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Pumpose and Quitability

Advanced PowerPoint — Where, When, How....
What is the purpose of using PowerPoint for student learning activities?

Computer learning activities in education can be categorised into having these purposes:
" Problem Solving and Decision-Making through Research,

@ Communicating through Presentation, Publication or Performance,

@ Operating Computer Components and Developing Skills,
" Information and Communication Technology in Society.

For the use of PowerPoint it is obvious that it is most often the first three of these purposes.

In the ICTE Subject Area Syllabus, (levels 4-6) there are four strands which categorise activities:
@ Accessing and Constructing Digital Information
" Digital Communication and Publishing
@ Interfacing with Machines
@ Participating in Online Communities

For the use of PowerPoint, it would most often be for actctivities related to the first two strands.

In an upper primary or secondary setting, how would we adapt this into a unit of work, considering
our access to computer hardware and time limitations?

@ Classroom: Rostered Time — tutorial software or open tasks — subject specific - directed, clear
purpose to support learning.

Classroom: Spontaneous — finished early — challenge as reward and extension.
@ Lab bookings — for short time-frame achievement, learning key skills or for large tasks.
@ Classroom Pods: Groupings (guided) - contract (set) tasks, timelines, outcomes, expectations.
i@& !Eng)aging in a variety of purposes (lab or classroom collections of computers — project based
earning.

It is most likely that with Lab Bookings and access to Pods of computers that the opportunity for
most success with students developing PowerPoint presentations of a high standard which may
incorporate some of the features explored in today’s workshop.

We should also have a clear purpose identified — is it simply to look up information and present it
back in ther own words? Does the task also imply some higher order thinking, where students make
judgements to present? Are presentations designed to persuade and audience or intended to be
accompanied by an oral presentation? With these, we can easily avoid ‘PowerPointlessness’.

We hope you find these resources useful and a guide for you on the journey!
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Srategies, Sequence.

Strategies for Teachers, Sequencing Activities

If we have identified the purpose(s) for using PowerPoint, we need a course of action.

@ If students are putting together a presentation in response to a challenge + eg publishing a
multi-media presentation on a topic, or presenting the results of their research, they will of course
need much time previous to access online sources of information and interpret enough meaning to
formulate a response and present in their own words. Time should be allowed for this.

" If time is limited at the computer, when students are ready to construct their presentations, we
may need to have students well prepared, with a ‘story board' * that is paper based sketches and
guides as to how content will be laid out and navigated. This is to save much time in front of the
computer spent ‘wondering what | will do'.

If students are learning advanced PowerPoint skills for the first time, and it is as they are about
to develop their own, they may be taken through some examples of PowerPoint presentations,
featuring some of the concepts they will need to understand and apply to their own work. This
immersion is part of the ICTE Practice cycle, outlined in the ICTE Subject Area Syllabus.

3 In fact, the whole cycle may be useful as a guide for
S you. Once the students have been immersed in the
examples, they are set a challenge of producing

something in accordance with curriculum goals.
Challenge

They respond to that challenge in preparations and

development of their presentation, learning skills

along the way (just in time) to allow them to meet

the expectations of the task.

Review X .
They present their draft materials to the teacher and
their peers, and enhance their presentation. After a
period of review, they may present their final work.

Present

Depending on students' previous experience, and time and access to a computer lab, teachers may

choose to take students through skill development prior to starting, so students can operate a little

more independently in the classroom or when they begin developing their presentations in the lab.

See the diagram at left, from the ICTE Syllabus.

It is generally fine to take students through skills just as they need them + they generally pick things
up very quickly and are great with helping each other.

For sounds, music £ noisy! Use of headphones or setting a particular block of time toward the end of
the development process, where they focus on adding those (to save teacher sanity!) is a good idea.

Have clear expectations on noise limitations, and consequences for those who set out to be
deliberately annoying during the time when sounds and music may be added.

We hope you find these resources useful and a guide for you on the journey!
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Task 1: dide Masters

Slide Masters: Customising your Background. (and testing it out)

To go way beyond the ready made backgrounds given you in PowerPoint, and really give you the
presentation which stands out from the rest, try designing your own background. Try these steps
(and will be options for you to follow if you would rather not “invent' at this stage.)

Indicates where there will be options to use the resources that accompany this workbook.

Firstly, what are we setting out to achieve?

Curriculum and outcomes first! The use of PowerPoint in such a way is well suited for years 6-10, so
students are more challenged by constructing interactive pages with a degree of individual style and
flair to present their independent research or response to a challenge.

From the "View' Menu, browse to select "Slide Master', to see a screen like the one below...

