DAILY AGENDA- Monday, May 3, 2010

	6:00-6:05
	INTRODUCTIONS- Students open the class website and check the Daily Agenda and read typing pal practice and the review questions.

	6:05-6:15
	TYPINGPAL PRACTICE-Open TypingPal Website and complete- “QUACK”

	6:20-6:40
	REVIEW-Exercise 1- All About PowerPoint-pg.722-pg.727
1) What Ribbon tabs are found in PowerPoint but not in Excel or Word? Make a Radial Venn Diagram of this information. Keep it Simple 
1) Open the File COMPARING APPLICATIONS and use to compare


	6:40-6:55
	TODAY’S SKILLS/OBJECTIVES- Exercise 1-pg.722-pg.727
A. About PowerPoint-pg.722
a. Presentations-Handouts, Outlines, Slides, Speaker Notes
b. Types of Content-Text, Clip Art, Pictures, Movies, Tables, Charts
c. Import Data- Data can be from PP or from any other program.

B. PowerPoint Window-pg.723
a. Defaults-Name is Presentation1, View is Normal,
b. Normal View- Slide Pane, Notes Pane, Slides/Outline Pane
c. Ribbon- Ribbon Tabs in Common with Word/Excel and not in common?
d. Window- Can have designs-themes and layout backgrounds or just use the blank slide.

C. Placeholders
a. Arrangement and location of text or objects
b. Click in placeholder to type- How does the appearance change?
i. Dashed Outline around placeholder
ii. Sizing handle appears
iii. Blinking insertion point for typing
D. Add  Slides
a. New Slide button in the home tab- How many preset theme slide layouts can be found in the new slides button?

	7:20-7:50
	Do Exercise 1 Activity on page 726- Save as 01Laser_xx
Do Exercise 1 Activity on page 727- Save as 0PP01_xx

	7:50-8:15
	REVIEW-Exercise 1- All About PowerPoint
1) What Ribbon tabs are found in PowerPoint but not in Excel or Word?
2) What three panes do you use in Normal View in PP?
3) What is the name of the box where you can enter text, or any objects?
4) How many preset theme slide layouts can you choose from in PP?
5) Which one can be inserted for slides a (footer or header)?

	8:15-8:30
	TODAY’S SKILLS/OBJECTIVES- Ex. 2-pg.728 and Ex. 3-pg.733
A. Open Existing Presentations- Use the Recent Documents section in the Office Button.
B. Move from Slide to Slide- Use Scroll Bar, Previous/Next Slide, Drag the Scroll Box or use Slides Tab.
C. Themes-More Button displays the entire gallery. To apply to more than one slide select the slides in the slide pane or the slide sorter view.
D. Change Slide Layout
E. Work Normal View Panes-Slide pane, Notes Pane, Slides/Outline pane
F. Spell Check a Presentation


	8:30-9:10
	Do Exercise 2 Activity on page 731- Save as 02Laser_xx




LESSON OBJECTIVES- SWBAT- Monday, May 3, 2010

1) Improving Typing Speed- See Typing Pal Practice above.

2) Today’s Topics/Objectives- Lesson 1
· About PowerPoint
· The PowerPoint Window
· Placeholders
· Adding Slides

3) Today’s Topics/Objective-Lesson 2
· Move from Slide to Slide
· Themes
· Change Slide Layout
· Work Normal View Panes
· Spell Check a Presentation

4) Complete Activity- Compare the tabs found in Word, Excel, and PP and create a Radial Venn Diagram.

5) Complete Activity- Exercise 1 Activity on page 726 and on page 727
Complete Activity- Exercise 2 Activity on page 731 

6) Review- Topics/Objectives that we covered today, Monday.
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