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Introduction

How to Use This Book (cont.)

Components of the Program

Introduction

 • Concise overview of eff ective use of technology in the classroom

 • Brief introduction to software and the 12 featured skills 

 • Description of how to best utilize this product in the classroom

 • Correlation to standards 
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Step-by-Step Directions

Inserting a Text Box
 1. Click Insert on the Menu bar.

 2. Click Text Box.

 3. Click on the page where you want the text box 

to begin and drag the mouse diagonally to 

create the text box.

 4. Type the text you want in the text box.  The box 

will expand to fi t the amount of text you type.

Deleting a Text Box
 1. Click the text you want to delete and a box 

made of diagonal lines appears around the text.

 2. Click anywhere on the diagonal lines and they 

are converted to dots.

 3. Press the Delete key on the keyboard and the 

text box vanishes.

Moving a Text Box
 1. Click on the text that you want to move and 

a box made of diagonal lines appears around 

the text.

 2. Click anywhere on the diagonal lines and they 

are converted to dots.

 3. Click on the dotted box between the open 

squares and hold and drag the text to the new 

location.

Microsoft PowerPoint is a software program used to create visual presentations that can be shared with 

others.  PowerPoint allows you to create slide shows that can be customized and automated complete 

with pictures, diagrams, sounds, and movies.

Using and manipulating text within PowerPoint is an essential skill because most slide shows include text 

to share specifi c information with viewers.

Quick Tip
A text box can be inserted quickly 

by clicking on the 

Text Box button in the 

Drawing toolbar.

Inserting, Deleting, and Moving a Text Box

Summary
 Summary Pages

 • Brief description of new skill(s) being introduced

 • Detailed step-by-step instructions of new skill(s) 

 • Multiple Windows screenshots to help guide instruction and off er 

support (Macintosh screenshots provided on Teacher Resource CD)

 • Quick Tip provides shortcut or alternate way of using application
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Additional Technology 
Skills

 formatting slide layout

 using AutoShapes

 inserting a text box

 adding Clip Art (optional)

 saving and printing work

Materials
 overhead projector

 overhead transparency 

of coins (optional)

 student sample 

(fi lename: coins.ppt)

Teacher Preparation
  No preparation needed.

Procedure
 1. Explain to students that they will show the costs 

of objects and the coins used to pay for the 

objects in PowerPoint.  

 2. Review the skill of counting change.  Write 

a dollar amount on the overhead.  Have a 

student volunteer show or write the correct 

coins needed to make that amount of money.  

(Depending on your students’ skill levels, you 

may show amounts less than one dollar or more 

than one dollar.)

 3. Review diff erent ways to write the same dollar 

amounts.  In the student sample, $0.51 could 

also be written as 51 cents or 51¢.  Practice 

several examples.  Explain to students that they 

will need to use the dollar sign and decimal to 

write their dollar amounts on their slides.  Show 

them where these keys are on the keyboard.

 4. Model for students how to open PowerPoint.  

Then, click Format on the Menu bar.  Click Slide 
Layout…  Choose the Title Only slide layout.  

 5. Type an item and dollar amount in the text box:  

My <item> costs <$amount>.  Demonstrate how 

to change the font style, size, or color of each 

word. 

 6. Show students how to use the AutoShapes 

feature.  Click Insert on the Menu bar.  Choose 

Picture> and then Autoshapes.  Under Basic 

Shapes, pick the oval/circle tool to make a circle 

representing a coin.  

What’s the Price?

Changing Text Appearance

Mathematics
 Grades K–2

Lesson Description 
Students create slides that show 

the prices of common items and 

the coins used to pay for them.

Content Standard
Students count money. 

Technology Skill
Students apply formatting to 

text. 

Procedure Sections

 • Brief description of content-based lesson including content standard 

and technology skills

 • Materials list

 • Suggestions for teacher preparation

 • Detailed step-by-step sequential instructions for teaching the lesson

 • Extension ideas for diff erentiation
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Changing Text Appearance

Science 

Student Directions
 1. Open a new presentation in PowerPoint.  

 2. Click Format on the Menu bar.  Click Slide Layout…
Choose the Bulleted List (Macintosh) or Title and Text 
(Windows) slide layout.

 3. Type your assigned research topic in the title box.  Reformat 

the font size, style, and color.  Click Format on the Menu bar 

and choose Font…

 4. Type two or three facts in the text box.  Each bullet should 

have one fact next to it.  Try to include at least three facts 

related to your research topic.

 5. Change the font size, style, and color of a few keywords in the 

information to give them greater meaning.

