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2.1

2.2

2.3

2.4

Geometric Shapes
Using Basic Shapes

® [nserting Basic Shapes
® Resizing Shapes

® |nserting a Text Box

m Deleting a Slide

Geometric Shapes 2
Formatting Basic Shapes

® Changing Shape Fill

® Changing Shape Outline

m Using Shape Effects

m Using Quick Styles

Building a Snowman
Arranging Shapes & Objects

® Changing Shape Height

® Changing Shape Width

m Aligning Objects

® Arranging Objects

m Grouping Objects

Home Row Keys
Enhancing Shapes & Objects

® Adding Text to a Shape
m Rotating Objects

Unit 2 Assessments
Performance and Written Assessments are located on
the Instructor’s Resource CD.

Unit 2

Customizing
Presentations
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Lesson 2.1

Unit 2: Customizing Presentations

New Skills:

GeomEtric Sha pes ® Inserting Basic Shapes

m Resizing Shapes
USing Basic Shapes ® |nserting a Text Box
m Deleting a Slide

Lesson Overview:

Assume the following scenario: You are enrolled in a Geometry class and recently
have been studying a unit about basic geometric shapes. For homework, your
teacher has asked each student in the class to create a PowerPoint presentation
that demonstrates their understanding of the shapes discussed during the unit.

In this lesson, you will learn how to insert and work with PowerPoint’s basic Shapes.

Tools & Terms You'll Use:

Review the following tools and terms that you will practice in this lesson. You may be required to take a written
assessment test after completing this unit.

Insert a Text Box:
A=|  Use thisicon to insert a text box
e anywhere on your slide.

Insert Basic Shapes:
Use the drop-down menu to insert
ready-made shapes such as circles,
squares and arrows.

Text - @ Note: You can use the [move arrows] Shapes
Box to reposition a text box and the
[resizing arrows] to resize a text box
when necessary.
D L - Change Slide Layout:
_ Eyou Use the drop-down menu to
change the layout of your slide.

Learn-by-Doing: Microsoft PowerPoint 2013
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Using Basic Shapes Lesson 2.1

) () )

BHS OB:-
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

A0 EE 20D 0n 8 @ O 0 4 BG

Slew  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart Appsfor Hyperlink Action Comment  Text Header WordArt Date &  Slide

5

..de~ - Pictures - Album ~ - Office ~ Box & Footer - Time Numb:
_“"1&5 Tables Images Illustrations Apps Links Comments 7 Textr S
A~
- Instructions
-_—
1. Launch PowerPoint 2013.
—-—,
2. From the PowerPoint Start screen, select Blank Presentation.
rF Y
3. Save the file as 2.1 Geometric Shapes in your My PowerPoint Projects folder.
A~
= 4. Insert 5 new slides, applying the slide layouts as indicated in Figure 1.
P Using Figure 1 as a guide, format each slide as indicated below. Use the default
font provided with each slide.
—_—
s SLIDE 1:
P 5. Key the title and subtitle, and do the following:
P a. Change the font size of the title to 72, and the font color to red
- b. Change the font size of the subtitle to 60
. ﬂ From the INSERT tab, lllustrations group, do the following: a [:'1;'"" :
-~ H Click the Shapes drop-down menu iShj‘p;L
- m Choose the Isosceles Triangle under Basic Shapes Rttt .
i e o N C A
-~ Hint: Hover the cursor over the Shape icons and select the desired shape. E g r\i{j AL
¥ . . Lines
- ¢. Click your mouse anywhere on the slide to insert the shape [N SATLL2 2G4
~ d. Move and position the triangle as shown in Figure 1, Slide 1 Rectangles
|DoDoooooo
-~ 7. By using the rectangle and oval shapes, follow the same instructions as above to | Basic Skages
insert a square and a circle, then position each shape as shown in Figure 1, Slide 1. = ALODO Q00 ®O
- q p p g leds0nrL/c08a
—- I00@~A0EUIHCaN |
SLIDE 2: ) e >
A : G > o 9 ™ -
8. Key the title as shown, and do the following:
)
= a. Center align the title, change the font size to 72, and the font color to red
- 9. Insert a rectangle.
- 10. Using the resizing handle in the bottom right-hand corner of the shape,
click and drag the handle so that your shape is similar in size and scale as shown
-
in Figure 1, Slide 2. Position the rectangle as shown.
A,
-—
-
—
—
Y

