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Using PowerPoint in ESLL Grammar
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1. Click the “Start” icon at the bottom left side of the
screen.

2. Go up to programs with the pointer and click on the
Microsoft PowerPoint icon.
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% i Dpen an exisking presentation
5

Maore Files, ..
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™ Don't show this dialog box again

(04 I Cancel |
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3. Select “Blank presentation” on PowerPoint menu and

click “OK.”

New Slide =
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4. Select “Blank Slide” on PowerPoint menu and click

(11 OK.”
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Microsoft PowerPoint - [Presentationl]
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This side of the screen
lists how many slides you
have. This icon means
you have one slide in your
presentation so far.

Click 1o add notes =
E=osw ol =
JD[awv,EGj‘ngtoShapes'\ \I:lo‘|ﬁv£v£v§-_§.e,‘
‘ Slide 1 of 1 | Default Design ’7

The white field on the right represents a single slide. On this side

of the screen you will create a “Slide Show,” “Paste” clip art or
photos, and “Insert” text boxes.

[€] Microsoft PowerPoint - [Presentation1]

== x|
J Fil= Edit View |Jnsert Format Tools Slde Show Window Help  Acrobat =181 x|
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1 Slide Murnber
Date and Time. ..
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Slides From Files. ..

Slides From Gutline. ..

“Insert”
Click “Picture.”

Click to add notes =
E=os =l > -]
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[ slide 1 of 1 [ Defaul: Design
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5. In order to get clip art click on “Insert.” Move pointer down
to Picture and click it.
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Microsoft PowerPoint - [Presentation1] ;Iilil
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Slides from Cutline. ..

ture

=
Text Box ’@ Eriom File. ..

Movies and Sounds 3 @

toshapes

ﬂ Chart... o

1 Tabl &3 [2rganization Chatt
able. ..
Ob_' . Wordart, ..
Obiect. ..

From Scanner or Camera..,

% Hyperlink...  Chrl+E
Microsoft Word Table, ..

Click to add notes =
=R =R =AEl I =
JD[an’EGj autoshapes - ™ O‘@|&v£vév§zﬁ.m,|
| Slide 1 of 1 f | Defaulk Design ,_
start ||| (] & <3 || @Powerpoi/t steps 5-7-02 ... | [E]Microsoft PowerPoint ... ¢ @B BEEY 10w

6. Click on “Clip Art.”
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\ Y

7. Choose category. (e.g. Animals)
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(If you want a more specific category, you can type the category in the space above clip art and then
press enter on your keyboard.)

Type here.

Eid Insert ClipaArt

JSearch far clips: |birds j J [E
Pictures | ::E@ Sounds | bl otion Clipz

Clipz 1 - BO matching birdzs

i
Al

8. Select picture and click on it.
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9. After clicking on the picture, click on the first icon in a
selection window that opens up.

[€] Microsoft PowerPoint - [Presentationi] 15| x]
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The picture will automatically be inserted onto the screen of
your PowerPoint presentation.

EEE
[Ele [ Yew [noert Fgmat ook H’Wﬂﬂ"‘“ﬁ*

DG RE m— = =T

pe e | B Gowoee G -

?E | Swsch o e [Tyme one o mase eord: =l |y @

&) P [4.5«4 | Mot s |
Cips 1- 60 in Cansond.

| } rhﬂum warl is stosed on a diec celled Microsoh Dffice 2000 5011 Disc 7 Please: J

(You might be asked to insert the CD-
ROM disc containing the clip art files
into your CD drive. If so, insert the disc.
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to insert the picture.) e e TS

Fstart||| 1A @ 51 || Bhroeeront steps 5, | B]oscumerti Moo | Tinsest Cliprt J OS2 nam

Technology Workshop 7
ESL/CBET Staff Development Workshops, Division of Adult and Career Education, LAUSD



PowerPoint Screen With Clip Art

Microsoft PowerPoint - [Presentation1] =15 x]
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10. Center the picture by clicking on it and either dragging
it with the mouse or wusing the “control” key
simultaneously with the arrow keys on the keyboard to
move it up or down, left or right. (You do not have to
use the “control key” with the arrow keys to move the
picture; doing so, however, helps to “fine tune” the
move.)
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Creating “Text Boxes”

