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OVERVIEW
This is a 15 lesson introductory unit for elementary students (and teachers) to learn the process of planning and creating a basic PowerPoint presentation.  Classes should take place in a networked lab environment with Internet access although classroom clusters are possible alternatives to implementing the unit. The versatility of this unit is that it can be applied towards any content area with a regular classroom curriculum.   

CONTENT KNOWLEDGE

Declarative:
Procedural:

The students will know how to plan a PowerPoint presentation.
The students will complete a graphic organizer showing the sequence of a PowerPoint presentation.

The students will know how to navigate PowerPoint.
The students will analyze and create PowerPoint presentations.

The students will know basic components of a PowerPoint presentation.
The students will identify and analyze good and poor examples of components in a PowerPoint presentation

The students will understand vocabulary words associated with PowerPoint.


The students will know how to manipulate different sources of graphics (word art, clip art, digital photo, paint picture, scanned image, internet graphic).


ESSENTIAL QUESTIONS
1. How can PowerPoint be used as an effective means of communication?

2. What are the components of a good PowerPoint Presentation?

3. What different sources of graphics can be integrated with PowerPoint?

CONNECTIONS TO NYS LEARNING STANDARDS


MST 

STANDARD 2: INFORMATION SYSTEMS - INTERMEDIATE 

1. Information technology is used to retrieve, process, and communicate information and as a tool to enhance learning. 

Students: 

· use a range of equipment and software to integrate several forms of information in order to create good quality audio, video, graphic, and text-based presentations. 

INITIATING ACTIVITY
After hooking to the unit by viewing a PowerPoint Slide Show, students will use the collaboration strategy Think-Pair-Share* to link prior knowledge on K-W-L* worksheets (Attachment 1: KWL).

*  Think-Pair-Share: Dimensions of Learning collaborative strategy that encourages individual thought before pairing up students to discuss information. 

*  K-W-L: Dimensions of Learning thinking-reading strategy designed to help students access their prior information about a topic. 

LEARNING EXPERIENCES

LESSON 
PROCEDURAL  KNOWLEDGE

1
After the launched activity, students will complete a Sequence Chart graphic organizer showing the format of the PowerPoint presentation. (Attachment 2: Planning a Power Point Slide Show)

2
To create a model for Navigating Power Point, students will follow teacher directions with a written set of steps (Attachment 3: Take a Tour of Power Point).  To help students internalize this procedure, they will navigate their own slide show: My Own Show (see culminating performance) and manipulate it in a variety of ways (selecting different views, inserting and deleting slides, saving and opening presentations).  

3
To create a model for Formatting Backgrounds, students will follow teacher directions with a written set of steps (Attachment 4: Format a Background).  To help students shape this process, teacher will show and discuss examples of good and bad backgrounds (Vocabulary and Attachment 10: slides 1-6). To help students internalize this procedure, they will practice formatting different backgrounds in a variety of ways: My Own Show (see culminating performance).

4
To create a model for Text Boxes, students will follow teacher directions with a written set of steps (Attachment 5). To help students shape this process, teacher will show and discuss examples of good and bad Text Boxes (Vocabulary and Attachment 10: slides 7-12). To help students internalize this procedure, they will practice creating a Text Box My Own Show (see culminating performance).

5
To create a model for Transitions and Animations, students will follow teacher directions with a written set of steps (Attachment 6). To help students shape this process, teacher will show and discuss examples of good and bad Transitions (Vocabulary and Attachment 10: slides 13-18). To help students internalize this procedure, they will practice manipulating transitions in a variety of ways My Own Show (see culminating performance).

6
To create a model for Word Art, students will follow teacher directions with a written set of steps (Attachment 7).  To help students shape this process, teacher will show and discuss examples of good and bad Word Arts (Vocabulary and Attachment 10: slides 19-24). To help students internalize this procedure, they will practice creating 5 different Word Arts in a variety of ways My Own Show (see culminating performance).

7
To create a model for Clip Art, students will follow teacher directions with a written set of steps (Attachment 8). To help students shape this process, teacher will show and discuss examples of good and bad Clip Art (Vocabulary and Attachment 10: slides 25-30). To help students internalize this procedure, they will practice creating at least 10 different Clip Arts in a variety of ways My Own Show (see culminating performance).

