PowerPoint 2013: In Practice (Chapters 4-7)
Integrated PowerPoint Project 4
For this project, you complete a presentation by Placer Hills Real Estate to help clients decide if they want to buy a condo instead of a single-family home. You create a custom background, insert a Screen Clipping, add animation effects, apply animation, insert and format a video, and use various techniques to develop content and prepare the presentation for viewing by others.
[Student Learning Outcomes PowerPoint 4.3, 4.4, 4.5, 5.1, 5.3, 5.4, 5.6, 6.1, 6.2, 6.3, 6.4, 7.1, 7.2, 7.3]
Files Needed: Background.png, CondoLiving.pptx, CondoFlyer.pdf, CondoInfo.docx, CondoVideo.mp4, and RedRockRidge.png
Completed Project File Names: [your initials] PowerPoint Integrated Project 4a.pptx, and [your initials] PowerPoint Integrated Project 4b.jpg
Skills Covered in this Project
Open and save a presentation.
Create a custom theme by using Slide Masters to change background graphics and fonts. 
Insert a Screen Clipping.
Apply Artistic Effects to a picture.
Animate a list and dim text.
Animate a SmartArt graphic.
Insert a video file.
Adjust video playback settings.
Format a video object.
Optimize and compress media.
Create slides from a Word outline.
Replace text.
Create custom slide shows.
Inspect a presentation.
Check Accessibility.
Mark a presentation as final.
Save a slide as a picture. 

1. Open the CondoLiving presentation from your student files.
2. Save this presentation as [your initials] PowerPoint Integrated Project 4a.
3. Change background graphics using Slide Masters.
a. Go to Slide Master view and select the first layout.
b. Click Background Styles and select Format Background.
c. Select Picture or texture fill.
d. Locate your student files, select Background, and insert it.
e. Apply this picture to all slides. 
4. Change colors and reposition a slide object using Slide Masters.
a. Click the Colors button and choose the Paper color theme.
b. Select the first layout again and then select the rectangle behind the title placeholder.
c. Use the Format Shape pane to change the four gradient stops to the following colors going from left to right:
Stop 1	Dark Green, Background 2, Darker 25%
Stop 2	Dark Green, Background 2
Stop 3	Dark Green, Background 2, Lighter 40% 
Stop 4	Dark Green, Background 2, Lighter 40% and Transparency 100%
d. Check Rotate with shape on the Format Shape pane.
e. Duplicate this rectangle and make the following changes:
· Change the size (Height .5" and Width 7.5".)
· Select Rotate Left 90o. Choose Align Left, Align Top, and Send to Back.
· Change the Font Size to 18 pt. the Font Color to White, Text 1, and choose Align Left.
· Type the text Placer Hills Real Estate and this text will appear at the bottom of the rotated shape. Figure 1 Slide Master first layout with rotated shape and text

f. Change the title placeholder Font Color to White, Text 1.
g. Select the bulleted text placeholder and change the color for all bullets to Dark Green, Background 2, Darker 25%. Change the Font Color to Black, Background 1 (Figure 1).
h. Select the rotated shape, “Placer Hills Real Estate,” and copy it. Paste this shape on the Title Slide layout and the Section Header layout.
i. Select the Title Slide layout and change the subtitle Font Color to Dark Green, Background 2, Darker 25%. Repeat to change the subtitle on the Section Header layout.
5. Create new theme fonts using Slide Masters.
a. Click the Fonts button and choose the Candara font pair.
b. Select the first layout again and select the title placeholder. Apply the following Shadow Text Effects using the Format Shape pane.
Presets	Shadow, Offset Diagonal Bottom Right  
Transparency	30%
Blur	5 pt
Distance	5 pt
c. Close Slide Master view. Figure 2 Slide 1 with new background, color, and font changes

d. Close the Format Shape pane.
6. Select slide 1 and change the Fill Color for the three shapes (“Pros & Cons,” “Features,” and “Summary”) to Dark Green, Background 2, Darker 50% (Figure 2). 


