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ABSTRACT

MICROSOFT WORD 2007 AND POWERPOINT 2007 UNITS FOR ELL STUDENTS
IN INTRODUCTION TO INFORMATION TECHNOLOGY
by
Janel Jo LeMieux

August 5, 2009

Trying to settle in a country whose language a person does not speak is
challenging in itself. Attending a computer class when a person has never touched a
computer is just another hurdle to overcome. The current curriculum is not conducive to
English Language Learners in Introduction to Information Technology. Microsoft Word
2007 and Microsoft PowerPoint 2007 are two of the most widely used computer
programs in the school. For this reason more effective curriculum was created for ELL

students enrolied in the Introduction to Information Technology class.

i



TABLE OF CONTENTS

Chapter
I INTRODUCGTION. ..ottt eerate s sesateessesvevs s esnbressenranaessessssnsessnsnens 1
Background of the Project ........coccociviiiniiinnncicin e 1
Statentent of the ProbDIem. .o e e I
Purpose of the PIoject .....ocove e 2
Significance of the Project......cocovveieniiiecc e 2
Limitations of the Project. ... 3
D NIt 0N OF TRIITIS ettt 4
IT  LITERATURE REVIEW ...t eeee s eiine e e s inee e nnaseaesenes 8
Tnstructional Methoads .ottt s e s s e s e rrreerearesssrnnes 12
Computer Instruction Methods .......occvvveiiiiniesecceeeecee 17
COMCIISION 1ttt et s et et e s sbbas s e s anbeseessbnereseenssnaenens 18
IIL PROCEDURES ..ottt ettt st s s bree s s ennr e s e e bnneseeeebmnenennes 20
T OAUCTION . oo etreeeee e et reee e et eee st irreresessessnrasresres seesmssmneneeeaeeeeeramsnnes 20
Personal EXpPerienCe. . ..o ioieiiviecieeeieese e ciescree e e s 20
Development of the Project ........coveiieeiivecireeee e 21
PrOCEUIES . .. ettt e s e s arae e e e e e 21
TV THE PROJECT ..ottt ettt e sett e sesar e s sanne s se s nne s e e ennnne s 24
Microsoft Word 2007 ..ottt err e e s s anreens 25
Microsoft POWErPoInt 2007 ...t vecevrerieersesseresnsnnarareraeeses 129
V  SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS ................ 320
SUITIYIATY -...ccorecree e e srea e eseea e me e eme s ee e s e e s e mssas s basassbe s san st n i sens 326
L0 (Toa 1R E: o) o 1= ST PO ORRTRN 326
RO At 0N ittt ee s a e e e s s s s et e e aeeras 327
REFERENCES ..ottt iiritieeiiee s ceiert e sssrinsessrseee s eesmeeaseesbsasessssstbanessesssaeas 329

v



(7

CHAPTER I
INTRODUCTION
Background of the Project

An English Language Learner (ELL) is “a student whose first language is other
than English and who is in a special program for learmning English (which may be
bilingual education or English as a second language)” (Lexicon of Learning, 2008). Itis
widely known that ELL students in the United States face umique challenges to reach
academic success. Not only do ELL students struggle to understand cultural differences,
they can be delayed by their lower-level English language skills (Papai, 2000). With that
being known, the number of ELL students enrolled in United States public education has
grown significantly over the years. The percentage change from the 1994-1995 school
year to the 2004-2005 school year was 56.2% (Numbers & Statistics Resources, 2000).
This means there are more struggling ELL students in the United States than ever before.

Technology is one of the resources that will forever be growing and is a necessity
to have some understanding and usage level if a person wants to progress in his/her
career. Technology can be a challenge to many people, but especially to ELL students
who have a difficult time with English, much less, technology vocabulary. It is easy for
ELL students to become lost in the instructional part of a lesson while other students
move fluently with the teacher directions (Schools, 1999).

Statement of the Problem
Think of the word “mouse.” To an ELL student that simply means a small rodent;

yet, in technology it is something completely different. Vocabulary development is an

1
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issue when teaching ELL students technology. In addition, teachers know that
demonstrating and then having students follow along is an effective practice. However, it
is difficult for ELL students to follow along and they become lost and frustrated very
quickly (Robertson, 2008).

Most of the computer tutorials and textbooks are too wordy and complicated for
ELL students. These students need basic computer skills to complete assignments in
other classes (Visilearn' Research Study, 2003). Introduction to Information Technology
(IIT) is the perfect class for the students to learn the common computer programs of
Microsoft Word 2007 and PowerPoint 2007, yet the 11T curriculum is not effective for
ELL students to learn all that they can.

Purpose of the Project

The purpose of the this project is to create Microsoft Word 2007 and Microsoft
PowerPoint 2007 units for ELL students enrolled in Introduction to Information
Technology. This curriculum will be implemented at Lindbergh High School in the
Renton School District in grades 9-12. The use of the Internet will be incorporated
throughout these units as research shows the use of the Internet is an integral part to the
success of an ELL students’ educational experience (Schools, 1999).

Significance of the Project

Currently, in the Renton School District, ELL students who are enrolled in the
beginning computer class are set up with a typing tutorial and learn to type for the entire
semester. While it is a way for ELL students to learn letters and how to type, they could
be learning much more if given relevant and rigorous curriculum geared towards English

language learners.
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In addition, programs learned in the beginning computer class can be utilized in
other disciplines. The Renton School District piloted a small learning communities
program and even though it does not exist anymore, teachers still practice the theory of
implementing themes across disciplines so students are able to apply what is learned in
each class. A repetitive approach helps students learn the content more effectively (Small
Learning Communities, 2002).

Students in the Renton School District are required to complete a culminating
project in order to graduate. The ELL curriculum developed in the beginning computer
class will provide ELL students with the foundation needed to complete the technological
element of the culminating project. ELL students are already known to be performing
below standards and have excessive dropout rates (The Nation's Report Card: 2005
Reading and Mathematics, 2005). The culminating project is another hurdle for ELL
students to jump over so it is linperative they receive enough instruction to complete this
project. The IIT class is essential for this piece.

Limitations of the Project

Most ELL students do not have computers or Microsoft programs at home so
cannot practice at home what is learned at school (Robertson, 2008). In addition, just like
non-ELL students, ELL students are all at different cognitive and noncognitive levels
depending on how long they have been in the country and the educational level they
received in their native country (Reigle, 2007). Teachers will have to identify the ability
of each ELL student and determine if the ELL student can use the regular curriculum

used by non-ELL students or the ELL curriculum created.
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Definition of Terms

The following are terms with definitions that will help the reader comprehend the
educational jargon used throughout this paper:
Career and Technical Education (Vocational Education): “A planned program of
courses and learning experiences that begins with exploration of career options, supports
basic academic and life skills, and enables achievement of high academic standards,
leadership, preparation for industry-defined work, and advanced and continuing
education” (Career and Technical Education).
Constructivism: “An approach to teaching based on research about how people learn.
Many researchers say that each individual "constructs" knowledge rather than receiving it
from others. People disagree about how to achieve constructive learning, but many
educators believe that students come to understand abstract concepts best through
exploration, reasoning, and discussion” (Lexicon of Learning, 2008).
Culminating (senior) project: “A graduation requirement in which each student will
demonstrate essential skills through reading, writing, speaking, production and/or
performance. To complete the project, students may be asked to write a research paper,
work with a mentor in school or in the community, present to a community or peer panel,
pull together a portfolio of work and/or develop a multi-media presentation” (Graduation
Requirements).
Curriculum: “a written plan outlining what students will be taught (a course of study).
Curriculum documents often also include detailed directions or suggestions for teaching
the content. Curriculum may refer to all the courses offered at a given school, or all the

courses offered at a school in a particular area of study. For example, the English
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curriculum might include English literature, literature, world literature, essay styles,
creative writing, business writing, Shakespeare, modern poetry, and the novel. The
curriculum of an elementary school usually includes language arts, mathematics, science,
social studies, and other subjects” (Lexicon of Learning, 2008).

Differentiated curriculum: “A form of instruction that seeks to "maximize each student's
growth by meeting each student where she is and helping the student to progress. In
practice, it involves offering several different learning experiences in response to
students' varied needs. Learning activities and materials may be varied by difficulty to
challenge students at different readiness levels, by topic in response to students' interests,
and by students' preferred ways of learning or expressing themselves" (Lexicon of
Learning, 2008).

English Language Learner: “A student whose first language is other than English and
who is in a special program for learning English (which may be bilingual education or
English as a second language)” {Lexicon of Learning, 2008).

Introduction to Information Technology: “This is the first course in the Information
Technology sequence of coursework. In this course the student will learn: The keyboard,
10-key pad and correct technique; Basic formatting of business documents and reports;
and, Basic features of Word (word processing software), Access (database software),
PowerPoint (presentation software) and Excel (spreadsheet software)” (Pathways, 1999-
2006)

MS PowerPoint 2007: “Enables users to quickly create high-impact, dynamic
presentations, while integrating workflow and ways to easily share information”

(Microsoft Office PowerPoint 2007 Product Overview, 2008).
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MS Word 2007: “A powerful authoring program that gives you the ability to create and
share documents by combining a comprehensive set of writing tools with the easy-to-use
Microsoft Office Fluent user interface” (Microsoft Office Word 2007 Product Overview,
2008).

Pedagogy: “The art of teaching—especially the conscious use of particular instructional
methods. If a teacher uses a discovery approach rather than direct instruction, for
example, she is using a different pedagogy” (Lexicon of Learning, 2008).

Performance based assessment: “A form of assessment that is designed to assess what
students know through their ability to perform certain tasks. For example, a performance
assessment might require a student to serve a volleyball, solve a particular type of
mathematics problem, or write a short business letter to inquire about a product as a way
of demonstrating that they have acquired new knowledge and skills. Advocates believe
such assessments—sometimes called performance-based assessments—provide a more
accurate indication of what students can do than traditional assessments, which might
require a student to fill in the blank, indicate whether a statement is true or false, or select
a right answer from multiple given choices. Evaluating students through task
performance can be more time-consuming and therefore more expensive. Most large-
scale assessments (such as state testing programs) use this form of assessment sparingly,
if at all. But many educators believe it is worth the extra cost because it provides a more
accurate and realistic picture of student learning” (Lexicon of Learning, 2008).

Project based assignment (method): “Teaching by engaging students in a long-term
activity in which they gather information and develop a product of some kind, such as a

written report, oral presentation, or model. Some educators believe that students learn
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more, understand the content more thoroughly, and remember information and skills

longer when they work on a project” (Lexicon of Learning, 2008).



CHAPTER 11
LITERATURE REVIEW

In 1963, President John F. Kennedy stated, “Simple justice requires that public
funds, to which all taxpayers of all races [colors, and national origins] contribute, not be
spent in any fashion which encourages, entrenches, subsidizes or results in racial [color
or national origin] discrimination” (Title VI of the Civil Rights Act of 1964, 2003).
Thus, Title VI of the Civil Rights Act of 1964 was founded. This act prohibits
discrimination on the basis of race, color, and national origin in programs and activities
receiving federal financial assistance (Title VI of the Civil Rights Act of 1964, 2003).
This, of course, included public education to all.

Nonetheless, compliance with this Act was not easy for some. This was best
described in the Lau v. Nichols case in 1974. A San Francisco school was accused of
discriminating against Chinese American ELL students by not providing appropriate
accommodations for their limited English proficiency. The United State Supreme Court
ruled in favor of the students saying the school district was not offering these students
equal educational opportunities on the basis of their ethnicity (Lau v. Nichols, 1974).
This was a landmark case for ELL students and their right to receive proper education.

Now, with the implementation of No Child Left Behind (NCLB) 2001, educators
are being held even more accountable for the success of all students. This means all
students, including ELL students, must meet the academic standards outlined by the state.
There are accommodations outlined to help ELL students during the high stakes testing
(No Child Left Behind). Now, more than ever, is a time when educators need to step up

and use instructional strategies so that ELL students can meet the criteria outlined by



NCLB. With over 5 million ELL students enrolled in grades Pre K-12, it is essential we

reach out to them (Numbers & Statistics Resources, 2006).

In Washington State the ELL population has also grown significantly. The
percentage change from the 1994-1995 school year to the 2004-2005 school year was
46.7%. Washington State now has approximately 76,000 ELL students enrolled in
schools (Numbers & Statistics Resources, 2000). How are these students doing in
relation to NCLB? On the 10" grade 2006-2007 Washington Assessment of Student
Learning (WASL) only 38.3% passed the reading section, 10.7% passed the math section,
37.7% passed the writing section, and 2.9% passed the science section. In comparison,
the state average meeting standard was 80.8% in reading, 50.4% in math, 83.9% in
writing, and 36.4% in science (Washington State Report Card).

In the Renton School District, the ELL population has steadily increased every
year. The current ELL enrollment for the 2007-2008 school years shows nearly 2,000
ELL students in the district (RSD ESL Enrollment, 2008). With these increases and the
probability that the number of ELL students will continue to grow, teachers in the district

need to be prepared to teach these students. One of those methods is with the use of

technology.

Technology has been around for years. When looking at a timeline various forms
of technology were used as early as in the 1940°s. It is evident the computer age truly
took off in the late 1980°s and entered into most all schools in the early 1990°s. The most
significant usage of technology is the convenience of the Intermnet which is wired in all

schools around the United States (History of Computers in Education, 2007).
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Educators realize that technology plays an important part in students’ education

and that it can provide a useful component to ELL pedagogy. The availability of

technology has risen and usage in the classroom has as well. With that, researchers have

found many advantages of and a few disadvantages of using technology with ELL

students (Schools, 1999).

Research suggests many benefits of using technology in classrooms with ELL

students which include the following mentioned by Lee (2000) and Warschauer & Healey

(1998):

Experiential learning — the students choose what they learn by exploring
and doing it themselves.

Motivation — Most students love computers because they are known to be
fun and enjoyable. Allowing students to use the computer increases
motivation and creates a sense of independence.

Enhanced Student Achievement — Network-based instruction can help
pupils strengthen their linguistic skills by positively affecting their
learning attitude and by helping them build self-instruction strategies and
promote their self-confidence.

Authentic Materials for Study — Students may access resources any time
of day from multiple locations other than school.

Great Interaction — Random access to Web pages breaks the linear flow of

instruction. There are various ways to communicate with other people on

the Internet.
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s Individualization — Student personalities vary from very reserved to a high
level of loud ambition. The computer allows students to work at his/her
Own pace.

¢ Independence from a single source of information — “Although students
can still use their books, they are given the chance to escape from canned
knowledge and discover thousands of information sources. As a result,
their education fulfills the need for interdisciplinary learning in a
multicultural world” (Warschauer & Healey, 1998).

There are some disadvantages of technology assisting ELL students. One of the
most common concerns is the financial burden it puts on the school district and possibly
the ELL family who may be in a low socio-economic status. With this in mind, teachers
may have to differentiate technology instruction (Robertson, 2008). In addition,
technology changes at a relatively fast pace that it is difficult to keep up with the
advancements. This can be a frustration to the teacher and to the student who has just
learned the program and then it is updated (Lee, 2000). Lastly, ELL students need to
have some basic technology knowledge before they apply computer technology to assist
second language teaching and learning (Lai & Kritsonis, 2006). Fortunately, the HIT
class in the Renton School District would allow ELL students to become familiar with
computers; and, if properly taught, ELL students would be able to utilize the computer in

other classes to advance their second language learning.
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Instructional Methods
Sheltered Instruction Observation Profocol

Research was conducted for a decade before the concept of Sheltered Instruction
Observation Protocol (SIOP) was invented. After its implementation, research has
proven that English learners who have teachers trained and are consistently using the
SIOP model perform significantly higher than students who do not have teachers trained
in the SIOP model. What is SIOP? SIOP is a scientifically validated model of sheltered
instruction designed to make grade-level academic content understandable for English
learners while at the same time developing their English language. The protocol and
lesson planning guide ensure that teachers are consistently implementing practices known
to be effective for English learners (S.1.0.P Equity Academy, 2007).