 Click to edit Master title style

SRR Y Py

i+ Click to edit Masler text styles
L~ Second level

V. Black and White
| i * Third level

Slide Miniature Handaout Master
Motes Master o mel] level
Toolbars [ » Fiflh level
|7 Ruler

Euides

Header and Footer...
,z Comments

Zoarm...

Now you may Insert and place shapes or images, add Word Art or set text styles and background
colours or watermark graphics. The intention is that anything you want to appear on all pages should
go on the master slide, to save repetitous tasks.

Hints: you may need to right-click on images, shapes etc to 'layer' them + eg: Order: Send to Back
or Format Picture to change or watermark them, so text is easily visible. There may be some work
involved in preparing images for this purpose, and developing or locating suitable images for buttons
and backgrounds. Copyright should be observed and source of any materials acknowledged.

You may achieve much with background effects and textures for shapes and Word Art = some
examples will be demonstrated during the workshop. Try a photo as the whole background too, to
see the results.

Note: to see the results, return via the menu commands "View + Normal'. You may return at any time
during the development process to modify the Slide Master as shown in the graphic, above left.
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Left: an example of a modified
slide master. There is the use of a
‘watermarked' photo as a
background, Word Art with a
textured background, change of
font styles and colours.

Along the bottom, there are small
photos which will be used as
buttons later on, for the user to
navigate the sections of the
presentation.

The images provided with this
workshop are for the example
screen, as seen at left.

Returning to our PowerPoint document with "View + Normal', we will begin adding content.

The focus of the example is "The Australian Outback + A Place of Extremes', and with that in mind
we will add some example content. The images along the bottom, designed to be used for
buttons, indicate intended links to “Bushfire, Drought, Flooding, Dust Storms, Tornadoes. Note
that there is preparation time in sourcing photos and information, movies, sounds etc. which may
be used.

Right: Create new slides with the button shown,
selecting the layout suitable for each slide when
prompted. You will see all your slides appear in
the white window on the left of your screen.

Now it's time to add your title and content to
each slide. When we do this, there will be the
chance (and a demo of how) to gather and insert
a range of objects onto slides.

There will be some examples for people to
use in keeping with the theme of the presentation.

Left: the “Insert’ menu which will be used most
frequently during the workshop, for inserting
pictures and animations, sounds, movies and
more...

The best way to find images on the web for just
about any purpose is to use the ‘Images' search
facility at Google: www.google.com. This search
engine is also good for locating movies, sounds
and animations suited to a topic through the
"Web Pages' search. Remember to acknowledge
all sources and observe copyright when using
resources on the web. For instance, work
completed by yourself or students which contains
images, movies sounds etc from the internet
which are not free of copyright can not be
republished at your school web site.
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Task 2: Inserting Objects

The Process of inserting objects is relatively simple. Again, it comes down to planning what
objects would have most impact or be most suitable and understanding that you are able to insert
into the presentation anything that appears in the “Insert + Object' menu.

To insert a photo or ready-made animation: “Insert - Picture - From
File. Place the image or animation on the screen where desired.
There is no need to resize if it is dropped onto the clip art window,
as shown at right. It will be sized automatically to fit.

To insert a movie, the process is the same, except for a slight
variation: “Insert - Movie - From File' and you will be asked if you
want the movie to play automatically or not. If you choose not to
have it play when the slide appears, it will play when clicked on.
You may place the movie and resize the image of the first frame
that appears on your screen to the desired playback size.

Short movies straight from cameras such as the Mavica (on floppy disk) are very quick and easy
to include. Below, left: What appears to be three photos on the screen + however, the one lower
right is a movie which plays when clicked on. It will play where it is and the size that it is.

To insert a sound, the process is much like
a movie * you will be asked whether the
sound should play automatically or when
the icon is clicked on.

Note: with movies and sounds, there
needs to be particular formats so that
PowerPoint can play the files. These are
indicated in the Files of Type window of
your Insert Movie or Insert Sound dialogue
box. Generally, movies are best saved in
.mpg (mpeg) format prior to being inserted
in PowerPoint. Sound files are .wav (wave)
or .mid (midi music) for great results.

Hint: To edit the properties of a movie or sound, just as with other features in PowerPoint, a right-
click on the object and choice of options will do the tasks very easily! This may be to repeat the
sound or movie, or rewind a movie when it is finished, for example. Try this out!

Hint: when a movie or piece of music to be inserted and played — note that it will stop when the
slide is left — when you click to go somewhere or click for next slide.

