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Introduction
Welcome to the 2nd Edition of Present It! from B.E. Publishing.
The Present It! 2E Student Workbook includes all new and updated activities that provide students
with real-world, hands-on practice activities and projects to help them become proﬁcient users of
Microsoft PowerPoint.
Using Present It!, students will create real-life, teen-based presentations to further develop and
enrich their PowerPoint presentation skills. Present It! includes 20 new and exciting activities that
encourage students to personalize and customize their own Microsoft PowerPoint presentations.
Completing the activities in this workbook will prepare students for the Microsoft Oﬃce Specialist
Certiﬁcation in PowerPoint.
Prerequisite Skills Required

In order to complete the activities in this book, the student should have a basic working knowledge
of using Microsoft PowerPoint. This book does not provide step-by-step instructions speciﬁc to any
one particular version of Microsoft PowerPoint; rather, it provides general instructions for students
to practice using any version of the software.
Compatibility

The instructions have been written for any version of Microsoft PowerPoint running on a Windows
operating system. However, with a few modiﬁcations, this book can easily be used with Macintoshbased systems.
Standards

The skills in this book align with the NBEA (National Business Education Association) and ISTE
(International Society of Technology Education) information technology standards for presentation
software.
Organization of the Textbook

The text is organized into a hierarchical skill-level format. With a few exceptions, most of the
activities in this book build upon skills practiced in previous activities.
Important Note

Each activity in this book is designed to allow students to utilize their own creativity, design,
formatting, and technical-writing skills within the Microsoft PowerPoint software framework.
Therefore, the content the student is required to include within each project has been designed to
display little or no formatting. The student is encouraged to utilize his or her own software, design,
and decision-making skills to format each slide within each presentation.
Teacher Note

Professionally designed sample documents are provided on the Present It! Instructor’s Resource CD.
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Activity Layout
ACTIVITY

2

New Skills

New Skills
1. Format text
2. Change background
color of slides
3. Change text color
4. Apply standard
bullets

lists the new skill or skills
being reinforced.

There’s an App for That!
Activity Overview

Activity Overview

.75 hours

“T

here’s an app for that!” – How many times have you heard that phrase?
With over a half million apps available in almost every category, millions
of people have downloaded billions of apps. And, many of them are free. In
this activity, you will create a PowerPoint presentation that includes some of
the most popular apps today.

Provides a description of each activity
and its approximate completion time.

Instructions

Instructions

Design Strategies
1. Before you begin,
use the Present It!
Planning Layout
Form to sketch the
content, layout,
and design of the
presentation you will
be creating.
2. Use the Present
It! PowerPoint
Presentation Tips
provided in the
Introduction as a
guide while working
on this activity.
3. Unless otherwise
noted, the layout,
design, type size(s),
and style(s) for this
activity will be left
for you to decide.

Design Strategies
Provides guidance in properly
and professionally formatting
the slide content.

1. Using Microsoft PowerPoint, create a NEW blank presentation.
2. Save the presentation as APPS.
3. Edit slide 1
a. Using separate text
boxes, key the text
as shown.

1

b. Place text box 2 in
the bottom right
corner.

2

Provides the step-by-step instructions
for completing each activity.

Most Popular Apps of 2012
Presented by: [Insert your name.]
[Insert the activity number and title.]
[Insert the current date.]

c. Format the
size, style, and
placement of the
text and elements
(if applicable)
so that this
slide projects
a professional
appearance.

Slide Content Frames
Provides the text to be typed and
formatted into the finished slide.

4

ACTIVITY

2

There’s an App for That!

Input Instructions
The input icon indicates the
instructions for adding the
content into each slide.

4. Insert slide 2
a. Using separate text boxes, key the text as shown.
1

Games

b. Change the background of this slide to the color blue.
c. Format all of the text on this slide to the color white.

2

Slide Content Frames

Temple Run

d. Format the list using standard bullets.

Words With Friends

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Draw Something

Provides the text to be typed and
formatted into the finished slide.

Doodle Jump
Fruit Ninja

5. Insert slide 3
a. Using separate text boxes, key the text as shown.
1

b. Change the background of this slide to the color
green.

2

Entertainment
Netflix

c. Format all of the text on this slide to the color white.

