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	What should I already know?
	
	Key Learning Facts
	
	Vocabulary

	· type with two hands, shift/space/enter, undo/redo

· make text bold/italic/underlined,

·  save work in a folder

·  edit text using backspace/delete/arrow keys, format text, select single words
	
	Revise skills from previous unit and learn to create folders
Learn that a presentation is a collection of individual slides that contain information on a topic.

Explore different PowerPoint presentations

Learn about the features of a presentation: 

You can see all of your slides down the left-hand side of your screen.

When you click on one of the small versions of your slides it shows you that slide in full screen. 

You can add and format text in the same way you do using word processing programs
Organise ideas for a presentation

Create a simple presentation with text

Add and format an image

Reorder slides and present a presentation
Save presentation to a named folder


	
	· background:   The background in PowerPoint is everything that is behind the text and images
· font:  The design on the words – how they look on the screen
· image:  An image in a picture

· insert:  Place something (e.g. an image or a text box) into a presentation.
· presentation: Software that allows you to create slide shows to present information and images

· slide: A slide is a single page in a PowerPoint presentation.

· text box:  A box that you can input a slide and add words to.
· template - a preset format for a document or file
· WWW - World Wide Web

· Software - the programs and other operating information used by a computer.


	What will I know by the end of the unit?
	
	
	
	· 

	• Insert slides, add and type in a text box

• Create folders.

• Print files.

• Add images.

• Format text and text boxes.

   • Save files in an organised folder structure.

• Search for files on the computer.

• Set windows side by side.

• Format text boxes and images.

• Reorder slides and present their presentation.
	
	
	
	· 


