TOPIC: Microsoft Power Point 

Key Learning: Power Point enables students to create comprehensive presentations that will be useful both in school and later in life. 


Unit Essential Question:  How can you use various Microsoft Power Point features and commands to successfully create, format, and edit presentations?

Concept: Power Point



          Concept: Power Point Layout
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TOPIC: Microsoft Power Point

Key Learning: Power Point enables students to create comprehensive presentations that will be useful both in school and later in life.


Unit Essential Question:  How can students best create a presentation using Power Point and its various functions?
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TOPIC: Microsoft Power Point

Key Learning: Power Point enables students to create comprehensive presentations that will be useful both in school and later in life.


Unit Essential Question:  How can students best create a presentation using Power Point and its various functions?

Concept: Animation and Transition



Concept:  Sound and Music






TOPIC: Microsoft Power Point

Key Learning: Power Point enables students to create comprehensive presentations that will be useful both in school and later in life.
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TOPIC: Power Point

Key Learning: Power Point enables students to create comprehensive presentations that will be useful both in school and later in life.


Unit Essential Question:  How can students best create a presentation using Power Point and its various functions?

Concept: Navigating Through a Slide Show
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TOPIC: Power Point

Key Learning: Power Point enables students to create comprehensive presentations that will be useful both in school and later in life.


Unit Essential Question: How can students best create a presentation using Power Point and its various functions? 

Concept: Printing a Power Point Presentation

Concept: 
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Lesson Essential Questions:


How do I open Microsoft Power Point and insert text into my presentation?





How do I use the menu bar and drop down menus to create, edit, and format a presentation?





How will I use special features on the standard and formatting toolbars to create, edit, and format a presentation?





Analyze and determine which view should be used while working on a presentation.





Compare and contrast “File Save As” and “File Save.”





How do I open and close a file in Microsoft Power Point?











	





Lesson Essential Questions:


How are options listed on the Power Point opening screen?





How do I open an existing presentation in Power Point?





How do I find an existing presentation if it is not found under “Existing Presentations?”





How are design templates used in the creation of Power Point presentations? 





How are Blank Presentations used in the creation of Power Point presentations?





Compare and contrast the use of design templates and blank presentations in Power Point.














Vocabulary:


Microsoft Power Point, Presentation,


File Save/Save As, Normal View, Outline View, Slide View, Slide Sorter View








Vocabulary:


AutoContent Wizard


Design Template


Blank Presentation





Additional Info:


Microsoft Office 2000 Basics, Connie Morrison





Additional Info:


Microsoft Office 2000 Basics, Connie Morrison
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Lesson Essential Questions:





Why are View Icons important in Micrlsoft Power Point?





Compare and contrast the various View Icons in Microsoft Power Point.





Lesson Essential Questions:





Why do I need to choose an Auto Layout when creating a presentation in Power Point?





Compare and contrast various slide layouts available under “Auto Layout.”





How do I insert an Auto Layout into my presentation?





How are the different slide layout options made available in Power Point?





How is a slide layout chosen in a slide show?





How can slide layouts be incorporated in a Power Point presentation?





Additional Info:


Microsoft Office 2000 Basics,  Connie Morrison





Vocabulary:


View Icon, Normal View, Outline View, Slide View, Slide Sorter View, Slide Show View





Vocabulary:


AutoLayout, Blank Presentation, Object, Text, Media Clip, Clip Art, Chart, Organizational Chart; Bulleted List, Incorporate





Additional Info:


Microsoft Office 2000 Basics, Connie Morrison
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Lesson Essential Questions:


How do color schemes enhance my slide show? How do I change it?





How do I format and apply slide backgrounds in Power Point?

















Lesson Essential Questions:


Why are design templates used in Power Point presentations?





How would I find and apply template options for use in my Power Point presentation?














Additional Info:


Microsoft Office 2000 Basics, Connie Morrison





Vocabulary:


Format, background, apply, apply all, fill effects, color scheme, omit background graphics





Vocabulary:


Design template, apply
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Microsoft Office 2000 Basics,  Connie Morrison
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Lesson Essential Questions:


Compare and contrast the various methods of applying sound effects and in Power Point presentations.





How are sound effects inserted into presentations in Power Point?





How can various musical options be incorporated into my Power Point presentation?





Why is timing useful in Power Point presentations?





How is timing set for music or sound effects in a presentation?











Lesson Essential Questions:


Why would I apply animation effects in my Power Point slide show?





How is custom animation applied in my slide show?





How is animation order changed within a slide once it has been applied?





Why are slide transitions important in a Power Point slide show?





How are slide transitions incorporated into a Power Point slide show.

















Vocabulary: Custom animation, animate, timing, order, slide transition, apply, apply to all, preview, effect, sound effect, mouse click, horizontal, vertical, random transition





Vocabulary: Insert, music, file, gallery, audio track, multimedia settings, timing, order





Additional Info:
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Lesson Essential Questions:


How do I insert a new slide into a slide show?


How do I enter text into a slide?





How is font formatting applied to slides in Power Point?





Compare and contrast text entry in Power Point to text entry in Microsoft Word.





Why would I use cut, copy, and paste  text within my Power Point slide show?








Lesson Essential Questions:


How do I insert Clip Art pictures and motion clips into Power Point presentations?





Why might I use a media clip?  How?





Compare and contrast the various places from which pictures may be chosen for inclusion in a Power Point presentation.





How are photographs, pictures, and objects inserted into slide shows in Power Point?





Why would it be desirable to use pictures or photographs as a slide background?





How can the Picture tool bar be used to work on photographs and pictures in my Power Point presentation?








Vocabulary:


Insert, picture, clip art, file, category, import clip, motion clip, clips on line, crop, format, Picture tool bar, layout, text wrap, object, media clip, picture tool bar








Vocabulary:


 Master, format, font, Standard toolbar, Formatting toolbar





Additional Info:


Microsoft Office 2000 Basics, Connie Morrison
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Lesson Essential Questions:


How can I make an oral Power Point presentation more interesting and vital?





Why is it important to add details when I orally present my Power Point slide show?





Why is it unwise to simply read my slides during my presentation?





How can voice projection and  inflection add interest to my Power Point presentation?

















Lesson Essential Questions:


How do you begin viewing a slide show presentation in Microsoft Power Point?





Compare and contrast the various methods used to navigate through a slide show presentation.





How can I view a previous slide within a Power Point slide show?  





How do I end a slide show presentation prior to its completion?





Vocabulary:


Projection, inflection





Vocabulary:


View slide show, previous, next, end show, mouse click, backspace, enter
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Microsoft Office 2000 Basics, Connie Morrison
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Lesson Essential Questions:


























Lesson Essential Questions:


Compare and contrast the various ways in which documents can be printed in Power Point.





How do the various color options differ when printing a Power Point presentation?





Additional Info:


Microsoft Office 2000 Basics, Connie Morrison





Vocabulary:








Vocabulary:


Slide, Handout, Notes Page, Print Dialog Box, Grey Scale














