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21st CENTURY: Careers & Budgeting
Unit 4 - 8th Grade - PowerPoint Presentation
ESSENTIAL QUESTION(S):  What is an electronic presentation? What are slides? How do you insert a new slide? How do you delete existing slides? What is slide transition and how is it applied? What is slide layout and how do you apply and/or change it? What are custom animations and how are they applied? How do you insert/apply sound? What is looping and how is it applied? What is a hyperlink and how to you apply a link to an existing document, Web site? How do you apply timing to one, multiple, or an entire presentation? What is a slide master and how is it created? Who would benefit from using a slide master?
STANDARDS:  
1.
Open PowerPoint
2.
Format -- Background
3.
Select the background design that you want
4.
Click: Apply To All
5.
Click CLOSE

6.
Apply a Slide Transition
7.
Click drop-arrow for Transition to this slide and select ANY one

8.
Go to: Transition Speed and select: Medium or Fast
9.
Go to: Transition Sound and click drop-arrow [No Sound] and select: Other Sounds


*select sounds listed or apply your own sound.
10.
Click ONCE on the sound that you want and click OK
11.
Go back and click Transition Sound drop-arrow and select Loop Until Next Sound
12.
Go to: Advance Slide and …


*click to remove the √ in the box beside [On Mouse Click]


*click to add a √ in the box beside [Automatically After]


*click ↑ arrow to change timer to 00:14
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13.
Click Apply To All
SLIDE #1
14.
Click any ‘blank’ area at the top of slide #1 (Do NOT click inside of either box and make sure either box is not selected)
15.
Go to Office Button/File -- Open -- and go to your Occupation Research report
double-click your occupational research’ report
16.
Go to the title page and click ONCE on the picture -- Right click and select COPY
17.
Go back to your PowerPoint and right click on the top ‘blank’ area of the slide and select PASTE

*Adjust size as necessary and position picture at top of slide (top left, top center, or top right)
18.
Picture should have circles/squares around it - if not, click picture once

19.
Apply -- Custom Animations -- (custom animations menu should appear on right side of screen)
20.
Click Add Effect drop-arrow -- Emphasis -- SPIN


*go to Modify -- click drop-arrow for -- Start: With Previous -- Speed: Medium or Fast

21.
Go to slide and click where it says: Click to add title
22.
Click Home and select:  Comic Sans MS -- Bold -- Size 40 -- ANY color

23.
Turn Caps Lock ON and type:  your career/occupation title (in all capital letters)



I.e. COMPUTER SOFTWARE ENGINEER
24.
Add Effect -- Entrance -- More Effects -- ANY -- click OK


Modify -- Start: With Previous -- Speed: You Decide

25.
Click in the box where it says: Click to add subtitle
26.
Click Home and select: Times New Roman -- Bold -- 25 -- ANY color

27.
Turn Caps Lock OFF and type:




Your first and last name (capitalize the first letter of each press ENTER



Your teacher and Class Period (no space before or after slash) press ENTER


8th Grade / Class Title (no space before or after slash) press ENTER



Today’s Date (spell out the month)
28.
Add Effect -- Emphasis -- More Effects -- ANY -- click OK


Modify -- Start: After Previous -- Speed: You Decide

29.
Click PLAY (to make sure that transitions, sounds, and effects are displaying properly) 
Slide #2




Pp 2007

Pp 2003
30.
Click Home/Insert -- New Slide drop-arrow -- Two Content (07) or Title & 2 Content (03)
31.
Click where it says: Click to add title
32.
Select: Times New Roman -- Bold -- 40 -- ANY color

33.
Turn Caps Lock ON and type: EDUCATION and TRAINING
34.
Animations -- Custom Animations -- Add Effect -- Entrance -- More Effects -- select ANY -- click OK


Modify -- Start: With Previous -- Speed: Medium
35.
Turn Caps Lock OFF

36.
Click in the ‘left’ content box where it says: Click to add text
37.
Click and select: Font (you decide) -- Bold -- 20 -- ANY color

38.
Type the text below -- (fill in the blanks with your information -- press ENTER once after typing each sentence)

*Type 3 or more sentencs about your carrer choice and the requirements for someone wishing to obtain

Employment in this career field.