This teaching strategy allows ELL students to perform and succeed academically
in content classes needed to graduate. As fearful as teachers are of having to completely
reconstruct what they already have created, this model does not require teachers to toss
out their lessons, but provides a different approach on how to teach what they always
have taught. It is important to note that SIOP can be used as an instructional model and
an observation protocol. It is beneficial for both teachers and administrators to be trained
in this method (Echevarria & Short, 2008).

As Echevarria & Short point out, the protocol is composed of 30 items grouped
into 3 sections:

1. Preparation — examines the lesson planning process, including the
language and content objectives, the use of supplementary materials, and

the meaningfulness of the activities.
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2. Instruction — subdivided into six smaller categories which are building
background, comprehensible input, strategies, interaction,
practice/application, and lesson delivery. Within these categories
emphasis is put on instructional practices that are critical for ELL students
such as making connections with students’ background experiences and
prior learning, adjusting teacher speech, emphasizing vocabulary
development, using multimodal techniques, promoting higher order
thinking skills, grouping students appropriately for language and content
development, and providing hands-on materials.

3. Review/assessment — four items consider whether the teacher reviewed the
key vocabulary and content concepts, assessed student learning, and
provided feedback to students on their output.

Understanding by Design (UBD)

As Stephen Covey states, “To begin with the end in mind means to start with a
clear understanding of your destination. It means to know where you’re going so that
you better understand where you are now so that the steps you take are always in the right
direction” (Covey, 1989). This statement represents the concept of the Understanding by
Design (UBD) framework. UBD focuses on effective design of curriculum, instruction,
and assessment so that students know what they are asked to learn and actually retain
what is learned (Wiggins & McTighe, 2005).

Wiggins and McTighe (2005) indicate that UBD identifies three stages of

backward design:
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. Identify desired results — What should students know, understand, and be

able to do? What content is worthy of understanding? What enduring
understandings are desired? This stage, essentially, is when the teacher

narrows down and recognizes the goal(s).

. Determine acceptable evidence — How will the teacher know if students

have achieved the desired results? What will the teacher accept as
evidence of student understanding and proficiency? Do not simply create
ineffective lessons just so students have something to do. Teachers need
to first “think like an assessor” before designing lessons so that they know

how they will determine if students have learned what is being taught.

. Plan learning experiences and instruction — Now that the teacher has

identified goal(s) and established the evidence needed to prove
understanding, it is time to develop the most suitable instructional
activities. Teachers need to ask themselves, what enabling knowledge
(facts, concepts, principles) and skills (processes, procedures, strategies)
will students need in order to perform effectively and achieve desired
results? What activities will equip students with the needed knowledge
and skills? What will need to be taught and coached, and how should it
best be taught, in light of performance goals? What materials and
resources are best suited to accomplish these goals?

Universal Design for Learning (UDL)

The Universal Design for Learning (UDL) was developed by a widely known

research group called the Center for Applied Special Technology (CAST). UDL includes
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Universally Designed Instruction (UDI) as well as the concept of Universally Designed
Curriculum (UDC) and Universal Design in Assessment (UDA) (Universal Design for
Learning: Reaching all, Teaching Al, 2004). In the research CAST (2007) conducted
they identified three primary brain networks and the roles they play in learning:
¢ Recognition networks — how students identify and categorize what they
see, hear, and read. Providing alternative representation of content can
increase learning opportunities.
¢ Strategic networks — how students organize and express their ideas.
Providing multiple options for expression and control will help add to the
accessibility of learning to all students.
e Affective networks — how students are challenged, excited, or interested.
Providing options that promote engagement, interest and motivation will
help achieve optimal learning
CAST (2007) points out that UDL takes the concept of differentiated instruction
and individualizes it. A universally-designed curriculum offers the following:
¢ Multiple means of representation to give learners various ways of
acquiring information and knowledge
e Multiple means of action and expression to provide learners alternatives
for demonstrating what they know
¢ Multiple means of engagement to tap into learners’ interests, challenge

them appropriately, and motivate them to learn
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What does this all mean? Dr. Burgstahler, a member of the DO-IT (Disabilities,
Opportunities, Internetworking, and Technology) organization at the University of
Washington suggests the best way to apply the UDL approach (Universal Design of
Instruction (UDI): Definition, Principles, and Examples, 2008):

¢ (Class Climate — Welcome everyone, avoid stereotyping, be approachable
and available, motivate all students, and address individual needs in an
inclusive manner.

o Interaction — Promote effective communication, make interaction
accessible to all participants, and encourage cooperative learning.

s Physical Environments and Products — Ensure physical access to facilities,
arrange instructional spaces to maximize inclusion and comfort, ensure
that everyone can use equipment and materials, and ensure safety.

o Delivery Methods — Select flexible curriculum, make content relevant,
provide cognitive supports, provide multiple ways to gain knowledge,
deliver instruction clearly and in multiple ways, make each teaching
method accessible to all students and use large visual and tactile aids.

o Information Resources and Technology — Select materials early, use
multiple, redundant presentations of content that use multiple sense,
accommodate a variety of reading levels and language skills, when
appropriate, given the goals of the course, ensure the availability of
appropriate assistive technology.

¢ Feedback ~ provide regular feedback and corrective opportunities.
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o Assessment — set clear expectations, provide multiple ways to demonstrate
knowledge, monitor and adjust, test in the same manner in which you
teach, minimize time constraints when appropriate.
s Accommodation — know how to arrange for accommodations.
Computer Instruction Methods
Visilearn { 2003) conduct research that was both qualitative and quantitative in
the more specific area of technology instruction. From its findings, the following
techniques and methods were found most effective when teaching ELL students:
o Hands-on labs
¢ Simple, step-by-step instructions
e Lots of large graphics
¢ Information presented in small chunks
o Real-world exercises
Visilearn (2003) indicated that the teachers in the study said that class materials
should be organized and presented in the following way:
o Tasks: Computer tutorials should be organized by tasks: the things most
students want to do with the program.
o Steps: For each task, list concise, step-by-step instructions.
o llustration: Illustrate each step with a computer screen shot that shows

exactly what to do. The bigger the better.
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» Reinforcement: At the end of each important task, include stand-alone
exercises so students can practice the tasks. Include multiple exercises so
students who work quickly remain occupied.

Additional tips included clear page numbering, a spot color, and spiral bound
book so the book lays flat on the desk (Visilearn' Research Study, 2003).

Many English learners may not be comfortable with computers yet. To enhance
the learners experience with computers and ease the fears of some students, Beare (1999)
recommended the following can be done:

e Always check that the computer is on and the monitor is showing the
correct image. If the teacher does not realize the computer is not on and
starts teaching, this will create panic for the ESL student.

o [fthe student is extremely apprehensive of the computer, place that
student next to a student who is very comfortable with computers and is
open to helping other students. When the student helps the English learner,
make sure the English learner uses the mouse and keyboard.

¢ Start easy and then increase computer activity. At the beginning, do not
assign a difficult activity on the computer. Slowly transition into more
complex assignments as the student becomes more comfortable with the
computer.

Conclusion
In conclusion, once educators understand the pedagogical theories and research

proven strategies surrounding the education of English Language Learners, there will be
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an increase in test scores and in the value of education for this population: It can be
done. Use of these strategies from the research in this study will provide a foundation in
the creation of basic technology skills curriculum for ELL students to use in multiple

classes and the senior culminating project for the district.
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CHAPTER III

PROCEDURES
Introduction

The purpose of this project is to design curriculum which will aid English
Language Learners develop their computer skills. Specific computer programs will be
emphasized. Microsoft Word 2007 and Microsoft PowerPoint 2007 are the most
frequently used computer programs in schools and will, therefore, be highlighted. The
skills learned in the units will be fairly basic but are the most helpful techniques needed
for success in computer usage.

Personal Experience

The author is a high school (9-12) business education teacher concluding a sixth
year in education that has been completed at two distinctively different high schools. The
author’s first place of employment was in a district with two predominant ethnicities:
Hispanic and Caucasian. At this school a specific course called Sheltered Keyboarding
for Spanish speaking students was taught by the author. A paracducator was provided
and, fortunately, vague Spanish language skills were beneficial. With all students being
at relatively the same skill level it was somewhat easier to teach to all students without
many individual modifications. If a student was clearly comfortable with technology and
language skills were advanced, general education work was given.

The author’s second and current place of employment provided a cultural shock.
The diversity in the school is massively different than at the first school. The minority
populations are the majority with nearly eighty foreign languages being spoken. Vague

Spanish language skills are not of use in this district. There is not a specific computer
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course for a certain language because no one language is predominant. The
implementation of previous “sheltered” assignments are of no usefulness as the directions
are in Spanish and are intended for Spanish speaking direct instruction and
demonstration. Currently, ELL students are enrolled in the Introduction to Information
Technology (IIT) class required during a student’s ninth grade year. Typically 2-5 ELL
students are enrolled per class between the twelve sections taught during the year.
Development of the Project

After observing the difficulties ELL students encountered, the author was certain
better curriculum could be developed for this struggling population. Therefore,
beginning in the Summer of 2008, extensive research was conducted including historical
information related to the English Language Learners, pedagogical practices, computer
integration, and software resources. A multitude of sources were used to complete this
research including the Education Resources Information Center (ERIC), ProQuest
databases, educational and governmental Websites, books, and educational workshop
manuals. In addition, computer software is needed to develop this curriculum. The
author used personal experience and the advice of professionals to decide on the best
program.

Procedures

When the research was completed, the author chose the best research data-driven
pedagogical strategies for not only ELL students, but all students. Many steps needed to
be done to create the most effective curriculum. These included: 1) gaining support from

administration; 2) approval from advisory committee; 3) receiving support and feedback
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from colleagues; 4) creating lesson plans aligned with instructional strategies; 5) issuing a
trial implementation; and 6) project finalization.

The first step is more of a professional courtesy and an annual evaluation
necessity. A day was set for the author to present to the school administration the project
being developed. Afterwards, the administration provided the author with suggestions on
rigorous and relevant literature to be used in the author’s research and full support was
shown. Since the author is a Career and Technical Education (CTE) instructor, the author
informed the district CTE director of the project. The CTE director offered professional
support whenever the author needed it and asked that the author’s professional
development activity (the project) be approved by the CTE advisory committee.

Step two was completed when the Business Education staff met with the CTE
advisory committee comprised of community members in the business field. After the
author presented the project, the advisory committee gave written approval of the
professional development activities.

In addition, the other business educators were excited and offered much support
and advice to the author. This led to step three of the project—receiving support and
feedback from colleagues. The author arranged a meeting with business teachers from
the district and ELL teachers from the school. The CTE staff in the district has
experienced the same frustrations as the author when it came to ELL students learning the
curriculum in the II'T class. The author took notes on these irritations, which were
essentially unanimous, and discussed possible resolutions with the ELL instructors. The
business educators and the ELL educators of the district departed the meeting optimistic

of the author’s project.
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The author looked forward to step four: creating lesson plans aligned with
instructional strategies. After all the research conducted and the personal experiences
relayed, the first draft of the curriculum was developed using the pedagogical theories of
Understanding by Design, Sheltered Instruction Observation Protocol, Universal Design
for Learning, and the Visilearn research for computer instruction. Additionally, the
author created performance-based assessments and some assignments were project based.
The computer software, Snaglt, was utilized for the visual aspects of the curriculum so
only relevant locations of the computer screen were displayed.

Step five occurred after the creation of the curriculum when the author dispersed a
rough draft of the curriculum to other business educators in the district for a trial run. Of
course the author used the curriculum in the school’s IIT classes as well. After the first
unit was tested, the author met with the business teachers and reviewed pros and cons of
the curriculum.

After the debriefing, the last step included a printed revision and finalization of
the curriculum. The curriculum was then handed out to other business educators in the

district for use in all II'T classrooms.
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CHAPTER IV

THE PROJECT

The following includes introductory units for Microsoft Word 2007 and

PowerPoint 2007. The graphical step-by-step assignments and multilevel assessments

comprised for each unit includes the following:

1.

2.

10.

11.

12.

13.

Microsoft Word 2007: Creating a Flyer
International Club Flyer
Play Auditions Flyer

Soccer Camp Flyer

. Flyer Labeling Test

Renton River Days Assessment

Microsoft PowerPoint 2007: Creating a Presentation
Internet Safety Presentation

School Success Presentation

Dress for Success Presentation

PowerPoint Labeling Test

PowerPoint Test

Dream Vacation Project Assessment



Microsoft Word
Chapter 1
Creating a Flyer
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Learning Objectives:

You will have mastered the tasks in this chapter when you can peform the following:

Open Word e Format text
Save a New Document o Heading 1 Styles
Save to Current Location o Heading 2 Styles
Enter Text o Bold
Insert Clip Art o lItalics
Format Picture o Underline
Insert Bullets o Font Size
Page Border o Font Style
o Center

they are listed below.

» BlGheading

» Detailedinformation
+ Catchy picture

+ Sometimes a border

$88880999IIIIIIIIGTRRRRARTAA 0

Microsoft Wordis a word processing program. You can create many
different types of doaunents in this program. The type of document you a
will leamin this assignmentisaffyer. A flyeris usually producedto B
advertise something. There are some very specific parts ofa flyerand u
i
0

IF YOU NEED ANY HELP JUST ASK!
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Directions:

Follow the bulleted instructions and look at the corresponding pictures to create the Microsoft
Word Flyer

Learning Objective:

The student will be able to open and save as a word document

® Open Word

® Click the
“Office Button”

® Hover over —— RS RN il
5 ey v yYYord Unapter 1 Curriculum - IV
Save As” - - :

-SSR S , weul

Save a copy of the document

. -
Click ‘ Word Document j
“Word Document” o Save the documer] % the default file ; l

7 Qpen ; format.

=T Word Template

i l Save = | Save the document as a template that can
- be used to format future documents.

= E__‘: Word 97-2003 Document
‘l Save As b

|~ | Save a copy of the document that is fully
I%é compatible with Word 97-2003.
. Y

@ Bak & Find add-ins for other file formats
L = 7é Learn about add-ins to save to other

| =
\ formats such as PDF or XPS.
\

77| Prepare » _l Other Formats
Open the Save As dialog box to select from

s all possible file types.
g sene

Publish »

SV

\
b |-
| Close i




® Navigate to your
“W: Drive”

@Click the

“My Documents”
drop down arrow

F
@Click the

W: drive
(the one with
your login name)

3 Iy Documents

’;-E @R X cidE-

i My Computer
% Local Disk (C:)

B 1y Nelwork Places
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& DWDJCD-RW Drive (D:)
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® Click the
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L
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Learning Objective:

(" The student will be able to enter text on a Word document

® Type the ST EET ST
headline: |- x Aw|¥- A | CEET e

Font - Paragraph

Microsoft Word

Microsoft Word

e pmsoenmn T I ) o)
e o ol o O O
E= O I LG e

o o
e TYYF)

Microsoft Word

| = [Insertion point moved to
next line




® Type the body:

(’ Microsoft Word is ¥
a word processing
program. You can

create many Microsoft Word

different ty[)es O.f Microsoft Word is a word processing program. You can create many different types of documentsin
documents in this this program. The type of documentyou will learn in this assignmentisa flyer. A flyeris usually
program. The type produced to advertise something. There are some very specific parts of a flyer and they are listed
of document you below.

will learn in this
assignment is a
flyer. Aflyeris
usually produced
to advertise
something. There
are some very
specific parts of a
flyer and they are
listed below.

( ® press the ENTER
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Microsoft Word

Microsoft Word is a word processing program. You can create many difi
this program. The type of documentyou will learn in this assignmentis ;
produced to advertise something. There are some very specific parts of
below.