Customizing Presentations 29



New Table Pictures Online Screenshot Photo
Slide ~ ~ Pictures o
Slides  Tables Images

|

|
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Lesson 2.1

5- O B s
HOME  INSERT  DESIGN

‘—_| D B & @&+

| 1

X Cut

By Copy
|| iy Paste Options:

|
| e

| 5] Mew Slide
2 Dunlicate Slide

|5 Delete Slide

[ Suw ooeoon

{2 Layout
] Reset Shide

A

Using Basic Shapes

TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

2 OB @ @ D ED A4ABGE

Shapes SmartArt Chart  Appsfor Hyperlink Action Comment  Text Header WordArt Date &  Slide
- Office~ Box @& Footer - Time Number

Ilustrations Apps Links Comments Text

™| Format Background...

|| 4 Hide Stide

11. Insert a square and resize it so that it is similar in size and scale as shown in
Figure 1, Slide 2. Position the square as shown.

@ Hint: To make a square, hold the Shift key down as you click and drag the
rectangle shape into the desired size and position.

From the INSERT tab, Text group, do the following:

a. Click the Text Box icon 1.

Box

b. Click and drag the insert cursor into the approximate position underneath
the rectangle to insert a text box

c. Key the text [Rectangle]
d. Center align the text within the text box, and change the font size to 40

e. Resize the text box so that it fits neatly underneath the rectangle as shown —
in Figure 1, Slide 2

13. Insert a text box under the square and key the text [Square].
a. Center align the text within the text box, and change the font size to 40
b. Resize the text box so that it fits neatly underneath the square as shown in
Figure 1, Slide 2
SLIDES 3-5:
14. Key each title, and do the following:
a. Center align each title, change the font size to 72, and the font color to red

15. Following the instructions for Slide 2, insert the shapes and text boxes as shown.
Use Figure 1 as a guide for placing and labeling the shapes indicated for each slide.

SLIDE 6:

To delete Slide 6, select the Slide 6 thumbnail and hit the Delete key on your
keyboard. Alternatively, you can select the Slide 6 thumbnail, right click and
then choose Delete Slide.

17. Proofread your presentation for accuracy and format, then resave the file.

18. Preview your presentation from the beginning. Your presentation should look
similar to Figure 1.

Learn-by-Doing: Microsoft PowerPoint 2013
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Using Basic Shapes Lesson 2.1

- mFig_ure 1 |

Rectangles and Squakés

Geometric Shapes
Student Name

A . . Rectangle Square

== Slide1 | Layout: Title Slide

1 slide2 | Layout: Title Only

Ovals (Ellipse) and Circles Triangles

Oval or Ellipse Circle Isosceles Triangle Right Triangle

| s | = —— 1
'] J Slide3 | Layout: Title Only ‘F Slide4 | Layout: Title Only

Other Basic Shapes

® @ @

Line Pentagon Hexagon  Trapezoid

"-'1 Slide 5 Layout: Title Only f . Slide 6 Layout: Blank

Unit 2: Customizing Presentations
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Lesson 2.2

Unit 2: Customizing Presentations ™

New Skills:

Geometric Shapes 2 oo

® Changing Shape Outline
Formatting Basic Shapes m Using Shape Effects

m |Jsing Quick Styles
Lesson Overview:

In the previous lesson, you worked with some of PowerPoint’s basic
Shapes to create a Geometric Shapes presentation. In this lesson, you will
enhance that same presentation by exploring how to use PowerPoint’s
shape enhancement tools such as filling shapes with different colors,
changing the outline of a shape, and applying special effects.

