 PowerPoint 2013: In Practice (Chapters 4-7)
Integrated PowerPoint Project 3
For this project, you complete a presentation by Hamilton Civic Center about the summer swim team. You work with shapes, create motion-path animation, hyperlinks, and action buttons. You also insert comments, create a video, upload files to a SkyDrive folder, and edit a file using PowerPoint Web App.
[Student Learning Outcomes PowerPoint 4.1, 4.2, 4.5, 5.1, 5.2, 5.5, 6.1, 6.5, 7.3, 7.5, 7.7]
Files Needed: SummerSwimTeam.pptx, NationalSwimMeets.pptx, and SampleRecordTimes.xlsx
Completed Project File Names: [your initials] PowerPoint Integrated Project 3a, PowerPoint Integrated Project 3b.png, and PowerPointIntegratedProject3c.mpg
Skills Covered in this Project
Open and save a presentation.
Flip and rotate shapes.
Use adjustment handles to change a shape.
Merge shapes.
Save grouped shapes as a picture.
Crop a picture to a shape.
Create a motion-path animation.
Add hyperlinks and action buttons
Add sound to an animation.
Use multiple windows to copy and paste slides.
Link an object.
Insert comments.
Create a presentation video.
Create a OneDrive folder.
Upload a file to OneDrive.
Edit a presentation using PowerPoint Online.
Share a PowerPoint Online file. 

1. Open the SummerSwimTeam presentation from your student files.
2. Save this presentation as [your initials] PowerPoint Integrated 3a.
3. Flip and rotate shapes.
a. Display slide 2.
b. Rotate the “Indoor” arrow and move the arrow so it points to the lower portion of the left picture.
c. Select the “Outdoor” arrow, click Rotate, and choose Flip Horizontal. Move this arrow up and rotate it to point to the top of the right picture.


4. Use adjustment handles to change a shape. Figure 1 Slide 7 with edit points adjusted

a. Display slide 7 and select the rectangle behind the text.
b. Click Edit Shape and then select Edit Points.
c. Use the handles on all four corners to make the lines curve in an interesting way so the shape is no longer rectangular. Adjust the point positions as needed (Figure 1).
5. Merge shapes.
a. Display slide 1.
b. Draw a rectangle shape (Height 7.5" and Width 5") using the default color. Align the shape with the left of the slide.Figure 2 Slide 5 with merged shapes

c. Draw a circle shape (Height 7.5" and Width 7.5") using the default color. Move it over the rectangular shape about 1" from the left edge of the slide.
d. Align the shapes to the top of the slide. 
e. Select the two shapes, click the Merge Shape button, and choose Combine.
f. Change the Shape Outline to No Outline.
g. Apply the Intense Effect – Aqua, Accent 1 shape style (Figure 2).
6. Save grouped shapes as a picture and insert the picture on a slide. 
a. Display slide 12 and select the shapes (two arrows, text, swimmer, and logo) and group them.
b. Right-click and choose Save as Picture.
c. Select your storage location, name the picture [your initials] PowerPoint Integrated 3b using the .png file type, and save it. Figure 3 Slide 5 with inserted picture and background hidden

d. Display slide 1 and insert the [your initials] PowerPoint Integrated 3b picture.
e. Increase its size (Height 5" and the Width will automatically adjust).
f. Position the picture so the arrow covers the title and subtitle text and extends past the circle.
g. Right-click the background, select Format Background, and select Hide background graphics (Figure 3).
7. Crop a picture to a shape.
a. Display slide 10 and select the picture of a girl swimming.
b. Click Crop, Crop to Shape, and choose the Pentagon shape (Block Arrows category).
c. Align the picture on the left.
d. [bookmark: _GoBack]Move the title text down beside t he point on the right of the picture. Increase the font size to 60 pt.
8. Create a Motion-Path animation with a sound effect.					
a. Display slide 11 and select Hide background graphics. 
b. Close the Format Background pane.
c. Resize the title placeholder to fit the text then move the title below the picture of water on the right.
d. Change the Zoom to about 60% so you can use the space outside the slide.
e. Select the swimmer shape and move it to the left beside the rectangular picture of water.
f. Display the Animations gallery, choose More Motion Paths, and select S Curve 1 animation effect (Lines-Curves category).Figure 4 Slide 11 with animation applied to swimmer