<« Insertion point moved to
I next line




y

(

Learning Objective:

( The student will be able to save to current location n

® (lick the quick
“Save” button
ﬂ to save what
you have done so
far.

Learning Objective:

The student will be able to insert Clip Art

@ (Click the “Insert”
tab on the ribbon

~ ‘ | Insert Page
j i Calibri [
l’)‘at =2 Copy
ste
» . Format Painter B 7
Clipboard ]
Elz
EE |
Clip
Art
.C!g :
Home Insert Page Laynut Reﬁerences

4000 B8O

| Cwer Blank Page Table Picture Clip Shapes 9
| Page~ Page Break - Art i

Pages Tables Hlustration

—

® Click “Clip Art”

Elgl
34|
Clip
Art

Home Insert Page Layout
HIR% ¥ ’! =
Cover Blank Page Table
Page~ Page Break b
Pages Tables s
—




@ Type: Flyer

in the “Search for:”
box

@Click “Go”

quefences Mamnqs Rz\dcw View Md—lns _

)2 F A AS drpmie e

one s

ip |Shapes SmartArt Chart Header Footer Page Text
t - ) Cross-reference - ~  Number~ | Box~

Quick WordArt Crop
Parts = - Cap *gd Object ~

Text Symbols

Niustrations. Links Header & Footer

1 word processing program. You can create many differenttypes of documentsin

type of documentyou will learn in this assignmentisa flyer. A flyeris usually

tise something. There are some very specific parts of a flyerand they are listed

® Click the clip art
shown or a similar
clip art picture if
the circled one is
not available.

!AII collections

Results should be:

; All media file types




Learning Objective:

 —
My R,

The student will be able to insert Bullets  |+=

® Click below the

picture Microsoft Word

Microsoft Word is a word processing program. You can create many differenttypes of documentsin
this program. The type of documentyou will learn in this assignmentis a flyer. A fiyeris usually
produced to advertise something. There are some very specific parts of a flyer and they are listed

below.

Insertion point moved
below picture

@® (Click the Bullets

butt > | Home ' Insert Page layout References Mallmgs Rw:m Vlew Add-lns
on the Home tab. - : F T s Tt Loy
B .Gt Calibri (Body) -l -5 '||_] = -IE- = zﬁ&_ll&'
| p'a % =3 Capy = e
- 2 - al - - % = [ - :'..:..E -
i Ee J Format Painter B I U ~aex X A ”J L H = ||_|*- IQ B |
Cnpboard ] Font = | Bullets | paragraph T




® Type:
e BIG heading
e Detailed
information

—

e Catchy picture
e Sometimes a
border

Microsoft Word

Microsoft Word is a word processing program. You can create many diffe
this program. The type of documentyou will learn in this assignmentisa 1

produced to advertise something. There are some very specificpartsof a
below.

* BIGheading IEnterl
¢ Detailed information ]Enter|

e Catchy picture

e Sometimesaborder
o |

(\, ® (Click the Bullets
button 5=~ again
to get rid of the

Insert Page Layout References Mailings Review View Add-Ins

2a ¥ oc Gl e = e L T
last bullet B Calibri (Body) -u - (& K= = -1 - e E =] 1)
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e J Format Painter B 7 U ~abex X Aav||W- A-| [SgE = g;@gv [y B
Clipboard T _ Font = | Bullets Paragraph Elu
® Type:

If you need any
help just ask!

* BIG heading

®» Detailed information
Catchy picture
Sometimesaborder

Ifyouneed any help just ask!




Learning Objective:

L
The student will be able to save to current location

® Click the quick
“Save” button

n to save what | : ] Insert Fagt
you have done so | "j & Calibri (
far. : 7 =3 Copy Z
| Past
é o F Format Painter | B I
I Clipboard F]
Learning Objective:
The student will be able to format Heading 1 '::ﬁzcl' :2?:‘
Stytes — |
: % . A Styeset ’
(, The student will be able to change styles| 2% | by changing style set, color, and font |E e »
Styles~ (4] Eonts »
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“Microsoft Word” | Fent £ L
Microsoft Word
Microsoft Word is a word processing program. You g
this program. The type of documentyou will learn in
produced to advertise something. There are somev
below.
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® Click the
“Heading 1”
style in the styles
gallery

AaBbCi

Heading 1

T Normal

G|

]

T No Spadi...
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Heading 1

Heading 2
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Title Subtitle

Styles
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Emphasis
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Intense E...

Heading 1
Style

Microsoft Word

Microsoft Word is a word processing program. You can create many different:
this program. The type of documentyouwill learn in this assignmentisa flyer.
produced to advertise something. There are some very specific parts of a flyer

below.

@Click

“Change Styles”

@Click

“Style Set”

@Click

“Modern”

gl | Heading 2

Title Subtitle
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lg Select~ |
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ypes of documents in this program.
ly produced to advertise
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Set as Default
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Microsoft Word is @8 word processing program. You can create many different types of documents
The type of document you will learn in this assignment is a flyer. A flyeris usually produced to ady
something. There are some very specific parts of a flyer and they are listed below.

¢ BIG heading

s Detailed information
s Catchy picture

* Sometimes a border

Ifyou need any help just ask!
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his assignmentis a flyer. A flyeris usually producedto advertise Aa Arial
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Learning Objective:

The student will be able to save to current location m

® Click the quick
“Save” button

E to save what

you have done so D # Calibri [
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Paste
- 7 Format Painter Bevd
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E ~ Clipboard fx




Learning Objective:

The student will be able to change Font Size |11 ~

The student will be able to change Font Style | “fitri (Body >

(" The student will be able to Center

i

® Click the
“Center” button
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Microsoft Word 15 a word processing program. You cancreate many different types of docume
Thetype of document youwill leam in this assignmentis a flyer. A flyeris usually producedto
something. There are some very specific parts of a flyer and they are listed below.
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Learning Objective:

The student will be able to apply Bold B

The student will be able to Underline | U ~

C The student will be able to apply ltalics | &

® Highlight

“word
processing
program”

MICROSOFT WORD

Microsoft Word is You can create many
different types of documents in this progrant. 1he type of document you
will learn in this assignment is a flyer. A flyer is usually produced to

advertise something. There are some very specific parts of a flyer and
they are listed below.
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Microsoft Word is a word processing program. You can create many
different types of documents in this program. The type of document you
will learn in this assignment is a flyer. A flyer is usually produced to
advertise something. There are some very specific parts of a flyer and
they are listed below.
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Catchy picture
Sometimes a border

Learning Objective:
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The student will be able to save to current location

® Click the quick
“Save” button
u to save
what you have
done so far.
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Learning Objective:

AABBC

Heading 2

The student will be able to format Heading 2

i

The student will be able to Center

The student will be able to change Font Size |11 ~

® Highlight the last
line (signature
line)
¢ BIG heading
¢ Detailed information
¢ Catchy picture
e Sometimes a border
If youneed any help just ask!
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“Heading 2” 0s Review View Add-Ins 7 o
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Microsoft Word is a word processing program. You can create ms
different types of documents in this program. The type of document
will learn in this assignment is a flyer. A flyer is usually produced f«
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Microsoft Word is a word processing program. You can
different types of documents in this program. The type of d
will learn in this assignment is a flyer. A flyer is usually prg
advertise something. There are some very specific parts of
they are listed below.

¢ BIG heading

e Detailed information
e Catchy picture

e Sometimes a border
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This is how it
should look

BIG Heading
Detailed Information
Catchy Picture

* Sometimes a border

IF YOU NEED ANY HELP JUST ASK!

Learning Objective:

The student will be able to Center

@Click the

and resize an image
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Microsoft Word is a word processing program. You can create many
different types of documents in this program. The type of document you
will learn in this assignment is a flyer. A flyer is usually produced to
advertise something. There are some very specific parts of a flyer and
they are listed below.

BIGTeading
Detailed information
Catchy picture
Sometimes a border

IF YOU NEED ANY HELP JUST ASK!
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Microsoft Word is a word processing program. You can create many
different types of documents in this program. The type of document you
will learn in this assignment is a flyer. A flyer is usually produced to
advertise something. There are some very specific parts of a flyer and
they are listed below.

BIG heading
Detailed information
Catchy picture
Sometimes a border

IF YOU NEED ANY HELP JUST ASK!

Microsoft Word is a word processing program. You can create many
different types of documents in this program. The type of document you
will learn in this assignment is a flyer. A flyer is usually produced to
advertise something. There are some very specific parts of a flyer and
they are listed below.

BIG heading
Detailed information
Catchy picture - ——
Sometimes a border gy vb

IF YOU NEED ANY HELP JUST ASK!




This is how it
should look.

Everything is on
one page.
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Microsoft Wordis a word processing program. You can create many
different types of documents in this program. The type of document you
will leamin this assuagnmentisa flver. A flyeris usually producedto
advertise something. There are some very specificpartsofa flyerand
they are isted below.

BIGheadmng
Detailed mformation
Catchy picture
Sometimes a border

IF YOU NEED ANY HELP JUST ASK!
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Make sure the ord Flyer - Microsoft Word Picture Tools

picture is still Mailings  Review  View  Add-ns
selected
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Mo Spacing Headingl H

® Click “Format” " T Normal

under “Picture
Tools”

Microsoft Word is a word processing program. You cd
different types of documents in this program. Thetypeo
will learn in this assignment is a flyer. A flyer is usually
advertise something. There are some very specific parts
they are listed below.

@® Click the last

; Microsoft Word Flyer - Microsoft Word Picture Tools
picture style -
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"
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Picture Styles
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This is how it _ _
should look — : -

Microsoft Word is a word processing program. You can create many
different types of documents in this program. The type of documernt vou
will leamm this assignmentis a flver. A flveris usually producedto
advertise something. There are some very specific partsofa flyerand
they arelisted below.

BIGheadng
Detailed mformation
Catchy picture
Sometimes a border

IF YOU NEED ANY HELP JUST ASK!
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The student will be able to save to current location

® Click the quick
“Save” button
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Learning Objective:

)

. Page
Barders

The student will be able to insert a page border
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“Page Layout”
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Microsoft Wordis a word processing program. You can create marry ﬂ
different types of documents in this program. The type of document vou g

will leamin this assignmentis a fTver. A flyeris usually producedto 1
advertise something. There are some very specificparts of a flverand

: they arelisted below. 2
i i
g
1] :
i i
i
i i
] ]
[ i
i

¢ BIGheadng
. ¢ Detailedinformation .
» Catchy pictire
‘ * Sometimesaborder
ﬁ IF YOU NEED ANY HELP JUST ASK! ﬂ

BODDBOODDOROODDRRAOBDRRAOORATD B

® Click the quick
“Save” button

M to save one
last time. "

Calibri |
=3 Copy I
Paste |B I

~ .J Format Painter

_ Clipboard |







International Club Flyer

55

INTERNATIONAL CLUB

International Club celebrates the many differenf cultures around the
world. International Club promotes cultural awareness through warious
activities. Past activities have included eating, dancing. watching
movies, and celebrating various holidays, such as Mardi Gras. Cinco de
Mayo.and Chinese New Year.
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» Every first Monday
* Room 2500
» 2:15-3:00pm

COME CELEBRATE OUR CULTURES!
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Directions:

Follow the bulleted instructions and look at the corresponding pictures to create the Microsoft
Word Flyer

Learning Objective:

The student will be able to open and save as a word document

® Open Word

@® Click the
“Office Button”

E;] Colors =
| Fonts ~ ]
Themes Mar:

- [O]Effects - i

Themes

® Hover over R 72 [
d » ord Chapter Curnculum -
“Save As” o WAENTE e  aa e

Save a copy of the document

@_ > Word Document

Save the docume the default file 1
7 Open format. |

@;‘ 5] Word Template i
Save = | Save the document as a template that can
. be used to format future documents.

® Click
“Word Document” }

~u
Vel
p— @J Word 97-2003 Document
| M Save s | b

= | Save a copy of the document that is fully
é compatible with Word 97-2003,
|4

Find add-ins for other file formats

Print | X [
__e Learn about add-ins to save to other
o formats such as PDF or XPS.
ﬁ’ Prepare » | 1] Other Formats
Open the Save As dialog box to select from i
— all possible file types. 1
g sens
|

" Publish »

==
J Close It




® Navigate to your
“W: Drive”

®Click the

“My Documents”
drop down arrow
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@Click the

W: drive
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your login name)
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- Templates
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Save As
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®Type:
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International Club
Flyer

@Click

“Save”

Save in:

Il_:j Word Chapter 1
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o Templates
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Documents

@ Desktop

=y My
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WMy

& Computer

% My Network
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@Microsoft ‘Word Flyer
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File name: hlntcrnational Club Flyer |

Save as bype: |Word Document

Learning Objective:

The student will be able to enter text on a Word document

® Type the
headline:

International Club
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® press the ENTER

key on your
keyboard to
move to the
next line
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International Club

|  — Insertion point

moved to next line

® Type the body:

International Club
celebrates the
many different
cultures around
the world.
International Club
promotes cultural
awareness
through various
activities. Past
activities have
included eating,
dancing, watching
movies, and
celebrating
various holidays,

_ such as Mardi
Gras, Cinco de
Mayo, and
Chinese New Year.

International Club

International Club celebrates the many different cuftures around the world. International Club
promotes cultural awareness through various activities. Past activities have included eating, dancing,
watching movies, and celebrating various holidays, such as Mardi Gras, Cinco de Mayo, and Chinese
New Year.




® press the ENTER
(2) times on
your keyboard
to move to the
next line

International Club

International Club celebrates the many different cu
promotes cultural awareness through various activii
watching movies, and celebrating various holidays,
New Year.

| €—— Insertion point

moved to next line

Learning Objective:

m
The student will be able to save to current location

® Click the quick
“Save” button

n to save

what you have
done so far.
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Learning Objective:

The student will be able to insert Clip Art

Ede]
Clip
Art

® Click the
“Insert” tab on : _ —
the ribbon Home Insert Page Layout References
| = =10 | 58
| | b —
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Clip | Page~ Page Break 2
Art Pages Tables
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@Type: Culture
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nd Chinese




[ RESUIS shoudid be:
Al media il types  [=]

® Click the clip art
shown ora
similar clip art
picture if the
circled one is not
available.
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Learning Objective:

The student will be able to insert Bullets [*—

® Click below the
picture

International Club

International Club celebrates the many different cultures around the world. International Club
promotes cultural awareness through various activities. Past activities have included eating, dancing,

watching movies, and celebrating various holidays, such as Mardi Gras, Cinco de Mayo, and Chinese
New Year.

| > Insertion point
b moved below picture




® Click the Bullets
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® Type:

International Club
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e Room 250D
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New Year.
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® pioss Enterto International Club

move to the next )
Krid International Club celebrates the many difi

promotes cultural awareness through vari

watching movies, and celebrating various |

New Year.

® Every first Monday
* Room 250D
e 2:15-3:00pm
l Enter
i oint
| & Insertion p

moved to next line

® Type:

Come celebrate
our cultures!

®  Every first Monday
® Room 250D
® 2:15-3:00pm

Come celebrate our cultures!




Learning Objective:
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The student will be able to format Heading Hedinot m,:
kel
% % i N Styleset
The student will be able to change sty crange by changing style set, color, and iI;I -
Styles -
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® Highlight the title

“International
Club”

International Club

International Club celebrates the many different cultures arour
promotes cultural awareness through various activities. Past a{

watching movies, and celebrating various holidays, such as Maj

New Year.

® Click the
“Heading 1” —————
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International Club

International Club celebrates the many different cultures arg
promotes cultural awareness through various activities. Pas]
watching movies, and celebrating various holidays, such as
New Year.




“Change Styles” 34 Find ~

.',‘.‘c Replace
W Select ~
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Set as Default
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Manuscript
@Click g

Modern 3

“Formal” Simple
Traditional

International Club Waord 2003

included eating, dancing, Word 2007 v
b de Mayo, and Chinese Reset to Quick Styles from Template
Reset Document Quick Styles

Save as Quick Style Set...

