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PowerPoint Instructions Lesson 1
Tips

PowerPoint starts on pg. 542
· Go to pg. 542 and read, “Understand Your Audience”

Note the Key Concepts:  You will be able to:
Identify parts of the PowerPoint screen

Work with the Ribbon, tabs, and groups

Open an existing presentation

Insert and edit text on slides

Start and run slide shows

Preview and print a presentation

· Pg. 543 – Read the Vocabulary/Key Terms!  Know:

· button

· command

· cursor

· dialog box

· folder

· group

· placeholder

· presentation

· Quick Access Toolbar (QAT)

· Ribbon

· ScreenTip

· scroll bar

· slide

· status bar

· tab

· title bar

· Be ready for a Quiz after Lesson 1!

· Begin the step-by-step on page 544.  Be sure you READ and follow the diagrams to familiarize yourself with where to locate special ribbons and tools.
·  You will need to click on the little, red data file folder which will connect you to the Tips file (you don’t need to open it from the computer drive, since you can click the red file folder in your book and it will automatically download. You will make changes to an existing presentation.  Add your name in instead of “Anna Lee”.  Be patient.  Many steps are for beginners, just do them anyway!
· You already have a folder created (PowerPoint) in your U:drive, so you don’t need to create a new folder, as the instructions ask.  Please save the Tips file in your u:drive!

· On page 556, if the Help feature doesn’t work on your computer, just skip that part!

· DO NOT PRINT on page 558, as it asks!

· Instead, please print after the directions on page 559!

· Print Handouts, 6 slides per page (10 points)

· Read pg. 560
On page 561, please do numbers 1-5 and 7-10 and turn into the basket.  Label each term assignment with your first and last name, the page number.  Write out each sentence (problem) and circle your answer that you filled in to make the statement complete!  Notice, if you hover over the term, it will give you its definition!
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YOU ARE DONE WITH LESSON 1!

(Do not do the Practice It Activities)

STOP and READ - 
Before moving on to Lesson 2 below, you will complete the Unit 4, Lesson 1 Quiz!
Email your results to ameyer@portageps.org
Click below!

http://glencoe.mheducation.com/sites/007661395x/student_view0/unit4/lesson1/self_checks.html
After the quiz, have some fun, go to this challenge!  Show me your results for 5 points!


http://glencoe.com/olc_games/game_engine/content/gln_compedu/icheck_2012/unit4/l1/conc_game/index.html

PowerPoint Instructions Lesson 2 - Exercises 2-1 through 2-18
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Garden

Key Concepts:

Use themes

Promote and demote text

Create diagrams, tables, and charts

Insert Clip Art, pictures, shapes, and WordArt

Use Spelling Checker and Thesaurus

Track changes
Directions:
· Go to page 569 and read the Lesson 2 paragraph one.  Also read what you will learn to do in this lesson on the left side of the page.


· Look below and read through the terms carefully.  They may show up on an upcoming quiz!


· The step-by-step starts on page 571.  Please start the lesson here.   You will create and save this presentation as “Garden”.


· LOOK! Page 573 (Data File) This lesson will have you import other slides from the existing templates.  Use the data file (Outline)!

· On page 586 it will ask you to insert a picture of a garden.  There is a picture available in the data files in the L:drive, or you may choose your own!  You may need to use Clipart Office Online on the Web.
· This lesson ends on page 591.  Please save this to your U:drive as Garden.  I will grade it in your U:drive!  Do not print!
PowerPoint Instructions Lesson 2
Practice It Activities - Fundraiser
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· Start on page 592 in the book.

· BE sure to do the concept review on page 593, numbers 1-5, 7-10
· Write out each question, circle or underline or bold the answer!

· Review the terms on page 593 below!

· Be sure to open the data file on page 594 (upper right-hand corner)

· End on page 577.


· On pg. 595, instead of typing Paul as the Team Leader, type in your name!


· Print handouts page (6 slides per page for 10 points)

· Ends on page 596

· Move ahead for the next set of points!

PowerPoint Instructions Lesson 2

You Try It Activities - Theater
· Start on page 597, note, the data file you need to download is on this page!  Save it to your u:drive!  There is also another file, Theater.wmf that you will need to get out of the L: drive.  Remember, the instructions will ask you to keep saving different versions of Theater (Theater 1, Theater 2…just save it as plain ole’ Theater and keep replacing the file!)


· End on page 598


· Save to your U:Drive for 30 points
STOP and READ
Before opening Lesson 3 instructions, you will complete the Unit 4, Lesson 2 Quiz!

Click Here!


http://glencoe.mheducation.com/sites/007661395x/student_view0/unit4/lesson2/self_checks.html
Please email me your score/results. You only get one try.
ameyer@portageps.org
Then, have some fun and take on this challenge!  Show me your results for 5 points!

http://glencoe.com/olc_games/game_engine/content/gln_compedu/icheck_2012/unit4/l2/cross_game/index.html
LESSON TWO IS COMPLETE!!!!
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