Ready-made animations are easy to include. There are literally thousand of copyright-free
animations on the Internet + Microsoft CDs in the school also have hundreds to choose from. We
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call these animated "gifs' (.gif being the file format) A quick search by the term “animated gifs" will
bring access to many sites. One site which | have used is www.barryslipart.com which has many
links to galleries and other sites. Your guide: if you see it animate on a web page, that means it will
animate in your presentation. A right click on the animation on the web page and saving to your
local drive will allow you to add it to your presentation.

Hint: Inserting an animated gif file si the same as inserting a picture: Insert + Picture + From File. It
will not animate until you click to view your presentation.

At this window (right) you are able to set the
order, timing and type of animation, and whether
a sound will be played during the time of
animation. There is a preview button to check.

Extra challenges + try inserting a chart or an
object such as an Excel Worksheet. The
possibilities are great for you and students to
really present data, a variety of media and
persuasive viewpoints using this software. Even
for the example of volcanoes, its possible to add

Custom Animations are easily achieved, by
right-clicking on what you want to animate.
See the example at left. Note that other
options there are Format the object, set the
Action which may be playing a movie, or a
sound or animating when the mouse is pointed
at or clicked on the object.

Hyperlink is the other option we will look at +
that allows us to navigate to different slides in
the presentation, other files or applications
outside the presentation, or to places on the
Internet.

For now, have some fun with Custom
Animations, in your window that looks like this:

images, movies, sounds, and real data and seismic graphs relating to volcanoes- to really get a
meaningful, in depth presentation developed to support learning and demonstrate understanding.

PowerPoint for Power Users workshop.

At this point, complete adding content to
your pages and testing the animations,
movies and sounds to ensure all are
showing as intended and or playing
correctly.

Next + we will make the links within our
presentation and to external locations, and
look at how to package up the many files
that have gone into our work.

Left: example of an inserted chart.
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Task 3: Hyperlinks, Saving.

Hyperlinks are essentially links from an object + be it graphic or text, photo or shape, button etc to
another place our most commonly used options are to link to a place in our document or to link to
a web site. Let's return to a slide master from the example and link a button to the correct slide.

Left: the Drought button on the master slide is
right clicked, bringing up the option to
Hyperlink + we have chosen in this case to
hyperlink to a place in the document. | can
navigate to the Slide Title "Drought' and click
OK.

Try linking a button or image you have inserted
or from a highlighted word to another place in
the presentation. View your slide show then to
be sure it works. Has it worked? What is the
next consideration, perhaps how to get back?
Links back to a slide where the links originated
are sometimes needed.

Let's try a Hyperlink to a web site.
Perhaps here we will link from text on
one of our slides. Note: if you type in a
web address and press the Space Bar,
you will see the address become a
hyperlink + it will be underlined and
your cursor will turn into a hand when
you point to the address.

Right: how to highlight and select
Insert £ Hyperlink to link selected
words to an Internet location or another
place in the presentation.

Left: your options + select from recently viewed
web pages, type in the web address or browse to
a web site or file on your computer. Try each one
and test it out by running your presentation.

The potential for using PowerPoint as a tool with
which to present instructional materials for
students to complete challenges and provide
links to resources is great! This can sit on an
Intranet.

Take time to get confident with the use of links.
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Saving your work and taking it away? Publishing? Presenting? Some hints which may be of help!

There is no substitute for a good storage device + a CD ROM burner or a USB virtual drive, Zip
drive or other % these files often are too large to fit on a floppy disk.

Very helpful: compiling a large presentation with sounds, inserted files, or files linked to your
presentation? Save all the files in one folder before you link them into your PowerPoint and save
the whole folder when moving between computers. PowerPoint often looks to link to the files, to
play them, display them etc. It doesn’t embed them as a word Document might do, and in this, is
much more like a web page. If these documents are missing or moved the links may no longer
work correctly from your presentation.

Also handy: ‘File + Pack and Go’ lets you pack everything up into a compressed file for transfer -
note that it may still be necessary to have high capacity storage to move a large presentation
successfully. The use of floppy disks is not recommended, though may work well if disks are new
and of high quality.

Another option: ‘File + Save As’ and choose ‘PowerPoint Show’ from your options at the bottom of
your dialogue box. This may still be a large file, but avoids the need for PowerPoint to be installed
on the computer you are presenting on.

By now you may have seen the options to save in earlier versions of PowerPoint + very handy if
you are working on the presentation in different versions * not always recommended to do this,
but helpful.

Save as a web page? Yes it works okay, though generates quite a lot of files and essentially
snapshots of screens. Is there a purpose for saving as a web page? All sounds and transitions,
animations, movies may have to be taken out + they will take much longer to view on the Internet.
The use of PowerPoint for pages to go on the web is not recommended- file sizes are large and
transfer to the web site very slow, lots of storage, slow download...not the best option.

Your extra hints and notes:
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