Power PowerPoints
1.
Create a PowerPoint Presentation

a. Open Microsoft PowerPoint
b. Create a blank presentation

c. Select the type of slide that you want to create (Title Slide)
d. Select the design:  Go to Format, Slide Design and click on the design that you want to use for your slide show.


2. Create a title slide.

a. Click once inside the box and type your title.   You can change the font, size, and color if desired.

b. Click once inside the second box and add your name or any other information that you wish to include.

3.
Create additional slides

a. On the menu bar, select Insert, New Slide.

b. Select the desired type of slide.  The bulleted list slide is the most commonly used one.  You may also want to choose the bulleted list and graphic slide.  It really doesn’t make a lot of difference because you can always add the graphic to any type of slide.  The layout with the graphic simply has determined a place of the graphic.

c. Click in the title bar to add a title or main idea to the slide.

d. Click in the bulleted list bar to type information.  When you hit return after typing the first entry, another bulleted automatically appears.  If you do not want a bulleted list, then simple delete the bullet when you begin.

4.
Insert a picture

a. On the Menu bar, go to Insert, Picture, From file, and navigate to find the picture.

b. If you selected the Text & Clip Art slide, you can drag the picture into the Clip Art area and it will automatically size it to fit the area.  Otherwise you can drag the picture to the desired location and resize it as usual.

5.
Insert a movie


a.
On the Menu bar, go to Insert, Movies and Sounds, Movie from file, and navigate to find the movie or sound.  You will need to use a Quicktime movie for Macs.

b.
You will get a message box that asks if you want the movie to play automatically.  If you do, click on Yes.  If not, select No.  You will have to click on the movie to make it begin when you are running the slide show.


c.
Once you insert the movie, you can resize it like you would any image.  Be sure to resize using the lower right-hand corner to keep the proportions correct.


d.
When the movie is running in the slide show, you can click on it to Pause and Resume (good NTTI strategies!)

6.
Insert sounds


a.
On the Menu bar, go to Insert, Movies and Sounds.  Select Sound from file to insert a sound file that you have saved; Play CD Audio Track to play a song from a CD; or Record Sound to record your own sound.  You will get a message box that asks if you want the sound to play automatically.  If you do, click on Yes.  If not, select No.  You will have to click on the sound icon to make it begin when you are running the slide show.


b.
If you select play CD track, you will need to designate the track or tracks that you want to play.  Note: The CD must be in the drive whenever you play the slide show.
7.
Animate the slide show.


a.
To animate bulleted lists and other objects on your slides:  Go to Slide Show and select Custom Animation.  Select Add Effect, Entrance, and select desired effect.  
8.
Add slide transition.


a.
Go to Slide Show and select Slide Transitions.  Select desired transition.  If you click Apply to All, the same transition will be used on all slides.
9. 
Add hyperlinks


a.
You can link to web pages, other files, or other pages in the same presentation. 


b.
Select the text or object that you want to link.  From the menu, select Insert, Hyperlink. 

c.
If you want to link to a web page, make sure Existing File or Webpage is selected from the menu on the left and then type (or copy/paste) the url into the Address box.


d.
To link to another file, make sure Existing File or Webpage is selected from the menu on the left and then navigate to locate the file.


e.
To link to another slide in your presentation, select Place in this document on the left and then select the slide that you want to link to.
10.
Add Interactivity to the Slide Show
a. Create the question slides.  

b. At the end of your slide show, create 2 new slides.  The first will be the slide for the right answer and the second will be the slide for the incorrect answer.

c. On each of these slides, add a message – “That’s Right” or “Sorry, try again”
d. Make both of these slides hidden.  Select each slide and go to Slide Show, Hide Slide.
e. Add a button to both of these pages to route users back to the question slide.  Go to Slide Show, Action Buttons, and select the Return button.  Click and drag to draw the button on the slide. 

f. In the dialog box that appears once you have drawn the button, make sure Hyperlink to: Last slide viewed is selected.  Click okay.

g. Double-click on the button to change color.

h. Now add the action to the question slide.  Select the correct answer and then link to the correct answer slide following the directions in 9b and 9e.  Repeat for the incorrect answers, linking them to the incorrect answer slide.

i. Run the slide show to test to make sure this works!

11.
Play the Slide Show

a. On the Menu bar, go to Slide Show, View Show.  Click on the slide to advance through the presentation.
Creating PowerPoint Presentations Using Videos

From United Streaming

HELPFUL HINT:  Create a folder for your presentation before you begin.  Save all video clips and your presentation in the same folder.  This eliminates problems if you use the presentation on different computers.  PowerPoint does not embed the video when you create the presentation, so you will still need the video files.  If you want to take the presentation to another computer, copy the entire folder with the presentation and the video clips.

Insert the video clip 

1. Download the clips that you want to use and save them in the folder that you have created for your presentation.  

2. Go to Insert, Movies and Sound, From File, and navigate to find your saved clip.  You will be prompted if you want the video to play automatically.  Select No.  You will need to click on the movie with your mouse to start it.

3. You can resize the movie box by clicking on the box on a corner and dragging.

Or create a hyperlink:  

1. Highlight the text or picture that you want to link.  

2. From the menu bar, select Insert, Hyperlink. 
3. Navigate to locate your saved clip or link to the video on the Internet.   To copy the link to the video, right-click on the download button and select “copy shortcut”.  You can then paste in this for the hyperlink to the file

COPYRIGHT NOTE:  You may keep this presentation with the video clips as long as your school division has a subscription to United Streaming.  PowerPoints containing video clips may not be uploaded to the web with the videos since you cannot ensure that everyone accessing them would have a subscription.  If you wish to upload a PowerPoint, you will need to provide links to the video rather than actually insert it.   

