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III. CATALOG DESCRIPTION

Creating business presentations using Microsoft PowerPoint. Topics include planning an
effective presentation, developing on-screen slides; inserting tables, pictures, charts and
diagrams into slides; and constructing a slide show utilizing animation, transitions, sound, and
timings. The design of master slides and templates is also covered.

IV. MAJOR LEARNING OUTCOMES
Upon completion of this course, a student will be able to:

A. Research a topic and prepare text for an effective presentation.

B. Design and create a set of PowerPoint slides for an effective presentation.

C. Choose appropriate graphics to be incorporated into the presentation.

D. Create appropriate tables, charts and diagrams for inclusion in the presentation.

E. Choose and incorporate playback features, such as sound, animation, and transitions,
into a presentation.

F. Critique and give feedback on a presentation as to how well it fulfills criteria.

V. CONTENT

A. Introduction or review of working with Windows, the operating system

1. Starting the Windows application, using a mouse, running and switching between
applications, resizing windows
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2. Using menus and dialog boxes; creating and saving a file
3. Copying and moving files with the File Manager; exiting the Windows

application

B. Definition and purpose of presentation software

C. Creating a basic presentation
1. Starting the PowerPoint program; identifying parts of the PowerPoint window;

accessing menu commands; identifying and displaying toolbars, screen tips and
the task pane, using the "help" system; closing and exiting PowerPoint

2. Editing a presentation using the Outline/Slides pane including promoting and
demoting outline text; formatting and editing a presentation using the Slide pane
including changing slide layout; viewing and editing a presentation in Slide Sorter
view including moving and deleting slides.

3. Creating headers and footers on Slides and Handouts and Note Pages.

4. Previewing and Printing Handouts and Slides; printing Notes Pages.

5. Using PowerPoint Help
D. Planning an effective presentation

1. Introduction

a. Purpose of the presentation
b. Identify yourself

2. Main ideas

a. Supporting information

b. Examples
c. How topic relates to the audience

3. Summary
a. Strong summary statement
b. Key points the audience should remember

c. Summarize any actions required of the audience

d. Summarize any follow up action items required of you
E. Types of business presentations

1. Recommending a strategy
2. Business Plan
3. Training

4. Progress Report
5. Selling a product or service

6. Marketing plan

F. Designing an effective presentation

1. Choosing a topic
2. Selecting appropriate graphics to support topic

3. Using research tools to find supporting information
G. Choosing, applying and modifying an "auto-wizard" template and a design template

1. Starting the auto-wizard
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2. Inserting slides from an existing presentation
3. Inserting new slides
4. Choose and apply a design template
5. Changing the design template for a single slide, for selected slides and for the

entire presentation
6. Importing a Word outline
7. Creating and modifying a design template
8. Adding a master slide to a template
9. Applying a custom template to a presentation

H. Modifying text in a presentation
1. Adding and arranging text
2. Finding and replacing text.
3. Using Undo and Redo commands

4. Moving and copying text using drag-and-drop, using the clipboard
5. Moving multiple selections using collect and paste.
6. Checking spelling and making global changes to text
7. Using the Thesaurus

I. Formatting a Presentation
1. Changing and replacing fonts, font sizes, styles, effects, colors, text case and text

alignment
2. Copying formatting using Format Painter
3. Selecting, sizing and moving placeholders
4. Designing and using a slide master

a. Modifying Slide Master Elements
b. Displaying and modifying the Title Master
c. Displaying and modifying the Slide Master

5. Modifying, inserting, removing bullets and numbering
6. Create, apply, and modify a slide color scheme
7. Modifying slide background
8. Appling an animation scheme

1. Enhancing a presentation with Graphic Elements
1. Drawing and formatting lines
2. Creating basic shapes and text boxes
3. Editing and formatting drawing objects
4. Creating and formatting Word Art
5. Inserting Clip Art using content layouts and the drawing toolbar
6. Inserting, sizing and moving a picture

K. Advanced Presentation Graphic Techniques
1. Selecting visual effects including shadows and 3-D settings
2. Using the draw menu
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3. Modifying the color of a picture; adjusting contrast and brightness
4. Cropping, resetting and recoloring a picture

L. Creating a Photo Album
1. Creating and modifying a photo album
2. Inserting a picture as a slide background
3. Inserting text on top of a picture

M. Presenting Information using Tables, Charts and Diagrams
1. Choosing an appropriate mode for a given set of data
2. Create and modify a table
3. Create and format diagrams
4. Create and format organization charts
5. Create a modify column and pie charts

N. Enhancing a presentation with sound
1. Inserting a sound file
2. Setting multimedia animation options

O. Setting up a presentation for review
1. Saving a presentation for review
2. Inserting comments and editing a presentation for review
3. Comparing and merging presentations

