[image: image1.jpg]% INTRODUCTION




[image: image9.jpg]G E O RG IA PEACH STATE PATHWAYS

Career, Technical, & Agricultural Education







COURSE:  

Computer Applications 1
UNIT 7: 

Presentation Fundamentals 
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Annotation: 
This unit is an introduction to users who have not ever created a presentation. Unit can be adapted to meet learners where they are in the learning process. 


NOTE: PowerPoint 2003 is the primary focus of the lesson and activities in this lesson. Older or newer versions maybe used with lesson and activities, but adaptations would need to be made. 

Grade(s):  

	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
10-12 hours
Author: 
Misty Freeman
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
BCS-CA1-6
Students will use presentation software to create, edit, and publish industry appropriate files. 
a)
Apply industry standards in creating and presenting all presentations. 

b)
Apply presentation software skills by creating, accessing/retrieving, saving, and printing files. 

c)
Use views appropriately to create and manipulate presentation---normal, outline, notes, and slide sorter view. 

d)
Use appropriate slide layouts and design templates to create presentations. 

e)
Analyze situations and select the appropriate printing output: handouts, slides, notes, page, or outline. 

f)
Use basic design guidelines to enhance visual presentations. 

g)
Create a presentation with graphics, sound, transitions, embedded objects, and specialized features (charts, organizational charts, hyperlinks). 

h)
Create an autorun looping presentation with message and proper timing. 

i)
Demonstrate presentation skills by creating well-organized, audience-appropriate presentations such as informative, entertaining, instructional, etc., using proper public speaking techniques. 

j)
Navigate an on-screen presentation using keyboard, mouse, pointer operations, and other navigational tools. 

GPS Academic Standards:
ELA9LSV2
The student formulates reasoned judgments about written and oral communication in various media genres. The student delivers focused, coherent, and polished presentations that convey a clear and distinct perspective, demonstrate solid reasoning, and combine traditional rhetorical strategies of narration, exposition, persuasion, and description.
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Enduring Understandings:
•

PowerPoint presentations should be organized, concise, consistent in use of fonts, colors, and other design elements, grammatically correct and interesting to the audience.

•

The presentation should consist of: Title slide, objectives, body, and summary.

•

Text should be legible and range in size from 24 pt to 36 pt.

•

Seven lines with 7 words per line per slide is the rule for the amount of text on a slide.

•

Animation and sound should be used sparingly and not detract from the presentation.

•

Charts, graphs, and images add interest to the presentation.

•

A well- designed PowerPoint presentation enhances an oral presentation.

•

Preparation, dressing professionally, and wise use of non-verbal communication enhance an oral presentation.
Essential Questions: 



· Why is use of presentation software applicable to industry? 
· How is presentation software used in the workplace?
· What are the differences between effective and ineffective presentations? 
· What are some “Rules of Thumb” for creating an effective PowerPoint presentation?
· Why do I have to plan for a presentation? How do I plan a presentation content and appearance?  
· What can be added to a presentation to enhance appearance? 

· What basic design guidelines should I use to make an effective presentation?


· Why add charts and graphs to a presentation? 
· What is so important about how you deliver a presentation? 
· Why should a presentation have set timing?
Knowledge from this Unit:  
· Explain the differences between effective and ineffective presentations
· Use the presentation software to create, design, and present


Skills from this Unit:  

· Create, access, retrieve, save, and print presentations 
· Use views to manipulate presentations

· Format presentations with slide layout and design templates

· Print in various formats to meet need of situation

· Create an effective presentation using design guidelines 
· Add graphics, sounds, transition, embedded objects, and specialized features to a presentation to expand meaning

· Create a timed presentation

· Demonstrate presentation skills

· Present to a group 
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Assessment Method Type: 
	
	Pre-test

	x
	Objective assessment - multiple-choice, true- false, etc.

	
	_x_ Quizzes/Tests

__ Unit test

	
	Group project

	x
	Individual project

	
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	__ Self-check rubrics   

__ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

__ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	
	Subjective assessment/Informal observations

	
	__ Essay tests

__ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	
	Dialogue and Discussion

	
	__ Student/teacher conferences
__ Partner and small group discussions

__ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test
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•
LESSON 1:  Presentation Points 

1.
Identify the standards. Standards should be posted in the classroom. Give students unit outline with standards for unit and timeline to demonstrate effective time-management and to illustrate where unit is going with detail and project tasks. 

