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- Introductory coverage of Microsoft Office 2010
application skills

- Concept behind each skill is presented before steps
- Step-by-step instruction — offers hands-on practice

- Screenshot reinforcement for steps provides visual
aspect

- Marginal boxes provide extra insight on the topic at hand

- End-of-lesson review questions, projects, and critical
thinking activities allow users to practice what they have
learned
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Each Lesson opens e i

. . . . nderstanding

with Objectives, a list PowerPoint ‘
of Vocabulary words, Fundamentals

Estimated Cromemes >

LESSON 1

Completion Time, . e
and a list of the Data e =
Files needed to e —
complete the Lesson s ) e

Froject PPT 1-Z.ppix

Project PPT 1-4.ppix
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LESSON 1 Understancing PowerPolnt Fundamentals —I]Ii

Eexl and graphics in e SHde pane. The Nofer pase provides an amea for you o b YOCABULARY
type speaker noles for the pesealation. The four main visw buzoas —Nomal 5552 Noes pane

Each concept is Tt e et e

Starting PowerPoint and Opening an

Introduced before the g e oo et vecm o

Ehe 5o ison on B Windows Laskchar, and hen clicking he prognm amme in e

Microsall Office program Folder on Se Al Programs menu, o by double-clicking a

Ste _b _Ste PowerPoint program boon on ihe deskinp. Onoe PowerPoinl i storisd, you cun hegin
using Il o creale o pew presealalks Of &0 0pen an exisEng presentalion.
To open an existing pressnialion, you can search for and Sen open PowesPoint

Mlies using e Open daiog box, as shown In Figare PPT 1-1 PowerPoinl provides

Instructions. S e R
Screenshots, with e —
multiple call-outs, B e T
provide a visual ' |
representation of the o |
task the steps will B et

C Ove r FIGURE PPT 1-2 Open dialog bo
[}
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RS rE Screenshots
Stop-by-Siep PPT 1.2 reinforce the

Step PPT 1.1 presentation from Step-by-Step PPT 1.1 should be open

T e e B Step_by_step

scroll bar.

2. Drag the scroll bax down undil you see Siide: 4 of & Awilable Jobions on - .
a2 ScreenTip next fa the scroll ke, 2= shown in Figure PPT 1-4, and then
e o . INStruction
FIGURE PPT 1-4 1 g ﬂ
Navigating with i" e e——— —
ScreenTis - =, e v
i :
T e—
= Ciption:
11111111111111111111
= Lok loally I|‘.-|- el
Drag 5ol Bow
— anmpes | o == SoeenT)
SorwanT]|
—

.........

L] o |-I
3. 2.
4. i rol| up toslide 1.
5. Dmag the somil bax bo the bottom of the vertical scroll bar.
/ 6. Click the shide 1 thumbnail in the Slides tab in display slide 1 in the
Slide pane.
/ 7. Leawe the presantation open For wse in the next Siep by Sten,

Step-by-step instructions walk students
through the skill being introduced.
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LESSON 1 Understanding PowerPoint Fundamentals L ez

B {(ne-sided or on both sides

Multiple copies of a presentation with pages in order, called collated. or | WOCABULARY E f
uncollated oy Xtras ror
B [Landscape or portrait orentation (this setting is not available when printing

full-page slides) . Emm“mms / EXpertS boxes
e & Fooe .| provide helpful

®  The Edit Header & Footer link opens the Header and Footer dialog box where You can add the Guick Print

you can decide whether or not to show the date and time, slide number, or footer EommEard e ol et e

on the slides, notes, or handouts you are printing. Quick Access Toolbar to print h i nts to CO m p I ete
B The preview pane shows a preview of the slide and allows you to zoom in and to the default printer with the

out to check for errors. As you make changes to the print settings, the preview default settings without opening

is upda.te!j o I'EE!E-I:I: tf{haﬂg_&s s that you can be sure yow are happy with the Backstage view. taS kS With i n th e
presentation settings before printing. . . .
application being

The Office Space XXX presentation from Step-by-3tep PPT 1.7 should be
open in the PowerPoint program window. |€SSO n .

1. Click the File tab to display Backstage view, and then click Print.
2. Click the Next Page button |I|at the bottom of the right pane two times
to display slide 3.

3. In the center pane wunder Seitings, click the Full Page Slides setting,
and then in the Handouts section of the gallery, click 3 Slides. The
preview changes to show three slides per page with lines for notes, as
shown in Figure PPT 1-19.