In this lesson, you will enhance an existing presentation with effects and
styles.

Tools & Terms You'll Use:

Review the following tools and terms that you will practice in this lesson. You may be required to take a written
assessment test after completing this unit.

Shape Fill: Shape Outline:
Use the drop-down menu to select options to fill a Use the drop-down menu to select the color, width, and
selected shape with a solid color, gradient, picture, or line style for the outline of shapes.
texture.
L Shape Outline ~
L5 Shape Fill ~
Theme Colors Shape Effects:
HE EEmErEN Use the drop-down menu to apply a visual effect to a

selected shape, such as shadow, glow, reflection, or 3-D
rotation.

IIIIIIII. & Shape Effects ~

Standard Colors

EEY DEEEEN (2 Quick Stylas:

No Fill il Use the drop-down
o ; Fill Col =) ) ) ) ;“ E?Ea'closgv‘:tladt((])\laadd
Wy WNioreri olors... ; :
; Eved . ﬂ ﬂ Yoo ﬂ B selected shape or
¢ Eyedropper F = line. Hover over the
Picture... . & n . = Quick Styles in the

) . 28 =5 = @ & gallery to preview

[d Gradient 4 ' oo (=] your new look. o~

Texture » :

(- Q- sl -

32 Learn-by-Doing: Microsoft PowerPoint 2013
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Formatting Basic Shapes Lesson 2.2

H 9 O I - DRAWING TOOLS
m HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
- 5= 1=, I ODOODE!-] On () Oshapefilr

ey =~ - o S ae
AR % | Htayout Calibri (Body) ~[18 ~ A" A A = -iT - & 3= [ ; oy L
prie ER - " ] Reset ' = Bl INSCOIOD A= H d‘_"’k [# Shape Outline ~
te L S AV . = P EEEE =~ — Arrange Quic
- % Sligev OSection~ B2 U Sams-far v SPPSSI= B LLUGE RET Styles~ &F Shape Effects -
board & Slides Font s Paragraph 1 Drawin 1

Instructions Qsnaperi-L__

Theme Colors

1. Launch PowerPoint 2013. H NENENERE

2. Open your existing presentation, 2.1 Geometric Shapes located in the My i Bub ﬁ
PowerPoint Projects folder. ﬁ I I I I l

3. 5 the fil 2.2G ic Sh 2i M Point Proj fold Standag=Lolors i
. Save the file as 2.2 Geometric Shapes 2 in your My PowerPoint Projects folder. m .!.....

Using Figure 1 as a guide, format each slide as indicated below. J LR

|| ¥ MoreFill Colors...
SLIDE 1: ]‘ / Eyedropper
g " ‘ Picture...
4. Select the isosceles triangle. | bl _E
i [d Gradient »
From the HOME tab, Drawing group, do the following: | Texture »

- a. Click the Shape Fill drop-down menu
m Change the fill color to yellow
6. Select the square.

a. Click the Shape Fill drop-down menu

m Select Texture, and choose the Woven mat texture

7. Select the circle.

a. Click the Shape Fill drop-down menu and select Picture

m Using the Office.com Clip Art search box, key the text [Puppy]

c. Select an image of a puppy and click Insert

& Note: Images may vary.

SLIDE 2:
8. Select the rectangle. ml ¥ pt
: Yz pt
9. From the HOME tab, Drawing group, do the following: | vipt
a. Change the Shape Fill color to orange bpt
1% pt

(]
o
-

ﬂ Click the Shape Outline drop-down menu, change W Shape Outline~

— the color to purple and the Outline Weight to 4 %2 pt. *\ Dt se—
1 i

10. Apply the same formatting changes to the square that you made to the rectangle. § Pt —

More Lines...