8
To create a model for importing Paint Graphics, students will follow teacher directions with a written set of steps (Attachment 9). To help students shape this process, teacher will show and discuss examples of good and bad Paint Graphics (Vocabulary and Attachment 10: slides 31-36).To help students internalize this procedure, they will practice importing a Paint Graphic My Own Show (see culminating performance).

9
To create a model for importing Digital Graphics, students will follow teacher directions with a written set of steps (Attachment 9). To help students shape this process, teacher will show and discuss examples of good and bad Digital Graphics (Vocabulary and Attachment 10: slides 37-42). To help students internalize this procedure, they will practice importing a Digital Graphic My Own Show (see culminating performance).

10
To create a model for importing Scanned Graphics, students will follow teacher directions with a written set of steps (Attachment 9). To help students shape this process, teacher will show and discuss examples of good and bad Scanned Graphics (Vocabulary and Attachment 10: slides 43-48). To help students internalize this procedure, they will practice importing a Scanned Graphic My Own Show (see culminating performance).

11
To create a model for importing Internet Graphics, students will follow teacher directions with a written set of steps (attachment 9). To help students shape this process, teacher will show and discuss examples of good and bad Internet Graphics (Vocabulary and Attachment 10: slides 49-54)  To help students internalize this procedure, they will practice importing an Internet Graphic My Own Show (see culminating performance).

EXTEND/REFINE: 

The teacher will distribute numbered slides on a PowerPoint presentation to the students through a common folder.  It will include examples of good and bad PowerPoint components.  The students will identify the components and use error analysis to write down whether the examples are good or bad and why they are good or bad (Attachment 10).

CULMINATING PERFORMANCE
My Own Show is a culminating activity which students work on throughout the unit.  As each PowerPoint component is introduced and taught, students are given time to work on My Own Show.  Slides depicting good and poor examples as well as the selected rubric will be displayed on a large screen TV for students to use as a reference.

Topics should be selected to reinforce content areas.  For example, a fourth grade class might create presentations about the Revolutionary War or Colonial Life.  A fifth grade class might create a show about Astronomy or the United States.  A sixth grade class might create a show about Ancient Greece or The Scientific Method.

My Own Show will be assessed with the rubric on the following page.
PRE-REQUISITE SKILLS
General Technology skills (mouse, saving, windows, network)

Keyboarding and Word Processing skills (touch type, editing, copy/paste)

Paint/Draw/Graphic skills (tools, sizing, moving, inserting/deleting)

MODIFICATIONS
Any modifications identified in the students IEP will be followed. 

UNIT SCHEDULE/TIME PLAN
This unit could take anywhere from 15-20 weeks with classes meeting one time a week for periods of 45 minutes

TECHNOLOGY USE
The multifaceted approach of this unit pulls together many of the computer application components such as: General Technology, Keyboarding, Word Processing, Networking, Internet, Graphics, Multimedia, and Publishing.

POWERPOINT RUBRIC

COMPONENT
4
3
2
1

Sequence Chart
Includes all components: complete, organized, and on topic
Missing one component: complete, organized or on topic
Missing two components: complete, organized or on topic
Missing all the components: completed, organized, or on topic

Navigating PowerPoint
Student requires no assistance completing assignments
Student requires some assistance completing assignments
Student requires quite a bit of assistance completing assignments
Student requires mostly teacher assistance completing assignments

Background
Backgrounds are varied and colorful on all slides
There are duplications of backgrounds on slides
There are backgrounds missing on many slides
There are no backgrounds or the same one is used throughout the slide show

Text Boxes
The student utilized text boxes with different fonts, sizes and colors
The student used some variation of font, color and size throughout
The student had little variation of font, color and size throughout
There are no text boxes.

Transitions and Animation
The transitions and animations are complete and well timed
The transitions and animations have some irregularities
The transitions and animations are inappropriate and poorly timed
There are no transitions or animations

Graphics: Word Art
Word Art is easy to read and well designed
Word Art is sometimes difficult to read
Word Art is usually difficult to read
There are no Word Arts

Graphics: Clip Art
Clip Art is included on most slides, is appropriate to the topic, and well placed
Clip Art is sometimes distracting, missing, or not appropriate to the topic
There is little Clip Art, it is inappropriate to the topic, or it is poorly placed on the slide
There are no Clip Arts

Graphics: Paint
The Paint Picture is complete with detail and neatness
The Paint Picture is missing details
The Paint Picture is sloppy and missing a lot of detail
The Paint Picture is incomplete or missing