INTERNATIONAL CLUB

International Club celebrates the many different cultures around the world. International Club
promotes cultural awareness through various activities. Past activities have included eating, dancing,
watching movies, and celebrating various holidays, such as Mardi Gras, Cinco de Mayo, and Chinese
New Year.

=  Everyfirst Monday
* Room 250D
»  2:15-3:00pm

Come celebrate our cultures!
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Learning Objective:

”

The student will be able to save to current location n

® Click the quick

“Save” button
M to save P
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Learning Objective:
The student will be able to change Font Siz¢ 11 ~
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International Club celebrates the many different cultures around the world. In
promotes cultural awareness through various activities. Past activities have ing

watching movies, and celebrating various holidays, such as Mardi Gras, Cinco d|
New Year.
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paragraph
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International Club celebrates the many different cultures around the world. International Club
promotes culturalawareness through various activities. mmmmmm
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The student will be able to Underline

The student will be able to apply Italics o
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INTERNATIONAL CLUB
International Club celebrates the many dfifferent pultures around the
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INTERNATIONAL CLUB

International Club celebrates the many differentcultures around the
world. International Club promotes cultural awareness through various
activities. Past activities have included eating, dancing, watching
movies, and celebrating various holidays, such as Mardi Gras, Cinco de
Mayo, and Chinese New Year.
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INTERNATIONAL CLUB

International Club celebrates the many different cultures around the
world. International Club promotes cultural awareness through various
activities. Past activities hove included eating, dancing, watching
movies, and celebrating various holidays, such as Mardi Grgs. Cince de
Mayo,and Chinese New Year.
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International Club celebrates the many &ifferent cultures around the
world. International Club promotes cultural awareness through various
activities. Past activities have included eating. dancing. watching
movies. and celebrating various holidays, such as Mardi Grgs. Cingo de
Mayo.and Chinese New Year.
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Have you ever wanted to act in front of a live
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Directions:

Follow the bulleted instructions and look at the corresponding pictures to create the Microsoft
Word Flyer

Learning Objective:

The student will be able to open and save as a word document

® Open Word

o~

® Click the
“Office Button”

I

® Hover over

Word Chapter 1 Curriculum - Mij
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‘ j Sav f the document
B i New e a copy o u }
e @ » Word Document
“Word Document” — == | Savethe documer] “g the default file !
7 Open format. |
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»
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“7| Prepare » I_! Other Formats

N Cpen the Save As dialog box to select from
all possible file types. |

‘ | A Send  »

||
i / Publish » Il

_T Close | ‘1
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The student will be able to enter text on a Word document
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the next line
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@Type the body:

Have you ever
wanted to act in
front of a live
audience? Well
now is your chance!
The theater
company will be
holding acting,
singing, and dancing
auditions for an
upcoming play.
Follow your dreams
and try out!
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@ Have you ever wanted to act infront of a live audience? Well now is your chance! The theater company

will be holding acting, singing, and dancing auditions for an upcoming play. Follow your dreams andtry
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The student will be able to format Heading 2 Heading 2
The student will be able to Center

The student will be able to change Font Size |11 ~
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Learning Objective:

The student will be able to Center

The student will be able to choose a picture styl

and resize an image

References  Maifings  Review  View Addins | Format
LR I EE—— /‘h\
for an image = wd : E e o R g 5
Pdure Stytes
oY
Click the image [errraslrs

@Click the

“Center” button

Picture Tools

Add-lns

Format

SIPEd ‘AaBbCcl | AaBbCel AaBbC AaBbC: AaBbCc

il TMormal |7 No Spaci...

O PIGYAuditions

Have wou ever wanted to act im fromt of a live

Headingl  Heading 2

Heading 3

audience? W%Well now is your chencel The theater

company will be holding acting, singing, and dancing
auditions for an upcoming tlay
try out!

Follow your dreams and

Fridey, March
s 5:00mm

Carco Theatre

You can be a star!
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® Click and drag the
bottom right
corner of the
picture

company will be holding acting, singing, and danc]

auditions for an upcoming play. Follow your dreas

try out!

o Friday, March ©

e 5:00Dm

o Carco Theatre

You can be a star!

This is how it should
look

Play Auditions

Bave you ever wantes to act in fromt of a live
audience? Well mow is jyour chance! The theater
company will te holding acting, singing, an® Zancing
auiitions for an ugcoming play. TFollow your dreams and

try out!

C

o

® Frisay, March ®
» 5:00gm

* G2rsq Theatre

You can be a star!



Learning Objective:

®
The student will be able to save to current location

® Click the quick
“Save” button n

to save what you
have done so far. B # C Calibri {
‘ l:a : =3 Copy
ste
~ J Format Painter B 7
| Clipboard F

Make sure the

picture is still
selected Mailings Review View Add-Ins Format

Picture Tools

@ Picture Shd

Qe ﬂnza'-%manwm
Click “Format”

| ¥ =t Picture Eff{

under “Picture Picture Styles >
Tools” j — - - : NS : v
QCIick the
ﬂmore” box
arrow L
. Click the Play Auditions Flyer - Microsoft Worc Pictui & Tools
put References Mailings Review View Add-Ins [ Format
“Perspective :
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This is how it should
look.

Play Auditions

Have you ever wented to act in front of a live

audience? Well now is your chance! The theater

company #ill bte holding acting, singing, and dancing

anditions for an upcoming play. Follow your dreams and

try out!

fridey, March ©

You can be a star!

Learning Objective:

The student will be able to insert a page border

N

Page
Borders

1 = 10
QCItck L ==
it 4 b Hom Insert | Page Layout Relerem:es Mallings Remw View Md-lns Format

Page Layout ——

1 E Colors ~ . h I _1~] | »= Breaks ~ \j j Indent
""" [A] Fonts ~ £ Line Numbers ~ = Left: 0
i Themes Margins Orienta Size Columns Watermark Page Page =
2 Click th [C]Errects ~ g = 5 12~ Hyphenation ~ ~  Color~ Borders | % Right: 0"
Ic e Themes Page Setup & Page Background

“Page Borders”
button
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@Click

“Art:” box arrow

S
@Click the

star picture

hhhih
@Click “OK”"

R
Borders and Shading LD |3
Page Border | hading
Setting: Style: Preview
P | » Click on diagram below or use
=|| None El buttons to apply borders
Shadow | | _._._._._._..
B
B |
=| | custom _ .
il Apply to: == =
Ewhole dommeﬁaw&iﬁAHANB
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[ Cancel ]
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This is what it should
look like when you
are finished!
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Play Auditions

Eave you ever wanted to act in front of a live
audience? Well now is your chance! The theater

company will bpe kolding acti singin anid dancin

auditions for an upcoming play. Follow your drsams anid

try out!
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» Friday, March 9
= 5:00pm
e Carco Theatre

You can be a star!
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® (Click the quick
“Save” button to
save one last
time.
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Soccer Camp Flyer
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It’s Soccer Time!

Are you interested in playing soccer? No matter what your skill

level is, Kick It Camp is here foryou. The camp is August5 and 6
at the Kick it Arena.

¢ Leam aggressive footwork
« Condition for the season

+ Pass, Kick, and boot it out of here

Call Kick It Camp at 555-3693 for more
information
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Directions:

Follow the bulleted instructions and look at the corresponding pictures to create the Microsoft
Word Flyer

Learning Objective:

The student will be able to open and save as a word document

® Open Word

® (lick the
“Office Button”

5

i

® Hover over

U ' = Word Chapter 1 Curriculum
“Save As” sl __ .
Save a copy of the document [
® Click | New [
- v 5 Word Document ;.
“Word Document” ~ ~ = | Savethe documer] ‘g the default file i I
| an/ Qpen format, -
[,F," ] Word Template 5
I I Save ~— | Save the document as a template that can I
5 be used to format future documents.

E » Word 37-2003 Document

Save As b ~| Save a copy of the document that is fully
q compatible with Word 97-2003.

Print > ) Find add-ins for other file formats

= o Learn about add-ins to save to other
formats such as PDF or XPS.

77| Prepare » T’l Other Formats
Open the Save As dialog box to select from
&

all possible file types.
Send >

Publish »

- =
h 1
__‘ Close




® Navigate to your
(' “W: Drive”

@Cﬁck the

“My Documents”
drop down arrow

EI
@Click the

W: drive
(the one with your
login name)

) My Documents

g My Comguter
%o Local Disk (C:)
‘& DYDJCD-RW Drive (D:)
S public on Lhefps-01' (P2)

—

—

2% dropbos on 'thsfps-01' (1)
My Netwoek Places
My Documents

S Lhs on 'rsdfps-01alstudenthomes’ (5:

janolemioux on rsdps-01athomesit

—budget o

) Cancer Project

I Clock Hours
_DCLSE

Chbs

) Culminating Project
) DFferentiating nstruction
JEDAD 580
\JEDAD 58!
JEDAD 582

<

File piame: \Dac2

Save astype [word Document

Tf Favorites
IFRA

) Fash

W Hougars
JHause SLC

) feebreskers

) icobreakerss
intro IT
eadershp
(_JLeadership Forms

JPosters

_JPowerPort

JPro Cert2

JPro Cert- Janel LeMoux
—JRecom

JReferrals
J5harepaint

& SharePont Drafts
J5naglt Catalog
) Student to studert
) Sub Plans
LaTA
_JTeacher appr
) Tech Lakson
i Tech Frep Forms
_JWasLettes
_J¥Web Design
) Web Design sofutior
Dwhs
_Word
) Zapping pictures
®RsD CC draft
@J Sub_Request_Form

(‘ @Click the folder

“Word Chapter 1”

®Click “Open”

Savein: | 3 janellemieux on rsdfps-01athomesiihs’ (W:) v @-2 Xxm@-
=y Trusted )EDAD 583 P janel, smith's Videos 5 SharePoint Drafts
Templates | | FpAD 584 (ileadership (35naglt Catalog
E?l My Recent | |2)EDAD 586 | Z)Leadership Forms \_)Student to student
Documents | | ~epr g7 (LeMieus, Excel Ch. 2 (=35ub Plans
(@ Deskiop ;:lEDF 510 [ JLemieuy, excel chapter 1 TA
W _JEDSE 512 ) Masters ) Teacher appr
D Do mgte ,-_:Evaluatim (5] My Data Sources j Tech Liaison
e ) Excel )My Practice Files ) Tech Prep Forms
) Cgtrouter ,‘r Favorites QMV Scans JWASLettes
g My Network __JFBLA IL)Open house leeb Design
Places \_)Flash ) Outlook |_)Web Design solutions
\_JHougans |_)Posters ) Whs
\yHouse SLC | _jPowerPoint JWord
) Icebreakers | _)Pro Certz [#='Word Chapter 1
Dlcebreakerss [_JPra Cert- Janel LeMieux Mgpping pictures
Intro IT [_)Recom S0 CC draft
ﬁjanei Jemiewx's Music \_JReferrals Request_Form
ﬂjanci.lemieux's Pictures \JSharepoint
< 1%
File name: [Docl v
Save as type! |Word Document ‘

Tools =




©Type:

, Saveln: | ) Word Chagter 1 v @-@ X3~
{  Play Auditions Flyer ylrusted | (@] irternationsi Chb Fiver -
Templstes 8] Microsoft Word Fiyer
' ..3"" Recert | i=]play Auditions Fiyer
QCIick (@ Desiicp
“Save” B D mens |
B
Network
b [t
0}
File pame: |Soccer Camp Fiyer
Save asbype! | woed Documert
Tools b e Cancel
2

(' Learning Objective:

The student will be able to enter text on a Word document

@Type the

ha||W- A (== === - | troma 1n
headline: -
_ & "i Paragraph 77’57 o S ST
It’s Soccer Time o 1.%: : : 2 | 3
®Press the
ENTER key on your

keyboard to move to
the next line

| <4——— | Insertion point

moved to next line
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®Type the body:

Are you interested
in playing soccer?
No matter what
your skill level is,
Kick It Camp is here
for you. The camp
is August 5 and 6 at
the Kick it Arena.

®Press the

ENTER (2) times on
your keyboard to
move to the next
line

It's Soccer Time!

1 Are you interested in playing soccer? No matter what your skill levelis, Kick It Camp is here for you. The

camp is August 5 and 6 at the Kick it Arena. { 2 '

| A —— Insertion point

moved to next line

Learning Objective:

The student will be able to insert Clip Art Be

ElEl

Clip
Art

@ Click the

“Insert” tab on the
ribbon

@ Click “Clip Art”

Home ; Insert

T

Cover Blank Page
Page~ Page Break




@Type: Soccer in

the “Search for:” box

@Click “Go”
@ Click the clip

art shown or a
similar clip art
picture if the circled
one is not available.

Al colectons

Results should be:
| All media file types

T

SURYS

Learning Objective:

m
The student will be able to save to current location

® Click the quick
“Save” button
ﬂ to save what

you have done so
far.

& Calibri |
53 Copy
J Format Painter B 7

Clipboard

Ma




Learning Objective:

The student will be able to insert Bullets

@ Press Enter on

your keyboard to
move below the
picture

rences

@ Click the

.-—
a— -
we—

Bullets button
on the Home tab.

@ Type:

e Learn aggressive
footwork

e Condition for the
season

e Pass, kick, and
boot it out of
here

Mailings

u-[& c=)f
x' Aav||W - A

wE ==l 5w
___N)| |Bullets @Psragraph

It's Soccer Time!

Are you interested in playing soccer? Nomatter what your skill levelis, Kic
camp is August5 and 6 at theKick it Arena.

©

* Learnaggressive footwork
* Condition forthe season

e Pass, kick, and bootit out of here

AaBbCcDc

T Mormal

AaBbC

Heading 1

AaBbCcDc
T No Spaci...

@ Press the

ENTER (2) times on
your keyboard to
move to the next
line

@ Type:

Call Kick It Camp at
555-3693 for more
information

(' 2 ) Call Kick It Camp at 555-3693 for more information

Are youinterested in playing soccer? No matter what your skill level i
campis August5 and 6 at the Kick it Arena.

Learn aggressive footwork

Condition forthe season

J

* Pass, kick, and bootit outof here




Learning Objective:

The student will be able to format Heading 1

AaBbC
Heading 1

The student will be able to change styles aﬁ by changing style set, and color and fonts
Styles ~
ngs Review View Add-Ins

@ Highlight

the title: ”

]

“It’s Soccer Time!”

I i’ 3_57'?'”5?:‘-;"@ AaBbCCDX | AaBbCEDC
A == === S B

_ Paragraph

T Normal | T No Spadi...

e

@ Click the

“Heading 1" style in
the styles gallery

eading 2

Title

LAaBch Aalj da

Styles

S

EeTedth playing soccer? No matter what your skill levelis, Kick It Campis here foryou. The
campis August5 and 6 at the Kick it Arena.

@Click

“Change Styles”
Title

Styles

Aalj daBbCc. 4AaBbCcDc AaBbCcDt AaBbCcD:
Subtitle

Subtie Em... Emphasis IntenseE...

34 Find ~
2. Replace
L Select ~

Default (Black and White)

@Click

“Style Set”

@Click
“Word 2007
ire foryou. The

Distinctive
Elegant
Fancy
Formal
Manuscript
Modern
Simple
Traditional
Word 2003
. Word 2007 -
Reset to Quick from Template

Reset Document Styles

Save as Quick Style

N\ Colors

Style Set

Fonts

Set as Default




@Click

- 33 Find ~ ‘
( “Change Styles” A\ 4eBbcc. AaBbCcD( AaBbCcD: AaBbCCD: ® nepher ||
le Subtitle Subtle Em... Emphasis IntenseE.. | L\? select > 1
@Click “Colors” T“"’"‘ — e — Style Set 4
Built-In -~ Colors 3
MO NNENNE office '
@'Click “Metro” BT NENE  Grayscale

Set as Default
BEOOENEEE Apex

HOEEEENE Asped
BEOREENEEE Civic
you. The EONNENNENE Concourse
HOEEEEEE cquity
N EERENE Fow
BUOEOO00OE  Foundry
BEOERECORNE Medan
(MONEC RN Metro
BEOONENENENE Modul
HONENTEN opulent
HORENCCW  oriel
BONECCEM  origin
BOENENNN raper
EHONCNENEN solstice
BOEENEEN Technic
BN Trek
HONENENE urmban
EONENENENN vere =

Create New Theme Colors...

