










Top 10 About Me by…You
Challenge:

Use a PowerPoint to create a slideshow of important things to know about you.  

Tech Tools:

Microsoft Office PowerPoint and your BeFunky picture
Getting Started:
Double click on Top 10 Things to Know About Me Template.potx  
Task #1: Using the PowerPoint Template

1. Click on Top 10 Things to Know About Me Template.potx
2. Type your name on the title page.  
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3. Click on the image of the blue floppy disk or go to FILE and choose “Save As.”  Save the doc to your home directory.
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4. Now, go to slide 2 and begin typing ten things you would like other people to know about you.
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5. When you have finished your list, go to slide 3.

6. Move the cursor slowly over the box of icons.  Notice that as you move the mouse over the picture a caption tells you to Insert…table, chart, clip art.  Find the image that looks like a picture of mountains in the lower left box.  It should say Insert Picture.  Click on that icon.
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7. An Insert Picture Dialogue box will pop up.  Go to the Look-in box at the top.  [image: image7.png]nser P I




8. Click on the drop-down arrow and choose your home directory.
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9. Find your BeFunky picture and click on it to add it to your slideshow.

10. Insert a text box beneath your picture and say something about your photo.  
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· Click Insert.

· From the drop-down menu, choose TEXT BOX.

· Click beneath your photo and drag the mouse to creat a box to type in.

11. After you have FINISHED TYPING YOUR LIST and ADDING YOUR PICTURE, you can change the color of your slideshow.

12. On the top menu bar, find the word FORMAT.  [image: image12.png]ew  Insert




13. Click on Format and choose BACKGROUND. Click on the drop-down arrow and choose FILL EFFECTS. [image: image13.png]|x
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14.  Choose 2 colors.  Choose your colors.  Choose the Shading Style.  Then click OK and Apply to ALL. [image: image15.png]Cancel
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15. Remember to SAVE your slideshow to your Home Directory!
