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Microsoft PowerPoint Exercise #6: Creating Paragraph Text
In the last exercise, you learned how to create titles for your slides.  Titles give the audience a summary of the content for the respective slide.  Paragraph text, on the other hand is much more specific.  It serves to highlight specific points which are crucial to the message of the particular slide.  It typically appears in bulleted form inside boxes called text objects.  In today’s exercise, your group must create at least 4 bulleted paragraph text items for each slide.  In doing so, think about what the most important points are in the slide which you want your audience to pay particular attention to.  These points will become parts of your paragraph text.
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 opening your PowerPoint file and going to the first slide in your project.

8. The Drawing toolbar should be displayed along the bottom edge of the screen.  If it is not, click the View menu and point your cursor to the Toolbars submenu.  Click Drawing.

9. You should insert your paragraph text along the bottom edge of each slide.  To do this, click on the text box control in the Drawing toolbar.  It’s located immediately to the right of the oval control.

10. The cursor should now resemble an upside down “t”.  Position it about an inch or so beneath your image on the left side of the slide.

11. Click and while holding the left mouse button down, drag the mouse to the right hand side of the slide as shown in the demonstration.  If done properly, a text box should appear with the insertion point blinking at the left hand edge of the box.

12. With the insertion bar blinking in the text box, click the bullet button on the formatting toolbar. A bullet will now appear to the left of the insertion point.

13. As a group, come to a consensus on what the first bullet item for this slide will be and type it in the text box.

14. Press <ENTER>.  As in the previous exercise, consider the textual properties of each bullet and feel free to experiment.  These things are triggered as they are in Word.
15. After the group feels that each bullet on the slide is properly inserted and formatted, 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 insert and format at least four bullets for at least one slide.

16. After each slide contains at least four bullet items, call your teacher for a grade.