T T 1 FIGURE PPT 1-19
E.. s Iue - e o T ﬁ Handout D‘f@"ﬂiE’W[HﬂidES
R | | | v | i pereesd
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B s e m S e ey e e i g op ol el ek 3 G e o el = akede Bonter
prm ke e b e B Pl i o fr T Pk Mg
o rirm L e L - sk ol i, i o e i s e
L L T I —— S - o — —
T P 3 W — T S - ot e : N
l.__-zr.gu.a.q.l._r.l.u..._d.q..u.. o LI el = el
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- Ty -
o i k. i Wi Tl e ot sl e Bk i el g e L o . e .
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itk s it il P FILL IM THE BLAHE 4
[ro—- by, o B = S S - -
= e el hmomdoa . S ot it R
B e o o o _.-y-l——-l——l.
b ke - d
B REVIEW QUESTIONS e T -
» e L - d q—.l—ll—.—n’l—-.—l—.l-l—l—l-.l—l_
MULTIPLE CHOICE e el il iy et e ek ki,
kL e de Eoll o T i,
" e T T. [ ST T S S T T
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e Dl ] B i e b r— (SR
P — [SR S
ke [
el v
ik -
[ o,

Each Lesson ends with a Summary, Vocabulary Review, and
Review Questions (Multiple Choice and Fill in the Blank).
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End of Lesson Projects
S S T R S S SO S R

1f you have a SAM 2010 wser profile. your Instructor may have assigned an autogradabés varskon of this assignment. 1T 5o, log Into the SAM 2010
Web site at www.cangape.comsam201 0 to download the Instruction and start flies.

PRDJ ECT PPT 1-1

. Start PowerPoint and open the presentation Project PPT 1-1

from the folder containing the data files for this lesson

. Bave the presentation with the filename Tracking Graduates

XXX (replace XXX with your inttials).

. Bwitch to Slide Show view and advance through the entire

presentation.
Display slide 1 in Normal vies:

. Change the presenter’s name b yOUr Name.

Diisplay slide 2.

. Insen a new slide with the Title Only layoat.
. Type When does tracking begin? in the title placeholder

Change the layout of the slide to Title and Content

. Type One year after praduation in the content placeholder.
. Switch to Slide Sorter view.

. Move slide 4 1 the slide 2 position.

. Delete slide 2.

Save and close the presentation.

PROJECT PPT 1-3

The Health Challenge XXX presentation from Project PPT 1-2
shoubd be open in the PowerPoint program window.

. Bave the presentation as Health Challenge 2 XXX
. Select slide 4 and view it in Noles Page view.
. Type the following speaker note in the placeholder:

Discuss the brands and types of equipment that will
be available, such as the exercize bikes and treadmills.
Remember i ask if there are any questions.

Bwiich o Normal view:. In the Outline tab, o slide 6, click
after the word mad in the last bulleted Hem and press Ender to
creade a new blank bulleted ftem. Type the follvwing text

Health Challenge commitiee has been created

. In the Shde pane, select the new bulletad item, and then use

drag-and-drop to move it inlo position a5 the first balleted item
on the slide.

Preview the presentation in Backstage view, and then print
handouts & per page (vertical).

. Save and close the presentation.

ON YOUR OWN

PROJECT PPT 1-2

Lt

=

=

1.
IL

12

Open the presentation Project PPT 1-2 from the folder con-
taining the data files for this lesson.

. Save the presentation as Health Challenge YXX (replace XYY

with your initzals).

. Onslide 1, replace Presenter Name with your name.

O slide 2. type Improve company imape 56 the fourth bal-
leted ilem in the st

. Chamge the layout of slide 3 1o Tile and Content.

Deelete shide 4.

On slide &, in the second balleted item., delete the wonds in
whal areas.

In the foarth bulleted itlem. delete the word yel and type need.

Increase the indent for the second and third balleted items to a
sacond level

Display slide 1.

Switch w0 Shde Show view and advance through the entire
presentation.

Save the presentation and beave it open for use in the pext project

PROJECT PPT 1-4

L.
2
A
4
5

6

o

Open the presentation Office Space XXX from the folder con-
taining the data files for this lesson.

. Display slide 4.
. Copy the three bulleded ilems on the slide.

Close the file without saving changes.

. Dpen the presentation Project PPT 1-4 from the folder con-

taining the data files for this lesson.

Save the presentation as (ffice Space Progress YYY (replace
XXX with your initials).

. O shde 2. pasie the copsed text stored on the Clipboard into

the content placeholder.

Swiich to Shde Sorier view, and then move slide 6 to the slide
5 position.

Move slide 7 to the slide & position.

Use the Shide Show tab io start the presentation in Shide Show
view from the beginning. Advance through the entin: presentation.

. Save and close the presentation.

ON YOUR OWN
Oipen Office Space Progress XXX, Add speaker notes o twn

CENGAGE
1% Learning"

End-of-Lesson
projects provide
students with
hands-on practice
with the skills they
have learned in the
chapter within a
variety of
scenarios.
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WEB PROJECT

Search the Microsoft Web site (www.microsoft.com) for infor-
mation about Microsoft PowerPoint 2010. Create a presentation
consisting of four or five slides that gives basic details about the
software, such as features, system requirements, and price. Be pre-
pared to show your presentation to the class.

