PowerPoint - 3

Create a presentation using AutoContent Wizard
Purpose

The purpose of this lab is to build a presentation using PowerPoint’s AutoContent Wizard.

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

· Select AutoContent Wizard

· Follow the Wizard 

· Select Presentation Type and Style

· Presentation options to add:

· Footer 

· Date

· Slide number
Procedure
1. Creating a presentation using a AutoContent Wizard
From the Start menu locate Microsoft PowerPoint and click to open.
You should see the window similar to Figure 1.  
In the Task Pane, click From AutoContent Wizard link under New presentation. 
[image: image1.png]€] Microsoft PowerPoint - [Presentation1]

@ Fle Edt Vew Insert Fomat ook SideShow Window

> arial 18- B ZU

Autotontent Vizard

1ho AL ton: i ot o 8 %
preang s & an nganzeen oy
ik

Click to add notes

Side 1 of 1 Default Design

A | Boeson Onewside 2
NewPresentation v X
Open apresentation
PowerpantLab2.pt
PowePointLabl. oot
PowePointab.ppt
VasiProposasides-Feb21 ppt
(@ More presentations.
New
D) Blank Presentation

New from existing presentation
) Choose presentation.
Newfrom template
Capaes ot
Watstmarpot
&) Genera Tmpltes,
) Tempates on my b Stes
] Tempates on Microsof.com

4 add Retwork lsce.
@) Hirosoft Powerport Hep





Figure 1: Creating a presentation From AutoContent Wizard

2. Selecting a presentation 

After you click the From AutoContent Wizard link, you should see a window called AutoContent Wizard similar to Figure 2. You will need to follow the wizard steps beginning from the Start step option. Do the following:

a)
Click Presentation type step option then select Generic type and click the Next> button. Explore the other types to become familiar with them.

b) The Presentation style step option will become active. Check the on-screen presentation radio box then press the Next> button.
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Figure 2: AutoContent Wizard

c) The Presentation options step will become active as shown in Figure 3.

In the Presentation title text box, choose your own title or type the following:

Creating a Presentation with AutoContent Wizard

In the Footer text box, type your name.


Check the Date and Slide number options then click the Finish button.
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Figure 3: Presentation options within AutoContent Wizard

d) The first slide of the presentation will appear similar to Figure 4. 


Adjust the title placeholder by resizing and moving it.  


Delete the sub-title placeholder if necessary.
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Figure 4: First slide generated from Generic AutoContent Wizard

The generic presentation wizard includes 9 slides by default. In this lab, you will create a total of 3 slides, where the remaining slides could be deleted from the wizard. In the next few steps, you will customize additional two slides, and then delete the rest of slides. 

3. Customizing a presentation slide
a) Move to the 2nd slide by clicking the down-double-arrow mark [image: image5.png]


 at the bottom of the vertical scroll bar, or click the 2nd slide index in the Outline/Slides pane on the left side.

Customize the slide by typing the text indicated on the left-side slide of Figure 5. 

Note that the old text should be overwritten or deleted, and that you may need to adjust the placeholders including text.

b) Repeat step (a) and customize the 3rd slide by moving to it and typing the text indicated on the right-side slide of Figure 5.

[image: image6.png]Procedure: Improving a Presentation
Open PowerPoint
 Select AuContent Wizard st mutimedia
 Followthe Wizard  Aimate text

© Select Presentation tyoe:  Add special effects
Select Presentation style

Enter Presentalion e and Footer
Finish o generate the preseriation





Figure 5: Customized 2nd   and 3rd slides 

4. Deleting slides from a presentation

Since the first three customized slides are the purpose of this lab, the remaining default slides are not needed and should be deleted. In this step, you will delete these remaining slides from the presentation then save it.

a) In the left Outline/Slides pane, select all slides after the third one by highlighting them (in Outline style), or by clicking on the 4th slide, pressing the Shift key, holding it and clicking on each slide until the end to select them (in Slides style) as shown in Figure 6. Next, press the Backspace or Delete keys to delete the highlighted slides (4 to 9).  The first three slides that you already customized will remain the only slides in the presentation.

b) Save the presentation as a: PowerPointLab3.ppt.
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Figure 6: Deleting presentation slides within the outline/index pane

Tip: Other ways to delete a slide would be to:

· Move to the slide then select Delete Slide from the Edit menu. 

· Click on the slide index in the outline pane then right-click and choose Cut or Delete.

c) Print the presentation in Handouts style. A Slide Sorter view is shown in Figure 7. 

· Refer to the activity sheet and answer the question.

[image: image8.png]@] b ot vew Dset Fomst ods SigeSton wndow b

DSRERY L BEY Pl oo

mET (|
Sice Sorter Generic





Figure 7: Slide Sorter view of the presentation

5.  Lab Summary

This lab included the following steps:

1. Create a presentation from AutoContent Wizard of type Generic.

2. The presentation included 9 slides by default.

Customize the first three slides then delete the remaining slides.

3. In the wizard Presentation options step, the following was set:

· Title for the first slide.

· Footer that includes your name

· Date

· Slide number

4. Save the presentation as PowerPointLab3.ppt on the A drive.

5. Print the presentation in Handouts style.

Lab _____

Create a Presentation using AutoContent Wizard

(II.D: PowerPoint – 3) 
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 footer of each slide?


Select Handouts in the [Print what] scroll list and set the Slides per page to 3 [Figure 7].  (10)
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