BCS-CA1-6
Students will use presentation software to create, edit, and publish industry appropriate files. 
a)
Apply industry standards in creating and presenting all presentations. 

b)
Apply presentation software skills by creating, accessing/retrieving, saving, and printing files. 

c)
Use views appropriately to create and manipulate presentation---normal, outline, notes, slide sorter view. 

d)
Use appropriate slide layouts and design templates to create presentations. 

e)
Analyze situations and select the appropriate printing output: handouts, slides, notes, page, or outline. 

f)
Use basic design guidelines to enhance visual presentations. 

g)
Create a presentation with graphics, sound, transitions, embedded objects, and specialized features (charts, organizational charts, hyperlinks). 

h)
Create an autorun looping presentation with message and proper timing. 

i)
Demonstrate presentation skills by creating well-organized, audience-appropriate presentations such as informative, entertaining, instructional, etc., using proper public speaking techniques. 

j)
Navigate an on-screen presentation using keyboard, mouse, pointer operations, and other navigational tools. 

2.
Review Essential Question(s). Post Essential Questions in the classroom. 


EQ: Why is use of presentation software applicable to industry? How is presentation software used in the workplace? 
3.
Identify and review the unit vocabulary. Terms may be posted on word wall.

	Placeholder
	Slide
	Outline 

	Slide Sorter
	Notes page
	Slide Show 

	Transition
	Typeface
	Serif

	Sans Serif
	Type Size
	Pitch

	Point
	Type Style
	Roman

	Bold
	Italics
	Button

	Animation
	Presentation File
	Object

	Template
	
	


4.
Interest approach – Mental set


Promote thinking in the students by asking students how they would take a BOOK of information/large amount of information and communicate it with those who need it (Teaching Idea: Show book of information with large amount of pages that you must get the information from and to the audience). Should everyone take time to read and make notes of the entire book and then meet to talk about it? How does time factor in to your decision about disbursing the information?  After presentation software is discovered as the best answer, make sure students know the alternates to using presentation software.


5.
Teach how to use the software. Using the All the Right Stuff presentation provided with the resources for this unit to allow the students to view the presentation while completing the All the Right Student PowerPoint 2003 Student Notes. After the students complete the notes and watch the presentation, show the presentation to the class and discuss the notes as a whole class.
6.
Give students a copy of the PowerPoint Window Notes provided as a resource for this unit and go over sections of the software and describing the location of each part.  

7.
Teach students through guided practice on how to use the software by demonstrating the software and creating a simple presentation together with students. Topic should be simple with something that every student knows: FBLA content (creed, promise, pledge, state and/or local officers, etc) is simple idea to use, but any topic is appropriate. Students should follow along at their seats working with the teacher projecting screen and verbally giving instructions to students on the following:

a. Opening PowerPoint. 

b. Slide Layout

c. Entering text in placeholders

d. Changing font, size, color

e. Views: normal, outline, notes, slide sorter view

f. Adding slides

g. Saving

h. Print options: handouts, slides, notes, page, outline
Reference  Printing a Presentation is available with the resources for this unit

8.
QUIZ the students: A PowerPoint Window Quiz is included with the resources for this unit and in the Foundation Skills section of the Instructional Resources. Have students complete the Quiz. 

9.
Students should Do VOCAB activity at this point to reinforce the vocabulary used in PowerPoint.  Using the handout PowerPoint Terminology provided with the resources for this unit and in the Foundation Skills section of the Instructional Resources, students should create flash cards with vocabulary words. Using PowerPoint, students should create 1 slide per term as a title and content slide. Type the word and the definition. When finished with all 22 terms, students should print as handouts 6 per page. When complete, cut each slide out making flash cards to study terms with. Printing on card stock is preferred, but not required. 

10.
Practice what you preach: have students create a personal presentation that introduces themselves to the class. Use the handout Personal Introduction provided with the resources for this unit. Students should present presentations to class. The presentation will be interactive because audience members must guess which fact about the classmate is true and which statement is false. While presentations are occurring, each student in the class must complete the Personal Introductions—what can I learn handout provided with the resources for this unit. This will help students stay focused; learn names and facts about classmates. 

•  LESSON 2: Presentation Planning


1.
Review Essential Questions. Post Essential Questions in the classroom. 

•
EQ:  Why do I have to plan for a presentation? How do I plan  presentation content and appearance?  

2. Complete the Planning and Preparing a Presentation Vocabulary handout provided with the resources for this unit. Students should use the site http://www.merriam-webster.com/ to define each word and then write a complete sentence using the word to showcase the meaning. 


3. Have students watch the Presentation Planning presentation provided with the resources for this unit and complete the notes form (print in outline format for students to write on the form) provided with the resources for this unit (Use attachment Presentation Planning Notes Form. After complete, show and discuss the presentation planning PPT. 


4. Have students practice by completing the presentation planning outline practice handout provided with the resources for this unit. Students should use the content to create an outline, and then use the PowerPoint Storyboard handout provided with the resources for this unit to design a presentation for content. Students will not actually create the presentation, just outline and storyboard a presentation. 