DR P R R R N P R R

Unit 2: Customizing Presentations
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Lesson 2.2 Formatting Basic Shapes
m E o 0] @ = DRAWING TOOLS
—~
JET oM INSERT  DESGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVEW  VIEW  FORMAT
-y — . = e T A, O — & -
N ?‘“ E‘La”"”t CalibriBody) -[18 ~ A" A A iZ-iT. == = él% Q?SWB B - (¢ o oo Eal
B - Reset R - |\ 2 Shape Outli
Paste E. New =3 Rese B I U S abcAV+ A3~ A EEHR== =~ - —L,E.'> {L a2 "’é- Arrange Quick SR
% > Slide~ CJSection~ = == — T T T - i ~ Styles~ &3 Shape Effec
Clipboard Slides Font [ Paragraph [ Drawing

{ @ More Gradients..
|

16 [EESEEES
i ‘:J Preset » L
l_J s i > No Shadow

=
[_] Refection

Qe -
!

Soft fdges »

|j Bevel , ! ! s
: ] 3Ratation » ] ) [T

T —

1 O shadow Options..

(=3
2]
o

.8@peen’
D0ED0 ;|

SLIDE 3:
11. Select the oval and do the following:

Change the Shape Fill color to Gradient, then select From Center from the
Variations option.

13. Change the Shape Outline color to red and the outline weight to 6 pt.

14. Apply the same formatting changes to the circle that you made to the oval.

SLIDE 4:

15. Select the isosceles triangle.

From the HOME tab, Drawing group, do the following:
a. Change the Shape Fill color to yellow

E Click the Shape Effects drop-down menu, select Shadow, then choose the
Offset Diagonal Bottom Left shadow option

17. Apply the same formatting changes to the right triangle that you made to the
isosceles triangle.

SLIDE 5:
18. From the HOMIE tab, Drawing group, do the following:

a. Select the line and change the Shape Outline color to red and outline
weight to 6 pt.

E Select the pentagon and click the Quick Styles drop-down menu, then
choose Colored Fill - Gold, Accent 4

@ Hint: Hover over a selection until the description appears.

Select the hexagon and click the Shape Effects drop-down menu, then
choose Bevel, Cool Slant

d. Select the trapezoid and change the fill color to red and outline weight to 6 pt.

19. Using the Title Only layout, insert a new slide after Slide 5.

34 Learn-by-Doing: Microsoft PowerPoint 2013
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-~
- Formatting Basic Shapes Lesson 2.2
-
K H ©- 0 T = DRAWING TOOLS ?
m HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
=0 =l ¥ 1= = | . i— g = B~ T —y & Fill
=k EXD l Etaym Calibri(Body) ~|18 ~|A A" 4 iZ-i=- &E3E [E- l[lii [\:@Sg%:{i E][:] | o o z:apeol
O —— I I - N v " L e Outli
HBste Ej New ] Reset B I USaN-Aa- A~ =S=E=E= =- . {L@@@%‘Arrange Quick 53 _l
' > Slide~ CJSection~ = e = T - N M ~ Styles~ ¥ Shape Effec
board Slides Font I Paragraph [F} Drawing
SLIDE 6:
20. Key the title, and do the following: - N ——pe—
C I he title, ch he fi 60, and the f lor to red \K' \JDC\ID ‘
a. Center align the title, change the font size to 60, an e font color tore LA —
| | ALL G-
From the HOME tab, Drawing group, do the following: iy A { } Ek'
9 |
Bl click the Shapes drop-down menu and insert a Smiley Face from the Basic el l
Shapes option
b. Select the Smiley Face and change the fill color to yellow, the outline color | 5”;"%‘;“’[;%’“\‘ e
to black, and the outline weight to 3 pt. | 1LD3IG % :
Lines
c. Resize and position the Smiley Face as shown in Figure 1, Slide 6 INANALLLRANG 4
@ Hint: Use the Shift key when drawing the shape. | E"]“;;ge’_ AL
| o L
22. Proofread your presentation for accuracy and format, then resave the file. f E“]ﬂ*‘( Sng A S i
- =]le] o0 L
23. Preview your presentation from the beginning. Your presentation should look Q gﬁ%g?é{ ?%B‘E‘g
similar to Figure 1. EU?{% h]“ &S AREE

