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Lesson Plan

Supports the MOS

Certification in PowerPoint
and Key Applications for IC>

Certification

Course: Office Occupations CC/CCTE

Unit: Microsoft Office Specialist Certifications
in POWERPOINT 2002
AND/OR
IC® Certifications: Key Applications
Topic: Using PowerPoint to Nudge Text and
Objects
Timeframe: 3.0 hours

ESLR

#1 Communicating Effectively

#2 Accessing and Managing
Job Related Resources

#3 Setting Career and Life
Goals

#4 Accepting Personal
Responsibility

California Career Technical Education Model Curriculum
Standards: Information Support and Services Pathway
A7.1 Know common industry-standard software and its applications.

Academic Standards: Grades Eleven and Twelve

Reading Comprehension E2.5 Extend ideas presented in primary
or secondary sources through original analysis, evaluation and
elaboration.

MOS Certification Standard: PowerPoint
Create presentations (manually and using automated tools); Modify
Presentation Formats

All Aspects of the Industry:

Management: Proper and effective communication in all formats
including listening, electronic communications, writing, and
presentations is the cornerstone of business




Procedure

TIME

CONTENT

MATERIALS/
EQUIPMENT

Introduction

Objectives

Key Terms

20 mins

“Many times as a business professional you will be asked
to create a more versatile company logo, a conference
flyer, a company picnic invitation, or just to create a very
simple informational flyer.

“This lesson will introduce the manipulation of several
PowerPoint Presentations features assisting you in the
success of a more appealing document. This lesson will
introduce and guide you to enhance the presentation of a
graphical object.”

The students will be introduced to PowerPoint in wherein
the Nudge, Presentations slide, shadow, fill color,
line style shadow, lighting and 3-D style features will
be presented.

Students will be acquainted with the use of Nudge,
students will be able to utilize:

e Use different styles of presentation by
maneuvering the Drawing toolbar features.

e Become familiar with the Nudge feature
permitting alignment and distribution of multiple
objects on a slide so they appear even, consistent,
and lined up.

¢ Demonstrate that any graphical object can be
altered and made more attractive by
simultaneously integrating the Drawing toolbar
feature.

e Create a new sign for the Red Cross. Instructor
will give the students topics and suggestions for
the art work. For logo ideas, Instructor has
instructed students to visit the Microsoft Gallery
website. http://dgl.microsoft.com/

Note: Red Cross poster made available to students to
view and to obtain ideas for logo project.

e Nudge, Presentations slide, shadow, fill color, line
style shadow, lighting and 3-D style, Internet,
Microsoft Design Gallery Website, Red Cross
website, copyright.

Computer, digital
projector

PowerPoint
Program

Internet

Visual poster
from Red Cross
(May access
sample from
Internet)

Presentation

30 mins

INSTRUCTOR

Students will be instructed to primarily observe teacher’s
presentation. Instructor will open PowerPoint and explain
the advantage of using PowerPoint and its features.
Instructor will make sure students understand how to
Nudge a graphical object, and as well, how to utilize and
implement the integration for the Drawing toolbar as a
method of graphical design enhancement.

Instructor
computer with
Digital projector

PowerPoint
Presentations
Program




Application/
Activity

5 mins

55 mins

STUDENTS
Instruct students to launch their PowerPoint program and
create a PowerPoint slide.

Instructor will present and students will observe the
presentation. For brain learning and retention, sets of
“Say, See, Do Cycles” teaching methodology will be
emphasized.

INSTRUCTOR/STUDENTS
Instructor will demonstrate the steps on how to use
Nudge in a presentation.

Purpose of the using the Nudge feature:

Use Nudge to move an object just a little bit, so it lines up
with another object or moves closer to the point in the
drawing where you want it to be.

Nudge an object when the grid keeps you from placing
the object exactly where you want it.

You can nudge up, down, to the left, or to the right.

Instructor begins lesson by

1. Opening the Internet by clicking on the Insert Clip Art

located on the Drawing Toolbar (Please notice the

copyright law)

Automatically Microsoft opens the Design Gallery.