•
LESSON 3: Design Guidelines 

1.
Review Essential Questions. Post Essential Questions in the classroom. 
· EQ:  What can be added to a presentation to enhance appearance? 

· EQ:  What basic design guidelines should I use to make an effective presentation?


2. 
Use the presentation Guidelines for Effective PowerPoint Presentations that is provided in the Foundations Skills unit but also referenced in the resources for this unit. Use the presentation to teach the rules for creating a presentation that has effective design elements. Refer to the handout Tips for Designing Presentations provided with the resources for this unit as a guide for students to use as notes.  


3. 
After students have viewed the presentation and had a teacher talk about the content, students should complete the PowerPoint Creating Effective Presentations Exam to verify understanding of content. A copy of the handout is available in the foundation skills section of the instructional resources website and with this unit. This exam is a question and answer document which requires the students to write complete sentence answers about content of presentation. Also use the attachment PowerPoint Creating Effective Presentations Exam Key.


4. 
Teacher guided demonstration on elements. Students should mimic the skills demonstrated. Teacher should prepare prior to teaching to verify all elements are in place for student use. 

a. Slide design templates—use the ones on the computer and show how to download if allowed at school. Resource site to use to teach concept is located at:  http://www.internet4classrooms.com/handout_pp.htm 

b. Adding graphics from clipart and pictures saved on student computer. Enforce the copyright laws as student use images from internet. . Resource site to use to teach concept is located at:  http://www.ehow.com/how_2326555_add-images-powerpoint-presentations.html 

Resources site for pictures to use on presentations: http://www.internet4classrooms.com/pictures4projects.htm 

c. Adding animation and transition: Handout Animation and Transition resource provided with this unit. 
d. Inserting links—Handout Links in PowerPoint resource provided with this unit. 


e. Add sound: A good resource for this is found at http://www.internet4classrooms.com/pp_sound_in_show.htm 
Use the handout Loop a Sound provided with this unit to teach students how to control sound in a presentation.

5. Ask students what types of presentations there are. Answers should be focused around Informative, Entertaining, and Instructional types of presentations. Students will create various types of presentations to learn how to cater to a particular target audience. Students should complete the following presentation to gain understanding of presenting with different outcome in mind. Added elements of the advanced features may be applied to each project for variety. 

a. Instructional presentation: refer to the handout How to Use PowerPoint -Presentation provided with the resources for this unit. 
b. Informative: refer to the handout 100 Best companies provided with the resources for this unit to create an informative presentation about a Fortune 500 company. Also use attachments Links in PowerPoint and Transition and Animation to assist in the completion of this assignment.
c. Entertaining: refer to the handout Now Playing provided with the resources for this unit that incorporates linking.  Also use attachment Now Playing Grade Sheet.

•
LESSON 4: Charts and Graphs

1.
Review Essential Questions. Post Essential Questions in the classroom. 

•
EQ:  Why add charts and graphs to a presentation? 

2. Present the presentation Charts and Graphs provided with the resources for this unit. The details for the presentation for specific details on Column, Pie chart, Bar graph and Line graph. Students should research when to use what type of Charts and Graphs to complete the presentation details. Provide students with a copy of the presentation and have them complete the content for each chart/graph. Making sure to site sources.  Students should include images of the type of Graph for each slide. 
 A helpful website with resources for this lesson is http://nces.ed.gov/nceskids/help/user_guide/graph/whentouse.asp  or the table located on the site found at http://cmsweb1.loudoun.k12.va.us/509813135317/lib/509813135317/Comparing_Graphs.pdf 


3.  Teach students how to make Organizational Charts in PowerPoint by demonstration using school organization. Use the Microsoft site as a reference to learn how to make organizational charts.  http://office.microsoft.com/en-us/powerpoint/HA011327501033.aspx#OrgChart  Once students know how to use the chart function, students should make their Family Tree. Family Tree handout provided with the resources in this unit. 

•
LESSON 5: We make this look GOOD! 

1.
Review Essential Questions. Post Essential Questions in the classroom. 


•
EQ: What is so important about how you deliver a presentation? 
2. Complete the Delivering a Presentation Vocabulary handout provided with the resources for this unit. Students should use the site http://www.merriam-webster.com/ to define each word and then write a complete sentence using the word to showcase the meaning. 


3. With Prior Preparation: Teacher should role model how to deliver a presentation to the class to show students properly designed presentation, how to present—including capture attention of audience; and optional features of PowerPoint used effectively (i.e. movie). Topic could be over any topic but should demonstrate effective presentation skills. 
a. After teacher presentation, teach the students skill of how to present a presentation. Teach students that the presentation is a TOOL for presenting. Refer to notes Hints for Giving a Good Presentation and Giving an Oral Presentation provided with the resources for this unit for tips for making a good presentation. The attachment Business Presentation Rubric outlines an oral presentation rubric.