Microsoft PowerPoint - [Powerpoint slide show [1]] - |E |5|
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Drag

corners to

change size

Click to add notes A
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11. Create a text box above the picture and below it. To do
this, click the “Text Box” icon and move the mouse pointer
over the PowerPoint screen and click on screen and drag
open a text box. Type in the top box the tense and kind of
sentence you want students to learn. In the bottom box type
a sentence in that tense.
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12. Next, copy the first slide by going up to “Insert” menu
and click on “Duplicate Slide.” Then, click on text
boxes to change the tense-and the sentence.

Microsoft PowerPoint - [Pewerpoint slide show [17] _ 8] x|
J File Edit Wiew Insert Format Tools Slide Show Window Help Acrobat = |ﬁ'|i|
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|The duck swam across the lake.
Click to add notes [
E=rcs el 2 [
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13. Change the color of the verb by ‘“/double-clicking” the verb

El vt Prosserosnt - [Pisses kot shede shover [111 =laix]

first to highlight it, and then, clicking gg::;':..:‘r:*;r.*;;ﬁmm e
once on “Font Color” arrow. ‘

A small window will open up with a choice
of colors. Click on the color you want. For a
more color choices, click “More colors.” |

iz N} - -3V

E—— R4 2 g ATEE N

In “More Colors,” click on a color you like; = o s ot iamsss
. . oo |
then, click “OK.” (Pick a bold, easy-to- o

read color.)
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14. *“Slide Transition” is where you set the number of
seconds the student looks at one slide before the slide
presentation goces onto the next slide. (Here you can also add sound and
different kinds of transitions; see step 17.) Five seconds transition time is
adequate. To set the “Slide Transition,” click on *“Slide
Show” and then, click on “Slide Transition.”

8 Microsoft Powerpoint - [Pomerpoin e show [11] 151

J File Edit View Insert Format Tools | Side Show Window Help  Acpobat ;Iilﬂ
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i
Hide Slide _—
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The duck 15 swimming across the lake.
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[ Microsoft PowerPoint - [Powerpoint slide show [11]
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Slide Transition ; 2lx|
Apply to Al |
Cancel |
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15. Click on “Automatically after,” and then, click on top
“arrow” to raise the number of seconds you want for the

“Slide Transition.”
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[€] Microsoft PowerPoint - [Powerpoint slide show [1]] - |5 Ill
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Click to add notes B
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16./ To run the slide show, make sure-the cursor is on slide
one before clicking on the “Slide Show” icon. A big screen of
the first slide will appear and within five seconds the screen
will change to the next slide. The slide show will end on a
black screen. To exit the black screen, click the mouse. (If
you want to advance your slide faster than the pre-set transition
time, just click the mouse.) Now that you have completed one
set of slides, repeat the process for as many images as you
want for your project.

Don't forget to save your workl!
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Adding Sound and Special Effects

soft PowerPoint - [Powerpaint slide show for grammar 6-05-02] = -8 x|
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|The duck is swig ming across the lake

Click to add notes [
E=o=w4| I =
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| Slide 1 of 2 | Default Design
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17. To add sound and special effects click on “Slide
Transition” under the “Slide Show” menu. Then, for
different sound effects, cllck on “Sound” option and
select the sound you TS
want to hear as slides
transition. Decide if you

want to hear the same

sound for all slide T
transitions or if you want —

to hear different sounds e o — :

Hsran '.ﬂaf: \!mwlnﬁjm Iljwm | [Emiceson e | S RAL

for each transition. If
you want all slides to have the same sound, click
“Apply To All;” otherwise just click “Apply” in order
to have a particular sound for a particular slide.
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18. For special visual effects in your slide transitions, click
on the arrow next to the “No Transition” box and
select the visual effect you want for your slide or slides.
As in the sound effects, you can apply the visual effect

to one slide by clicking “Apply” or to all slides by
clicking “Apply To All.”

Remember to save your work when you are donel!
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