N\

It’s Soccer Time!
Are youinterested in playing soccer? No matterwhat your skill levelis, Kick It Cam
camp is August5 and 6 at the Kick it Arena.




10 .. ’ 44 Find ~
OC‘lck NADB 4asbce. aosbcenc agBbeeDe AasbCen: |

ah
“ ” 0| Sae Replace
Change Styles Title Subtitle  Subtle Em.. Emphasis Intense E.. - [Change
1 tyles - L@ Se'ed o

( 5 styles 'L style Set >
Oclick “Fonts” l | B Colors >

I:U Vérdéna - - | Fonts

@ g = Civic g Set as Default
Click “Foundry i Georgia

Georgia 2

Concourse
famp 15 Aa Lucida Sans Uni...

Lucida Sans Unicode

Equity —l
As Franklin Gothic Bo...

Perpetua

Flow
Calibri
Aa Constantia

1]

i

Foundry
i Rockuwrell

Median

Tw Cen MT
( AG Twr Cen MT

Metro
Consolas
Aa -
orbel

Module

Corbel
Aa Corbel

Opulent

Trebuchet MS
Aa Trebuchet M5

Create New Theme Fonts..,

It’s Soccer Time!
Are you interested in playing soccer? No matter what your skill level
( here for you. The camp is August 5 and 6 at the Kick it Arena.




Learning Objective:

i

The student will be able to Center

The student will be able to change Font Size |11 ~

The student will be able to change Font Style | Clibri (Bady) °
With the text still Page Layout References Mailings Review  View Add-Ins
highlighted

Rockwell (Headings) ~ 14

B|Z U ~abex °
Dok ne e
Font Size box arrow =R S B Eesbont) 10

@Click “36”
@ Click the

“Center” button

L T Norma|

It’s Soccer T}

Are youinterested in playing soccer? No m
here for you. The camp is August 5 and 6 at

1. ..

Onghllght the ferences  Mailings  Review  View  Adddns = & PR il

paragraph below the o

Hitle WA K] = 1= - = =BT | sappca| assvca BaBbC zaBbe AAB 4
W - A ]F- == §|E|&v £ | fMormal  TNoSpaci.. Headingl Heading 2 Title E

@ Click the

Font Size box arrow

@Click “16”

Il Paragraph Styles

It’s Soccer Time!

Are you interested in playing soccer? No matter what your skill
levelis, Kick It Camp is here for you. The camp is August 5 and
6 at the Kick it Arena. (1)




@Click the

font style box arrow

fert Page Layout References

Mailings

Review View Add-Ins
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F
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B Arial Narrow
% Arial Rounded MT Bold
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(} Amo Pro Display
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{} Arno Pro Smbd
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} Arno Pro Smbd Subhead
() Amo Pro SmText

il
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It’s Soccer

re you interested in playing soccer? N
vel is, Kick It Camp is here foryou. T
tthe Kick it Arena.

(

(

Learning Objective:

-
The student will be able to save to current location

® Click the quick
“Save” button

ﬂ to save what
you have done so

far, *—b]

Calibri
o =3 Copy ’
\+ J Format Painter B 7
I Clipboard E
Learning Objective:
The student will be able to Underline | U ~
The student will be able to apply Bold | B




(

@Highlight

“Kick It Camp”

@Click the

“underline” button

Page Layout References Mailings Review View Add-Ins

- | A'#l;—] B = - = - = =) 1) RaBbCcl| AaBbCcl RaBb( Aal
e x X AW A (EE EES] O 2-

=

Arial Unicode MS

T Normal ' 7 No Spaci.. Headingl  Head

Paragraph 2

It’s Soccer Time!

Are you inter(1ed in playing soccer? No matter what

level is | Kick It Camp i here for you. The camp is Au

atthe Kick it Arena.

@Highlight

“August 5 and 6”

@Click the

“Bold” button

ir Home l Insert

Page Layout

References

Mailings

Review

View

Add-Ins.

Arial Unicode MS

- 16

- |& X2

= - 4= - || FBY(T) | aambeo

U-sex X Ac|[¥- A (EE =SS5

T Normal

Font

&

Paragraph =

It’s Soccer Time!

Are you interested in playing soccer? No matter what y 1 kill
level is, Kick It Camp is here for you. The camp is Almgaﬂﬁ

at the Kick it Arena.

* Learn aggressive footwork
* Conditionfor the season

= Pass, kick, and bootitoutofhere

Call Kick It Camp at 555-3693 for more information




Learning Objective:

The student will be able to change Font Size |11 ~
The student will be able to change Font Style | Calibri (Body) 5
Qg
nghhght the Layout References Malllnqs Review View Add ins
bulleted list == e ——
lBody - 18 m : Av'u [l 4= - === ’EE”._JLJ RaBbCcl AaBbCdl Aali
_ L abe X, g ¥ > A l [E‘ = E]l:':"“ . 0 = " T Normal ¥ No Spaci.. Head
( 2 ‘ Paragraph i
c'ick the PR J’v“ LERE L R I L ':;:;:l la Nt N N e e . T YW 1A
Font Size box arrow . ) i
levelis, Kick It Camp is here for you. The can

@Click “16”

at the Kick it Arena.

o| Learn aggressive footwork O
¢| Condition for the season
| Pass, kick, and boot it out of here
Call
With the text still Pagelayout  References  Mailings  Review  View  Addns
highlighted: P | e — : e
Wi - & ] === ”EIEHI EaBbCcl EaBbC
1 . Theme Fonts = === ":v“ﬁbv e v] TNormal T No Spac
QCIlck the Rockwell {Headings) E[ ngtph
font style boxarrow | Rockwell (Body) — sy e
Recently Used Fonts E= N
i % Arial Unicode MS i oG R A,
“Arial Unicode MS” | % Comic SQHS. MS
| T Aharoni 2) 1 TN
T Batik Regul
B Calibri




Learning Objective:

AABBC
The student will be able to format Heading 2 Heading 2

11

The student will be able to Center

The student will be able to change Font Size |11 ~

@Highlight the

last line (signature == = e
line) :7_| |§ s : ;g',Jl‘.r* ﬁ?l@ AaBbCcl AaBbCcl AaBbC |HaBhC | AaBk:
{:é:l I;EHQJ: %I@_’ ﬂ___:!'| T Normal T NoSpaci.. Headingl | Heading2 | Headin

‘aiiings Review View Add-Ins

Paragraph IF]

3 __| Center ; e —— - = ——
Q Click

ick it Arena.

“Heading 2” atthe

@ Click the

“Center” button

Learn aggressive footwork

Condition for the season

Pass, kick, and bootit out of here

Call Kick It Camp at.5§§:3633 for more information

)

With the signature o7 Home | Inset  Pagelayout  References  Mailings  Ri
line still highlighted e : -
| 4o e

v- A

Rockwell (Headings) =~ 13 |

—_ n

Paste 53 Copy |’B |_I e
- 7 FormatPainter | U - abe x,
@ Click the J Format Painter

- Clipboard ™~ Font
Font Size box arrow —

@Click “20”

P

C




This is how it should
look.

It’s Soccer Time!

Are you interested in playing soccer? No matter what your skill

level is, Kick It Camp is here for you. The camp is August 5 and 6

at the Kick it Arena.

* Learn aggressive footwork

e Condition for the season

e Pass, kick, and boot it out of here

Call Kick It Camp at 555-3693 for more
information

Learning Objective:

F
The student will be able to save to current location

® Click the quick
“Save” button

L Insert Page
to save what - i gl
==
you have done so ‘ j o Calibri |
far. ;a =3 Copy
ste
~ . J Format Painter B 7
f Clipboard =

Learning Objective:

il

and resize an image

The student will be able to Center

The student will be able to choose a_picture style "_

(_ foranimage

e e

References Malings  Review  View Adddns | Format

=g gy i f - e R |

Pucture Stylas




( @Click the image

@dick the

“Center” button

Mailings

SN Rt

(22 A~ === §‘[_‘_fs“v_||,§av _~| | TNormal |7 NoSpaci.. Heading1l

Picture Tools

Review View Add-Ins Format

Paragraph ]

Heading 2

levelis, Kick It Camp is here for you. The camp is August 3

at the Kick it Arena.

e Leam aggressive footwork

ﬁI’_t’s Soccer Time!

Are you interested in playing soccer? No matter what your |

Click and drag the
bottom right corner
of the picture

It’s Soccer Time!

Areyou interested in playing soccer? No matter what your skill

level is, Kick It Camp is here for you. The campis August5 and 6
at the Kick it Arena.

» | eam aggressive footwo
« Condition for the season
e Pass, kick, and boot it out of here

Call Kick It Camp at 555-3693 for more
information




I

This is how it should
look

It’s Soccer Time!
Areyouinterested in playing soccer? No matter what your skill
levelis, Kick It Camp is herefor you. The campis August 5 and 6
atthe Kick it Arena.

I

F

» |earn aggressive footwork
» Condition for the season
» Pass, kick, and boot it out of here

Call Kick It Camp at 335-3693 for more
information

Make sure the
picture is still r Camp Flyer - Microsoft Word Picture Tools

selected Mailings  Review  View  Add-ns Format

1 L P T S — @Picturesm
QCIick “Format” . dl ‘ - E Q - > E)PlctureBo

under “Picture | & _Plcture Eff
Tools” Picture Styles ‘

@Click the |

“more” box

arrow




® Click the

“Center Shadow
Rectangle” picture
style (2™ column,
2" row)

soccer C

amp Flyer - Microsoft Word Picture Tools

References  Mailings  Review  View  Addins | Format

Hadad e wEHdE S E
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This is how it should
look.

It’s Soccer Time!

Areyou interested in playing soccer? No matterwhat your skill
level is, Kick It Camp is here foryou. The camp is August5 and 6
at the Kick it Arena.

¢ |Leam aggressive footwork
¢ Condition for the season
¢ Pass, kick, and boot it out of here

Call Kick It Camp at 555-3693 for more
information




Learning Objective:

The student will be able to insert a page border

N

Page
Baorders

@Click

“Page Layout”

@Click the

“Page Borders”
button

Iy
| e
) Home Insert | Page Layout | References Mailings Revlew View Add—lns Format
iﬁaj M colors ~ j »=! Breaks ~ j j . Indent

== [A]Fonts ~ £ Line Numbers ~ 5 Left: 0"
Themes Margins Oriental 1 Size Columns 3 Watermark Page Page =

- [C]Eefrects ~ = +  be¢ Hyphenation ~ || - Color~ Borders | =¥ Right: 0
Themes Page Setup £ Page Background

@Click

“Art:” box arrow

@Click the

. outlined person
picture

Xyl

e Leamnaggr

Borders and Shading VT3 A3 M
‘ Page Border | Shading
Setting: | Style: Preview
e - Click on diagram below or use
—=|| None I”gi buttons to apply borders
=] | gox _
%P Shadow . -
. . Coor: R D
- = ‘ Automahc
| Width: )
Custom ¥ pt El
L ] Apply to: S
Art: Whale document E'
none
e
| Horizontal Line... | ﬁ ﬂ ,_ ﬂ{ ,_ [ ok || canel |
AT R R A BN




QCI' " Borders and Shading WP e o REEE B aAd (9] x |
IC

“Color:” box arrow Page Border | Shading
\ Setting: Style: Preview
2 == - Click on diagram below or use
Click == | None ;l buttons to apply borders
“Light Green” .
('33 Box —_ PETE-T-2-0- 1
| | T w
. 73 o == . 4 o :
Click “OK — g
S | Rl Jdl w1 E = B
i #
R ERREEE..
= ;_dor: B o
—|f| 32 : Automatic
— W 2utomatic l |
.? S Theme Colors

E EEECEMAS

thole dm.:umenf 7

[
[ Horizontal Line.... | lIIllIlllI - ﬁ:; |




This is what it should
look like when you
are finished!

$
=
L
£y
£

It’s Soccer Time!

Are you interested in playing soccer? No matter what your skill

level is, Kick It Camp is here foryou. The camp is August5 and 6
at the Kick it Arena.

+ | eam aggressive footwork
= Condition for the season
» Pass, kick, and boot it out of here

Call Kick It Camp at 555-3693 for more
information
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4
hod
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4
¥
)od
¥
v
¥
»
)4
) 4
¥
&
¥
®
T
¥
)t
¥
4
¥
v
¥
5
o
i
i
@
€%

2w

® (Click the quick
“Save” button to
save one last
time.

Calibri |
=3 Copy
| Paste | o

Clipboard F]







Flyer Labeling Test
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{ Instructions: Label the following on the flyer:

Heading 1 AaBbC Heading 2 AaBbCc
Heading 1 Heading 2
Clip Art Elg Page Border
Bkl @
Clip Page
Art Borders
Underline U - Bullets = -
Bold B Center =

riedadetetetatnialefelats totetede e s te s tole e tade Jale 1o L

Renton River Days

Come celebrate the wonderful community of Renton! This

week-long festivity is a chance for family and friends to
gather for many fun activities. From crafts, theater

entertainment, to a fun run this week is sure to be a blast!

¢ Third week in July
s Liberty and Cedar River Park
s Sponsored by IKEA

Come join the fun!

={eiededotatatioiataiatatatataletatatetetedets faataals1010




e Heading 1 Cetiter s
e Style Set - Fancy Size - 28

e Style Color - Flow

~ Style Font - Concourse \ l

Renton River Days

~Come celebrate the wonderful community of Renton! This

size | | Week-long festivity is a chance for family and friends to
16 &

gather for many fun activities. From crafts, theater\ Underline

entertainment, to a fun run this week is sure to be a blast/

\

Bold

Clip Art: 4/7
- Search for - Community \ 4
(‘ e Center ." \\?
e Picture Style - Simple :@'
Frame, White

=
e Third week in July
. 3 >, v RILEE e Heading 2
o Liberty and Cedar River Park | « Size-16 e
e Size - 24

e Sponsored by IKEA

( I Come join the fun!
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Microsoft PowerPoint
Creating a Presentation

Learning Objectives:

You will have mastered the tasks in this unit when you can perform the following:

e QOpen PowerPoint e Change font size

e Save a presentation e Insertclip art

e Save to current location e Move clip art

e Select a presentation theme e Resize clip art

e (Create a title slide e Select slide transitions

e (reate atitle and content slide layout e Apply custom animations

e C(Create atitle and 2 content slide layout e Comply bythe 7 x 7 rule

e Use single- and multi-level bulleted lists e View a presentation in slide show view

Microsoft PowerPoint

\ Presentation Program

By Student Name

What is PowerPoint?
* Microsoft Office

Application
* Graphics presentation

program

* Profassional-looking

presen tations

* Slide show presentation

Impressive Additions
* Graphics

* Picture — from file

* From an Excel file

& Manvdifferent chart formats

What Else is Cool?
¢ Transitions

# Movement from slide to slide

* ClipArt * Animations
* Shapes * Object movement on the slide
® Charts * Sound

* Use sparingh

* Not too annoving




Directions:

Follow the bulleted instructions and look at the corresponding pictures to create the About
( “Nicrosoft PowerPoint presentation.

Note: The 7 x 7 rule is used on each slide: a maximum of 7 words per line and a maximum of 7
lines per slide.