)))))))))))))))))))))‘)))))))))))))"

Unit 2: Customizing Presentations 35



Lesson 2.2 Formatting Basic Shapes
Figure 1.
Rectangles and Squares
Geometric Shapes
Student Name
y / & Rectangle Square
1 Slide 1 Slide 2
Ovals (Ellipse) and Circles Triangles

Oval or Ellipse Circle

Isosceles Triangle Right Triangle

| slide3

| Slide 4

Other Basic Shapes

@ B
—_— A i/
\ 4
A V

Line Pentagon Hexagon  Trapezoid

Share a smile with the world!

| slides

Learn-by-Doing: Microsoft PowerPoint 2013
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Lesson 2.3

™ Unit 2: Customizing Presentations

" New Skills:

BUiIding a Snowman ® Changing Shape Height |

® Changing Shape Width
Arranging Shapes & Objects = Aligning Objects
m Arranging Objects
" ® Grouping Objects
Lesson Overview: ping Ee

Although PowerPoint is primarily used as a tool for delivering presentations,
it also contains many other powerful tools that allow users to express their
creative side.

In this lesson, you will learn how to use PowerPoint’s Objects and Shapes to build a
snowman.

33220 2020009090003y )Y )

™ Tools & Terms You'll Use:

-
- Review the following tools and terms that you will practice in this lesson. You may be required to take a written
- assessment test after completing this unit.
Ll
. e o : Shape Height and Width: - Align:
Use these input boxes to change ] Use the drop-down menu to select
-~ o Width: [1° - the height and width of shapes or Algn the alignment and position options
= images. - for selected objects.
- Bring Forward: ~—- | Group:
e 0J Use the drop-down menu to bring @ Use the drop-down menu to either
sarny .. an object forward or to the front of 9% join objects together so that you
- all other objects. can move or format them as if
=y they where a single object, or to
Send Backward: “ungroup” joined objects.
~ g—] Use the drop-down menu to send
-~ Fai::?d, an object backward or to the back
= of all other objects.
alln,
-
a_—
-
-

Unit 2: Customizing Presentations 37
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Lesson 2.3

EH S O3 -

FILE HOME INSERT

(AE N N\ O - | £ Edit Shape~
OALLD % [E5] Text Box
CRARARSE (02

‘') Merge Shapes ~

Insert Shapes

DESIGN

TRANSITIONS

a - LZ Shape Outline ~

Shape Styles 7

Arranging Shapes & Objects

DRAWING TOOLS

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT

| 22 ShapeFill - 1A - "/3Bring Forward ~

0 Send Backward ~ 8] Group ~

|T_ Align -

\

*| Q¥ Shape Effects ~ & - HE Selection Pane

WordArt Styles M Arrange

"
A L
- A - S
i o — 7
2 AN

“ARotate~  ¥o¥ 3

= B e

Size

4

Instructions

1. Launch PowerPoint 2013. From the PowerPoint Start screen, select Blank
Presentation.

2. Save the file as 2.3 Snowman in your My PowerPoint Projects folder.

3. Insert 1 new slide, applying the slide layout as indicated in Figure 1.

Using Figure 1 as a guide, format each slide as indicated below. Use the default
font provided with each slide.

SLIDE 1:
4. Key the title and subtitle, and do the following:

a. Change the font size of the title to 72 and the font size of the subtitle to 48

SLIDE 2:
5. Insert a circle, and do the following:
a. Change the Shape Fill to white

b. Change the Shape Outline color to black, and the outline weight to 1 pt.
Hint: Double-clicking the circle will display the DRAWING TOOLS, FORMAT tab.

E Select the circle, and from the DRAWING TOOLS, FORMAT tab, Size group, do
the following:

E Change the Shape Height to 3” and the Shape Width to 3”

b. Copy and paste the circle two times and position them next to each other
as shown in Figure 1, Slide 2.