 6. Resize and move the text box, if needed.

 7. Add a text box beneath the title.  Click Insert on the Menu 

bar.  Choose Text Box.  Summarize the information in your 

notes in one complete sentence.  

 8. Change the font, size, style, and color of some words in the 

summary to give them greater meaning.

 9. Move the text boxes to place them on the slide where you 

want them.

 10. Save your work.  Your teacher will be using your slide to make 

a class presentation.

Student Directions

 • List of steps for students to use while at the computers

 • Help students complete the activity with little or no guidance
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Assessment Rubric

Changing Text Appearance

Language Arts 

Strong 

(3 Points)

The student’s work 

includes a correctly 

spelled vacation 

destination.

Information related 

to this vacation 

location is clear 

and compelling.

Many diff erent 

fonts, styles, colors, 

and sizes are used.

Text boxes are 

placed so the 

slide is visually 

appealing.

Eff ective 

(2 Points)

The student’s work 

includes a vacation 

destination that 

is slightly spelled 

wrong.  

The slide includes 

information related 

to this vacation 

location.

Some diff erent 

fonts, styles, colors, 

and sizes are used.

Text boxes are 

placed so the 

slide is somewhat 

visually appealing.

Emerging 

(1 Point)

The student’s work 

includes a vacation 

destination that is 

completely spelled 

wrong.

The slide includes 

little information 

related to this 

location.

Few diff erent fonts, 

styles, colors, and 

sizes are used.

Text boxes are not 

separated on the 

slide.

Not Yet 

(0 Points)

The student’s 

work does not 

include a vacation 

destination.

The slide includes 

no information 

related to this 

vacation location.

No diff erent fonts, 

styles, colors, and 

sizes are used.

The layout of the 

slide is not visually 

appealing.

Self Score

Teacher Score

Total Score

Comments:

Rubrics

 • Allow for standardized assessment of student work 

using specifi c criteria and a point grading scale

 • Include space for both teacher and student to assess completed work

 • Blank rubric on the Teacher Resource CD
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Introduction

How to Use This Book (cont.)

Components of the Program (cont.)

Student Samples

	 •	 Provide examples of what each project will look like when completed
	 •	 To be distributed or projected during the lesson to provide 

students with further instruction and guidance

Project-Based Learning Introduction

	 •	 Brief introduction to the project-based learning approach
	 •	 Explanation of how project-based learning fits with technology 

and integrates different subject areas and standards
	 •	 Description of how assessment is a critical piece of this learning process
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Project-Based Learning Activity

 Social Studies
 Grades 3–5

Activity Description 
Students compare several 
aspects of pioneer life to present-
day life and decide which era 
they would live in if given the 
choice.  Their fi ndings, backed 
with reasons, are included in 
PowerPoint presentations.

Content Standard
Students know that pioneer 
farming communities on the 
prairies encountered challenges 
and diffi  culties.

Technology Skills
 starting a new presentation
 saving a picture 

from the Internet
 inserting a picture 

or Clip Art
 creating hyperlinks
 typing text
 saving work

Materials
 nonfi ction books and 

resources on pioneers
 graphic organizer sheet for 

each student 
(p. 185; pioneer.pdf)

 student sample 
(fi lename: pion.ppt) 

Teacher Preparation
 1. Collect nonfi ction resources on pioneers.  Some 

possible sources might include Internet sites 
(a keyword search using pioneers or Oregon Trail 
will yield many sites), social studies textbooks, 
and books from the library.

 2. On chart paper or the overhead, create a chart 
similar to the one below.  You could also use a 
graphic organizer application like Kidspiration 
to list the same information.  Leave some space 
blank for categories that students suggest 
during the discussion.

Pioneer Life Present-Day 
Life

Food

Clothing

School

Recreation

Housework

Procedure

Day One
 1. Ask students what they know about pioneers.  

Have them also share what they want to learn 
about pioneers.  As they give you information, 
begin fi lling in the chart.  Make sure to point 
out the diff erent categories to the students.  
Encourage them to share their ideas about new 
categories.

Pioneer Times or Present Day?

Project-Based Learning Activities

	 •	 Allow students to apply everything they have learned throughout the 	
book to real-life project-based activities

	 •	 Lessons include: activity description, content standard, technology skills, 
materials list, suggested teacher preparation, detailed procedure steps, 	
and extension ideas for differentiation.
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Project-Based Learning Activity

Science  

Homesteading Planets

Name  ____________________________

Mars Venus Neptune

Water

Climate

Atmosphere

Distance from Earth

Surface Features

Similarities to Earth

Di� erences from Earth

 1. Which planet would you choose to colonize?  Why did you choose this planet 
over the other two?  Give speci� cs.

   ________________________________________________________________

   ________________________________________________________________

   ________________________________________________________________

   ________________________________________________________________

 2. On another sheet of paper, describe how you would do the following:
  supply water for your colony
  provide food for your colony
  protect your colony from any harsh environmental conditions
  keep your colony happy and prosperous (recreation, etc.)

