Microsoft PowerPoint 2003: Instructor’s Guide - Basic
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Note to the instructor
	Introductions:
Begin class by introducing yourself and have the participants introduce themselves. Ask them:

· Their name

· Their department

· How long they have been with FEMA

· What their experience is with using Word
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Note to the instructor
	Please keep in mind when training  computer courses in the field:

1. Our mission is to train participants in what they need to know in order to do their job(s). 

2. Time is of the essence. Although it does not make for good training, there is very little time in a 2 hour class to do any independent practice.  

This course outline has been designed with both of those factors in mind. This includes usually only showing participants one way to complete a task. It is recommended that the right mouse button be used whenever possible as this is almost always the fastest way to complete a task. Also, unless necessary, participants do not have to practice using the same word, sentence or paragraph. Just have them pick one.
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Note to the instructor
	Classroom etiquette

· Have participants turn off phones and pagers.

· Point out the locations of rest rooms and emergency exits.

· Generally, a 2 hour class does not allow time for a break. 
· Tell participants if you will or will not be taking a break. 
· Tell participants that if they must leave the room during class to please not expect the person sitting next to them to catch them up. 
· Explain that you will have them join back in at the next possible point. 
· Explain to participants the importance of asking for assistance when they feel lost so that they do not become overwhelmed.


	Course Goal

To enable FEMA personnel to use basic features in Microsoft PowerPoint.
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	The only other file you need for this class is a PowerPoint presentation entitled “Presentations and PowerPoint”. There are no practice files.

	Course Objectives

The objectives of this course are to enable participants to:


	· Basics

· Adding new slides
· Master slides

· Slide Layouts

· Backgrounds

	· Inserting clipart and photographs

· Running the slide show
· Timing your presentation

· Stand Alone Presentation 
· Printing Options
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Direction for participants
	Direction for participants: 

Have participants open PowerPoint by single-clicking the button on the toolbar 
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 at the bottom of the screen or finding it in the list of Program Files from the Start Menu Bar.  

Then have each participant add 5 slides to their presentation.  There are several ways to do this.  Either click on Insert – and select New Slide or
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Right Click on the small slide on the left and select New Slide.

[image: image7.png]ides

Delte side.
= side Design.

Side Layout,
Backaround,

@ slde Transtion,
(S tide Slide.






	
	Explain features:

· Minimize, Restore/Maximize, Close buttons 
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· Outline and Slide tabs [image: image10.png]Outline x

i
x







	[image: image11.wmf]
Note to the instructor
	Explain Various Views:  [image: image12.png]


 Found in the lower left corner of program window
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Normal - used to Create, edit and develop the presentation
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Slide Sorter - used to arrange and rearrange slide order
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Slide Show - used to view the finished product and to present to others
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	Explain Master Slides:

Master slides can be used so that the qualities placed on it will carry over to the entire presentation at one time.  This way if it needs to be edited it only has to be edited in one location.  Using the Master Slide features will override other formatting features you place into the presentation.  
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	Explain Various Options within the Task Pane:
· Review the variety of slide layouts that are available.
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By clicking VIEW and then selecting TASK PANE the SLIDE LAYOUT window will appear on the right side of your document.  
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	· The Slide Layout quick templates are a fast way to layout your entire presentation within a short amount of time.

· Explain the variety of template choices
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This layout template is a template for three objects within one slide.  These objects could be a chart, a graphic, an org chart, etc. 
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This layout template is a template for two objects.  The first allows you to select any kind of object like the one above. However the second window is set so that you can automatically enter text in bullet format.
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This layout template allows the user to insert an organizational chart using the chart wizard.
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Note to the instructor
	Explain  the Use of the Notes Page:
· Review the purpose of Notes pages

· Show participants where to add speakers notes – Go to the Menu bar and click on VIEW – NOTES PAGE or by adjusting the bar above the Notes Area
· By selecting Print and then choosing the Notes Page under the “Print what” drop down window a presenter will be able to have a hard copy of their presentation and notes all on the same page.

[image: image39.png]resentation1] =18l x]

Type 3 cuestion for ey +
oegn newsie B

File Edit View Insert Format Tools  Slide Show  Window be
DRG R 9- B #E= -@ B SR |
L |

Slides x

1

| A

Click to add title

B « Click to add text

Click to add rotes =

=K | i) =
o[ mgostopes- N N DO A @A O L-A-===a0)
slde 2 of 3 Default Design o

Bstart| | OO ® | [Oca | G0 | #ou.| Dvs. [[Ev @ | €16 | Eo.. | 1k | £)a. | [BOIE D% ED 21em








	[image: image20.wmf]
Note to the instructor
	Explain How to insert Clip Art and Photographs:
· Inserting clipart and photographs using layout template – From the layout template you can click on the picture icon or the clip art icon to select what you wish to insert.  

· After selecting one of the icons a browser window will appear and you need to navigate to the file you would like to insert.
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· The other way to insert a photo or clip art is to select “insert” and then choose the type of item you wish to insert into your presentation.  If it is a photo that you have as a file on your hard drive then select Picture> From File and then browse until you find the file.
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	· Once a picture is inserted you will get the PICTURE tool bar.  If the toolbar disappears at anytime you can click on the photo or clipart and it will reappear.
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· Understand all of these icons.  Explain how to use them.  Tool bar only displays if picture is active.
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	Running the slide show
· While creating the presentation you will want to shift back and forth from development (Normal View) to presentations (Slide Show View).  Teaching people to do this often helps them to visualize the final object in amore accurate way.  

· Demonstrate how to click on the small screen like icon on the lower left corner of their presentation.
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· Once in the mode of viewing the slide show you press the escape (ESC) key on your keyboard (top left key).
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Note to the instructor
	Timing your presentation
· When giving a presentation timing is important.  You need to know how long the presentation will go.  So rehears with a timer! Click on SLIDE SHOW and the choose REHEARSE TIMINGS.
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	· Proceed to practice giving the presentation while a timer appears in the upper left corner of your slide.  As you move through each of the slides the timer will keep an overall time as well as split times for each of your slides.
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	· At the end of the presentations you will be asked if you wish to keep the times.  By selecting yes each of your slides will be displayed with a time and slide number below them.  If later you are asked to shave some time off of your presentation then you will know how much time is saved by deleting a slide or by cutting your discussion of it shorter.
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	Stand Alone Presentation
· Creating a presentation doesn’t mean you have to be present to give it
· Presentations can be created with animation involved so that the presentation, once started, continues on its own.  

· Then the presentation can be sent anywhere and as long as someone started it will display and continue on.  
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Teach how to package the presentation onto a CD that can be shipped to others.

· Select FILE and then PACKAGE FOR CD.
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	· 
	· Select OPTIONS and from there make sure the top three items are selected in the OPTIONS window.  This will ensure the presentation looks the way you want it to when others open it. 
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Note to the instructor
	Review all of the printing options:
· Point out that they must designate what they want to print or the program will always print slides.

· If they are printing Handouts, show participants where to tell the program how many slides they want per page on each handout.

· Explain that if they are printing to a black and white printer, they should print in Grayscale.
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ADD NOTES: When you move your mouse over the bar above where it says “Click to add notes” you will be able to click on the bar and move the bar up and down. Increase the area to add your notes and decrease to see more of the slides you’re developing.
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