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Technology for Teaching English Lab
 1
 Microsoft Power Point 2007
 Both Microsoft Power Point and MS Word 2007 have several common features such as:
 • Creating a new document
 • Opening an existing document
 • Saving a document
 • Closing a document
 Please, refer to MS Word 2007 document to review the above features.
 Contents:
 1. Screen layout
 2. Home Tab
 a. Adding slides
 b. Entering Text
 c. Selecting Text
 d. Formatting Text
 e. Formatting Paragraph
 3. Insert Tab
 a. Text box
 b. Movie
 c. Sound (pronunciation of words)
 4. Design Tab
 a. Themes
 b. Colors
 c. Background Styles
 5. Animation Tab
 a. Slide Transition
 b. Slide Animation
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 1. Screen layout
 Figure(1)
 1. Microsoft Office button 2. Quick Access Toolbar (Please, refer to MS Word 2007 document )
 3. Tabs : There are 7 tabs and each tab contains the following tools:
 Home: Clipboard, Slides, Font, Paragraph, Drawing, and Editing
 Insert: Tables, Illustrations, Links, Text, and Media Clips
 Design: Page Setup, Themes, Background
 Animations: Preview, Animations, Transition to this Slide
 Slide Show: Start Slide Show, Set Up, Monitors
 Review: Proofing, Comments, Protect
 View: Presentation Views, Show/Hide, Zoom, Window, Macros
 4. Slide design Area
 5. Viewing Slide options
 Slide Show
 Slide Sorter
 Normal
 6. Zoom (Please, refer to MS Word 2007 document )
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 2. Home Tab
 Figure(2)
 1. Adding slides:
 To create a new slide from Office Themes:
 • Select the slide immediately BEFORE where you want the new slide
 • Click the New Slide button on the Home tab
 • Click the slide choice that fits your material
 Figure(3)
 To create a slide as a duplicate of a slide in the presentation:
 • Select the slide to duplicate
 • Click the New Slide button on the Home tab
 • Click Duplicate Selected Slides

Page 4
                        

Technology for Teaching English Lab
 4
 Figure(4)
 2. Entering Text To enter text:
 • Select the slide where you want the text
 • Click in a Textbox to add text
 Figure(5)
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 3. Selecting Text To select the text:
 • Highlight the text
 Figure(6)
 4. Formatting Text
 Using features discussed in Word 2007 (Please, refer to MS Word 2007 document )
 Figure(7)
 5. Formatting Paragraph
 Using features discussed in Word 2007 (Please, refer to MS Word 2007 document to
 review)
 Figure(8)
 To add a list to existing text:
 • Select the text you wish to make a list
 • Click the Bulleted or Numbered Lists button
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 To create a new list:
 • Place your cursor where you want the list in the document
 • Click the Bulleted or Numbered Lists button
 • Begin typing
 To change the bullet image and numbering format :
 • Select the entire list to change all the bullets or numbers, or
 Place the cursor on one line within the list to change a single bullet.
 • Click the arrow next to the bulleted or numbered list and choose a bullet or
 numbering style.
 Figure(9)
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 3. Insert Tab In Word 2007, we have discussed how to insert
 1. Table
 2. Picture
 3. Hyperlink
 (Please, refer to MS Word 2007 document)
 Now, we are going to explain how to insert
 4. Text box
 5. Movie
 6. Sound
 Figure(10)
 1. Insert a text box:
 • Select the slide where you want to place the text box
 • On the Insert tab, click Text Box
 Figure(11)
 • Click on the slide and drag the cursor to expand the text box
 Figure(12)
 • Type in the text
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 2. Insert Movie
 • Click the Movie button on the Insert tab
 • Choose Movie from File or Movie from Clip Organizer
 Figure(13)
 3. Insert Sound
 • Click the Audio button on the Insert tab
 • Choose Sound from File, Clip Organizer, Play CD Audio Track, or Record Sound
 Figure (14)
 To edit the audio options:
 • Click the audio icon
 • Click the Format tab
 Figure(15)
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 4. Design Tab
 To choose a design for the presentation:
 • Click Design tab
 • Click the arrow to browse all Themes
 • Choose one of the displayed Themes
 Figure (16)
 To apply new colors to a theme:
 • Click Colors button
 To change the background style of a theme
 • Click the Background Styles button
 Figure(17)
 5. Animation Tab
 1. Add slide transitions:
 • Select the slide that you want to transition
 • Click the Animations tab
 • Choose the appropriate animation
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 Figure(18)
 To adjust slide transitions:
 • Add sound by clicking the arrow next to Transition Sound
 Figure (19)
 • Modify the transition speed by clicking the arrow next to Transition Speed
 Figure (20)
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 To apply the transition to all slides:
 • Click the Apply to All button on the Animations tab
 Figure (21)
 2. Slide Animation To apply an animation effect:
 • Select the object
 • Click the Animations tab
 • Click Custom Animation
 • Click Add Effect
 • Choose the appropriate effect
 Figure (22)
 To preview the animation on a slide:
 • Click the Preview button on the Animations tab
 Figure (23)
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 Lab Task:
 1. Open a new PPP file
 2. Save the file and give it (your name & Activity 1)
 3. Select a suitable design
 4. Create 7 slides
 5. Include the following the information in the 7 slides
 • 1st slide (Title slide): Using Technology to Enhance Student Learning, your name &
 date.
 • 2nd slide: 3 types of educational technologies
 • 3rd slide: 3 advantages of using technology in teaching English
 • 4th slide: 3 disadvantages of using technology in teaching English
 • 5th slide: 2 suggestions to overcome challenges for using technologies
 • 6th slide: insert any picture related to educational technologies
 • 7th slide make a table (3 columns & 4 rows)
 6. Use bullets and numbers for the points above
 7. Modify the font size , color and type.
 8. Make sure the layout is well-formatted.
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