39.
Animations -- Custom Animations -- Add Effect -- Emphasis -- More Effects -- select ANY -- click OK


Modify -- Start: After Previous -- Speed: You Decide

40.
Add Effect -- Exit -- Fly Out


Modify -- Start: After Previous -- Direction: To Right -- Speed: Medium

41.
In the ‘rigtht’ content box - click clip art icon


*search for: college

*once you see the picture that you want to use - click drop-arrow and select Insert


*Adjust size as necessary (bigger/smaller)

42.
Add Effect -- Motion Paths -- More Motion Paths -- Bounce Left -- Click OK


Modify -- Start: After Previous -- Path: Unlocked -- Speed: Medium

43.
Click PLAY

Slide #3





Pp 2007

Pp 2003
44.
Click Home/Insert -- New Slide drop-arrow -- Comparison or
Title & 4 Content
45.
Click where it says: Click to add title
46.
Select: Times New Roman -- Bold -- 40 -- ANY color

47.
Turn Caps Lock ON and type: COMPARISONS
48.
Animation -- Custom Animations -- You decide
49.
Turn Caps Lock OFF

50.
Click in ‘left/1st’ content box where it says: Click to add text or in 2003 – click –and-type
51.
Click and select:  Times New Roman -- Bold -- 40 -- ANY color -- Caps Lock ON
52.
Type:  UNITED STATES
53.
Animation -- Custom Animations -- You Decide
	Median Wage Comparison
	$0.00

	Employment Trend Change
	#####

	Average Annual Job Openings
	#####


54.
In the ‘left/2nd’ content box – click the ‘Insert table’ icon


*# of columns: 2

*# of rows:  3
55.
Fill table with data for United States (Median Wage Comparison, Employment Trend Change, & Average Annual Job Openings)
56.
If you want animations on the table, add/insert animations - You decide
57.
Click the ‘right/1st’ content box where it says: Click to add text or in 2003 – click-and-type
58.
Select: Times New Roman -- Bold -- 40 -- ANY color -- Caps Lock ON
59.
Type: the name of your selected state
60.
Animation -- Custom Animations -- You decide
61.
In the ‘right/2nd’ content box – click the ‘Insert table’ icon with 2 columns and 3 rows
62.
Fill table with data for Your State
63.
Add custom animations – You decide
65.
Click on the title box for this slide COMPARISONS and insert a hyperlink to your saved document: 
Careers & Budgeting Worksheet/Spreadsheet
66.
Click PLAY

Slide #4
67.
Click Home/Insert -- New Slide drop-arrow -- Title and Content
68.
Change the background design for this slide (this slide only)
69.
You decide what design/colors, etc.
70.
Click where it says: Click to add title 
71.
Select -- Comic Sans MS -- Bold -- 40 -- ANY color

72.
Turn Caps Lock ON and type:  DESCRIPTION
73.
Animation -- Custom Animations -- You decide
74.
Turn Caps Lock OFF

75.
Click where it says: Click to add text
76. 
Select -- Times New Roman -- Bold -- 25 -- ANY color

77.
In 3 or more complete sentences, type a description of what a person working in this career does.
78.
Animation -- Custom Animations – You decide
79.
Click ANY ‘blank’ area on the slide

80.
Insert a picture relating to  this career  (picture can come from Clip Art, google.com, etc.)
81.
Adjust size as necessary

82.
Add Effect -- ANY ‘entrance’ effect
83.
Click PLAY


Slide #5
84.
Click Home/Insert  --  New Slide drop-arrow  --  Title and Content

85.
Click where it says: Click to add title 
86.
Click Home  --  Comic Sans MS  --  Bold  --  40  --  ANY color 
87.
Turn Caps Lock ON and type:  TASKS
88.
Animation  --  You decide
89.
Turn Caps Lock OFF

90.
Click where it says: Click to add text
91. 
Select  --  Times New Roman  --  Bold  --  20  --  ANY color

92.
Type all of the tasks for your selected career
93.
Animation – You decide
94.
You may insert and format a picture for this slide (place picture anywhere on slide not covering text/boxes)
95.
IF you inserted a picture  --  add animations
96.
Click PLAY