IMDb

d. Format the list using standard bullets.

ESPN ScoreCenter

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Instapaper

Content should be entered into
separate text boxes as indicated
by numbers.

Kindle

6. Insert slide 4
a. Using separate text boxes, key the text as shown.
1

b. Change the background of this slide to the color
purple.

2

Social Networking

Note: numbers are for reference only
and should not be keyed.

Facebook

c. Format all of the text on this slide to the color white.

Twitter

d. Format the list using standard bullets.

Google

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

AIM
Skype

7. Insert slide 5

Formatting Instructions
The formatting icon indicates
the formatting features to
apply to each slide.

Bold text indicates content that
should be keyed in each text box.

a. Using separate text boxes, key the text as shown.
1

b. Change the background of this slide to the color
orange.

2

Music and Photos
Mog

c. Format all of the text on this slide to the color white.

Pandora

d. Format the list using standard bullets.

SoundHound

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Bloom
Camera+

5

Text in brackets [ ] indicates
content that will be personalized
specific to each student.
Note: brackets should not be keyed.
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PowerPoint Presentation Tips

W

hether you are an avid user of Microsoft PowerPoint presentation software, or just
getting started with the program, there are four major categories to consider when
creating and designing a PowerPoint presentation. Following the PowerPoint Presentation
Tips below will help you in the preparation of each activity in this book. Careful preparation,
planning, and following these tips will help you create professional, attractive, and eye-catching
presentations that you will be proud to showcase.

1 Fonts

 Use no more than two to three fonts

throughout the presentation.

 Choose sans-serif fonts such as Arial or

Helvetica.

 Avoid italicized fonts, as they are

diﬃcult to read.

 Do not use all capital letters, except for

titles.

 Make no more than six points per

slide and use no more than six to eight
words per line.

2

3 Color

 Choose a color scheme that is easy on

the eyes.

 Use dark text on light backgrounds

or light text on dark backgrounds.
However, dark backgrounds can
sometimes make text diﬃcult to read.

 Limit the number of colors on a single

slide.

4 Presentation

 Have a classmate proofread your

Graphics and Design
 Keep the style of graphic images

consistent throughout the
presentation.

 Graphics should enhance and relate to

the topic of the slide.

 Keep the background consistent and

subtle.

presentation for spelling and grammar
and critique it prior to presenting.

 Rehearse your presentation before

delivering it to your audience.

 Speak slowly and clearly when

presenting.

 Prepare notes to help you deliver an

eﬀective and dynamic presentation.

 If the content is complex or lengthy,

 To avoid clutter on each slide, leave

print out the slide show so your
audience can take notes.

 Use sounds and animation to bring

 Make your bullet points appear

empty space around text and graphics.
content to life, but do not overuse
them.

 Use transitions that match your topic.

separately so the audience focuses on
you (the presenter) rather than reading
the screen.

 To avoid reading directly from the slide,

use the points on the slide only as a cue
to further describe in detail.
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Slide:

Slide:

Slide:

Slide:

Slide:

Planning Layout Form

Slide:

Name:
Project # / Title:

©2012 Business Education Publishing, Inc. All rights reserved. Free to reproduce.

Curriculum Guide
ACTIVITY

vi

NEW SKILLS

1

Welcome to [Your State]

Enter text using text boxes
Insert a new slide
Run a slide show
Save a presentation
Print using handouts

2

There’s an App for That!

Format text
Change background color of slides
Change text color
Apply standard bullets

3

Life or Debt: Tips on Saving Use numbered lists
and Investing
Format numbered lists
Format bulleted lists
Change line spacing

4

Which Tablet is Right for
You?