g. Increase the width of the animation area by dragging the right center sizing handle so the end position of the swimmer is on the right of the slide. 
h. Change the Duration to 05:00 and the Start to After Previous. 
i. Click the launcher to open the S Curve 1 dialog box.
j. Click the Sound list box arrow and scroll down to select the Applause sound. Close the dialog box.
k. Preview the animation to be sure the swimmer enters the slide and stops before exiting the slide. 
9. Add hyperlinks to shapes.
a. Display slide 1 and select the three shapes on the right. Click Bring to Front and then move them over the merged shape on the lower left of the slide.
b. Select each shape (not the text) and insert a hyperlink to the following slides:
Shape	Hyperlink
Facilities	Slide 2. Our Facilities
Training	Slide 5. Summer Swim Team
National Meets	Slide 8. National Swim Meets
10.  Create action buttons.
a. Display Slide Master view and select the first Slide Master layout.
b. Resize the page number placeholder (Width 1") to create space for action buttons on the lower right of the slide.
c. Insert three Action Button shapes and create hyperlinks to the slides as follows:
Action Button 	Hyperlink
Home		First Slide
Next		Next Slide
Previous	Previous Slide
d. Select the three buttons and change their size (Height and Width .5").
e. Align the action buttons with each other and position them on the lower right of the slide.
f. Close Slide Master view.
11. Use multiple windows to copy and paste slides.					
a. Maximize your PowerPoint window. 
b. Open a second presentation, NationalSwimMeets.
c. Make [your initials] PowerPoint Integrated 3 active and then click Arrange All so the two windows are displayed.
d. In each window, change to Slide Sorter view and change the Zoom to 60%.
e. Copy slides 2-4 in the NationalSwimMeets presentation.
f. Paste the copied slides after slide 8 in the [your initials] PowerPoint Integrated 3a presentation.
g. Close the NationalSwimMeets presentation.
h. Maximize your PowerPoint window and double click slide 11 to open it in Normal view.
12. Link an object.
a. Open Excel and open the file SampleRecordTimes.
b. Select and copy the column chart. 
c. Go to PowerPoint and select slide 11. 
d. Open the Paste Special dialog box.
e. Select Paste link and select Microsoft Excel Chart Object. Click OK.
f. Increase the chart size (Height 5") and position it so the action buttons are visible.
g. Go to Excel and use the Chart Elements button beside the chart to remove the Chart Title, the Data Labels, and the Legend. Insert a Data Table. 
h. Save the Excel file and your chart in PowerPoint is updated. (If your PowerPoint chart does not change, select Update Link from the shortcut menu.)
i. Close the Excel file and close Excel.
13. Break the link to an object.
a. Click the File tab and select the Info button.
b. Open the Links dialog box and break the link to the SampleRecordsTimes file.
c. Close the Links dialog box.
14. Apply the Peel Off transition with the Right effect options to all slides.
15. Delete slide 15.
16. Insert comments.
a. Display slide 10, click the New Comment button. 
b. In the Comments pane, type Time standards for many other events and age groups are shown on the usaswimming.org site.
c. Repeat to type the following comment on slide 11: Record times for many other events and age groups are shown on the usaswimming.org site.
17. Save the presentation.


18. Create a presentation video.							
a. Click the File tab, choose Export, and select Create a Video.
b. Choose the Internet & DVD quality options.
c. Choose Don’t Use Recorded Timings and Narrations.
d. For Seconds to spend on each slide, type 4:00 seconds.
e. Click Create Video. 
f. Change the file name to [your initials] PowerPoint Integrated 3c. The file type is MPEG-4 Video. Click Save.
g. Test the video by adding a temporary slide at the end of the presentation. Insert and play the video. When the video is complete, delete the slide.
19. Close the presentation.
20. Create a OneDrive folder.
a. Open an Internet browser window and log in to your SkyDrive account.
b. Create a folder named PowerPoint Integrated Project 3.
21. Upload files to OneDrive.
a. Open the PowerPoint Integrated Project 3 folder.
b. Click the Upload button.
c. Select the [your initials] PowerPoint Integrated 3a from your solution files and click Open.
d. When this file is uploaded, repeat this process to upload [your initials] PowerPoint Integrated 3b and [your initials] PowerPoint Integrated 3c.
22. Edit a presentation using PowerPoint Online.
a. Click the [your initials] PowerPoint Integrated 3a to open it in read-only mode in PowerPoint Web App.
b. Click the Edit Presentation button and select Edit in PowerPoint Online.
c. Display slide 13, and add a new slide with the Blank layout.
d. Click the SmartArt button and select the Basic Process layout.
e. Type three bulleted items: Learn, Train, and Compete so the text appears on the shapes.
f. Increase the size of the SmartArt frame so the shapes and text are bigger and easier to read.
23. Share a PowerPoint Online file.
a. Click Share and then select Invite people.
b. Type your instructor’s email address in the To area.
c. Type a brief message in the body area.
d. Change to Recipients can only view and Recipients don’t need a Microsoft account.
e. Click Share to send the sharing email to your instructor.
f. Click Close.
24. Sign out of OneDrive.


Figure 4 PowerPoint Project 3 completed
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