Learning Objective:

The student will be able to open and save as a PowerPoint 97-2003 presentation

® Open PowerPoint

® (Click the

H 9 O 5
“Office Button”

| Home Insert Design Ani

(w ™ & Lj =) Layout ~
N Al <3 ®5) Reset
Paste New - B I
( = F gjige ~ * Delete |
- Clipboard ™ Slides

Slides ‘L\Qutline;} X ”

® Hover over

)l 9 6 = About P
“Save As” @
a Save a copy of the document
" New ‘
® Click @ PowerPoint Presentation I
i ~ = ion in th il
“powerPoint 97- g ?::r:lat:e presentation in the default file L

2003 Presentation” | 45 % PowerPoint Show |

@ Convert =1 Save as a presentation that always opens
- in Slide Show view, |
@ j PowerPoint 97-2003 Presentation

Save a copy of the presentation that
fully compatible with PowerPoint 97- ]

=
H Save As I&‘g PDF or XPS

Publish a copy of the presentation as a

= PDF or XPS file.
== Print »
H Other Formats |
- \ Open the Save As dialog box to select |
‘gx Prepare * from all possible file types.
= [l i
@ Send ’ (
\
( ; . |
\ ‘ol Publish ¥ |
f
] lose ‘

|

l ] PowerPoint Dptions”)( Eg‘tpowerpoint]




® Navigate to your “W:
( Drive”

®Click the

“My Documents”
drop down arrow

@Click the

W: drive

(the one with your
login name)

Save in:

B My Recent
Documents

@ Deskkop
a

Documents
s
Computer
% My Network
Places

-aMyoocunents RLQ) A XcaE-
&> DVD/CD-RW Drive (D:) JRecom
U3 System (E:) (_JReferrals
‘v_v Removable Disk (F:) B)sharepoint
2% Public on 'Lhsfps-01' (P1)
3 Lhs on 'rsdfps-D1alstudenthomes’ (5: ] dn SharePoint Drafts
janel lemieux on 'redfps-01 athomedil I)Snaglt Catalog
=%, dropbox on 'lhsfps-01' (2:) (2 Student to student
My Network Places (Z)5ub Plans
My Documents > {23 Summit
') budget info [ Favorites @ My Scans =274
) Cancer Project \JFBLA ™ My Videos |_JTeacher appr
) Clock Hours )Flash I{Z)OneNote Notebooks \—) Tech Liaison
JCLSE _JHouse SLC |2 Open house () Tech Prep Forms
() Clubs Icebreakers ') Outlook L JWASLettes
) Culminating Project lcebreakerss |_IPosters \_)Web Design
(_)Differentiating instruction Ointro IT _)PowerPoint {)Web Design solutior
_)JEDAD 580 Jleadership \J PowerPoint1 whs
|=JEDAD 581 Leadership Forms \)Pro Cert2 yword
_JEDAD 582 i_JleMieux, Excel Ch. 2 JPro Cert- Janel LeMieux I_)Word Chapter 1
< . l >
Filensme:  [presentationt v|
Save astype: | powerPoint 97-2003 Presentation v|

[ Save

J[ Cancel ]

® (Click the
New Folder button

Save in: |= janel.lemieux on rsdfps-01athome$) Vl @ * ‘2 (=] ¥ Rd
I:‘) My Recent __12007-2008 CLSE Materials _)EDAD 583 Jleadership __JRecom
Documents | | =5 absent notices JEDAD 584 \)Leadership Forms Referrals

[@ pesktop Access JEDAD 586 JLeMieux, Excel Ch, 2 __')Shar1 New Folder I
_Jaccess test JEDF 507 JLemieux, excel chapter 1 {1 ShareFoint Dral ]

LD muments ) Accounting _JEDF 510 _JLemieux, Semester Final _)5naglt Catalog
) Accounting Program Reapproval (_)EDSE 512 JMasters |—JStudent to student

j thyomputer Al Favorites ‘) Evaluation My Albums J5ub Plans
’ _JBudget class JExcel (5] My Data Sources _)5ummit

My Network | | gt infa ¢ Favorites )My Practice Fies =1
__JCancer Project IJFBLA My Scans _JTeacher appr
) Clock Hours |_)Flash _JOneNote Notebooks ) Tech Lisison
JCLSE _JHouse SLC —JOpen house ) Tech Prep Forms
JClubs ) lcebreakers JCutlook _)WASLettes
i) Culminating Project —Icebreakerss —JPosters ) Web Design
) Differentiating instruction JIntro IT JPowerPoint )Web Design solutior
_JEDAD 580 2 janel.lemisux's Music )PowerPointl SiWhs
(JEDAD 581 2 janel.lemieuxs Pictures )Pro Certz Syword
CJEDAD 582 0 aniel. smith's videos T)Pra Cert- Janel LeMieux iword Chapter 1
K3 . >
Flename:  |presentation! v|
Save 5 type: | powerPaint 97-2003 Presentation v|

l Save Cancel




( ©Type:

owerPoint

@ Click “OK”

savein: ||} My Documents @ @A X @=m-
E}! My Recent | 2007-2008 CLSE Materials Lemieux, excel chapter 1 |_JReferrals
Documents | |~ ahcent notices _JLemieux, Semester Final () Sharepoint
(@ Desktop () Access Io SharePoint Drafts
| D access test ) Snaqlt Catalog
&E;cuments |2 Accounting (5] My Data Sources () Student to student
————————— | J)Accounting Program Reapproval I2)Sub Plans
L] g;" ey )4l Favorites 1) Summit
. " _)Budget class )My Practice Files =2Ta
‘3 mcl:?wor _budget info |_aTeacher appr
_JCancer Project | Tech Liaison
[ Clock Hours ) OneNote Notebooks |3 Tech Prep Forms
IJCLSE ) WASLettes
) Clubs \_)Web Design
{) Culminating Project ') Web Design solutior
=) Differentiating instructid Dwhs
(CJEDAD 580 | oK yword
|_JEDAD 581 ) Word Chapter 1
|CJEDAD 582 {JLeMieux, Excel Ch, 2 |)zapping pictures
& m >
Flename: presentationt v/
Save a5 bype: | powerPoint 97-2003 Presentation |
Zave Cancel

( @Type:

About PowerPoint

@Click

Hsavell

Save in:

| |2) PowerPoint

v] @-@a /X mm-

My Recent
@ Documents

@ Desktop

™ My

‘5 Documents
o My

j Computer

¢ My Network,
Places

Tools ~

1

Fiename: | |About PowerPaint

Save as fype: |PowerPaint 97-2003 Presentation




(

“earning Objective:

} i

The student will be able to apply a theme to a presentation

® Click “Design” on the

T 1 = ' e
Ribbon to display the 7%‘) = : o About PowerPoint [Compatibility Modq
Design tab " Home Insert | Design Animations  Slide Show  Review  View  Add-ins
25 % ElLaout'h S| |70 || e | P | [T T
B L:I : | A A|‘°',||:: = ||=E == |ll
3 ®5) Reset ’ e 2
Pafte s S?c?:’- *J Delete ‘ B I L oshe & Sk “ i ' |§ o Ell—E |
Clipboard Slides Font Paragraph
Slides {Eo&gm' § Xl
Y Click the “Equity”
v About PowerPaoint [Compatibility Mode] - Microsoft PowerPoint
theme —
psert Design Animations  Slide Show Review  View Add-ins
| ; N 1 EColors J
j Aa Aa Lﬂ\a | f\:a.’-‘-'"3 Aa Aa @Funts -
- L LB TEEEE . L B ‘ | musEsm Effects 5
S Themes |

|

Click to add title

Click

to add subtitle




Learning Objective:

( ‘he student will be able to create a title slide and enter a title and subtitle to a slide

® Click the title text
placeholder,
“Click to add title”

Click to add title

® Type:

Microsoft PowerPoint

Microsoft PowerPoint

Chck to add subtitle |




r 4

(

(

® (Click the subtitle text
placeholder “Click to
add subtitle”

- ® Type:

A Presentation
Program

Microsoft PowerPoint

A Presentation Program

Y e O

?
|
1
|
|
|
|
|
|
[
|
|
|
i
I
I
1
|
|
¢
IJ
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
O




{ ® Press the ENTER key . .
\ keyboard
e | ..lll.
X FFIFIL LT Jee

® Type:
By Student Name
(type your name)

Microsoft PowerPoint

i
i
I
i
I
|
i
i
I
I
i
]
i
i
I
i
i
i
i
|
0
I
|
i
i
I
i
|
|
i
i
|
|
|
i
|
|
|
i
-5

A Presentation Program

) ISR

By Student Name

; R W

Pz
T




Learning Objective:

.he student will be able to change Font Size |* ~

® Highlight the subtitle

“A Presentation
Program”

Microsoft PowerPoint

R T 0
A Presentation Program

O By Student Name

o NG, R

@® Click “Home” on the
Ribbon to display the
Home tab

Slide Show

Drawing Tools

psert Design Animations Review  View  Add-Ins Format
| i | [
D e lAa a a || Aa—||Aa Ao
ide’ EEEmE mmomE mEu m--n“!_njwi mocmen | (NSNS | Ewsnnm
| Setup Orientation ~
Page Setup Themes
X| J




® \With the text still

- : z X Drawing Tools  About PowerPoint [Compatib
( highlighted
lert Design Animations  Slide Show Review  View Add-Ins Format
= - . : AL ;
=) Layout Perpetua (Body) ~ 26 [T|| A AT Hv@l |EE v = vH = fﬁ{ﬁgqu:l BANNOOO D_
1 4 Reset . e T b A—L_L."?@’G'A )
Jclick the lxJ Delete B £ T e g 'H‘_&. o === !”_!_!_'J B-llg At P klE rravnge 4

ides Paragraph f

Drawing

Font Size box arrow

@ Click “32”

Microsoft PowerPoint

A Presentation Program

By Student Name

(

This is how Slide 1
should look

Microsoft PowerPoint

 E——— T ——— 0
i A Presentation Program |

|

| -

o By Student Name o
! I

: |

C)— ———————————————————— b s e e e e i ! :l;




Learning Objective:

(,
- The student will be able to save to current location E
® Click the quick eI
“Save” button E ci"}) —
to save what you ? e (!
have done so far. =0 % — = Layout ~
B =
Bf. ® Reset
Paste New :
oy } sSlide ~ 'NJ Delete
Clipboard ™ Slides
Learning Objective:
' =
(. +he student will be able to insert a new slide new
Slide ~

The student will be able to create a slide with a two content layout

Two Content

® Click “New Slide”

]

New
Slide ~

Design Animations Slide Show Review View Add-Ii

*— i—
o G T
.— 53—

Perpetua (Body) ~ 32 - |A A7 [|4)

e
(U]

[|B I U & & ﬂ"z\n'HA'HE =

Tl
(il

| Font E Paragra




(

® (Click the layout
“Two Content”

Home | Insert Design  Animations

Slide Show Review

'm0
| - _| 1= .
‘ Pa'ste < }S?;:, «J Delete s s AR HE S An*“&-‘l
| Clipboard 5 | Equity
| Slides

!

Section Header

Title Only

Blank

3 Duplicate Selected Slides
7= slides from Outline...

Reuse Slides...

Content with Caption

Picture with Caption

Now there are 2 slides
in the presentation

Il ey . &= -

‘ j Es |_—| = Layout Nag |A'
[ ®9 Reset

| Paste New . AV

| - )r slide ~ ’KJ Delete I B 7 U e § =g

|
| Clipboard = slides Fant

Paragraph

Click to add title

o Clletoaddtext




(

(

® Click the title
placeholder

“Click to add title”

‘o Click toadd text

| R

Click to add tit|eh

’CthtoaddteXt

® Type:

What is PowerPoint?

S

+

® Click to add text

"What is PowerPoint? !

S pee o P B o P A PP e o s e e P P e

¢ Click to add text




® Click the text
placeholder

~ “Click to add text”

=

iWhat is PowerPoint?

[_:;.v...., e _——
® Click to add text

|

i [} e e e e e v e e v v e e e e )

® (Click to add text

N

® Type:

Microsoft Office
Application

® Microsoft Office
Application

I
|
|
|
|
|
I
|
|
|
|
|
|
A
&
|
|
|
|
|
|
I
|
|
|
l
|
|

|
|
|
|
|
1
|
1
IJ
|
|
|
|

|
|
I
|
|
|
|
|
|

|
|
| 3
|
)} 4
|
[

A




® Press the ENTER key
on your keyboard to
move to the next

line
| Enter
® Type: . / I
e Graphics
presentation What Is Power Pomt’P
ro ram Q_ __________ _{ __________ 11) .........................................................................................
- . | ® Microsoft Office | e Click toadd text
e Professional- , -
. 1 Application |
looking g !
presentations : @ Graphics presentation :
¢ Slide show i program i
presentation i ® Professional-looking i i i il
:}: presentations 'Ii'
i ¢ Slide show presentation i
I I
| [
| |
[ |
| |
i |
| i
: |
i s i TR ———— Y B R T T R

Learning Objective:

The student will be able to save to current location n

® (Click the quick

i n [.

Save” button BE
to save what you
have done so far.

i Paste

-

 Clipboard & Slides

E, »’?7 g | =

Insert Deslg
& {J 25| Layout ~
23 ®5) Reset

New -
®4 Slide ~ % Delete




Learning Objective:

=]

r'he student will be able to insert a new slide new
Slide ~

The student will be able to create a slide with a title and content layout e

Title and Content

® Click “New Slide”

[% H9-0 =
¥ =y =
l:’ - ‘ Ho Design Animations Slide Show Review View Add-Ir}
New : ;_f TR [T AEASES - B AN e A P e | L
Slide ~ j Perpetua (Body) =« 32 ~ |A‘ A Irﬁ'} == '“ =
|
| Paste B v abe o @ 8 - | || B R
'] Clipboard R (T 7 e U e A | S _Pa_reg’al

® Click the layout

“Title and Content”

,E@E"_'ﬂ ¥

Home | Insert Design Animations Slide Show Review

o & ‘— ¥ Layout - e |

i _EI = ’ = Lay Perpetua (Body) ~ 26 ~ |A A ”-‘%}I

1 % Be} | !‘j‘g] Reset =9

| Paste New AV = -

1 IFige ]| 3 Delete || [FENEEHIT Suber MR v PAX A |
Clipboard & | Equity

Slides ‘L Out ||

(

Section Header

Two Content Comparison

Title Only

[+
. y

L

Blank Content with Caption

L7 Duplicate Selected Slides
4=] Slides from Outline..,

Reuse Slides...