Insert graphic images
Resize graphic images

5

Cyber Safety

Insert WordArt
Format WordArt
Use AutoShapes/Shapes
Apply gradient background

6

Biography of Your Favorite
Athlete

Use a graphic as a background
Insert a table
Format a table

7

Movie Review

Hyperlink text to a Web page
Add slide transition

8

White House Tour

Format text using a text eﬀect
Use the line tool
Set up a slide show to loop continuously

9

The Younger Years: My Life Create a custom color scheme
Up Until Now
Use the arrow tool

10 Cars of the Future

Create a slide master
Insert a sound ﬁle

11 The Best of 2012

Insert action buttons
Hyperlink action buttons
Format action buttons

Curriculum Guide
ACTIVITY

NEW SKILLS

12 Who’s Your Hero?

Insert a voice narration as an embedded ﬁle
Format a column list
Set tabs

13 What’s on Your Playlist?

Play a CD audio track

14 Interactive Children’s Book Apply custom animation to graphics
Apply a sound to an animation eﬀect
Change animation order
Hide a graphic after custom animation
15 The Job of My Dreams

Align objects
Group objects
Set a hyperlink screen tip
Hyperlink within a presentation

16 Create a Fundraising
Campaign

Insert a video clip
Time a video clip to run automatically

17 Going Green

Use a variety of draw tools and AutoShapes/Shapes
Apply a design template

18 I’m an Entrepreneur!

Set automatic slide advancing

19 How to Play Bananagrams

Use text wrap
Set a motion path to a graphic

20 Extreme Makeover

Use the pointer (pen) tool during a presentation (optional)
Format the pointer tool

vii

Activities

ACTIVITY

1
New Skills
1. Enter text using text
boxes
2. Insert a new slide
3. Run a slide show
4. Save a presentation
5. Print using handouts

Design Strategies
1. Before you begin,
use the Present It!
Planning Layout
Form to sketch the
content, layout,
and design of the
presentation you will
be creating.
2. Use the Present
It! PowerPoint
Presentation Tips
provided in the
Introduction as a
guide while working
on this activity.
3. Unless otherwise
noted, the layout,
design, type size(s),
and style(s) for this
activity will be left
for you to decide.

Welcome to [Your State]
Activity Overview

.75 hours

E

very state in this country has its own unique characteristics and
attractions. What do you love about your state? What are its main
attractions? Visitors to your state may want to learn about its local culture and
history, get in touch with nature, perhaps visit its beaches or ski slopes, and
do some sightseeing or shopping. In this activity, you will create a PowerPoint
presentation that conveys some of the fun and interesting things one can see
and do in your state.

Instructions
1. Using Microsoft PowerPoint, create a NEW blank presentation.
2. Save the presentation as MYSTATE.
3. Edit slide 1
a. Using separate text
boxes, key the text
as shown.

1
2

Welcome to [Insert the name of your state.]
Presented by: [Insert your name.]
[Insert the activity number and title.]
[Insert the current date.]

4. Insert slide 2
a. Using separate text
boxes, key the text
as shown.

1
2

Where to Go?
Zoo: [Insert the name of a popular zoo in your
state.]
Museum: [Insert the name of a popular museum in
your state.]
Beach, lake, or river: [Insert the name of a popular
beach, lake, or river in your state.]
Campground: [Insert the name of a popular
campground in your state.]
National or state park: [Insert the name of a
national or state park in your state.]

2

ACTIVITY

1

Welcome to [Your State]
5. Insert slide 3
a. Using separate text boxes, key the text as shown.
1
2

What to Do
Whether you’re looking to soak up some
culture, get in touch with nature, or bond
with your family, there are endless fun things
to see and do in [Insert the name your state.].
Visit our Visitor Center for information about
sightseeing, boating, amusement parks,
guided tours, beaches, sporting events, hiking,
game rooms, museums, shopping centers,
restaurants, cultural events, and other tourist
attractions.

6. Insert slide 4
a. Using separate text boxes, key the text as shown.
1
2

Featured Cities
The capital of [Insert the name of your state.] is
[Insert the name of the capital of your state.].
Other major cities in [Insert the name of your
state.] are [Insert the names of at least two other
major cities in your state.].

7. Insert slide 5
a. Using separate text boxes, key the text as shown.
1
2

[Insert the name of your state.] Facts
Population: [Insert the current population of your
state.]
Motto: [Insert the state motto.]
Flower: [Insert the state flower.]
Flag Colors: [Insert the flag colors.]

8. Insert slide 6
a. Using separate text boxes, key the text as shown.
1
2

Enjoy Your Stay!
Please DO visit our state.
The door is ALWAYS open!

9.
10.
11.
12.