7. Select the second circle and change the Shape Height to 2.5” and the Shape
Width to 2.5”,

8. Select the third circle and change its Shape Height to 2” and the Shape Width to 2”.
9. While holding the Shift key, insert a straight horizontal line and do the following:
a. Change the Shape Outline color to black and the outline weight to 3 pt.

b. Change the Shape Width of the line to 2”

c. Copy and paste this line and position it as shown in Figure 1, Slide 2

d. Position the two lines as shown in Figure 1, Slide 2

38 Learn-by-Doing: Microsoft PowerPoint 2013
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Arranging Shapes & Objects Lesson 2.3

k)3 )

H - O g = " DRAWING TOOLS
m HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
E NN, O - | £< Edit Shape~ < D ShapeFill - A - "BringForward ~ [T Align~ AR -
JALTL = b [E5] Text Box | Abc | n . L_; Shape Outline ~ A A b ,-5:\5_ » UG Send Backward ~ LB Group ~ .
-~ % i " B (@) Merge Shapes~ | ; ¥ (@ Shape Effects ~ T A« El; Selection Pane “ARotate~ €33 -
Insert Shapes Shape Styles M WordArt Styles ] Arrange Size

s
T T IE,.—-rv‘-.-v--.»-'.——". e T T

10. Insert a right triangle, and do the following:
a. Change the Shape Fill to Orange, Accent 2
b. Change the Shape Outline to No Qutline
c. Change the Shape Height to .25” and the Shape Width to 1”
d. Position the right triangle as shown in Figure 1, Slide 2
11. Insert a circle (using the oval shape), and do the following:
a. Change the Shape Fill to black and the Shape Outline color to black
b. Change the Shape Height and the Shape Width of the circle to .25”

c. Copy and paste the circle and position it as shown in Figure 1, Slide 2

From the Shapes drop-down menu, select the Scribble tool under the Lines L :
- option, and draw a “smile” shape as shown in Figure 1, Slide 2. Shapes
13. Select the “smile” shape, and do the following: || Recentiylised Shapes = i
IODQEDPENNOOCO AN
1TLd6 %

a. Change the Shape Outline color to black 5
b. Change the Shape Height to .25” and the Shape Width to 1.25” NNSTLL AN t

c. Position it as shown in Figure 1, Slide 2

Now it is time to assemble the snowman. Use Figure 2 as a guide as you follow the

instructions below. —
m

14. Click the largest circle, and move it to the bottom center of the slide. | ‘(—

Note: When moving an object, you will notice that Smart Guides appear to assist - Align
you when aligning objects on a slide. e BRSES

B Align Left

15. Move the second circle and place it as shown. 3
. (& Align Center I
16. Move the third circle on top of the second circle as shown. 1

. | Align Right
Note: You should start to see the body of the snowman taking shape. s AllgnBg
. . | 0% Align Top
17. Select all three circles. To do so, hold the Shift key down as you select each |
circle. | o} Align Middle
From the DRAWING TOOLS, FORMAT tab, Arrange group, click the Align | e Align Bottom
drop-down menu and choose Align Center. | Do Distribute Horizentally
— = Distribute Vertically

Align to Slide

v Align Selected Objects

Unit 2: Customizing Presentations
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Lesson 2.3 Arranging Shapes & Objects
BEHS O s DRAWING TOOLS
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT ™
AE SN N O - | £ Edit Shape - 22 Shape Fill - A - "BringForward ~ [ Align~ AIIES
OAL LD «|ElTedtBox Abc | L# Shape Outline - ’ﬁ‘ A | & - WySendBackward ~ BiGroup~
CRARTA! |7 @) Merge Shapes - = ¥ | & Shape Effects ~ I A&~  Hi selection Pane "k Rotate~ w3
Insert Shapes Shape Styles 7 WordArt Styles & Arrange rd