Graphics: Digital
The Digital Image is sized and placed accurately
The Digital Image is sized or placed inaccurately
The Digital Image is “lost” in the slide
The Digital Image is missing

Graphics: Internet
The Internet Picture is sized and placed accurately
The Internet Picture is sized or placed inaccurately
The Internet Picture is “lost” in the slide
The Internet Picture is missing

VOCABULARY:

1.  Animation: Change the order in which objects appear on a slide and set timings for each object.

Good Animation: orderly, organized, well timed, 

Poor Animation: irregular, too slow, too fast, not well timed or paced

2.  Background: Change the appearance of a slide by changing its color, shade, pattern, or texture.
Good Background: appropriate, fitting, theme related, 

Poor Background: inappropriate, unsuitable, out of place, wrong choice

3.  Clip Art: Select clip art images to insert in your file. 

Good Clip Art: appropriate, well placed, not distracting, 

Poor Clip Art: inappropriate, not well placed, distracting

4.  Paint, Digital, Scanned, Internet Graphics: Images imported from other sources

Good Graphic Images: neat, organized, detailed, colorful, complete, clear, focused centered, sized appropriately, well placed

Poor Graphic Images: sloppy, disorganized, not complete, fuzzy, unfocused, not centered, not well sized, poor placement,

5.  Transition: A special effect used to introduce a slide during a slide show. For example, you can fade in from black or dissolve from one slide to another. You can choose the transitions you want, and you can vary the speed of each.

Good Transitions: well-timed, good pacing, steady

Poor Transitions: too fast, too slow, irregular, not well timed or paced

6.  Text Box: Use a text box to add text, such as captions or callouts, to your pictures or graphics.

Good Text Boxes: legible, easy to read, good size, good font, nice layout

Poor Text Boxes: too small, too large, hard to read, poor font, poor layout

7.  Word Art: Creates text effects by inserting a drawing object.

Good Word Art: Readable, clear, legible, understandable 

Poor Word Art: Illegible, unclear, blurred, crowded, jam-packed

NAMES: ______________________________________________

ATTACHMENT 1: K-W-L










Categories of Information We Expect to Use

1.   (Planning the sequence)

2.  (Navigating the program)

3.    (Identifying components)

4.    (Vocabulary)




Attachment 3: Take a Tour of Power Point

1.  LAUNCHING: Wizard, Template, Blank or Existing



2. VIEWS: Slide, Outline, Sorter, Notes, Show


3. INSERTING AND DELETING SLIDES:
















4. SAVING AND OPENING A POWER POINT















1. Make sure you have the right toolbar setups on your screen:



2. Create a textbox:



3. Get Ready to type something:









1.  Transitions: A special effect used to introduce a slide during a slide show. For example, you can fade in from black or dissolve from one slide to another. You can choose the transitions you want, and you can vary the speed of each.


2.  Animation: To add a special visual or sound effect to text or an object. For example you can have your text bullet points fly in from the left, one word at a time, or hear the sound of applause when a picture is uncovered. You can animate any number of objects on a slide, and you can even animate elements of a chart.




WordArt: Creates text effects by inserting a Microsoft Office drawing object.

1. TOOLBAR SETUP:




2. WORKING WITH WORD ART:





















Name: __________________________________________________

Word Bank:

Good Examples: orderly, organized, well timed, appropriate, fitting, theme related, well placed, neat, detailed, colorful, complete, clear, focused, centered, sized appropriately, well placed, steady, legible, easy to read, good size, good font, nice layout, readable, understandable

Poor Examples: too slow, too fast, not well timed, inappropriate, unsuitable, out of place, wrong choice, distracting, sloppy, disorganized, not complete, fuzzy, unfocused, not centered, not well sized, poor placement, irregular, too small, too large, hard to read, poor font, poor layout, illegible, unclear, blurred, crowded, jam-packed.
SLIDE
NAME OF COMPONENT
GOOD OR POOR
WHY IT IS 

GOOD OR POOR

1




2




3




4




5




6




7




8




9




10




11




12




13




14




15




16




17




18




19




20




21




22




23




24




25




POWERPOINT





K


(Known)





W


(Want to Know)





L


(Learned)





Attachment 2: Planning a Power Point Slide Show











Click on each of the Auto Layouts (24) to preview and read descriptions





Blank


Presentation


(starting new)





Select Blank Format and click OK





SLIDE SHOW





Lets you watch your presentation





NOTES VIEW





Lets you add notes to your show.