Graphic Organizers

	 •	 Included with each project-based learning activity
	 •	 Allow students to organize text and data before entering it into 	

PowerPoint worksheets
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Appendix B

Language Arts Lessons
K–2

One and More
Nursery Rhyme Collection
Flying Rhymes

3–5
Fact or Opinion?
Funny Papers
Say It Like This

6–8
Vacation Hot Spot
Author Study
Change My Mind

Social Studies Lessons
K–2

All in the Family
Folktale Sequencing
My State

3–5
Moving Through Time
Comparing Tribes
My Government
Pioneer Times or Present Day?

6–8
The Votes Are In
Board Approved
Powerful Infl uence

Science Lessons
K–2

Today’s Weather 
Grow a Plant
More Power to You
My Favorite Sense

3–5
Arctic Animal
Mapping the Solar System
Forced Movement
Infl uential Inventions

6–8
Two Ways to Split
A New Way to Save
Eco Trail
Homesteading Planets

Mathematics Lessons
K–2

What’s the Price?
Number Line Up 
The Inside Corner

3–5
Place Value Round Up
Down the Middle
With Certainty

6–8
Spending Spree
Fold Over
Mission: Equations

Content-Area Index

Appendices

	 •	 Works Cited and 	
Other References

	 •	 Content-Area Index
	 •	 Teacher Resource CD Index
	 •	 Learn & Use Series Description

Teacher Resource CD

	 •	 Student Samples
	 •	 Graphic Organizers
	 •	 Data Collection Grids
	 •	 Mac Screenshots
	 •	 Blank Rubric



66 #50022—Using PowerPoint in Your Classroom © Shell Education66

Slide shows that are created with PowerPoint must be organized appropriately so that an audience can 

follow along and understand the information that is presented.  When creating slides, you may want to 

move the order of your slides around as you go.  You also may want to delete or add a slide.  PowerPoint 

has a feature that helps you do this.

The directions below will help you learn to delete and insert a slide.  There are also directions for editing 

the order of the slides in a particular slide show.

Step-by-Step Directions

Inserting a Slide
 1. Click View on the Menu bar.  Click Normal.  In 

that view, click on the slide that will precede the 

inserted slide.

 2. Click Insert on the Menu bar.  Click New Slide.

 3. Choose a slide layout from the Slide Layout 
task pane.

Deleting a Slide
 1. Click Edit on the Menu bar.

 2. Click Delete Slide.

  [Note: You may also change to Normal View.  In 

that view, click the slide you want to delete.  And, 

press the Delete key on the keyboard.]  

Reordering Slides
 1. Click View on the Menu bar.  Click Slide Sorter.  

 2. Click and drag the slide you want to move to 

the correct place.  The slide will be placed to the 

right of the gray line.

Copying Slides
 1. Click View on the Menu bar.  Click Slide Sorter.  

 2. Click the slide you want to copy.  

 3. Click Insert on the Menu bar.  Click Duplicate 
Slide.

Quick Tip
Double-clicking on a slide in 

Slide Sorter view will change 

the view to Normal view 

and allow you to work on the 

selected slide. 

Putting Slides in Order

Summary
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Teacher Preparation
 1. Write one type of transportation on each 

separate note card: train, street car, automobile, 

hot air balloon, zeppelin, bicycle, sailing ship, 

airplane, bus, steamboat, submarine, cable car, 

motorcycle, rocket, space shuttle, hovercraft, 

ambulance, bullet train, diesel truck, and tractor.  

Place the cards in a pocket chart.

 2. Make a set of PowerPoint slides, each stating a 

diff erent mode of transportation.  Exclude the 

years of their invention.  Place these slides in 

random order.

 3. Place students in groups of two or three.

Procedure
 1. Explain to students that they will create slides to 

show the history of transportation.

 2. Ask students to name types of transportation 

that are not included in the pocket chart.  Create 

new cards for their ideas.  Add them to the 

pocket chart.

 3. Assign one mode of transportation to each 

group until all the modes are assigned.  After 

each mode of transportation is assigned, 

each group should choose additional modes 

of transportation so that each group has fi ve 

modes to research.

 4. Allow time for the groups to work at the 

computers.  The fi rst task for each group is to 

make a slide for each mode of transportation on 

its list. 

Moving Through Time

Putting Slides in Order

Social Studies  Grades 3–5

Lesson Description 
Students create slides to show 

the chronological development 

of transportation. 