R e L T i 5

19. Position the eyes, nose, mouth, and arms of the snowman as shown in Figure 1,
Slide 2.

20. Insert a rectangle across the bottom of the slide as shown, and do the following:
a. Change the Shape Height of the rectangle to 1”

m Change the Shape Fill to Gradient, using Linear Up from the Light Variations
option

e c. Change the Shape Outline to No Outline

‘_ n Select the rectangle. From the DRAWING TOOLS, FORMAT tab, Arrange
|| Varations group, click the Send Backward drop-down menu and choose Send to Back

21. Select all of the elements on the slide EXCEPT the rectangle at the bottom.

; From the DRAWING TOOLS, FORMAT tab, Arrange group, click the Group drop-
e ‘ down menu and choose Group. P
[ Mor=sGients
©) Note: All of the elements in the snowman are now one object.
20d R 23. Proofread your presentation for accuracy and format, then resave the file.
L]
| Send 24. Preview your presentation from the beginning. Your presentation should look
| Backward» [ : similar to Figure 2.

0O Send Backward !

Y4 Sendto Back

40 Learn-by-Doing: Microsoft PowerPoint 2013
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Arranging Shapes & Objects Lesson 2.3

 Figure 1

») ) ) )
)

Building a Snowman -

Just for Fun

Slide 1 Layout: Title Slide | Slide 2 | Layout: Blank

Figure 2

Building a Snowman Qﬁ

Just for Fun )\

)

| Slide1 .| sSlide2

XYYV D DI I I

)
)

)

)
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Lesson 2.4

Unit 2: Customizing Presentations ~

New Skills:

H ome Row Keys m Adding Text to a Shape

® Rotating Objects
Enhancing Shapes & Objects

Lesson Overview:

The ability to keyboard (or type) quickly and efficiently is a skill that will help you
in both your personal life and career. Like riding a bike, typing is a skill that once
mastered, stays with you for life. For this lesson, assume that you were asked by
your computer teacher to create a short presentation that can be used to show
students how to properly position their fingers on the home row keys of the
keyboard.

In the previous lesson, you learned how to use PowerPoint’s Objects and Shapes to
build a snowman. In this lesson, you will expand on using Objects and Shapes to
construct a realistic image of the home row keys of a standard QWERTY keyboard.

Tools & Terms You'll Use:

Review the following tools and terms that you will practice in this lesson. You may be required to take a written
assessment test after completing this unit.

~ Rotate:
Use the drop-down menu to rotate
or flip your image appropriately.

A

Rotate

42 Learn-by-Doing: Microsoft PowerPoint 2013
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Enhancing Shapes & Objects

O W =
HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW

~ B dld e 2RO & @ X T

Alew  Table Pictures Online Screenshot Photo  Shapes SmartArt Chart Appsfor Hyperlink Action Comment

> B0 )
iy’ -

Lesson 2.4

E Q 4

Text Header WordArt Date& Slide

. e~ v Pictures v Album ~ - Office ~ Box & Footer - Time Numbe
e Tables Images INustrations Apps Links Comments Text
Instructions

1. Launch PowerPoint 2013. From the PowerPoint Start screen, select Blank
Presentation.

2. Save the file as 2.4 Home Row Keys in your My PowerPoint Projects folder.
3. Insert 1 additional slide, applying the slide layout as indicated in Figure 1.
Using Figure 1 as a guide, format each slide as indicated below. Use the default
font provided with each slide.
SLIDE 1:
4. Key the title and subtitle, and do the following:

a. Change the font size of the title to 80 and the font color to blue

b. Resize the text box as shown in Figure 1, Slide 1

c. Change the font size of the subtitle to 32

SLIDE 2:
5. Key the title, and do the following:
a. Center align the title and change the font size to 44 and the font color to blue
6. Insert a Bevel shape from the Basic Shapes option, and do the following:
H Change the Shape Fill to the Gray-50%, Accent 3, Lighter 80% option
b. Change the Shape QOutline to No Outline
c. Change the Shape Height to 1.25" and the Shape Width to 1.25”

d. With the Bevel Shape still selected, key the letter [A]. Select the letter [A]
and change the font color to black and the font size to 54

® Note: This shape and text should look similar to the “Letter A Key” from a
keyboard.

