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CAB 130—PowerPoint Fall 2006
Oakton Community College

Cheryl Brown

My office hour will be before class on Friday.

 Room 1862   October 13 – December 8, 2006
Phone (weekdays DP):  847-635-1688
6:00 pm – 8:20 pm Lecture, 8:30 pm – 10:20 pm Lab

email  cbrown4444@aol.com
I
Course
Course
Course
Prefix

Number
Name


Credit:
Lecture: 
Lab:
CAB

130

PowerPoint

     2

     2

   2

II
Course Prerequisites:
Hands-on computer experience using software that runs in a Windows operating system environment. 

III
Course Description:

This course will introduce you to Microsoft PowerPoint, the program for planning, composing, and creating complete desktop presentations. Covered will be the creation of slides consisting of words, diagrams, pictures, charts, graphs and other images that can be produced on a computer, note pages, and audience handout pages.  Specialized drawing tools and a built-in word processor will be used to crate professional presentations.

IV
Learning Objectives:

Students will:

· become comfortable with PowerPoint’s environment creating  solid foundation to 

confidently use the software’s powerful abilities to create graphic presentations.

· learn to use the specialized drawing tools and build-in word processor with its own spelling checker to create the text and visual elements most often found in presentations.

· generate special visual effects with the design features.

· create a variety of charts using PowerPoint’s own graphing system along with all the drawing, coloring, and text editing features available in the software.

· develop, preview and revise slide presentations.

· customize colors and add to text, graphics, pictures, and images copied to PowerPoint from other applications.

· learn to import drawings, text, and slides from other popular software packages.

V
Outline of Topics:

A.   Creating a Presentation

Preparing to create the presentation

1.  Setting defaults

2.  Creating the presentation



3.  Setting up the printer


4.  Viewing the screen

a.   View menu

b. Graphic tools

      c.   Text Tools

d.   Slides and views

e.   Objects on a slide

f.    Graphic features and text features of objects


g.    Sorter views

B.  Creating Slides

1.  Opening a presentation

2.  Saving a presentation and exiting PowerPoint

3.  Designing a slide format

4.  Viewing the slides in a presentation

5.  Creating and editing slides

6.  Writing Text


a.  Selecting text

          b. Writing with the labeler tool


c.  Editing label


d.  Writing with the word processing tool


e.  Editing word processing text


f.   Using the spelling checker


g.   Cr eating a custom dictionary 

h. Creating text with different type styles, fonts, sizes, and colors

i.  Defining a list of styles

j.   Aligning, indenting, and tabbing text

k.  Changing the line spacing

7.  Drawing objects

a.  Drawing graphic objects

b.  Adding labels to graphic objects

c.  Drawing lines

d.  Adding frames and patterns to object

e.  Changing the stacking order of objects

f.  Using the layout guides and grid

8. Cutting and pasting from other applications

9. Creating notes pages and handouts

10. Rearranging the presentation

11. Moving information between slides and presentations

12. Printing

13. Presenting a slide show on the computer

C.     Working with color

1.  Setting defaults on the color menu

2.  Choosing and rearranging color schemes

3.  Shading the background of a slide

4.  Adding and removing extra colors

5.  Using the color scheme from other presentations

6.  Coloring patterns, frames, objects

7.  Writing text in color

8.  Adding color to existing pictures and presentations

9.  Coloring pictures from other programs

10. Recoloring graphs created with PowerPoint Graph

D.    Reusing existing formats

E.    Working with PowerPoint Graph

1.  Menu bar

2.  Chart window

3.  Datasheet window

4.  Creating a new chart

5.  Switching among windows

6.  Editing a chart in your presentation

7.  Working with the Datasheet

a.  Selecting cells

b.  Entering and editing cell data

c.  Cutting, pasting, copying, and clearing data

   d.  Inserting and deleting rows and columns

  e.  Formatting cells

 f.  Creating and deleting custom formats

g. Importing data

8.   Working with the chart


a.  Choosing the type of chart


b.  Creating three-dimensional effects


c.  Selecting chart objects


d.  Changing the colors and patterns of chart objects and markers


e.  Changing text fonts


f.  Defining the Scale of the vertical axis


g.  Changing the position of the vertical and horizontal axes


h.  Displaying data labels, values or percentages


i.   Adding grid lines


j.   Adding and modifying a legend

F. Working with organization Charts

1. Entering and moving text


2.   Adding subordinate boxes


3.   Adding effect, boarders and color



4.   Scaling and moving charts 


G. Importing Outlines


H.  Importing Tables and Charts


I.  Adding Animation Effects


1.  Transitions


2.  Custom animation



3.  Animating clip art

J. Creating Web Pages from a PowerPoint Presentation



1.  Saving as a web page


2.  Viewing the web page



3.  Using Auto Content Wizard

VI
Methods of Evaluating Student Progress:
Assigned projects, tests, class participation, and final presentation 
· Students are expected to attend all classes.

· Work will not be accepted after the due date unless previous authorization is given by your instructor.

· Grading:


40% Tests (Midterm & Final)

50% Completion of homework assignments


10% Final Presentation and class participation

VII
Instructional Materials:
Microsoft PowerPoint 2003 Comprehensive Concepts and Techniques, by Shelly, Cashman, Green; Course Technology


Flash drive (preferred) or several 3-1/2”  floppy disks
VIII
Academic Integrity:
Students and employees at Oakton Community College are required to demonstrate academic integrity and follow Oakton’s Code of Academic Conduct.  This code prohibits:


· cheating

· plagiarism (turning in work not written by you, or lacking proper citation)

· falsification and fabrication (lying or distorting the truth)

· helping others to cheat

· unauthorized changes on official documents

· pretending to be someone else or having someone else pretend to be you

· making or accepting bribes, special favors, or threats and

· any other behavior that violated academic integrity

There are serious consequences to violations of the academic integrity policy.  Oakton’s policies and procedures provide students a fair hearing if a complaint is made against you.  If you are found to have violated the policy, the minimum penalty is failure on the assignment and a disciplinary record will be established and kept on file in the office of the Vice President for Student Affairs for a period of 3 years.  Details of the Code of Academic Conduct can be found in the Student Handbook.

IX    
Other Course Information:
Software Users!   Coping software is in violation of Federal law and College policies. Suspected violations will be vigorously investigated and if warranted, appropriate penalties applied.


 Specifically, you do not have the right to:


 1.   make copies of software for yourself or others.

  2.   receive and use unauthorized copies of software.

If you have a documented learning, psychological, or physical disability you may be entitled to reasonable academic accommodations or services.  To request accommodations or services, contact the ASSIST office in the Learning Center. All students are expected to fulfill essential course requirements.  The College will not waive any essential skill or requirement of a course or degree program.

This course will help prepare you to take the Microsoft Office MOS Certification exam.  It does not guarantee you will pass the exam.  You may not retake the course again without paying the course enrollment fee.
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