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Microsoft PowerPoint Exercise #5: Creating Title Text
In the last two exercises, you learned how to insert web pages in your slides and how to mask extraneous elements.  Images of web pages, however, do little for presentations by themselves.  As you create a presentation, you will need to add, modify and delete text to fine tune your message.  In this exercise, you will create title for each of your slides your group created previously.  Each group member will take turns doing this, one slide at a time.  By the time you finish this exercise, each slide in your project should contain a title in addition to the image.  In upcoming lessons, you will learn how to add and modify paragraph text consisting of a series of bullets which appear below the title and juxtaposed with the image.  The purpose is to outline the major points in the slide.
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. 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 title along the top 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 in the upper left corner of the slide in the slide pane.

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

12. As a group, come to a consensus on a title for this slide and type it in the text box.  Be sure to consider the textual properties of the title: boldfacing, underlining, alignment, font color, size and so forth.  These things are triggered as they are in Word.
13. After the group feels that the title 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 titles for at least one slide.

14. Call your teacher for a grade.