6. To combine student ability to create a presentation with good design, proper format and added elements along with the skill of taking a large amount of information and putting into presentation format, have students create a presentation on Oral Presentation Skills. Students should use the website http://www.wikihow.com/Deliver-Effective-Presentations as a guide for information. 

7. Refer students to the handout Tips for Designing PowerPoint Presentation provided with the resources for this unit as a guide for designing the presentation. 

8. Give students the handout Questions and have them answer by writing complete sentences.   Students should be able to answer questions about presentation software and talk the language. Answers provided for teacher reference. Handouts provided with the resources for this unit. 


•
LESSON 7: AutoRun and Looping

1.
Review Essential Questions. Post Essential Questions in the classroom. 


•
EQ:  Why should a presentation have set timing?
2.
Explain the concept of using autorun and timing features in a presentation. Demonstrate how to set the timing in a presentation. 

Teacher Notes Rehearse Timings - If you select this option, your show immediately starts. A timer begins to run in the bottom right corner. When you are ready for the next thing to happen, click once with your mouse. Nothing will happen until you click. Wait until the exact amount of time has elapsed before you click. PowerPoint records all of those timings and will ask you at the end of the rehearsal if you want to save those times. If you say yes then any times you may have entered will be changed when you go back to the Slide Sorter view


3. 
Students should create a kiosk running presentation following the handout Kiosk Presentation Challenge provided with the resources in this unit. Also use attachment Loop a Sound.
•
ATTACHMENTS FOR LESSON PLANS

· All the Right Stuff presentation 
· All the Right Student PowerPoint 2003 student notes
· PowerPoint Window Notes
· Printing a Presentation 
· PowerPoint Window Quiz 
· PowerPoint Terminology 
· Personal Introduction 
· Personal Introduction Group Evaluation Form
· Planning and Preparing a Presentation Vocabulary 
· Presentation Planning Presentation 
· Presentation Planning Presentation Notes Form 
· Presentation Planning Outline Practice 
· PowerPoint Storyboard
· Guidelines for Effective PowerPoint Presentations 
· PowerPoint Creating Effective Presentations Exam 
· PowerPoint Creating Effective Presentations Exam Key
· Tips for Designing Presentations
· Animation and Transition 
· Links in PowerPoint 
· Loop a Sound 
· How to Use PowerPoint Presentation 
· 100 Best Companies 
· Now Playing 
· Now Playing Grade Sheet
· presentation Charts and Graphs 
· Family Tree
· Delivering a Presentation Vocabulary 
· Hints For Giving a Good Presentation
· Giving an Oral Presentation 
· Tips for Designing PowerPoint Presentation 
· Questions 
· Kiosk Presentation Challenge 
· Business Presentation Rubric
•
NOTES & REFLECTION: 

This lesson requires prior preparation for checking school policy and computer use for sound, internet pictures, etc. Please plan prior to teaching students each lesson to ensure maximum instructional time. 
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Culminating Unit Performance Task Title: 
Post-Secondary Presentation
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Upon graduation from high school, the most important decision made by many young people is one that concerns the post-secondary education they plan to pursue. Students weigh several factors when making their choice as to which school they will attend to reach their career goal. Students will research the post-secondary option that would allow them to earn certificate/degree/skills to pursue the career of their choice. After researching the institution of their choice, students will create a PowerPoint about the school of their choice.
An effective presentation requires research, preparation, and use of design elements along with effective presentations skills by the author.  Students are challenged to create a college presentation that follows the format of being informative, entertaining or instructional. Students should complete the Post Secondary Options Research Worksheet provided with the resources for this unit. Inform the students they will use the research for preparing a presentation. 

After the research is complete, students will create a presentation of their post-secondary choice. Students will be encouraged to showcase their skills in PowerPoint to effectively and attractively display the information that targets the format (in informative, entertaining or instructional) chosen. Students will incorporate advanced presentation skills including sound, animation, transition, embedded objects, charts or graph, and appropriate clip art and pictures from the campus in presentation. 

Students will be encouraged to practice presentations in small groups prior to official presentation.  Parents, advisory committee members, and other should be invited to hear the presentation. Students should be encouraged to follow the FBLA Official Dress when presenting. 
Attachments for Culminating Performance Task: 
· Post Secondary Options Research Worksheet

· Post Secondary Options Presentation (Handout and Rubric)
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Web Resources:
•
http://www.scrippscollege.edu/campus/it/workshop/powerpoint.php is a useful site to explore for teaching PowerPoint
· http://jc-schools.net/tutorials/PPT/ 

21st Century Technology Used: 
	x
	Slide Show Software
	
	Graphing Software
	x
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	
	Graphic Organizer

	
	Student Response System
	
	Desktop Publishing 
	x
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
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