PowerPoint- 2

Create a presentation using Design Templates
Purpose

The purpose of this lab is to build a presentation using one of PowerPoint’s Design Templates

By the end of this lab you should accomplish the following tasks:

· Select a Design Template.

· Choose a slide layout.

· Add slides.

· Capture and Paste objects in presentation slide. 

· Format Backgrounds:

· Colors

· Fill Effects

· Format Placeholders:
· Borderline

· Fill
· Save and print a presentation.
 
Procedure
1. Creating a presentation using a Design Template
From the Start menu locate Microsoft PowerPoint and click to open.

You should see the window similar to Figure 1.  
Click the Design button, or the From Design Template link. 
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Figure 1: Creating a presentation using Design Template
2. Selecting a Design Template

The various templates will appear in the Task Pane as shown in Figure 2.

Try out some templates by clicking on each of them.

Be creative and select a Design Template for the presentation then click OK.

For example, we select the Capsules template as shown in Figure 2.
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Figure 2: Selecting a Design Template

3. Creating a Title slide
Click on the Capsules design template. By default, the slide layout is selected as a Title Slide, which is the first slide in a PowerPoint presentation. Click the down-arrow in Task Pane to view the Other Task Panes menu. Select Slide Layout to view the various slide layouts. 
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 Figure 3: Choosing a Title slide Layout.

Click the on other slide layouts to see how they reflect on the template layout. 

Click the Title Slide to be displayed as shown in Figure 4.
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Figure 4: Title slide with title and subtitle placeholders.

3.1
 Inserting the title on the “Title Slide”
a)
Left-click the mouse in the text window Click to add title
b) Click the  I  [ Italic ] button and Center button on the Formatting toolbar and type the title below,  or preferably use your own title. Be creative!

Creating a presentation using Design Templates

3.2  Inserting the sub-title on the “Title Slide”
a)
Left-click the mouse in the text window Click to add sub-title
b)  Click the  I  [ Italic ] button and Center button on the Formatting toolbar and type:
By Your Name   [type your legal name]



The title and sub-title text of the “Title Slide” appears as in Figure 5.
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Figure 5: Presentation 1st slide – Title Slide Layout

3.3
Changing Font and Color on the Title Slide
a)
Select (highlight) your title or: Creating a presentation using Design Templates.
b)
Right-click on the selected title. It appears in reverse video.
c)
Select  Font… from the menu by left-clicking the mouse on the word Font… 


The Font window appears as shown in Figure 6. 
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Figure 6: Changing font type and size

In the Font window select the font, font style, color, font size, and effects to be applied to the selected text.
d)
Select “Submarine” as the font by using the vertical scroll bar and clicking on Submarine. If this font is not available, select a different font (i.e. script MT Bold or others).
e) 
Click the pull down menu button for Color…   and click OK (Figure 6).

4. Changing a slide layout: 
a) In the Task Pane Slide Layout, click on various slide layouts. The selected layout will be applied to the current slide, Figure 7.
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Figure 7: Creating the next new slide
b) Adding a new slide: Title Only Layout
c) Click the New Slide button and then click the Title Only slide, as shown in Figure 8.
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Figure 8: Selecting Title Only Layout

c) The new Title Only slide will be added, as shown in Figure 9. 

Note: To hide the Task Pane, click the Close button   x   in the Task Pane.
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Figure 9:  Title Only Slide

4.1
Inserting title and changing font
As you did in steps (3.1, 3.2, and 3.3), 

a)
Replace the title window Click to add the Title   with the following sentence:

Available Design Templates are:


or choose your own title and continue creating your own presentation throughout the lab.

b)
Set the Font Size to 32 and click the Bold button.

4.2
Capture and paste a window in a presentation slide 
In this step, you will capture the window showing the various design templates and then paste the window in the Title Only slide. To do this:

a) Resize the Task Pane to show most Design Template. 
b) Capture the presentation windows using Alt+PrintScreen keys.

The list of most available templates will appear in the captured window as in Figure 10.
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Figure 10: Design Templates

c) Paste the captured window in the slide. Use Paste from the Edit menu, or right click on the image then select Paste. 
d) You may need to adjust it the pasted window by resizing or relocating it. 


To resize the captured window, click on it then point the mouse at any of the resize handles and drag the mouse in or out to decrease or increase the size. 


To relocate or move the captured window, click on it then hold the mouse and drag it to the new location then release.


The slide with the title and captured window should look similar to Figure 11.
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Figure 11: Presentation 2nd slide - Title Only Layout

5.  Adding a 3rd slide

As you did in step 4, this time select a Bulleted List slide and add it to the presentation. 

Type the information as indicated in Figure 12.

Choose font size=32, and make the Procedure and Design Template  words in Bold.
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Figure 12:  Presentation 3rd slide – Bulleted List Layout

6. Formatting Backgrounds 

In this step, you will explore options to change background colors and using background Fill Effects. 