Slide 6
97.
Insert/Home  --  New Slide drop-arrow  --  Comparison or Title & 4 Content
98. 
Click where it says: Click to add title
99.
Home  --  Comic Sans MS  --  Bold  --  40  --  ANY color
100.
Turn Caps Lock ON and type:  PAST to FUTURE
101.
Animation  --  You decide
102.
Click in ‘smaller’ box on ‘left’ where it says: Click to add text
103.
Select  --  Times New Roman  --  20  --  Bold  --  ANY color

104.
Turn Caps Lock OFF and type Knowledge and Skills
105.
Animations  --  You decide
106.
Click in ‘smaller’ box on ‘right’ where it says: Click to add text
107.
Select  --  Times New Roman  --  20  --  Bold  --  ANY color

108.
Type: Abilities and Interests
109.
Animations  --  You decide
110.
In the ‘big’ content box on the ‘left’ 
111.
Change font, size, color IF you want
112.
Type all of the abilities and interests for this selected career
113.
Animations  --  You decide
114.
Click in the ‘big’ content box on the ‘right’

115.
Change font, size, color IF you want
116.
Type all of the knowledge and skills for this selected career
117.
Animations  --  You decide
118.
Click PLAY


Slide #7
119.
Insert/Home  --  New Slide  --  Two Content or Title & 2 Content
120.
Click to add title -- Times New Roman  --  40  --  Bold  --  ANY color

121.
Turn Caps Lock ON and type:  WORKSTYLES
122.
Animations -- You decide
123.
Click ‘left’ content box where it says: Click to add text
124.
Select -- Times New Roman -- Bold -- 20 -- ANY color  

125.
Turn Caps Lock OFF and type all of the workstyles for this selected career
126.
Animations -- You decide
127.
In ‘right’ content box – insert a picture relating to ANY workstyle(s) listed on this slide
128.
Animations -- You decide
129.
Click PLAY

Slide #8
130.
Insert/Home -- New Slide -- Comparison or Title &4 Content
131.
Click to add title -- Times New Roman -- 40 -- Bold -- ANY color

132.
Turn Caps Lock ON and type:  TOOLS and TECHNOLOGY
133.
Animations -- You decide
134.
Click small ‘left’ content box where it says: Click to add text
135.
Select -- Times New Roman -- Bold -- 20 -- ANY color 

136.
Make sure Caps Lock is still ON and type  TOOLS
137.
Animations -- You decide
138.
Click the beg ‘left’ content box and type: all of the tools required for this selected career
139.
Click in the small ‘right’ content box and type: TECHNOLOGY
140.
Animations -- You decide
141.
Click in the big ‘right’ content box and type: al of the technology requirements for this selected career
142.
Animations -- You decide
143.
Click PLAY


Slide #9
144.
Insert/Home -- New Slide drop-arrow -- Blank

145.
Insert -- WordArt drop -- select ANY style (a box should appear on your slide)
146.
Format the WordArt with shape size, font, line color, line/dash weight, and colors of your choice
147.
Turn Caps Lock ON and type: YOUR CAREER TITLE
148.
Adjust size so that WordArt is big and centered nicely on slide #9
149.
Add animations
150.
Add ANY Exit effect

151.
Add another Entrance effect

152.
Insert/Apply a hyperlink: hyperlink your WordArt on slide 9 to the Web site: http://www.careervoyages.gov
153.
Click PLAY

154.
Spell-check

155.
Go to Slide #1 -- click title box
156.
Insert/Apply a hyperlink to your career report document
157.
Double-check to make sure that you have…

*9 slides in your presentation

*inserted the correct slide layout for each slide


*inserted sounds at different destinations throughout the presentation


*applied transitionto each slide


*the entire presentation on a timer (do not have mouse-click any contents of your presentation)


*pictures/clips/objects neatly positioned on each slide (not covering any other text or objects on the slide)


*utilized capitalization, punctuation, grammar and spelling correctly.


*added custom animations/effects to contents of every slide in the presentation


*inserted, formated and positioned pictures from Clip Art

*copied, pasted, and positioned specified pictures from the Internet


*inserted, formatted, and positioned WordArt for slide #9

*inserted and tested hyperlinks (total of 3)

*spell-checked
158.
Save As -- Powerpoint Presentation 
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