7. Create slides from a Word outline.							
a. Select slide 7, click the New Slide list arrow, and select Slides from Outline.
b. Locate your student files and insert CondoInfo. Two slides are created.
c. Select slides 8 and 9, apply the Title and Content layout, and click Reset to update the font.
d. Move slide 8, “Terms to Know,” after slide 1.
8. Replace words.
a. Select slide 1 and click the Replace button.
b. In the Find What box, type CL; in the Replace with box, type Condo Living.
c. Select Match case and Find whole words only.
d. Click Replace All and four replacements are made. Close the dialog boxes.
9. Animate a list and dim text.   							
a. Display slide 4 and select the bulleted list placeholder.
b. Apply the Fly In Entrance effect. 
c. Change Effect Options to From Bottom-Right.
d. Change the Start to After Previous and the Duration to 01:00. 
e. Click the launcher to open the Fly In dialog box. Change the After animation effect to a gray color (last color on the right).
f. Close the dialog box.
g. Use the Animation Painter to copy this animation and apply it to the lists on slides 5, 6, and 7.
h. If the animation numbers do not appear as 0 on these slides, reset the Start to After Previous so the text appears automatically.
10. Animate a SmartArt graphic.
a. Display slide 13 and select the SmartArt graphic.
b. Apply the Grow & Turn Entrance effect with One by One Effect Options.
c. Change the Start to After Previous and the Duration to 00:50.
11. Apply Artistic Effects to a picture and apply animation.
a. Display slide 16 and select the picture.
b. Duplicate the picture and position the second picture over the original picture.
c. Select the top picture, click the Artistic Effects button, and choose Photocopy (the second effect on the last row).
d. Apply the Fade Exit animation effect.
e. Change the Start to After Previous and the Duration to 03:00. 
12. Insert a Screen Clipping.
a. Open Microsoft Word and open the CondoFlyer document. 
b. Adjust the View percentage so you can see the entire page.
Note: If your nonprinting characters appear, click Show/Hide to turn them off. 
Note: If a wavy blue line appears below “Open House,” you can temporarily remove it by changing your Proofing Options. Deselect Mark grammar errors as you type. 


c. Open PowerPoint and select slide 14.
d. Click the Screenshot button and select Screen Clipping. Capture all of the flyer except the white margin spacing on the sides.Figure 3 Slide 14 with flyer screen clipping inserted

e. Select the flyer screen clipping and increase the Height to 7" and the Width will automatically adjust.
f. Apply the Drop Shadow Rectangle Picture Style.
g. Move the flyer screen clipping to the right (Figure 3). 
Note: If you changed the Proofing Options in Microsoft Word, restore the option you removed.
h. Close Microsoft Word. 
13. Insert a video file.
a. Display slide 15 and insert the video CondoVideo from your student files.   
b. Center the video on the light green area of the slide.  
14. Adjust video settings on the Video Tools Playback tab.   
a. Select the video object.
b. Change Start to Automatically. 
c. Choose Rewind after Playing.
d. Use Trim to remove seconds from the beginning and end of the video. Move the Start Time to approximately 00:10.100 and the End Time to approximately 01:24.600.
15. Create video bookmarks and control animation with triggers.
a. Insert a text box in the upper left corner of the video. Type Red Rock Ridge Unit 8. Change the Font Size to 20 pt. and apply bold. Change the Font Color to Dark Green, Background 2 and the Shape Fill to Light Yellow, Text 2. 
b. Add two bookmarks (approximate positions of 00:02.00 and 00:18.21 on the video timeline).
c. Select the text box and apply a Fly In Entrance animation effect with From Bottom-Right Effect Option. Start should be On Click. 
d. Click the Add Animation button and then apply a Fly Out Exit animation effect with the To Bottom-Right Effect Option.
e. Open the Animation Pane. The CondoVideo should be at the top of the list. Start should be After Previous.
f. Delete the Trigger listed for the CondoVideo.
g. Add a Trigger to make the TextBox Entrance effect appear on Bookmark 1. Repeat to make the TextBox Exit effect appear on Bookmark 2. 
h. Close the Animation Pane.
16. Format a video object with options on the Video Tools Format tab. 
a. Select the video object. 
b. Move the playhead anywhere on the video timeline so you can see a black line across the top of the video. Use Crop to remove this line.