SORTER VIEW


Lets you look at the layout of the slides.





OUTLINE VIEW


Lets you put your ideas in outline form.





SLIDE VIEW


Lets you "Activate" the slide so you  can work with it.





Slide Sorter View





Inserting a Slide





Select Blank Format





Click on New Slide





Click on Insert








Press Delete or Backspace





Select the Slide





Slide Sorter View





Deleting a Slide





Click on Save





Name the File





Select your  Login File





Click on File





Saving a Power Point





Click on File Name





Select your Login File





Click on Existing Presentation





Click on Open





Opening a Power Point





Attachment 4: Format a Background





SELECT A SLIDE (SLIDE VIEW)





Format








Background








Background Fill


 Fill Effects





PICTURE





Lets you pick your own pictures





PATTERN





Lets you pick colors and patterns





TEXTURE





Lets you pick from 24 textures





GRADIENT





Lets you pick colors and shading.








APPLY 


NOT 


APPLY TO ALL





Attachment 5: Text Boxes





Click to put check marks in front of Standard, Formatting and Drawing options





Toolbars





View





Click on the text box icon (Draw menu)





Click and drag the mouse to create a textbox.





Don't worry about the box size, it will grow as you type!





List 3 facts, phrases, or sentences (press enter each time)





Click on the Bullets icon





Set the Font type and size:  Times New Roman 14





Fill Color (paint can)  changes the color inside the text box





Shadow and 3-D  adds special effects to the text box





Change the Text Box





Line Color (paint brush)  changes the text box line color





Line and Dash Styles  changes the text box line





Font Color (letter A)  changes the letter color





Attachment 6: Transitions and Animations





Click on Slide Show from toolbar





Click on Slide Transition





Activate a Slide





Click on the different transitions to preview





Select Random Transitions





Click on Slow





Click on Apply to All





Select Automatic Advance 


(3-5 sec)





Select Mouse Click Advance





Click on Preview and continue animations or click OK to finish





Click on Preview





Click on the EFFECT tab and then select an animation





Click on Custom Animation





Click on Slide Show from toolbar





Activate a Slide





Attachment 7: Work With WordArt





Size and Place Toolbar off to the side





Check Word Art Option





Toolbars





View





Edit WordArt Text


Lets you change the words you typed





WordArt Character Spacing (kerning)





WordArt Gallery


Lets you change the style of the words





WordArt Same Letter Heights


Makes all letters the same height





Free Rotate


Lets you rotate the word in any direction





WordArt Vertical Text


Turns the words vertically and  horizontally 





WordArt Alignment 


Lets you place the words at different alignments and justifications





WordArt Shape


Change the shape of the words





Insert Word


Art and


Type a Title for the Power Point Slide Show








Format WordArt


Fill and Lines (change the colors)


Size and Position 





Attachment 8: Clip Art Graphics





SELECT A SLIDE (SLIDE VIEW)





Insert








Picture








Clip Art





MENU BAR


Allows you to navigate backwards and forwards through  the clips.  Also lets you return to the main category page








SEARCH


Allows you to type in keywords to find clips.  Have the students type in a keyword.





CATEGORIES


Allows you to select from over 51 types of categories.  Have the students browse a category to find out how many clips there are in it.








Size and Place your Clip Art





Click on the picture you want and then click on the first icon - INSERT CLIP





Attachment 9: Importing Graphics





Open the Paint Program in Windows on the desktop





SAVE the Picture in your own directory. 








Use the tools in the Paint Program to illustrate a picture or idea.














PAINT 


GRAPHICS





Take pictures with the Digital Camera.  





SAVE the digital images in the student common directory





 


DIGITAL GRAPHICS





Scan Images    into the computer (do this step as a class)





SAVE the scanned images in the student common directory





 





SCANNED GRAPHICS





Open the Internet and go to the web site the teacher assigns to you





SAVE the Picture in your own directory. 








Select a picture on the internet by clicking with your right mouse button 











INTERNET 


GRAPHICS





Attachment 10: Error Analysis





Click on the TIMING tab  and select the first object to animate





Click on the EFFECT tab and then select and animation





Click on the TIMING tab and select the next object to animate