6.1 Background colors
Select the Color Schemes option in the Task Pane or right-click each slide and select Background, or select Background from the Format menu. The Background window will appear similar to Figure 13. 
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Figure 13: Selecting new background

a) To select a color from the Background option, click the down-arrow and choose More Colors option to select from a wider range of colors as shown in Figure 14. Click OK.
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Figure 14: Selecting a color

b) From the Background option or in the Color Schemes options, apply a color to change the background color of the current slide only. Note that clicking the Apply All option would change the background color of all slides. The 3rd slide will appear similar to Figure 15.
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Figure 15: Slide background color changed

6.2
Background Fill Effects

Fill Effects provide Gradient, Texture, Pattern, or Picture options for changing backgrounds, which are shown in Figure 16. To use Background Fill Effects, do the following:
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Figure 16: Gradient, Texture, and Pattern Fill Effects

a) In the background window, select Fill Effects. Check out available option tabs to select a desired Gradient, Texture, or Pattern styles.

b) Once one or more Gradient, Texture, or Pattern styles are chosen, apply them to the remaining two slides of the presentation. For example, a golden gradient was chosen for the 2nd slide and a mixed yellow Texture was applied to the 1st slide.  See Figure 17.
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Figure 17: Gradient and Texture Fill Effects applied to slide 2 and 1

7.
Formatting Placeholders

In this step, you will explore options to format the borderline and fill color of Placeholders. However, to format text font style, color, and size in a placeholder, highlight the text then click and choose Font, as it was described in the previous PowerPoint lab.

7.1 
Placeholder Borderline

Click on the title of the 1st slide. Its placeholder including resize handles will appear as shown in Figure 18. Next, format the borderline of the placeholder by doing the following:
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Figure 18: Title placeholder with its resize handles

a) Right click the title placeholder then choose [image: image20.png]


 from the drop-down menu that appears next.

b)
The Format AutoShape window will appear similar to Figure 19.


Select Colors and Lines tab then click the Line Color selection box to view available color options including More Colors and Patterned Lines. 

Select a color and set the Weight option to 2 points or more, and then apply the change to the borderline by clicking the OK button. 

For example, red color with weight of 4 points was chosen.
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Figure 19: Selecting placeholder borderline color 

7.2 Placeholder Fill

A placeholder Fill is used to fill it by a color, pattern, or background. In this step, you will use the Fill option to fill the sub-title placeholder that includes your name within the 1st slide. To do this, apply the following:

a) In the sub-title placeholder, click on your name then choose Format Placeholder option as in step 7.1. 

b) The Format AutoShape window will appear similar to Figure 19.


Select Colors and Lines tab but this time use the Fill Color selection box to view available color options including More Colors, Fill Effects, and Background. 

c) 
Select a color, Fill Effect, or background to fill the name placeholder then click OK.



The slide will look similar to Figure 20.
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Figure 20: Title and sub-title placeholders formatted

7.3 Repeat steps 7.1 and 7.2 and apply the following:

a) Format the borderline color with weight of 4 points or more and apply it to the placeholder of the 2nd slide, which includes the title [Available Design Templates are:]

b) Fill the placeholder with a color or using Fill Effects option. 

c) Apply the same to the 3rd slide’s title placeholder, which includes the word [procedure:]. Choose any borderline or fill effects color. 

For example, the borderline color was chosen sharp blue with weight of 5 points, and the Fill was used from the Fill Effects option with a golden color in slide 2. For slide 3, the borderline was chosen brown with weight of 6 points, and the Fill was golden color. See Figure 21.

[image: image23.png]Procedure

[A vailable Design Tempiates are: J

o Select a template
o Select a slide layout
o Type text and save the presentation





Figure 21: Borderline and Fill applied to placeholder

8.
Switch to Slide Sorter view then save the presentation as a: PowerPointLab2.ppt as shown in Figure 22.
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Figure 22: Saving the presentation on the A drive

9.
Print the presentation as Handouts showing the three slides in one page. A Slide Sorter view is shown in Figure 23. 

· Refer to the activity sheet and answer the question.
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Figure 23: Slide Sorter view of the presentation

10.  Lab Summary

This lab included the following steps:

1. Create a presentation using a Design Template. 

The presentation included three slides with different AutoLayouts:

a) Title Slide

b) Title Only

c) Bulleted List


This included changing font style, color, and size of text used.

2. Capture and paste a window in the 2nd slide.

3. Format background (color and Fill Effects) of all slides.

4. Format Placeholders of all slides.

5. Save the presentation on the diskette as a:PowerPointLab2.ppt.

6. Turn in a printout of the presentation in Handouts style.

Lab_____

Create a Presentation using Design Templates

(II.D: PowerPoint -2) 
Activity Sheet

Name____________________________________________



Score_________

Email___________________________________________



Total Points = 10

Directions: Place this sheet on top of all completed activities and staple them. Number any printed sheets with the activity number listed below.  Hand in all completed activities at the end of the lab period to your lab instructor.  Point value shown on each activity.

1. Print the Presentation in Handouts style showing your name in the first slide?


Select Handouts in the [Print what] scroll list and set the Slides per page to 3  [Figure 23]. (10) 
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