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Microsoft PowerPoint Exercise #4: Cropping Web Site Slides
All groups by now should have at least four PowerPoint slides of their favorite website saved to their floppy disk.  As I’m sure you’ve already noticed, the images themselves don’t fit neatly on the slide.  Today’s exercise will focus on how to modify the images so that they do.  This is done typically through the use of the cropping tool.  It can be found on the picture toolbar and it looks like 
[image: image1].  When you use it, parts of the picture are not altered but rather masked or covered up so the viewer can only see the part you wish them to see.  Today, you will load your presentation and determine what the most important feature is on each slide.  Then you will practice using the cropping tool by masking all of the extraneous elements.  The short demonstration on how to do this should make this clear.
1. Divide into your small groups.

2. After booting and logging on to the system, click the Start button.

3. Select Programs.

4. Launch Microsoft PowerPoint.
5. Open your PowerPoint project.

6. Watch and listen carefully to your teacher’s demonstration.

7. Begin by going to the first slide in your project.

8. If the Picture toolbar isn’t already displayed, point to the Toolbars command on the View menu.  If the Picture selection on the submenu is not checked, click Picture.  The Picture toolbar should now appear.
9. Click anywhere on the slide to select it.  You will notice that the controls on the Picture toolbar are now active instead of grayed out.

10. Decide as a group what the most important element is on this slide that you want your audience to see.

11. Click the cropping tool on the Picture toolbar.

12. Crop the image in the manner shown in the demonstration.  While you are dragging, a dotted outline appears to show you the area that will remain after cropping.  Your cursor will also turn into a constraint pointer indicating the direction you are cropping.
13. Position the image in the center of the slide.

14. Save your project to your floppy diskette.  As a rule, you should save every 10 minutes.  In this way, if the power fails, you only stand to lose 10 minutes of work at most.

15. Use the remainder of the class period to do the same with the rest of the slides in your project allowing each member of your group to crop and center at least one slide.

16. Call your teacher for a grade.

