BBG 114 – Business Application Software
PowerPoint Session 1: Creating a Presentation
Key Points: 

· Why make a business presentation? -- To get people to do something, by motivating, educating or informing them
· Why use PowerPoint? – To reinforce and enhance your spoken message with a visual message.
Terms: 

· Bullet Point – a short phrase preceded by a bullet symbol (● or ○)

· Placeholder – a textbox on a slide layout designed to hold either a title or body text
· Title – the top placeholder in a slide layout 

· Title Slide – a special design layout usually used only at the beginning of a presentation
· 7 x 7 Rule – no more than 7 lines of text per slide, and no more than 7 words per line

The PowerPoint User Interface

· The Traditional Windows Elements: Title Bar, Ribbon, Task Pane, Status Bar, View buttons

· Special PowerPoint Elements:

· Slide Pane – for editing a slide
· Outline Tab – shows outlines of slides
· Slides Tab – shows thumbnails of slides
· Notes Pane – for speaker notes
Textbox Modes

· Textboxes have two modes, which look similar but act very differently.

· Editing Mode

· Note: dashed border and insertion point

· Use for editing text or formatting individual letters

· To start, simply click the text

· Formatting Mode:

· Note: solid border

· Use for formatting or textbox as a whole, not individual letters

· Also used for moving text boxes

· To start: click on the border in Editing Mode
Running a Slide Show

· Starting the show:

· From first Slide – F5, or click 
Slide Show > From Beginning
· From current slide – click button in View button array

· Go to Next Slide

· Left mouse button, Spacebar, Down arrow key, Page Down, Right arrow key

· Go to Previous slide

· Up arrow key, Page Up, Left arrow key, Right click and choose Previous slide

· Special Keys

· B – Black screen

· W – White screen

· 4 + Enter – Go to slide 4

· Esc – End show
· Parts of a Slide

· Title, Bullet points, Sub-bullets, Footer, Slide number, Graphic

· Creating a Slide Show

· Template on Microsoft.com

· Blank slideshow

Classwork:

Create a new presentation from a theme of your choice.

Procedure:

· Add a slide

· Put your favorite company as the title
· Set the first bullet point: Why I like them
· List 2 reasons as sub-bullet points
· Second main bullet point: Why I dislike them
· List 2 reasons as sub-bullet points
· Create two more blank bullet points.

· In the second blank bullet point, enter your name
· Remove the bullet

· Align the text on the right
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