setting that will display 
red stars as bullet characters.” 

Wherever practical, emphasize the applicability of specific skills. 

  

1 3 Lesson Objectives  • Review the objectives with students so they know what 
will be covered in the lesson. 

• Post objectives where they are visible in the classroom 
each day. 

o start PowerPoint 
o create a new blank presentation or create one 

from a theme or template 
o identify elements on the screen 
o use the Ribbon 

 5-10 
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o view Screen Tips 
o use the Quick Access Toolbar 
o move around in a presentation 

o change slide size options 

o arrange windows, view a presentation in a new 
window, or switch between presentations 

o manage presentation files 
o use Backstage to save, open, and close a 

presentation 
o save a presentation to OneDrive 
o save in a different file format 
o maintain backward compatibility 
o add and modify document properties 

o use presentation views 

1  

 

What is PowerPoint?  Before beginning, search the Internet for examples of 
PowerPoint presentations and YouTube videos created with 
PowerPoint.  

• What do students like or dislike about the presentations 
you share? 

• Who has used PowerPoint previously? What did they 
create? 

 10-20 

 

2 4-5 – Starting PowerPoint  There are several ways to launch the application, and to perform 
various tasks.  

• The course book lists many methods; 

• Most students will find one method that they like to use 

 1-2 
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2-3 6-7 – Creating New Presentations 1.1.1 
1.1.2 

• Review the methods for creating a new presentation. 

• Point out the relevant areas of the New tab in Backstage 
view. 

 5-10 

3  Learn to start PowerPoint  Students launch PowerPoint and create a new blank 
presentation. 

No files required 5 

4-5 8 – Looking at the PowerPoint 
Window 

 Review the areas of the PowerPoint interface. 

Demonstrate how to access various areas of the interface. 

 10-20 

 

5 – Other Features  Make sure students understand that many features can be 
turned on or off to suit the individual’s working style and 
preferences. 

 5 

5-6  – Moving Around in 
Presentations 

 Demonstrate how to navigate through a presentation in Normal 
view so that students will become comfortable accessing 
different slides. 

Students will have a chance to navigate slides in the next 
exercise. 

 5 

6  Learn to create presentations 
using themes and templates 

 Students create presentations based on a theme and a template No files required 10-20 

7 9 – Opening a Presentation  Demonstrate opening presentations and navigating the local 
directory structure.  

• Point out the location of the student files 

 10-20 

7-8 10 – Closing a Presentation  Demonstrate closing a presentation without saving changes so 
that students can see the prompt and be reassured that they 
won’t lose their work. 

 5-10 
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8-9  Learn to open and close 
presentations 

 Students open and close presentations Welcome to 
PowerPoint.pptx 
Transitions.pptx 
TEC Annual Review.pptx 

10-20 

9-11 11-13 – Using the Ribbon  The Ribbon is (for the most part) consistent among the Office 
programs.  

Students should understand how the ribbon is referenced in the 
book; 

• Read out a sample instruction, such as “On the Home 
tab, in the Slides group, click New Slide” and step 
through the process so students can see the tab, the 
group, and the command. 

 10-20 

11 14 – Viewing Screen Tips  Make sure that Screen Tips are active on student systems.  5 

12 15 – Using the Quick Access Toolbar  Make sure students understand the location and expediency of 
the Quick Access toolbar. 

 5-10 

12 16 – Changing Slide Size Options 1.5.1 By default: 

• slide layout is set to 16:9 widescreen aspect ratio 

• slide orientation is Landscape  

• notes, handout and outline orientation is Portrait  

If you change the slide size after you enter content, you may 
need to adjust content positioning. 

 10-15 

13  – Arranging Windows 5.1.1 Demonstrate options for arranging windows, such as Arrange All 
and Cascade. 

 5 
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13 17 – Switching Between 
Presentations 

5.1.1 • Demonstrate switching between windows using the 
Windows taskbar, and using the options on the View 
tab in the Windows group. 

• Demonstrate how to switch among open programs in 
Windows using the ALT+TAB or WINDOWS+TAB 
keyboard shortcuts.  

Give students a little time to try these techniques on their own 
and to become comfortable with the idea of having several 
presentations open at once. 

 10-15 

13  – Viewing a Presentation in a 
New Window 

 • Demonstrate how to edit and view different parts of the 
same presentation at the same time using the New 
Window option.  

Point out that since both windows represent the same file, any 
edits made in one window will be reflected in the other window. 

 10-20 

13-14  Learn to work with presentations  Students view multiple windows, switch windows, and change 
slide size 

Business Project Plan.pptx 10-20 

14 18 Managing Presentation Files  Review the basics of creating meaningful file names and logical 
folder structures. 

 5 

15-17 19-22 – Saving Presentations  Students should be comfortable with the Save As tab in 
Backstage view and with the Save As dialog box. 

• Point out the location of the Save As Type field in each 

 10-20 

17 23 – Saving Presentations to 
OneDrive 

 When you save a presentation to a cloud location: 

• You can easily share it with others 

 5 



 
© CCI Learning Solutions, Inc.   6 

Lesson Notes for Microsoft PowerPoint 2016 
Lesson 1: Getting Started 

Pg Slide Topic/Exercise Heading Obj Instructor Notes 
Exercise Data Files: 

Starting File / Saved File 
Timing 
(mins) 

• Multiple people can edit the shared file without the 
need for manual management of versions 

17-18  Learn to save presentations  Students save presentations using various techniques Business Project Plan.pptx 
--------------------------- 
Tolano Project Plan – 
Student.pptx 
Tolano Project Plan – 
Student.ppt 
My First New File – 
Student.pptx 

15-25 

18-19 24 – Maintaining Backward 
Compatibility 

5.2.2 Challenge students to list reasons why maintaining backward 
compatibility can be important 

 5-10 

19 – Converting to Another 
Presentation Format 

5.2.5 Make sure students understand the data shown in the 
Compatibility Checker dialog box on Slide 23. 

 5-10 

19-20  Learn to maintain backward 
compatibility 

 Students inspect a presentation for compatibility Welcome to 
PowerPoint.pptx 

5-10 

20 25 – Modifying Presentation 
Properties 

1.5.3  Students should understand that metadata is useful in helping 
users track down files that may contain information in which 
they are interested. 

 10-20 

20-21  Learn to view and modify 
presentation properties 

 Students add file properties My First Presentation.pptx 
------------------------------- 
My First Presentation – 
Student.pptx 

10-20 

21 26 – Viewing Presentations 1.5.2 Point out the options on the View tab and the view buttons in 
the status bar shown on Slide 25. 

 10-20 
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21-22 – Viewing in Grayscale or 
Black and White 

1.5.2 Periodically viewing a presentation in grayscale gives you an 
idea of how it will appear when it is printed in black and white. 

 5-10 

22-23  Learn to work with presentation 
views 

 Students use Outline, Slide Sorter, Notes page and Slide Show 
view, change the zoom, change to grayscale, and back to color. 

My First Presentation – 
Student.pptx 

5-15 

23 27 Lesson Summary  Review the objectives with students to remind them of what was 
covered in the lesson. Provide a short summary of the features 
and give students a chance to complete exercises if they did not 
complete them earlier. 

 5-10 

24  Review Questions  Answers to the Review questions are found in the Teacher 
Resources. 

Questions can be used as a quiz, or assigned as homework, or as 
the basis of a class discussion. 

 10-20 

 

    Total (Hours) 4.0 – 7.5 
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