Under Search for, Instructor types the word “cross”

Rapidly, the browser illustrates several pages with

different graphical items in the topics of “cross”

5. Instructor chooses a “cross” and clicks on the red
arrow below the picture

6. After picture downloads the picture automatically
moves to the Microsoft Clip Art Organizer dialog box

7. Instructor will “right click” the picture and a special
menu appears

8. Instructor clicks ™ copy” Instructor returns to the
PowerPoint slide and right clicks, a menu then appears.
Click the “Paste” button

9. A graphical object has been downloaded and ready for
reformatting

10. Select graphical object

11. Click Draw

12. Click Nudge

13. Click one of the following: Up, Down, Left, Right

or Select object(s)

Press and hold down Ctrl key.

Press the arrow key to nudge the object(s) in the
direction(s) you want them to go.

14. To make a graphical object more overstated, Instructor
will demonstrate the integration of Drawing toolbar
features such as the fill color, line color, line
style, shadow style, and 3-D style.

15. Instructor will select the graphical object, and will
press on the fill color of the Drawing tool bar.

AN

Student
computers and a
PowerPoint
program, printer

Instructor’s
Computer
Digital Projector




40 mins

(Instructor will choose a desired color)

16. Next, Instructor will apply a line color by selecting the
drawing toolbar feature line color. As well, graphical
object will be selected.

17. Additionally, Instructor will integrate the Drawing
toolbar line style, located right next to the font color
feature.

18. After that, since the graphical object is still selected,
the shadow style and 3-D style will be applied.

Now, students will obtain Red Cross logo ideas on the
Internet. Students to visit the Microsoft Gallery website.
http://dgl.microsoft.com/ and as well browse on other
search engines such as:

a. Yahoo.com

b. Altavista

c. MSN

d. Askleeves
Student to download desired graphical object and
commence the reformatting process by using the recent
procedure.

Note: Students have previously been taught how to
download a graphical object.

Students will explore and practice the new and improved
Red Cross sign and will print a final product.

INSTRUCTOR
To walk around the classroom to make sure all students
mastered the lesson.

Student to print the final product.

Note: Student have been previously taught the printing
process.




Closure

15 mins

Students will write on their daily journal their learning
experience of the day.

Students to print and submit daily journal to instructor.

Assessment/
Evaluation

10 mins

10 mins

INSTRUCTOR/STUDENTS

Instructor will finish the lesson by reviewing the nudge
method, (creation of a new Red Cross sign) and the
integration of some of the Drawing toolbar feature
applications. Instructor addressed that this design
assignment can be very easily incorporated in a real job
situation such as developing seasonal posters or designs
for profit or non-profit organizations. Instructor will
reiterate that “Business Industry promotes knowledgeable
individuals that are competent and able to produce positive
results.”

Review overall presentation and Nudge usage. Request
students to work in groups, have each group individually
present their findings regarding their own experience in

designing a different Red Cross logo.

Assessment will be established by the creation of the sign
piece. This project will be evaluated by using the attached
rubric.

PowerPoint
Macros

Homework

STUDENTS

Students to consider creating a new sign for the FBLA
(Future Business Leaders of America) Student to go online
and obtain ideas to develop a new Harbor Patrol sign in
class.

Note paper
Pen




Lesson Rubric — Nudge Text and Objects

Introductory

Developing

Proficient

Exceptional

Able to turn on
computer. Capable of
locating PowerPoint
and creating a basic
presentation. Needs
some supervision to
use computer.

Identifies and uses
PowerPoint, but
needs teacher’s
supervision to design
and organize
presentations. Needs
assistance with
Presentations
Application Design.

Able to use PowerPoint
Software Application for
professional work
proficiently. Incorporates
visual animations,
recordings, graphical objects
in present-ations. Able to
reformat graphical pictures,
edit, spell-check, and
changes format of a
document. Able to produce
a professional document
that meets minimum
standards. Works mostly
without supervision.

Uses and manipulates PowerPoint
Software Program without
supervision. Able to create and
manipulate Presentations Software
Program Application with different
formats and styles. Able to import
outlines to other software
applications. Feels very
comfortable using a Presentation
Software Program. Able to run
several programs simultaneously.
Feels confident enough to teach
others.

*adequate = satisfies requirements

Based on your examination of the portfolio entries and the dimensional scores, please review the overall (holistic)
score levels described above, and give the portfolio a final, overall score. Please provide a justification for the

overall score.

Overall Score:

Justification:

Student Name and/or ID Number:

School:

Evaluator:




AMERICAN RED CROSS

Graphical Object (Sample from the Internet)

American
Red Croas

NEWLY CREATED RED CROSS SYMBOL

Student Design

10