Picture with Caption




Now there are 3 slides
in the presentation

X
B &
1 Pafte 7

Clipboard ™

T T
ﬂ =] Layout ~ 2%
'#::3 Reset
Sl;;:, % Delete | B I U e & &
Slides Font

A-'ll

A - IZE_E”:]

e

|@'_I i: = ’E

=l
o[

Paragraph

I

Cllck to add tltl

° Cllck to add text

In the title
placeholder,

® Type:

Impressive Additions

® Chck to add text




(

—In the text

Jlaceholder,

® Type:

e Graphics

® press Enter

N
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® Graphics

npressive Additiens

O
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Learning Objective:

The student will be able to increase list level ‘E|

The student will be able to decrease list level |=

® (Click the

“Increase List Level”

button ~

s‘g'

LT

me Insert Design

;] f Layout ~

=z) Reset
New =
slide ~ < Delete
Slides

Drawing Tools About PowerPoint

Animations Slide Show Review View Add-Ins Format

ik
Perpetua (Body) ~'26 ~ | A ,ﬂ@' = =R :«;,'“il oaEri )
= m = | Ay bl e R

B 43N YRS

Font & | v __Paragra_ph_‘ Increase List Level I

= _ l( Il"\"\i“‘\l"f“\f“ﬁi'\!/‘\ A(‘“If“l;"';ﬂl’—\(“'

B 7 U e & 8. m-ACEE = =]




(

(

@ Type:
* Picture-from file Impressive Additiens
e Clip Art e ettt L -
| ® Graphics !
e Shapes : : ' 1
. Picture — from file !
| : |
-+ Clpar ;
| ® Shapes '
: P |
| {
::: o)
| |
I I
| |
| |
l |
| |
| i
! |
I i
[ |
I |
| :
[ e St S s S S i =
® Click the i) v Drawing Tools  About PowerPoint [
“Decrease List Level” . ;._I_"_S.'it_._?fs.igf.. _ Animations | Skde'Show' | Review - View: Adcins  Format) | 0 0
B 1 3 Layout - 2ol e Belais s el @ S N OO0
| i= i Perpetua (Body) ~ 24 ~ |A A7|[2]| |2~ = | E|EE] =~
button , = . Reset | 2] =i =% I |}J A R P = B8 8 o S
New dpeete (B 7 Uk N-mofA||E=EEgE] n. 4~ I N>
Slides Font Wi i Paagran |Decrease List Level I
- = 2 3
; i

( lmammroacocnim AAdAIriAane

® Type:
e Charts

® press Enter

"

_t

Impressive Additiens

® Charts

DA 75 TSI —— o)
| ® Graphics ‘E
1II ® Picture — from file i
i s i
A

: L Chp 5l o :
| ® Shapes ]
i l
| |
] 1
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I
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® Click the -8+ Drawing Tools ~ About PowerPoint [é
“Increase List Level” me Insert Design Animations Slide Show Review  View Add-Ins Farmat
' = ) Layout - P | 1] | |y T L
( utton EF“' Ij e Perpetua (Body) -~ 26 ~ iA A |1i}| B =R ) = “‘” BEANNOOO
£5 Reset —HE- AT LD O
Sll\l-lg:', - Delete ‘B £ U B & i‘l'h'lié-i?gi% = g' ?ﬁl*‘ 20N s
| sotSligesie e )| SliFofitaT el Tk e ?‘ _ Paragraph | Increase ListLevel § = @
u@' X - -
23041 PowerPoint L w . 205 l( . . .
ST e st el lmvarnraceoivin AAAtiane
® Type: |~ %

e From an Excel file
e Many different
chart formats

Impressive Additiens

o e R S S -
® Graphics :
¢ Picture — from file i

® ClipArt i

® Shapes :

¢ Charts il

I

® From an Excel file

* Many different chart formats

|
|
|
|
|
i
|
|
|
|
|
|
|
YJT
L
|
|
|
|
|
|
|
|
|
|
|
|
|

Learning Objective:

The student will be able to save to current location m

® Click the quick

“Save” button
to save what you
have done so far.

Y g = (L] e
gy E9 -
he Insert Desig
@) ) Layout ~
B EH
e =z| Reset
Paste New :
% J clide » 4 Delete
Clipboard ™ Slides




Learning Objective:

=]
The student will be able to insert a new slide new
slide +

The student will be able to create a slide with a title and content layout

Title and Content

® (Click “New Slide”

[:] Design Animations  Slide Show Review  View Add-Iq
New I S T [ T e __M-_._ N |
Slide - Perpetua (Body) =+ 32 =~ |A‘ A'l Al = = -v|l =
B I U 4 8 N-m-A[E==E=
Fant E Paragral
. Tl M -0 =
® (Click the layout v@ P
“Title and Content” e Home R e
B & LBYOUL ™ |, o rpetua (Body) ~124 (& «||®)
[ ST =4 .EReset SN
| Pafte J ‘S!:‘::,,lﬂDelete |B I U & & 8- A"”é'l
| Clipboard ™ | Equity :
slictes " Qut
L
Title Slide : Title and Content Section Header

o |

Two Content Comparison Title Only

Blank Content with Caption  Picture with Caption

Duplicate Selected Slides
Slides from Outline...

Reuse Slides...




Now there are 4 slides
in the presentation

4 Slides

Ia

Click to ad

@ Click toadd text

Click to add notes

In the title
placeholder,

® Type:

What Else is Cool?

"What Else is Cool?

%

I
el
_/:.

T T e

® Click to add text

1




—
\

In the text
nlaceholder,

® Type:

e Transitions

® press Enter

o-
® Transitions | Enter

|
|
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|
|
|
|
I
|
|
|
|
|
g
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|
|
|
|
|
|
I
!
|

~Learning Objective:

The student will be able to increase list level £?|
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Learning Objective:

The student will be able to save to current location T,

® Click the quick

“Save” button ﬂ
to save what you
have done so far.
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Learning Objective:
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® Click the “Clip Art”
button in the
(" content placeholder
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What is PowerPoint?

.CthtoaddteXt

® Microsoft Office
Application

Graphics presentation

pl’O gram

Professional-loo]dng

presentations

Slide show presentation

(' (g Type:

powerpoint

in the “Search for:”
box

@Click “Go”

bout PowerPoint [Compatibility Mode] - Microsoft PowerP.. — B x
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Drawing £l Editing
> Clip Art v x
\ Search for:
h:lowerpoint I [ Ga ]
Search in:
& |AII collections v |
Results should be:
]AII media file types v ‘
N
@
V a
v g
==
v

This is how slide 2 ! / — 1

should look
What is PowerPoint?

Noticethe 7 x 7 (" Microsoft Office

rule is followed Application ;

® Graphics presentation

Only 7 lines on the ﬁ program
slide and no more

than 7 words per
line

® Professional-lo okj.ng

presentations

¢ Slide show presentation
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Learning Objective:

( ‘he student will be able to insert Clip Art

et
The student will be able to move Clip Art @ER

The student will be able to resize Clip Art S

® Click “Insert” on the
Ribbonw % vl D0 5 About PowerPoint [Compatib
o e i
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@ Click the clip art
shown or a similar
clip art picture if the
circled one is not
available.

rerPoint
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Clip Art
Search for:
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IAII media file types

| ¢

This is where the clip art
picture is placed.

The next step is to
move it.
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® Sound s
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(Y dlick, hold down the

X mouse button, and
drag the clip art to
the lower corner

What Else is CogJ?

¢

I
"1
1.t

¢ Transitions
® Movementfrom sp
® Animations
* Objectmoye
® Sound &
® Use sparingly

e Nottoo annovh

This is where the clip art
picture has moved.

The next step is to
resize it.

What Else is Cool?

® Transitions

® Movement fromslide to slide
® Animations

* Objectmovement on the slide
¢ Sound

® Use sparingly

e Nottoo annoving




® Drag the upper left
(—' sizing handle
diagonally inward
until the clip art is
resized as shown.

What Else is Cool?

® Transitions

® Movement from slide to slide

® Animations
* Objectmovement on the slide

® Sound

e [se spari.ngl}'

® Not too annoving
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| This is how slide 4
should look

Noticethe 7 x 7
rule is followed

Only 7 lines on the
slide and no more

than 7 words per
line

What Else is Cool?

/~ ® Transitions
¢ Movement from slide to slide
® Animations

< ® Object movement on the slide

® Sound

e [Ise sparingl}'

\_ ® Nottoo annoying
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® Click the “Close”
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Learning Objective:

The student will be able to save to current location

® Click the quick

“Save” button ﬂ
to save what you
have done so far.
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® (Click the Slide 1
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Slides tab
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Learning Objective:

The student will be able to apply slide transitions

Transition

® (Click “Animations”
on the Ribbon
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® Click “Dissolve” in
the transitions
gallery
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Learning Objective:

The student will be able to apply custom animations =30 Custom Animation

® Click anywhere on

the content

placeholder
Impressive Additiens
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® Click anywhere on
the content
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What Else is Cool?
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® Movement from slide to slide
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® Sound
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In the Custom EV To All
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( Y Click “Add Effect”
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click ‘Add Efect” to add animation.
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Learning Objective:

The student will be able to save to current location

® Click the quick

“Save” button ﬂ
to save what you s@ =
have done so far.
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Learning Objective:

A
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The student will be able to view a presentation as a slide show i
Beginning
® Click th ey d9-0 = About PowerPoint [Compatib
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® Click to display slide
number 2

Microsoft PowerPoint

A Presentation Program

By Student Name




® Click to display slide
number 3

What is PowerPoint?

® Microsoft Office
Application

® Graphics presentation
pmgr«nu

® Professional-looking
presentations

e Slide show presentation

® Click to display the
text

Impressive Additions

® Click to display the
text

Impressive Additions
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* Picture = from file

e Clip Art

® Shapes




® Click to display slide
number 4

Impressive Additions

® Graphics
® Picture = from file
e Clip Art
® Shapes
® Charts
® From an Excel file

¢ Many different chart formats

® Click until all the
text is displayed

What Else is Cool?

® Click to see ending
slide

What Else is Cool?

® Transitions

* Movement from slide to slide
® Animations

¢ Object movement on the slide
e Sound

® Use sparingly u

® Not too amoving




' Click to end the
slide show

Learning Objective:

The student will be able to save to current location E

® Click the quick

“Save” button E
to save one last
time.
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Internet Safety
PowerPoint Presentation

Why All the Fuss?

» Internet usage has increased

» Online predators has grown

I n t_e rnet Safet « More unprofessional websites made
« Hackers are getting creative

+ More aceess to personal finances

Online warnings
By Student Name

@f @

Be Careful Check Your Computer

* Donet gie persops) + Do vou have an anti-virus program?
inlormation J '

i » Do vou have a spyware program?
» What are your firewall settings?
« Is vour network secure?

Password protect if networked

;‘H“ Nale
Wherevou live
+ Whereyvan goto schoal
+ Do not meet unknown people




Directions:

Follow the bulleted instructions and look at the corresponding pictures to create the About
Microsoft PowerPoint presentation.

Note: The 7 x 7 rule is used on each slide: a maximum of 7 words per line and a maximum of 7
lines per slide.

Learning Objective:

The student will be able to open and save as a PowerPoint 97-2003 presentation

® Open PowerPoint
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“Office Button” r~ 5 1
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“PowerPoint 97- g Save the presentation in the default file
2003 Presentation” @ Open Sormek

PowerPoint Show

Save as a presentation that always opens
in Slide Show view,
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@
“H!.

@& PowerPoint 97-2003 Presentation
__;—'] Save a copy of the presentation that
fully compatible with PowerPaint 97- ]

i l& Save As ;; PDF or XPS

Save

Publish a copy of the presentation as a
PDF or XPS file.
Print 4

lﬂ Other Formats
Open the Save As dialog box to select

_g,;«' Prepare * from all possible file types,

_a Send »

L. publish »

__| glose

| z] PowerPoint Options ] [ X Exit PowerPoint




® Navigate to your
“W: Drive”

@Click the

“My Documents”
drop down arrow

F

@Click the

W: drive
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login name)
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Learning Objective:

The student will be able to apply a theme to a presentation

® Click “Design” on
the Ribbon to
display the Design
tab
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® Click the “More”
button
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Learning Objective:

The student will be able to create a title slide and enter a title and subtitle to a slide
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“Click to add title”
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® Type: e
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® Click the subtitle
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® pressthe ENTER
key on your
keyboard to move
to the next line
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Learning Objective:

The student will be able to change Font Size

1 o AR S

® Highlight the title

“Internet Safety”
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® \Vith the text still
highlighted
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Learning Objective:

The student will be able to save to current location n

® Click the quick

|
“Save” button
to save what you
have done so far.
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The student will be able to insert a new slide mnew
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® Click the title
( placeholder

“Click to add title”

. Chck to add text

® Type:

Why All the Fuss?




® Click the text
placeholder

“Click to add text”

?—
i

Why All the Fuss?
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® Press the ENTER
key on your
keyboard to move
to the next line
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unprofessional
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e Hackers are
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e [More access to
personal
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Learning Objective:

The student will be able to save to current location
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“Save” button E
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Learning Objective:

The student will be able to increase list level ££|

The student will be able to decrease list level |:=
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( Learning Objective:

The student will be able to save to current location n
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to save whatyou | ! GEE D

have done so far. | 3 b L:l = Layout -
} |
=3 ®5 Reset
Paste New g
| - J Slide ~ 'XJ Delete
| Clipboard ™ Slides

Learning Objective:
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The student will be able to insert a new slide new
Slide ~

The student will be able to create a slide with a title and content layout “
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® Click the layout
“Title and
Content”
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In the title
placeholder,

® Type:

Check Your
Computer

In the text
placeholder,

® Type:

e Do youhave an

anti-virus
program “ |
¢ Boyeuhavesa I+ Do you have an anti-virus program?
ARy » Do you have a spyware program?
) s;:gzaal - » What are your firewall settings?
firewall « Is your network secure?
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secure?
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Learning Objective:

The student will be able to increase list level ==

® Click the
“Increase List Level”
i=| Drawing Tools =~ Internet §
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Learning Objective:

(‘7 The student will be able to save to current location

® C(lick the quick

M) 2 -8 |57
“Save” button n '@ “N————
to save what you | EEARTE
have done so far. | :
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Learning Objective:
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The student will be able to insert Clip Art =L

The student will be able to move Clip Art @%h

The student will be able to resize Clip Ar X
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® Click the “Clip Art”
button in the

(' content
placeholder
Be Careful
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= Where you go to school
Do not meet unknown people
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® (Click the clip art
shown or a similar
clip art picture if
the circled one is
not available.

bty [Compatibility Mode] - Microsoft PowerPoint
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This is where the clip
art picture is placed.

The next step is to
resize it.
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« Donot give personal
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= Pictures
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= Wherevou live
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Do not meet unknown people




® Drag the upper left
sizing handle
diagonally
outward until the
clip art is resized

as shown. Be Careful

+ Do not give personal
information

{
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| Sizing Handle |

= Pictures
= Fullname
< Wherevou live
= Where vou go to school
+ Donot meet unknown people

This is where the clip

art picture is placed.

The next step is to
move it.

Be Careful
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= Pictures
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® click, hold down
the mouse button,
and drag the clip
artup

Be Careful

+ Do not give personal
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= Pictures
= Fullname
= Whereyou live
= Whereyou go to school
+ Do not meet unknown people

This is how slide 3
should look

Noticethe 7 x 7
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Only 7 lines on the
slide and no more

than 7 words per
line
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Learning Objective:

ellal
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The student will be able to insert Clip Art 2?:

The student will be able to move Clip Art 4‘%&

The student will be able to resize Clip Art ‘&

® Click “Insert” on
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@ Type: virus

( "~ ‘n the “Search for:”
box

@'Click “Go”
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This is where the clip
art picture is placed.

The next step is to
move it.

Check Your Computer

» Do you have an anti-virns program?
» Do you have a spywapezaz
» What are your firew: |
» Is your network seciire?
= Password protect if networked

@® (Click, hold down
the mouse button,
and drag the clip
art down and to
the right

—

Check Your Computer

* Do you have an anti-virus program?
« Do you have a spywaresay
» What are your firew#|[l 221
« Is your network secure?
= Password protect if networked




This is where the clip
art picture is placed.

The next step is to
resize it.

Check Your Computer

» Do you have an anti-virus program?
» Do you have a spyware program?
» What are your firewall settings?
» Is your network secure?
= Password protect if networked

I

® Drag the upper left
sizing handle
diagonally
outward until the
clip art is resized
as shown.

Check Your Computer

» Do you have an anti-virus program?
» Do you have a spyware program?
» What are vour firewall settings? [Sizing Handle |
* Is your network secure?

= Password protect if networked
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This is how slide 4
should look

Notice the 7 x 7 rule
is followed

No more than 7 lines
on the slide and no
more than 7 words

per line
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» Is your network secure?