Content Standard
Students know that diff erent 

forms of transportation have 

developed over time.   

Technology Skill
Students sort and reorder slides.

Additional Technology 
Skills

 inserting slides

 formatting slide layout

 inserting, moving, and 

resizing a text box

 changing text appearance

 adding Clip Art

 changing backgrounds 

 saving and printing work

Materials
 note cards

 pocket chart

 transportation reference 

materials, encyclopedias, 

and/or online research tools 

 student sample 

(fi lename: transp.ppt)

 overhead projector
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Extension Idea
Have students complete similar slide 

shows for any number of chronological 

events related to topics of study (wars, 

famous people, expansion, specifi c 

eras, personal growth, etc.).

Procedure (cont.)

 5. Tell students how and where to save 

their projects.

 6. Allow the groups time to research 

their modes of transportation.  They 

should fi nd the year of each mode’s 

invention or the year of its initial 

journey.  

 7. Use the slides started in Teacher 

Preparation Step 2.  Review how to 

add a text box.  (See page 14.)  Type 

the years of the inventions on each 

slide.  Move the text boxes to desirable 

locations on the slides.  

 8. Demonstrate how to change the view 

to Slide Sorter and move the slides to 

show them in order by the year they 

were invented.  (See page 66.)

 9. Demonstrate how to add a Title 
Only slide at the beginning of the 

presentation.  Type Transportation Time 

Line, Moving Through Time, or another 

suitable title the class suggests.

 10. Review how to change font size and 

style.  (See page 27.)  Change the text 

to better suit the slide.

 11. Add Clip Art.  (See page 40.)  Change 

the slides’ backgrounds, if desired.  

(See page 53.)

 12. You may want to show students the 

sample (fi lename: transp.ppt) found on 

the Teacher Resource CD before they 

begin working.  This fi nished sample 

can give students ideas about how to 

format their own slides.

 13. Tell students how and where to save 

their fi nished work.   

 14. Give groups suffi  cient time to 

complete this activity.  When all the 

groups have completed their slides, 

have them share their work.

 15. Use the rubric provided on page 74 to 

assess this lesson. 

Putting Slides in Order

Social Studies  Grades 3–5
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Student Directions
 1. Open a new presentation in PowerPoint.  

 2. Click Format on the Menu bar.  Click Slide Layout… 

Choose a Title Only slide.

 3. Type a mode of transportation in the title box.  

 4. Add Clip Art to support this mode of transportation. 

 Click Insert on the Menu bar.  Choose Picture> and 

then Clip Art…

 5. Insert four additional slides.  Type a diff erent mode of 

transportation in each title box.  Add a Clip Art image to 

each slide.

 6. Insert a new text box on each slide.  Click Insert on the 

Menu bar.  Choose Text Box.  In those text boxes, type the 

year each mode of transportation was invented.

 7. Click View on the Menu bar.  Choose Slide Sorter.  Your 

job is to move the slides into the correct order, like a time 

line.  Click and drag the slides to the correct places.

 8. Insert a new Title Slide at the beginning of the 

presentation.  Type a title for this project.  Include each 

team member’s name.

 9. Change the font sizes and styles.  Move the text boxes to 

better locations on the slides.

 10. Check your work.  Use the Slide Sorter view.  Your slides 

should be in chronological order with the title slide at the 

beginning.

 11. Save your work.

Putting Slides in Order

Social Studies 
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Assessment Rubric

Putting Slides in Order

Social Studies 

Strong 

(3 Points)

The project 

includes at least 

fi ve modes of 

transportation and 

a title slide.

All of the slides 

show the correct 

years of the 

inventions.

All transportation 

slides are in 

chronological 

order.

Text boxes and 

font sizes are 

appropriate for the 

slide layout.

Eff ective 

(2 Points)

The project 

includes three 

or four modes of 

transportation.

Some of the 

slides show the 

correct years of the 

inventions.

Some 

transportation 

slides are in 

chronological 

order.

Text boxes and 

font sizes are 

mostly appropriate 

for the slide layout.

Emerging 

(1 Point)

The project 

includes two 

modes of 

transportation.

Few of the slides 

show the correct 

years of the 

inventions.

Few transportation 

slides are in 

chronological 

order.

Text boxes and font 

sizes are somewhat 

appropriate for the 

slide layout.

Not Yet 

(0 Points)

The project 

includes one 

or no modes of 

transportation.

The slides do not 

show the years of 

the inventions.

The transportation 

slides are not in 

chronological 

order.

Text boxes and 

font sizes are not 

appropriate for the 

slide layout.

Self Score

Teacher Score

Total Score

Comments:




