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"isapresentation, also called a slide show that can help you

tessional-looking message to an audience. PowerPoint allows
suse in anacademic, business, or other environment. The
“nresentation is cnlled a deck, resembling a deck of cards that

! i)

v others A corvmnon use of slide decks is to enhance an oral
vorleintdlides shovld reinforee the epeaker’s message and
o the information presented. Custom slides can fit your
in diaorams, charts, tables, pictures, shapes, video, sound,

‘o malce your presentation more effective,

oy shills-file mannoement, how to unzip files, make a folder to

 delond files, rond instructions carefully.
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Texthook & Course Materia o

**Must be ordered on-line from any place as lonr as the 11BN number ic correct.
ISBN number(s) given below. Check and double checl th it!! You can nc¢ = order or
rent from the Uni o rsity boclceiove, | Ifyou use the € hoage company (Which ]

have a link to in your class in Canvas on the HomePage you can start witih an ebook
until you get your copy of the text orjust use an ebook. Jiardcopy or ebuuicare your
preference. 1 mysclif, prefer a hardcopy butalot of studeits do use the cluok. Itisa
lot cheaper. Atthe Cenga;e website you have ¢ptions o what you can m‘der or
rent- a hardcopy text, eboolkc cte... Whichever you think will work best for you is
fine with me.

[tis my understanding that all studcuts can have a copy of Office 2016 soltware so
if you are off campus and using your own computer be sure you have Ofiice 365
PowerPoint Version 2016 softwarc on the computer you will be using. ' ou MUST
have PowerPoint 2(116/2019 softwarec onyonrcomyp ferandthe ¢ rect
PowerPoint textbook 2016 {(sao bal

Textbook I 7o

o Microsoft Office 365 Power} oint 2016 Interme« liate
Sebok Rental Hards e v hpve o
hardcopyv.
e ISBN10: 1-305-3708u-3  OR 15SBNI3: 878~1-505-870uU
ebooK has different ISBN number:

« ISBN10: 1-337-50743-1 OR ISBN 13: 978-1-337-50743-1

S E

s to o pok unti! vou ot the

Website to order online at Cengage Learning:
https://www.cengage.com/c/shelly-cashman-series-microsoft-¢; iice-305-powerpc; -2016-1e-
sebokMilterBy=Student

IMIPOIRTTANT T The link above takes you to the Comprehcsive text but you ii:cd the
INTERMEDIATE textbook not the Comprehensive. Here is v.hat you can do: Oii that
webpage look below and at Step 1: Chose your Volume- you wiil see a pull down rienu so click

on that and chose the [nt@rin 1@ version and that will take you to where you can
order the Intermediate text as an ebook or printed rent bock cic.
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i
et

irum recommended computer and internet configurations for
~line courses can be found here,

1 awe plarform computer, PowerPoint software version 2016.
ook ¥

‘Froine A MAC cortactthe inctructor for permission-thisis a

3 Iy

dows alntform conrsel!

sarae will be delivered entirely online through the course management
o
COONVAS, Vo il vse vonr UWSP account to Inoin into the course from the

CVAS Locin Dre, 1Ty have not activated your UWSP account, please visit
> Your Account page to do so.

< thic ronree in Canvas vou will nerd access to the Internet and a supported

EAREIE> o intornet Explorer, Chrome, Fivelox, Safari).

cod technical assistance at any time during the course or to report a problem
" AS vou e

th a st Technniney Tutor

cistncs oathe 0 2 o T sy class located to the left

creen o e very bostom of the lict. Canvas has a great help staff 24/7 with
CHoa o arty shoet oot et is vour bect het i vy run into problems weith the
COOAL RS, Poveer oot questions von nend o contact me by emailing or

Pt Bestto oo first to setup a time 1 will be available for a help
Al necded.