Check Your Computer

= Password protect if networked

» Do you have an anti-virus program?
» Do you have a spyware program?
« What are your firewall settings?
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Learning Objective:

( The student will be able to save to current location n
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Learning Objective:

— = B L .
The student will be able to apply slide transitions ]r_‘ﬂr ] H] g 'Q] |'!E" lﬂ
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® Click the Slide 2
thumbnail in the
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Learning Objective:

( The student will be able to apply custom animations 54 Custom Animation

® (Click the Slide 3
thumbnail in the
Slides tab
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® (Click anywhere on
the content
placeholder

Be Careful

Do not give p:rsonal
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In the Custom
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® Click anywhere on
the content

( placeholder
» Do you have a spyware program?
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» Is your network secure? "
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In the Custom
Animations gallery:

( @ Click “Entrance”

®C|ick “Fly In”

PY S T VLS SRV T

Transition to This Slide
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ked

Custom Animation v
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_______________________ B Play _E Slide Show
( ® Click the “Close” et Safety [Compatibility Mode] - Microsoft PowerPoint  — M X
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—

s Transition Sound: [No Sound]
2 Transition Speed: Fast
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nis Slide
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-

-

v On Mouse Click

I Automatically After: 00:00 3
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Custom Animation b4
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Learning Objective:

"he student will be able to save to current location n

® Click the quick
“Save” buttonn T— e

\ :
to save what you v y -
~ e Insert Desig

have done so far.
i R | 55 Layout ~
B -

e 5] Reset
Paste New .
s f Slide - »d Delete
| Clipboard = Slides

Learning Objective:

P

Tk
S
The student will be able to view a presentation as a slide show e
Beginning
® Click the
“Slide Show” = =
Ribbon Cisy WD) Drawing Tools  Ini
Home Insert Design Animations Review  View Add-Ins Format
‘ L@ 1.3 Animate: By 1st Level Pa.. ~ ( > —} | -' i I @ ﬂ
Preview 33 cystom Animation ' \ b \
Preview Animations : AR e T(ans‘rtion
Slides " Qutline \ x|
® Click
“From Beginning”
in the Start Slide ﬁﬂ Myl © iad

Insert Design Animations Slide Show Review  View Add-Ins
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Home

== ! = - w5 Record Narration Resolutio|
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® Click to display
slide 2

Online warnings
By Student Name

® Click to display
slide 3

Why All the Fuss?

« Internet usage has increased

« Online predators has grown

« More unprofessional websites made
» Hackers are getting creative

» More access to personal finances

R

® Click to display the
text

Be Careful




® Keep clicking until
slide 4 is displayed

Be Careful

+ Do not give personal
information
Pictures
Full name
= Where vou live
= Where vou go to school
+ Do not meet unknown people

R

® Click to display text

Check Your Computer

® Keep clicking until
the end slide is
displayed

Check Your Computer

« Do vou have an anti-virus program?

R




® (Click to end the
slide show

Learning Objective:

The student will be able

to save to current location E

® Click the quick

L
“Save” button

to save one last
time.

| g =

DBe Insert Desig

ijE,

8
New
Slide ~

Layout ~

S E|

£

Reset
Paste

-

»J Delete

Clipboard ™= Slides
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( School Success
PowerPoint Presenfation

The Basics

Show up when you are not sick
» Beon time
« Stayon task
» Doyour homework

Make the Most of it!

SRR » Tryyour hardest
Getting involved at school

Ask questions
By Student Name

Extra Curricular Activities Why Should You Try?

» Joina club or two + Graduate from high school

Examples include: - Employabilityskills
FBLA
Environmental Club
International Club

* Participatein sports
* Mentor other students

» Further your education
College
Apprenticeship
University

» Network with people




Directions:
Follow the bulleted instructions and look at the corresponding pictures to create the About
Microsoft PowerPoint presentation.

Note: The 7 x 7 rule is used on each slide: a maximum of 7 words per line and a maximum of 7
lines per slide.

Learning Objective:

The student will be able to open and save as a PowerPoint 97-2003 presentation

® Open PowerPoint

® Click the L = [N T
“Office Button”

| Home | Insert  Design  Ani

aj \j == Layout ~

a3 ®2) Reset
Paste New . U
I % f slide = ﬂ Delete |
| Clipboard & Slides
Slides
T H2-0 )5 About P
® Hover over @ : e e o L
“Save As” | - — — S
‘ D B Save a copy of the document
‘ New
& i PowerPoint Presentation
Click ~ | Save the presentation in the default file
“PowerPoint 97- | @/ Qpen format.
2003 Presentation” l - gy PowerPoint Show
@ Convert =1 Save as a presentation that always opens !

in Slide Show view. ‘

= PowerPoint 97-2003 Presentation

2 -
Save —1 Save a copy of the presentation that
fully compatible with PowerPoint 97- ;

| H Save As P Q PDF or XPS
= Publish a copy of the presentation as a
P PDF or XPs file.
2 ‘ﬂ\ »

s
2t ﬂ Other Formats }

Open the Save As dialog box to select i
Prepare from all possible file types. '

[ send
L puplish >

)
| Close

2] PowerPoint OptionsJ | X Exit PowerPoint
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®Type:

Save in: I | PowerPaint

School Success
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@Aboul‘ PawerPoint

@ My Recent
B Internet Safety

Documents
(@ Deskrop
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Documents

®Click

ﬂsavel! ) MY
!e Computer
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E Places
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File name:

|School Success

Save as type: | PowerPoint 97-2003 Fresentation

Tools =

Learning Objective:

The student will be able to apply a theme to a presentation

® (Click “Design” on
the Ribbon to

display the Design ?E'%;J\ = e D School Success [Compatibility

tab 2 7 | Home | Insert { L ) Animations  Slide Show  Review  View  Add-Ins
Tl e FEIC[EeEr
I pafte J STiJ;;V' *d Delete }B I Uiabe & K- Aa “ A l jg = = Eiti
Clipboard Slides




® (Click the “More”
button

¥

sert | Design I
Aa Aa a
L L B L e || mmEmEm o g

Animations  Slide Show Review

School Success [Compatibility Made] - Microsoft PowerPoint

View Add-Ins

o e

Aa B

n Colors *
Fonts ~
)0 Effects -

X

® Click the “Paper”
theme

BE

Insert | Design |

School Success [Compatibility Mode] - Microsoft PowerPoint

More Themes on Microsoft Office Online...

&  srowse for Themes...

‘Eﬁ Save Current Theme...

Animations slide Show Review  View Add-Ins
All Themes =
This Presentation “Ia
[
| Aa
L | | 1 B | B
L | Built-In
WEEREE
fa
=Em om

Learning Objective:

The student will be able to create a title slide and enter a title and subtitle to a slide

Title Shele




® (Click the title text
_ placeholder,
( ~ “Click to add title”

® Type:

Make the Most of it!

__ _C_liclf___m add title ,

S I S

Make the Most of it!

Chcktoaddsubtlt]e




@® (Click the subtitle

text placeholder
“Click to add
subtitle”

e Type:

Getting involved at
school

Make the Most of it!

JEER O

S

___Themes

Make the Most of it!

Getting involved at school

LR T—
Effects ~




® press the ENTER key
' on your keyboard to
move to the next

66 6 J6 ) Je Je Je JC Je Jeomri]

G G G G G G G O G
A aaanannn ..t
E T I E )
Ry TP

———— ~ BN E;’,',i’f‘fj

Themes

5 E‘ Effects -

Malke thc Most of 1t!

Getting inv olved at school
By Student Name




Learning Objective:

2 3 I

The student will be able to change Font Size

® Highlight the subtitle

a CO|OI‘S ¥
- Fonts =
- EEffects v

“Getting involved at
school”

Aa

Make the Most of it!

{ |
Getting involved at school |

By Student Name

® Click “Home” on the , = =
Ribbon to display ,@ -8+ ki
the Home tab - ( Home ) Insert I Design | Animations  Slide Show  Review  View

O

Page Slide
Setup Orientation ~

Page Setup

Slides \Qutine X |




® \With the text still
highlighted

@Click the

Font Size box arrow

@Click 28"

J | Home | Insert Design Animations Slide Show Review View Add-Ins

,1%’ o s S Dri

:‘:hj & ﬂ ) Layout - Constantia (Body) ~ 22 Ie;e'A‘ _(| IEE = -|| = !_?”E
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24
28
32

T

S8LEESE S

72
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This is how Slide 1
should look

Make the Most of it!

i(}ettinginvolved at school |
By Student Name
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Learning Objective:

The student will be able to save to current location E

® Click the quick —

“Save” button Il r@ .HEVJ i
I |

to save what you |

have done so far. | h-ﬁj b \:] = Layout ~
I}
ot e %5 Reset
|| Paste New :
! < J Slide ~ 1 Delete
| Clipboard Slides

Learning Objective:

=]
The student will be able to insert a new slide new
Slide ~

The student will be able to create a slide with a title and content layout

Title and Content i

® Click “New Slide”

Slide ~

Design Animations  Slide Show Review  View  Add-n

c‘:‘j "‘Layout 5 Perpetua (Body) - 32 ~ 1 A N Hgl = '“ i

' ==|{Reset ' £o5 ; .
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® Click the layout
“Title and Content”

G
= l Home | Insert  Design  Animations  Slide Show  Review  View  Adg

g
=

_'Jﬂj & l:] layout - | antia Body) «(28 - |A& X |@ i,E - = f‘.,

G |l B9 Reset pEop b o R P L 5 | [ ot
Pa:ste - J 5?'];:‘- % Delete l,,nii,,,nf,h ,. ﬂ' {"“é" |?i| :9;7!
| Clipboard & |

Slides "\ Out

Content with Caption

Blank Picture with Caption

21 | Duplicate Selected Slides

Bl &lidne Ermme Builing

Now there are 2 slides
in the presentation

0t g || e o [[BriE e A e e

 Clipboard & e s siidest ot | Fokat pede BEOTIE j £ Paragraph

o Click to add text




® (Click the title
placeholder

“Click to add title”

® Type:

The Basics




® Click the text

placeholder
“Click to add text”
The Basics
L ]
Click to add text \
® Type:

Show up when you
are not sick

The Basics

L (]
- Show up when you are not sick




® Press the ENTER
key on your
keyboard to move
to the next line F

® Type:

e Beontime

e Stay on task ' L4 = 5

e Do your l h(." Basics
homework

L Show up when you are not sick
hardest » Be on time

e Ask questions Stayon task [E0Td

» Do your homework EiEa
» Tryyour hardest

» Ask questions

Learning Objective:

The student will be able to save to current location

® (Click the quick
“Save” button /:)
to save what you SE“ ~ Insert  Desig
have done so far. j # ‘:] 3 Layout ~
2 £ Reset
Pafte J s?;:_ - Delete
Clipboard = Slides
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Learning Objective:

The student will be able to create a slide with a two content layout

=

The student will be able to insert a new slide new

Slide ~

Twa Cantent

® Click “New Slide”

Slide ~ |

!_(_:_Ii_pboard 5
Slides

Title Slide
2
Two Content Comparison Title Only
Blank

Duplicate Selected Slides

g [l

Slides from Outline...

(i

Reuse Slides...

’% - e

2 NC————

\:, N | Homes Design Animations Slide Show Review View Add-T
New - e
Slide - ' i Perpetua (Body) =~ 32 - | A A'I Eolllir= = v”i?
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= el =2 il | [T !
 Clipboard Font £ Paragraj

® Click the layout s

1 - -
“Two Content” e | Home ' Insert  Design  Animations  Slide Show  Review  View
.Jj & CI 155 kayput Constantia (Body) ~ 26~ |A‘ A | |'?§’f' i=
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Now there are 3 slides "% \ikds®) ) * School Success [Compatibility Mod
=

: ; W——— —
Lal RIESEIEEon 2 l Home | Insert Design Animations Slide Show Review View Add-Ins
et VS S8R Y. = Layout ~ = e T | e e e T
‘ - 126 AT || 2| e 3.?'-5?['5
J'j da l:l ®5 Reset I”, '“,— =0 l T2y -
Paste N e (B2 W ode s N mA][EE = sE]
"‘CI[Eboa_rd Bl slides _ Font N Paragraph

Click to add text

In the title
placeholder,

® Type:

Activities

Extra Curricular
Activities

Click to add text




f

® Click the right text

placeholder
Extra Curricular Activities
in the text
placeholder,
® Type:
e Joinaclubor ‘ A \ i e &
two Extra Curricular Activities

® press Enter

Click to add text

Join a club or two T3




Learning Objective:

The student will be able to increase list level

NN
it

The student will be able to decrease list level I*;E

® (Click the
”Increasq List Level”

i

button ™

n Animations Slide Show

Review

Drawing Tools | Schoaol Success [Compatib)

View Add-Ins Format

Fant

Constantia (Body) ~ 26 ~ ‘i\:ivJ

B I U e ® 8-acA (EE = =

]

ot~ 1=~

=

lt-l@ N\ \NOO O - D—&I
- A1LD O 6 -
%' %-\f\{ }*_:Arra'nc_:

5 Increase List Level
Paragraph ———m————

Drawing

® Type:
o Examples
include:

® press Enter

Join a club or two
Examplesinclude: EiEd




® Click the .
“Increase List Level” Drawing Tools School Success [Compati
. S,,'El n Animations Sllde Show Review View Add-Ins Format
autton - gL el
- n ! A 3 ‘ b
Constantia (Body) ~ 26 ~ H:| | |v i= - |}; ggl = u:i B\ \. G0~ s
. ESEA LT L
BIﬂ*.AV,Ag“év|.¥]§§§i = lle el }ﬂ,=Arrang
Eontis ] Paragraph ‘= Drawing
® Type:
e FBLA
e Environmental
Club
® International ...‘...‘.......‘4...."..,.....,......,......‘,......A.A,,...“A.,.A.,.A..,..A.A...A.,.g. ; =
Club . » Join a club or two

: Examples include:
® Press Enter FBLA
: Environmental Club HiiSd
International Club

® (Click the

“Decrease List Level”

button l‘g

Drawing Tools  School Success [Compatibility Mot

h Animations Slide Show Review View Add Ins Fo'rmat

It - I\\DOD D| |
’BJ Al B el >

— Arrange Quick
e A L H ks i Styles -

Drawing
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® Type:
e Participatein
sports
e Mentor other
students

Extra Curricular Activities
e Click to add text Join a club c;r two
5 : Examples include:
FBLA

Environmental Club
International Club

- ¢ Participate in sports [N
. Mentor other students

Learning Objective:

The student will be able to save to current location B

=

® Click the quick

“Save” button
to save what you
have done so far.

vl 9 -8 )5
() mes.
S | Insert  Desig

R b (s = Layout ~
s

®5) Resat

Paste New .
- j Slide = % Delete

\Clipboard ™ Slides




Learning Objective:

=
The student will be able to insert a new slide new
Slide ~

The student will be able to create a slide with a title and content layout |

Title and Content

® Click “New Slide”

=]
New
Slide =

Design Animations  Slide Show Review  View  Add-If

Perpetua (Body) ~ 32 ~ | o |

Bz g &8 A ][Ew=mn

e e

&l

Font Paragral

® (lick the layout
s ” / @d9w-0 =
Title and Content By = 2

- I Home ‘ Insert  Design Animations  Slide Show Review  View  Add-

[ ) !j = Layout - Constantia (Body) ~ 26 ~

Paste p [N e (B2 U ode 8 8- mofA (===

& B k=l =

| B3 Reset

Clipboard | Paper paragr

Blank

Duplicate Selected Slides

Slides from Outline...

Reuse Slides...
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Now there are 4 slides L s?::v Aeete ||B £ U e & M- pa-f[A|[E = = =

in the presentation Ciipbard &  slides Fant _ paragra

:‘, Click to add notes

In the title
placeholder,

® Type:

“Why Should You Try?

S

Why Should You Try?




-In the text
placeholder,

® Type:

e Graduate from

high school
e Employability
skills
e Further your
education

® Ppress Enter

| Why Should You Try?

Graduate from high school EHiTa
Employability skills
» Further your education Eica

Learning Objective:

The student will be able to increase list level

The student will be able to decrease list level

@® (Click the
“Increase List Level”

button =

Drawing Tools

Schoo