P. Sharing Files with other Users
1. Packing a presentation
2. Exporting a presentation to Microsoft Word

Q. Formatting a Presentation for Web Viewing
1. Viewing a presentation in web page preview
2. Publishing a presentation to the web

R. Delivering a Presentation
1. Applying slide transitions
2. Advancing slides automatically in a slide show
3. Applying custom animation effects
4. Creating motion paths
5. Inserting hyperlinks
6. Creating an action button to link to another slide
7. Creating custom shows and creating a hyperlink to a custom show
8. Using onscreen navigation tools
9. Using the pen to annotate a presentation

S. Critiquing presentations for specific objectives and audiences
1. Summarizing objectives and audiences for a variety of business presentations.
2. Reviewing use of design templates, content, objects, animation, and sound for

various the objectives and audiences
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II. TMI COURSE JUSTIFICATION
A. How is this course particularly suited to being offered online?

Many students have computers and access to the Internet outside of class, and
their work or family schedules prevent them from coming to a regularly
scheduled class. An on-line class will attract this type of student, as well as
students who are physically disabled or are geographically discouraged from
attending a face-to-face class. In addition, the computer that a student uses to
access the Internet can also be used to complete the assignments for the class.

B. How this course helps meet the goals of the:
1. College. This course will increase the number of online course offerings,

helping to encourage a new student population and keep the college up to
date.

2. Department. An online course will help relieve the pressure on computer
classrooms-eourses at popular times are often impacted. This course will
increase the number of online course offerings, helping to expand the
student population and keep the department up to date.

3. Program. This course is an elective for the Administrative Support major.
It will help students who, due to their work or family schedules, have
difficulty attending regularly scheduled classes.

III. INSTRUCTIONAL DELIVERY
A. What methods of delivery will be used to offer this course?

The course management environment will be used to deliver the course. It
includes content modules, assignment modules, e-mail, discussions, chat,
assignments, grading, and testing.

B. What methods will be used to communicate between the instructor and the
students?
Methods of communication include e-mail, discussions, and chat.

C. How many hours per week are students expected to use the specified
technology? Students are expected to use the course management features from
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1 to 2 hours per week and their personal computers (with PowerPoint) from 7
to 8 hours per week.

D. How will instructor and student contact be maintained, including frequency of
contact?
Student contact will be maintained bye-mail, discussions, and chat. Students
also have the option of meeting on campus for face-to-face office hours. Each
participating student will be contacted at least once a week regarding their
progress in the class.

IV. INSTRUCTIONAL METHODOLOGY
A. Assignments

1. Homework assignments, such as:
a. Readings from textbook and/or handouts
b. Completion of end-of-chapter exercises from textbook and/or

handouts
2. Assignments using PowerPoint, such as:

a. Creating and modifying an presentation outline.
b. Creating a design template for a slide

B. Evaluation
1. Quizzes, such as how to select appropriate graphics to support a topic.
2. Critiques, such as:

Analyze a presentation for key parts: an introduction, main points, and a
strong summary

3. Projects, such as:
a. An original slide created and completed by the student
b. A photo album presentation

4. Final Project, such as an original slide presentation of 8 or more slides to
be presented to the class.

C. Evaluation (test and exam) Protocols
1. Multiple-choice, fill-in, and true-false tests and quizzes can be completed

online in the WebCt environment
2. Critiques can written in the discussion area
3. The final exam or project may be uploaded from each student's computer

or completed in a computer classroom
D. Textbooks and other instructional materials

1. Go! PowerPoint 2003 Comprehensive by Shelley Gaskin and Alicia
Vargas or the most current version of the textbook.

2. Microsoft PowerPoint software.
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3. Evaluating presentations based on their objectives and audiences.
4. Presenting a presentation to the class for evaluation and feedback.

VI. INSTRUCTIONAL METHODOLOGY
A. Assignments

1. Homework assignments, such as:
a. Readings from textbook and/or handouts
b. Completion of end-of-chapter exercises from textbook and/or handouts

2. Assignments in the computer classroom and/or the Business Computing Lab, such
as:
a. Creating and modifying an presentation outline.
b. Creating a design template for a slide

B. Evaluation
1. Quizzes, such as how to select appropriate graphics to support a topic.
2. Critiques, such as:

Analyze a presentation for key parts: an introduction, main points, and a strong
summary

3. Projects, such as:
a. An original slide created and completed by the student
b. A photo album presentation

4. Final Project, such as an original slide presentation of 8 or more slides to be
presented to the class.

C. Textbooks and other instructional materials
1. Go! PowerPoint 2003 Comprehensive by Shelley Gaskin and Alicia Vargas.

Prentice Hall ISBN: 0-13-14323-3 or the most current version of the textbook.
2. Microsoft PowerPoint software.

VII. TITLE 5 CLASSIFICATION
Credit/Degree Applicable (meets all standards of Title 5, section 55002(a)).
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