 
Define the terms below so that you can better understand the vocabulary associated with PowerPoint.
PowerPoint:  __________________  __________________ that allows you to create visual demonstrations through the use of slides, handouts, notes, & outlines.
Slide Layout: The ____________________ of all items that make up your slide, such as title, graphics, or text boxes.
To access the Slide Layout Menu:  Go to the _____________ Menu ( Slide Layout.
A task pane will appear with the various types of slides you can use.

Types of slides:

· Title & Text Slides: Slides that use only _______________ to present information

· Content Slides: Slides that use ____________, diagrams, charts, tables, &/or graphics.

· Text & Content Slides: Use both graphics & words to present information

· Other Layout Slides: Include slides used to insert media, organization charts, tables, etc…

Every PowerPoint presentation must begin with a ______________ slide.  This introduces you & the topic of your presentation to your audience.
Slide Design: This is how you choose to “___________________” your presentation.  The design you choose is usually accomplished through colors and patterns working together.

To access the Slide Design Menu:  Go to the _____________ Menu ( Slide Design.

A task pane will appear with the various types of slides you can use.  

*If you choose to download a template from the internet only Office 2003 or earlier templates will work for your presentation.
To Insert a new slide you can:

· Go to the __________ Menu ( New Slide
· Use the shortcut key of Ctrl + M
A text & title slide will automatically appear.   You can use the slide layout function to change this layout.

Custom Animation: Visual effects applied to ___________________ items on the slide such as graphics, titles, or bullets.

· Accessed in the _______________________ menu

· Used on information entering & exiting the slide
· Used for emphasis

· Allows you to add motion to your information

Slide Transitions: Visual _________________ from one slide to another.

· Accessed in the slideshow menu

· Be consistent with your transitions.  

· Don’t use more than one slide transition in your PowerPoint 

(Except in your autobiography assignment)

PowerPoint Rules
1. The _____________ of your slide must match the content you are presenting on that slide.

2. Your Title Font Size should be at least size __________

3. Use a San Serif Font to create your PowerPoint.
a. Arial

b. Verdanda

4. Don’t _________________ every word.

5. Don’t write in complete sentences

6. Don’t use spoken language

a. I don’t like classes that make me read and write a lot

b. They don’t understand the importance of stretching prior to practice.

c. We don’t do that because it is not cool.

7. Don’t have more than ________ bullets on a page

8. Use _________ or less __________ per bullet.

9. Keep your PowerPoint’s simple.  Avoid unnecessary ________________.

a. Keep Custom Animation at a minimum

b. Don’t use lots of motion or sounds

c. Every slide transition should be identical

10. Information should be stationary
11. Music should not be played for ________ or more slides

a. Music should be instrumental if played during your presentation

b. Music with lyrics should be at the end 

12. Avoid using ______________ graphics.

13. No more than ___________ picture per slide

14. Backgrounds

a. Light text on dark backgrounds

b. Dark text on light backgrounds

c. Avoid using pictures & templates with busy backgrounds

15. Your ending should make _______________.
Name:_________________








