CBOT 457 AA Presentation Software:  PowerPoint

Name:  __________________________________
Fall 2007; Tues. & Thurs. 11:10 – 12:30 pm


Instructor: Carolyn Jung, Office:  (650) 306-3213 

CRN 87294





E-mail:  jung@smccd.edu
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	Oct. 18, 2007--Thurs.

Introductions.  Review and complete the paperwork.  Go over class rules & procedures, Materials Fee cards, Lab hours, etc.

Windows Tutorial, pgs xx – xxxiv.
Case Study, pgs xxxviii – xl.
Homework 
Do:  No homework today

	Oct. 23—Tues.

Unit 1
Finish Case Study, pgs xxxviii –xl if not completed on Thursday.
Lesson 1—Getting Started in PowerPoint, pages 2 – 21.
Handout:  How to Create a Header or Footer on a:

· slide and on 

· Notes and Handouts.
Note:  Download data files for flash drive.
Homework 
Do:  No homework today

	Oct. 25—Thurs.

Finish Lesson 1—Getting Started in PowerPoint, pages 2 – 21.
Note:  Go over proofreader’s marks in Figure 1-11, on page 24 homework assignment.
Homework—due Tues.
Do:  Ex 1-20, pages 23 -24.  Print as handouts with two slides per page in pure black/white.  Insert a header with your name (Hint:  use the handout on How to Create a Header or Footer).
Do:  Ex 1-21*, pages 24 – 25.  Print slides 1 & 3 only.  Insert your name in the footer on the slide itself.  Due on Thurs. for class presentation.
Do:  Ex 1-22, pages 25 – 26. Insert your name in the header of the handout.
[image: image2.wmf]
Do not forget to record your homework hours on the Lab sheet attached to the back of this packet.

	Oct. 30, 2007—Tues.
Lesson 2—Developing Presentation Text, pages 32 – 58.
Homework—due Thurs.
Do:  Ex 1-29*, page 38.  Insert your name in the header of the handout.  Due on this Thurs. for class presentation.

	Nov. 1—Thurs.

Finish Lesson 2—Developing Presentation Text, pages 32 – 58.

Class presentation of ex 1-21, pg 24 – 25, Ex 1-29, pg 38 on Thurs.

Homework—due Tues.
Do:  Ex 2-28, page 68
Do:  Ex 2-29, page 69
Do:  Ex 2-30, pg 70 – 71

	Nov. 6—Tues.

Lesson 3—Revising Presenta-

tion text, pages 72 – 92.  

Homework—due Thursday
Do:    Ex 2-31*, pg 71 for class presentation on Thursday.
Note:  Do not forget to log in your homework hours on the Lab sheet attached to these handouts.
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	Nov. 8—Thurs.

Finish Lesson 3—Revising Presentation text, pages 72 – 92.  

Class presentation of Ex 2-31, pg 71.
Homework 
Do:  Ex 3-27, pages 102 – 103
Do:  Ex 3-28, pages 103 - 104
Do:  Ex 3-31* OR Ex 3-32*, page 105.  Select either one of your choice.  This assignment is due on Thurs of next week for class presentation.

	Nov. 13—Tues.

Unit 2
Lesson 4—Working with Graphics, pages 112 - 144
Note:  Use a Digital camera and card reader to insert pictures into PowerPoint slides.
Homework 

Do:   Ex 3-29, pages 104 - 105

	Nov. 15—Thurs.

Continue with Lesson 4—Working with Graphics, pages 112 - 144
Class presentation of Ex 3-31 or 3-32.
Homework 
Do:  Ex 4-27, pages 148 – 150
Do:  Ex 4-28, pages 150 - 151
Note:  Do not forget to log in your homework hours on the Lab sheet attached to these handouts.


	Nov. 20—Tues.

Lesson 5—Creating Tables, pages 162 - 186
Homework 
Do:  Ex 4-30*, pages 152 – 153
Do:  Ex 4-34, pages 159 - 160
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Do not forget to fill in your Lab Sheet when you do your homework.


	Nov. 27—Tues.

Lesson 5—Creating Tables, pages 162 - 186
Class presentation of Ex 4-30*, pgs 152 - 153
Homework 
Do:  Ex 5-27, page 195 - 196
Do:  Ex 5-30, pages 199 – 201

	Nov. 29—Thurs.

Lesson 6—Creating Charts—pages 204 – 225.
Homework
Do:  Ex 5-32* OR Ex 5-33* OR Ex 5-34*.  Select any one of these three, pages 202 – 203.
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	Dec. 4—Tues.

Finish Lesson 6—Creating Charts—pages 204 – 225.
Class presentation:  Ex 5-32* OR Ex 5-33* OR Ex 5-34*.
Homework—due Thursday 
Do:  Ex 6-23, pages 234 – 235
Do:  Ex 6-24, pages 236 - 237
Do not forget to fill in your Lab Sheet when you do your homework.
	Dec. 6—Thurs.

Lesson 7—Creating Diagrams with SmartArt Graphics, pages 244 - 269
Homework—due Tuesday 
Do:  Ex 6-26, pages 238 - 240
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Check with the Instructor today before you leave to see if you owe any homework assignments or redo’s.  All homework assignments are due on the deadline date of Dec. 18th.  No assignments will be accepted after Dec. 18th.
	Dec. 11—Tues.

Finish Lesson 7— Creating Diagrams with SmartArt Graphics, pages 244 - 269
Homework—due Thurs.
Do:  Ex 7-20, pages 273 – 274
Do:  Ex 7-21, pages 274 – 276

Do:  Ex 7-23, pages 277 - 278
Do:  Ex 7-26, pages 281 – 282


	Dec. 13—Thurs.

Work on PowerPoint Final Project.
Create a presentation that uses graphics, charts, tables, and SmartArts graphics.  Decide what you project will be.  See Unit applications 2-4 on pages 291 – 292 if you need some ideas.  
1.  Have at least five slides.

2.  Spell check your slides.

3.  In the slide footer; include the text Prepared by [your name]; the slide number (no date) on all slides except the title slide.

4.  In the handout header insert your name, & in the handout footer insert CBOT 457.
5.  Print the presentation handouts with an appropriate number of slides per page.
	Dec. 18—Tues.


Final Exam in PowerPoint Today
Remember to turn in your Lab sheet—it is part of your grade.

	(1)  Remember to turn in your Lab sheet—it is part of your grade.
(2)  Turn in required printed handouts for your final PowerPoint project.
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