_—

+: Mhis syllabus, along with course assignments and due dates
o o <O ’
nliect to chanee. Itis the student’s responsibility to check Canvas for

~otions or updrtes to the syllabus, Any changes will be clearly noted ina
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course announ: toontor b el v e so e Calon s o
updated on ass! o cuc wooss They should not o e butmight

=

Module Descrint.

e Module {: Creating & Lditing a Presentation v ith Pictures

Students will have astere s tie nieleria when you can Seicct o cihange a docuine. .. theme and
variant, Create a titin slide o bo toc sl witha multilovel bedl d e add news o) nd
change slide layou! |, lnsert . votuion e sioes Wikl and Wicia dl ot piacciionn .ove and
resize pictures, Choigo fone siec anc ool coidana iadicho s toxe ian e shides, Soi o Lide

transitions, View o rcocito ion i Dhee Do view,

e Module 2: Enhuncii oo Preseniation with Pict . s and Shapes, - nd

B
WordArt
Students will be abic o Seeui for and vownioad an ondine then o, lisert and format ;ctures,
insert and size a shupe, Apjay ciiecs to ¢ shape, Add text Lo a sive, Change the tex: iunt, Insert a

picture to create a backgrotid, Insuit cia format WordArt, Forat sude background., Find and
replace text and chicck speiinig, Add and print speaker notes.

e Module Z: Rcusinga Presentation and Adding I': 2dia and Anin: :tion

Students will be able to Colar a photo, /iodd an artistic offect to o - 10oto, Align paragr. @ text,
Change views, Ungroup, change the colur of, and regroup ain i 2uon, Copy a sliue - .inent from

one slide to another, lnsert vind cdit o vivco clip, Inscii an audio ., Control audio o, video clips,
Insert entrance, eriiphasis, and exit ciiects, Control aiimation g, Chiange thame woiors, Change
a theme and variant oin onc slide

. Modu!e 4. Creative

cand Formatting Informaticon Graphics

Students will be able to Inscrt a Smari/sirt graphic, Insert images fr../n a file into a Smu: tArt graphic,

Format a SmartArt graphic, Convert text to a SmartArt graphic, Cic.ate and format a ¢i.urt, Rotate a
chart, Change the chart title and legund, Separate a pic chart slic., Create and format o table, Insert
a symbolin a table, Add an image to a table.

e Module 5: Skip

o Module 6: Navigating Prescentations Using Hyperlinksand Aclion
Buttons  Students will be able to Create a presentation fron: .« Microsoft Word € .tine, Add
hyperlinks to slides and objects, Hyperiink to other Office docuniiiis, Add action bui:. 15 and
action settings, Display guides to position slide elements, Align i cholder text, Cre«. . columns in
a placeholder, Change paragraph linc spiacing, Format bullet size «i1id color, Change buiiet
characters to pictures and numbers, Hide slides,

University of Wisconsin Stevens Point Page 4
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o Module 7: Creatinga Self-Running Presentation Containing Animation
Students will be able to Remove a photo background, Crop and compress a photo, Animate slide
content with entrance, emphasis, and exit effects, Add and adjust motion paths for animations,
Reorder animations sequences, Associate sounds with animations, Control animations timing,
Animate SmartArt graphics and charts, Insert and animate a text box, Animate bulleted lists,
Rehearse timings, Set slide show timings manually.

You will meet the outcomes listed above through a combination of the following activities
in this course:

¢ Purchase ONE text listed above or linked to on the HomePage in your class in
Canvas

e Isentyou theassignmentsheet thatlists all the assignments, with the Welcome
email. In Canvas in the Calendar vou will see the assignments and know the due
date. Click on the assienment and it will bring it up for you also!!

e Download the Student files-sec the Homepage of your class in Canvas where I
have links to download the student files. If you are having trouble getting them
from Canvas [ also have directions below it on how to get the files from the
textbook website if unable to get them from my links.

e YouDO NOT COLLABORATE in this class! You work on your very own!! If you
have questions you contact me for help via email or phone (715-315-9355).

