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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.



	[image: image3.wmf]
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. 



	Course Goal

To enable FEMA personnel to use intermediate features in Microsoft Word.



	Course Objectives

The objectives of this course are to enable participants to:

	· Understand Grids and guides

· Add headers and footers

· Changing Backgrounds and Color Schemes
· Work with Diagrams


	· Create Animations

· Hide Slides
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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.  

This will give you slides to work with when showing some of the techniques involved in intermediate PowerPoint. 
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Note to the instructor
	Grids and guides
· By selecting DRAW in the lower left corner of the document GRID AND GUIDES will appear.  Selecting it and you get the full window.
· From this window you can turning off Snap to Grid and can then place graphics and inserted items where you wish them to be instead of having them jump to a new location constantly.

· This is also where you can display guides to assist with layout design.
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Note to the instructor
	Adding headers and footers
· Select VIEW in the menu bar for Header and Footer to be displayed

· Within the Header and Footer window you can insert date (manually and automatically) as well as slide number and other information.  

· The Preview window in the lower right corner gives you a sense of how it will display on the screen.
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Note to the instructor
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Changing Backgrounds
Making sure to have Slide Design at the top of the window – and Design Templates selected – you’re able to then see a variety of templates.  These templates can be used on the entire presentation or on one slide in the presentation.
When the mouse is moved over the template in gives the option to Apply to All Slides or Apply to Selected Slides.  Make sure you have selected the correct slide before attempting to change the background of the slide. 

	
	· Understand that the Design of the template is separate from the Color Schemes.  You can select a Design template of leaves but have each slide display as different colors of leaves.  Take time to explore the options with the students.
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Note to the instructor
	Working with diagrams
· Use the icon 
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 at the bottom of the window to bring up the Diagram Gallery.
· There are six different types of diagrams to choose from.  One of the most popular to use is the Organizational Chart.
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	· After selecting the Organization Chart a pre-started org chart will appear.  This gives a start to the diagram you will teach them to draw.
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· Notice the types of borders around different objects.
· When adding new shapes all that is necessary is to right click on a shape that already exists and select what you would like to add.  For example if you wish to add a fourth shape to the already three in a row, you can either right click on the top shape and add a subordinate or right click on one of the three and add a coworker.  
·  Make special note that there are two types of handles on the objects.  In the graphic above you can see the outer border/handles and then on the top shape you see that they have change to just handles without a border.  
· In order to have the menu appear so that new shapes can be added, the handles without the border need to be activated.
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Note to the instructor
	Animations

· Explain the difference between Animation Schemes and Custom Animation

· Demonstrate how animations can be applied to one slide or to the entire presentation

· Take the time to discuss how the type of animation can effect the presentation.  Fast moving animations should never be used for formal presentations.  Subtle animations are more appropriate.
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	· Have students inset a graphic and then practice adding customer animation to the graphic.

· Then explain how various types of animations can be attributed to this particular graphic.

· How the graphic makes an entrance can be set, as well as giving it emphasis when it appears, the path it should take in order to appear and lastly how it should exit can also be set.  

· Every graphic and text item can be set to have its own type of animation.  

· The speed and duration can also be set.
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Note to the instructor
	Hiding Slides

· Once the presentation is complete there are times when a presentations needs to be shorten.  Show students how to hide slides rather then delete them.

· This will allow them to later use these slides if the presentations time has been increased.

· By right clicking on the smaller slides on the left side you can select HIDE SLIDE.  This will show the slide as hidden, but will remain in the same location for future reference.  

· Note that when you go to print you can elect to NOT PRINT the hidden slides.  This way if you print handouts you do not have to include any slides that have been you hidden.  
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