PowerPoint - 6th Grade Review 

Order to work:

1. Text

2. Graphics

3. Animation

4. Transition

5. Background

6. Proofread, Edit, Rearrange, etc.
Slides 

· Control +M to get a new slide

· use autolayout

· good balance - equal top and bottom margins, equal left and right margins, not too much white space - see web site
· fill the space

· equal margins

· save often

Text 

· be sure the font is easy to read and is appropriate (sets the correct “mood” for the topic)  Serious, informativie = Times New Roman, Arial, similar fonts vs. Cute, entertaining = Janine, Showcard, and others
· don’t change font or size - it is controlled by the design template (background) - if you use fill effects instead you may make changes after you do the background
· some bullets perhaps

· consistent - sentences or phrases

· be sure to spell check - use F7 key - check your sources for spelling

Graphics

· direction points to text

· balanced with text

· Insert clipart, or from file, or copy and paste from Internet, or copy and paste from another document file - Be sure to site your source

· make sure the graphic is appropriate for the topic (cute vs. factual)

· don’t add too much clipart - it distracts from the informative content

· remove any hyperlinks from graphic

· cite your source (web address and date)

· don’t distort the graphic - it must be factual

Animation

· Title first, then graphic, then remaining text

· not annoying or too slow

· not too much animation

· automatic or not - teacher might decide

· minimal sound - teacher might say no sound

Transition

· not annoying
Do not use: Crawl, Dissolve, Flash Once, Swivel, and any others that are too slow or annoying
· automatic or not - teacher might decide

· minimal sound - teacher might say no sound

Background
· You might apply a design template - they are professional looking - just be careful which one you choose
· keep it pleasant

· Apply to all - be consistent

· Fill effects - two colors - nice

· good contrast between text and background (dark background with light text is nice)
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