B CRITICAL THINKING

TEAMWORK PROJECT

With a partner, plan a presentation that encourages students to take
some kind of action. For example, you may want them to participate
in a new recycling program, attend an event, or participate in a fund-
raising activity. Use the Outline tab in Mormal view to create the
presentation using at least five slides.

ACTIVITY PPT 1-1

Use PowerPoint Help to find and read the Help anticle titled, “Tips
for creating and delivering an effective presentation.” Which
three of the tips do you think are most important and why? Start
PowerPoint and use the default Presenfationd file to creaie a sim-
ple four-slide presentation detailing the three tips that you thought
were most imporiant. Use the default title slide, and insert three new
slides for the tips. Save the presentation with a meaningful name.
Be prepared to share your presentation with the class.

ACTIVITY PPT 1-3

Create a five-slide presentation that describes a recent scientific
discovery, a favorite person from history, or a recent election. Be
prepared to share your presentation with the class.

ACTIVITY PPT 1-2

Uze PowerPoint Help to leamn about rewsing slides from another pre-
sentation. The Reuse Slides command is located on the New Slide
menu. Experiment with the process. Try rewsing slide 4 from the
Office Space XXX file as slide 2 in the Office Space Progress XXX
file. When you are finished, close each file without saving changes.
‘What are the pros and cons of reusing slides?

@
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Web and Teamwork PrOJeCtS" Learning’
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A Web Project at the
end of the lesson
requires students to
use the Web to
gather information
and conduct research
to complete the
project.

A Teamwork Project
gives students an
opportunity to work
together to complete a
project, utilizing
teambuilding skills.
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WEB PROJECT

Search the Microsoft Web site (www.microsoft.com) for infor-
mation about Microsoft PowerPoint 2000, Create a presentation
consisting of four or five slides that gives basic details about the
software, such as features, system requirements, and price. Be pre-
pared to show your presentation to the class,

Bl CRITICAL THINKING

TEAMWORK PROJECT

‘With a partner, plan a presentation that encourages students to take
some kind of action. For example, you may want them to participate
in a new recycling program, attend an event, or participate in a fund-
raising activity. Use the Outline tab in Normal view to create the
presentation using at least five slides.

ACTIVITY PPT 1-1

Use PowerPoint Help to find and read the Help aficle titled, “Tips
for creating and delivering an effective presentation.” Which
three of the tips do you think are most important and why? Stant
PowerPoint and use the default Presentationd file to create a sim-
ple four-slide presentation detailing the three tips that you thought
were most important. Use the default title slide, and insent three new
slides for the tips. Save the presentation with 8 meaningful name.
Be prepared to share your presentation with the class.

ACTIVITY PPT 1-3

Create a five-slide presentation that describes a recent scientific
discovery, a favorite person from history, or a recent election. Be
prepared to share your presentation with the class.

ACTIVITY PPT 1-2

Use PowerPoint Help to learn about reusing slides from another pre-
sentation. The Reuse Slides command is located on the New Slide
menu. Experiment with the process. Try reusing slide 4 from the
Office Space XXX file as slide 2 in the Office Space Progress XXX
file. When you are finished, close each file without saving changes.
What are the pros and cons of reusing slides?

Critical Thinking Activities
L e A S

{ic‘:
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Critical
Thinking
Activities allow
students to think
critically and
more globally to
complete the
projects, building
critical thinking
skills.
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An Instructor Resource CD available with this book
Includes:

- Instructor’s Manual
— Chapter overviews
— Detailed lecture topics
— Teaching tips

- PowerPoint presentations
- Solutions to exercises
- Student Data Files
. Test banks —
- ExamView test generator and testbank

eBook available
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- Microsoft Office Word chapters include coverage of editing and
formatting text, formatting documents, and working with graphics

- Microsoft Office Excel chapters include coverage of formatting and
editing a worksheet, using formulas and functions, and working with
charts

- Microsoft Office PowerPoint chapters include formatting and
modifying, and delivering a presentation

- Microsoft Office Access chapters include creating forms and reports,
and querying a database

- Microsoft Office Publisher chapter includes formatting a publication.

- Visually stimulating four-color graphics clearly illustrate key concepts
and skills.




SFOCUS. ~'. CENGAGE
w

YOU! . Leanring?

Microsoft® Office 2010
Fundamentals, 1/e

Authors: Laura Story,
Dawna Wallls

Copyright 2011
ISBN: 9780538472463

L e




	Microsoft® Office 2010 Fundamentals, 1/e
	The Fundamentals Approach
	Table of Contents
	Lesson Opener
	Introduction of Concepts
	Step-by-Step Instruction
	Marginal Elements
	End of Lesson Exercises
	End of Lesson Projects
	Web and Teamwork Projects
	Critical Thinking Activities
	Instructor Resources
	Microsoft Office 2010 Fundamentals
	Microsoft® Office 2010 Fundamentals, 1/e