Resave the presentation.
Run the slide show and proofread your work carefully for accuracy, design, and format.
Print a copy of the presentation as handouts using 3 or 6 slides per page if required by your instructor.
If required, present this presentation to your instructor and/or your class.
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ACTIVITY

2
New Skills
1. Format text
2. Change background
color of slides
3. Change text color
4. Apply standard
bullets

There’s an App for That!
Activity Overview

.75 hours

“T

here’s an app for that!” – How many times have you heard that phrase?
With over a half million apps available in almost every category, millions
of people have downloaded billions of apps. And, many of them are free. In
this activity, you will create a PowerPoint presentation that includes some of
the most popular apps today.

Instructions
Design Strategies
1. Before you begin,
use the Present It!
Planning Layout
Form to sketch the
content, layout,
and design of the
presentation you will
be creating.
2. Use the Present
It! PowerPoint
Presentation Tips
provided in the
Introduction as a
guide while working
on this activity.
3. Unless otherwise
noted, the layout,
design, type size(s),
and style(s) for this
activity will be left
for you to decide.

4

1. Using Microsoft PowerPoint, create a NEW blank presentation.
2. Save the presentation as APPS.
3. Edit slide 1
a. Using separate text
boxes, key the text
as shown.
b. Place text box 2 in
the bottom right
corner.
c. Format the
size, style, and
placement of the
text and elements
(if applicable)
so that this
slide projects
a professional
appearance.

1
2

Most Popular Apps of 2012
Presented by: [Insert your name.]
[Insert the activity number and title.]
[Insert the current date.]

ACTIVITY

2

There’s an App for That!
4. Insert slide 2
a. Using separate text boxes, key the text as shown.
1

Games

b. Change the background of this slide to the color blue.
c. Format all of the text on this slide to the color white.

2

Temple Run

d. Format the list using standard bullets.

Words With Friends

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Draw Something
Doodle Jump
Fruit Ninja

5. Insert slide 3
a. Using separate text boxes, key the text as shown.
1

b. Change the background of this slide to the color
green.

2

Entertainment
Netflix

c. Format all of the text on this slide to the color white.

IMDb

d. Format the list using standard bullets.

ESPN ScoreCenter

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Instapaper
Kindle

6. Insert slide 4
a. Using separate text boxes, key the text as shown.
1

b. Change the background of this slide to the color
purple.

2

Social Networking
Facebook

c. Format all of the text on this slide to the color white.

Twitter

d. Format the list using standard bullets.

Google

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

AIM
Skype

7. Insert slide 5
a. Using separate text boxes, key the text as shown.
1

b. Change the background of this slide to the color
orange.

2

Music and Photos
Mog

c. Format all of the text on this slide to the color white.

Pandora

d. Format the list using standard bullets.

SoundHound

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Bloom
Camera+

5

ACTIVITY

2

There’s an App for That!

8. Insert slide 6
a. Using separate text boxes, key the text as shown.
1

b. Change the background of this slide to the color
brown.

2

On the Go
Kayak

c. Format all of the text on this slide to the color white.

Yelp

d. Format the list using standard bullets.

Around Me

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Weather Channel
Word Lens

9. Insert slide 7
a. Using separate text boxes, key the text as shown.
1

Lifestyle

b. Change the background of this slide to the color gray.
c. Format all of the text on this slide to the color white.

2

Amazon

d. Format the list using standard bullets.

WebMD

e. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Mint
PayPal
Shop Savvy

10. Resave the presentation.
11. Run the slide show and proofread your work carefully for accuracy, design, and format.
12. Print a copy of the presentation as handouts using 3 or 6 slides per page if required by your instructor.
13. If required, present this presentation to your instructor and/or your class.
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Life or Debt: Tips on Saving
and Investing
New Skills
1. Use numbered lists
2. Format numbered
lists
3. Format bulleted lists
4. Change line spacing

Design Strategies
1. Before you begin,
use the Present It!
Planning Layout
Form to sketch the
content, layout,
and design of the
presentation you will
be creating.
2. Use the Present
It! PowerPoint
Presentation Tips
provided in the
Introduction as a
guide while working
on this activity.
3. Select bullets that are
appropriate to the
content of the slide.
4. The presentation
should be exciting
and informative to
keep your audience
interested.
5. Unless otherwise
noted, the layout,
design, type size(s),
and style(s) for this
activity will be left
for you to decide.