7. Position the “Letter A Key” graphic in the approximate position as shown in
Figure 1, Slide 2.

8. Insert a horizontal arrow shape as follows:
- E From the Shapes drop-down menu, choose the Arrow from the Lines option
b. Holding the Shift key, click and drag an arrow line from left to right
c. Change the Shape Outline color to black and the outline weight to 3 pt.
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Lesson 2.4 Enhancing Shapes & Objects
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DRAWING TOOLS
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
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Insert Shapes Shape Styles ] WordArt Styles P Arrange
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(A" PRotate Left90°

w

234D 203

W

“k Rotate - {
“A Rotate Right 90°

= Flip Vertical 9.

4. Flip Horizontal

More Rotation Options...

10.

11.

12.

13.

14.

15;

16.

d. Change the Shape Width to 0.75"

B From the DRAWING TOOLS, FORMAT tab, Arrange group, click on the
Rotate drop-down menu and choose Rotate Left 90°

f.  Position the arrow below the bevel shape as shown in Figure 1, Slide 2.
Insert a text box and key the text [Pinky], and do the following:

a. Center align the text and change the font size to 24

b. Change the Shape Height of the text box to 0.4” and the Shape Width to 1.25”
c. Position the text box below the arrow as shown in Figure 1, Slide 2

Using the Shift key, select the bevel shape, arrow, and text box, and do the
following:

a. From the DRAWING TOOLS, FORMAT tab, Arrange group, click on the Align
drop-down menu and choose Align Center

b. Click on the Group drop-down menu and choose Group

Copy the selected grouped object and paste it 7 times. Position each object as
shown in Figure 1, Slide 2.

Note: Be sure that when positioning the objects that there is no space between
each “Letter A Key” shape and that the top of the objects are aligned. You will
change the text inside the bevel shape and text boxes in the next step.

Click in each bevel shape and text box to change the text as shown in Figure 1,
Slide 2.

Insert a text box and key the text [LEFT HAND], and do the following:

a. Center align, change the font size to 36 and the font color to red

b. Change the Shape Height of the text box to 0.75” and the Shape Width to 5”
c. Position this text box as shown in Figure 1, Slide 2

Copy and Paste the [LEFT HAND] text box, and do the following:

a. Edit the text in the duplicated text box to read [RIGHT HAND]

b. Position this text box as shown in Figure 1, Slide 2

Proofread your presentation for accuracy and format, then resave the file,

Preview your presentation from the beginning. Your presentation should look
similar to Figure 1.

Learn-by-Doing: Microsoft PowerPoint 2013
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Enhancing Shapes & Objects

Lesson 2.4

Figure 1

THE HOME ROW KEYS

When typing, always keep your fingers positioned on
the home row keys, which are A, S, D, F, (left hand)
and J, K, L, ; (right hand). The diagram on the next

slide illustrates where and how each finger should be

placed on the home row keys.

Finger Placement for the Home Row Keys

Pinky Ring  Middle Index Index Middle Ring Pinky

LEFT HAND RIGHT HAND

slide1 | Layout: Title Slide

Slide 2 Layout: Title Only

Unit 2: Customizing Presentations
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3.1

3.2

3.3

3.4

]

Extreme Sports
Working with Images
® |nserting Online Pictures
® Cropping a Picture

m Aligning Pictures

Extreme Sports 2
Enhancing Images

m Using Picture Styles
® Applying Picture Borders
® Applying Picture Effects

The Meaning of Colors
Formatting Tables

® Using Headers and Footers

® Changing Slide Layout

® Using WordArt

® |nserting a Table

® Formatting a Table

Traveling Abroad
Changing Picture Effects

m Using Artistic Effects

® Using SmartArt

® |nserting a Hyperlink

Unit 3 Assessments |

Performance and Written Assessments are located on
the Instructor’s Resource CD.

Unit 3

Enhancing
Slide Elements