c. Click the Poster Frame button and select Image from File.
d. Locate your student files and insert RedRockRidge. Figure 4 Slide 15 with video, text box animated, and poster frame

e. Apply the Drop Shadow Rectangle Video Style. 
f. Adjust the position of the text box so it aligns with the top and left of the video. Increase its size slightly so the text behind it is covered (Figure 4).
g. Test the video in Slide Show view.



17. Change the Font Color to Black, Background 1 for the web addresses at the bottom of slides 4, 5, 7, and 13.
18. Click the File tab, choose Compress Media, and select Presentation Quality.
19. Create custom slide shows and insert hyperlinks to start the shows. 
a. Create three custom shows using the following names and slides:
Pros & Cons 	slides 3-7
Features 	slides 8-11
Summary	slides 12-16
b. Create hyperlinks on slide 1 from the three named shapes to each respective custom show. Select Show and return so each custom show returns to the first slide.
20. Inspect a presentation.								
a. Click the File tab, choose Check for Issues, and select Inspect Document.
b. Deselect the Document Properties and Personal Information check box.
c. Click Inspect.
d. Examine the results then close the dialog box.
21. Check Accessibility and add Alt Text.  
a. Click the File tab, click Check for Issues, and select Check Accessibility.
b. Several slides already have Alt Text for pictures and other objects, but the Accessibility Checker pane shows five items that are missing Alt Text on slides 13, 15, and 16.
c. Select the first listed item, “Picture 5 (Slide 13),” and that slide is displayed with the picture selected.
d. Right-click the picture and choose Format Picture to open the Format Pane.
e. Click the Size & Properties tab and click the Alt Text option to open areas to enter the Title and Description. 


f. Type the title and descriptive text from the following table or each item missing Alt Text except the last one which is a picture duplicate, “Slide 16, Picture 4.”

	Slide
	Item
	Title Text
	Description Text

	13
	Picture 5
	Living room
	Picture of a modern living room.

	13
	Content Placeholder 4
	Factors
	Diagram listing factors to consider when buying a condo.

	15
	CondoVideo
	Condo example
	Video of Red Rock Ridge Unit 8

	16
	Picture 1
	Sold
	Picture of a family with a sold sign for their first condo.



g. Close the Format pane.
22. Adjust Reading Order for items listed in the Accessibility Checker pane.
a. Scroll down to see items listed and select Slide 1 in the list.
b. Click Select [Home tab] and then choose Selection Pane. In the Selection Pane, each slide object is listed and the order is important because reading with an assistive device occurs from the bottom up.
c. The reading order on several slides has already been adjusted. Change the reading order for two slides as follows:

	Slide 1
	Slide 13

	Round Diagonal Corner Rectangle 5
Round Diagonal Corner Rectangle 12
Round Diagonal Corner Rectangle 11
Subtitle 2
Title 1
	Rectangle 3
Picture 5
Content Placeholder 4
Title 1



d. Close the Selection pane and the Accessibility Checker pane. 
23. Save a slide as a picture.
a. Select slide 13.
b. Click the File tab, choose Export, and select Change File Type.
c. Select JPEG File Interchange Format and then click the Save As button.
d. Locate your storage location, type the file name [your initials] PowerPoint Integrated Project 4b, and click Save.
e. Click Just This One to save only the current slide.
24. Apply the Gallery transition to all slides.
25. Mark a presentation as final.
a. Click the File tab, click the Protect Presentation button, and select Mark as Final.
b. In the dialog box that indicates the presentation is marked as final, click OK.
c. If another message appears, click OK again. The PowerPoint Integrated Project 4a presentation is automatically saved.
26. [bookmark: _GoBack] Close the presentation.
Figure 5 PowerPoint Project 4 completed
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