ACTIVITY

Activity Overview

3
.75 hours

I

t’s never too early to start saving. Teens with steady income should consider
saving and investing a portion of that income on a regular basis. Savings
are funds you set aside for items you’ll need in the near future, such as to
pay for a car and its related costs or for college expenses. These funds may
be deposited into a savings account that provides easy access to the funds.
Investments are funds set aside for the long-term, such as retirement.
Invested funds are not so easily accessible and often carry a penalty for early
withdrawal of the funds. Though your initial investment may not be much, the
interest over time, in addition to amounts you add to the investment account,
can leave you with a goldmine at retirement. In this activity, you will create a
PowerPoint presentation that highlights tips on savings and investing.

Instructions
1. Using Microsoft PowerPoint, create a NEW blank presentation.
2. Save the presentation as SAVINGS.
3. Edit slide 1
a. Using separate text
boxes, key the text
as shown.
b. Place text box 2 in
the bottom right
corner.
c. Format the
size, style, and
placement of the
text and elements
(if applicable)
so that this
slide projects
a professional
appearance.

1
2

Life or Debt: Tips on Saving and Investing
Presented by: [Insert your name.]
[Insert the activity number and title.]
[Insert the current date.]

7

ACTIVITY

3

Life or Debt: Tips on Saving and Investing

4. Insert slide 2
a. Using separate text boxes, key the text as shown.
b. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

1

What is Saving?

2

Saving is the amount of money you put aside
for future use and can only be achieved when
you spend less than you earn. It is usually put
aside temporarily for short-term use. To make
saving easier, deposit into your savings account
using automatic payroll deductions.

1

What is Investing?

5. Insert slide 3
a. Using separate text boxes, key the text as shown.
b. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

2

Investing is the use of your savings to earn a
financial gain. The objective with investments
is to earn money with money. Investing begins
when savings are “permanent” rather than
temporary.

6. Insert slide 4
a. Using separate text boxes, key the text as shown.
1

b. Format text box 2 as a numbered list with a
parenthesis.

2

c. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Saving Tips for Teens
Pay attention to your minutes and texts.
Start saving early and often.
Pack your own lunch – it’s cheaper.
Educate yourself about saving and investing.
Form an investment club at your school and, as
a group, learn how to save.

7. Insert slide 5
a. Using separate text boxes, key the text as shown.
1

Start Saving Early for the Future

b. Format text box 3 as a numbered list with a
parenthesis.

2

c. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

Use the Internet and financial institutions to
determine the following:

3

How do I get started?
How much money should I invest?
What should I invest in?
What is the risk?

8

ACTIVITY

3

Life or Debt: Tips on Saving and Investing
8. Insert slide 6
a. Using separate text boxes, key the text as shown.
1

b. Format text box 3 using custom bullets.
c. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

The Diﬀerence Between Saving and Investing

2

Saving:

3

Readily accessible
Preserve the principal
No penalty for withdrawal
Used to meet short-term goals and emergencies
Lower rate of return on principal
Lower risk
Federally insured by FDIC

1

The Diﬀerence Between Saving and Investing
(Continued)

9. Insert slide 7
a. Using separate text boxes, key the text as shown.
b. Format text box 3 using custom bullets.
c. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

2

Investing:

3

Not readily accessible
Principal is at risk
Penalty for early withdrawal
Used to meet long-term goals
Higher rate of return on principal
Higher risk
Not federally insured by FDIC

10. Insert slide 8
a. Using separate text boxes, key the text as shown.
1

b. Change the line spacing in text box 2 to double
spaced.
c. Format the size, style, and placement of the text and
elements (if applicable) so that this slide projects a
professional appearance.

2

Investment Practice
Try this:
Create a fantasy account of $5,000 and track
diﬀerent investments for a year. This is a great
way to learn how investments work without any
financial risk on your end. Get your parents or a
few friends involved in the fantasy account so
that you can all learn from each other about the
world of business and finance.

11. Resave the presentation.
12. Run the slide show and proofread your work carefully for accuracy, design, and format.
13. Print a copy of the presentation as handouts using 3 or 6 slides per page if required by your instructor.
14. If required, present this presentation to your instructor and/or your class.
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