e VERYIMPORTANT-Name your file as I name them on the assignment. I tell you
what to name the file(s) you are going to submit to me.

e Most Assionments are worth 10 points, There is one assignment in Module 7:#1
thatis 20 pts and the final project is worth 50 points. The grades I putin the
oradebools, as 1 grade your assignments, are electronically all added and then
divided by the number of possible points for your percentage when the final
calculation for your number grade is done in the gradebook. I will make you
aware when | grade each assignment if [ take off for points for anything- lateness,
failed to do a concept taught correctly, etc.. Canvas is set up to penalize you for
lateness. [ have setitup to automatically take off 5% each day late so get it
dropped ASAP!

Final "rofoen

On the lHomepace of vour class vmx will see afile in Module Final Project
Deseription called “2icthMonhSmtesdoey” that will give you a description of
the roquirements for this ASf‘i"f*.nwn%: Rz(); 1ise sond me the final project file

University of Wicconsin Stevens Point Page 5
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AFTER ail textboo voviwin connpetods G T A

consider vou finish dand ol cnouiate yeo o S TRV ¥ V1|
with that final gro.

e Allworc TUSTbheo o0 00 e o ' f ] nt
cvening tnless you i diiar G R e ' e o oork
to me aiter the encia date buttor aciwe 0o o ST vrop 1
letter grade. Ex] i ouvclass cndod Dec 1o ool you O LG | 5th
you arc late and wiii diop one letter grade. bach 7 ¢ Lo tha v ~drop
”

another letter grade. Il you don'tiinish on time Twio oo an 'l cte”.
After 10 weeks I will change yourincompleie toan”

e Checkyour UWSl eniail ana the v UT Lo s wan S U oayl
have to communicate with yvou and [ send ciass cined ooty
announcements every so often. I do send :oira oadiavlica
work is completed with yow final grad:

Graded Cou se Ac

Late Work Policy

See the Grading and Syliabus files sent to you with tiie Wew o2 cniail aod + 0w have a
copy of these files in Canvas.

Viewing Grades
Points you receive for graded activities wili be pooted 1o vy v Grooo o oL Ulick on

the Grades link to viewv your points.

I will update your onlin: wrades each Lime you Gocs . sidgin, . - seriod.
If you see a problem wilh how I grac. .« 0 pleaac o0 not R P with
your concern. Sometimcs 1 do make o nistake su picase e 0w o Gia, L od see
that does not seem right to you.
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ments

Letter Grade /

All grade items in the gradebook will be electronically added and divided by the number of
total points possible to earn. Any missed assignments will be filled in with a zero and will
count in the final grade. If no penalties are applied then the calculated grade will be your
grade otherwise your grade will be lowered once the penalties are applied and that will
not show up in the gradebook. I always email students their final grade and if penalties
are applied I make the student aware of the penalties and why they were applied.

Final grades assigned for this course will be based on the percentage of total points
earned and are assigned as follows:

Letter Grade Percentage
A 95-100%
A- ‘ 90-94%
B+ 87-89%
R 03-869%
n- a0-22%
4 777004
C 732-70%
C- 70-72%
D+ 67-69%
D L ED-06%
r 0-502%

Students are expected to dn all of the work assigned to them in the Calendar (or on the
assignment sheet)

If you find that you have any tronbhle keeping up with nosignments, have health issues, or
other prohlems with cther acpects of the conren ol <ure vou let your instructor know
as early 25 possible, As you will T boilding cose e fodt effective relationships are key
to becoming an effective profocicr ol Mlake oot vy are proactive in informing your
instructor when diffict:!ties arice 24n:ing the come-oor <o that we can help you find a

University of Wisconsin Stevens Point Page 7
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R AP T

All assigiimentis icr this course wi |- cubini cod cicodonieally tnirough CAC A

Your Calendar in Canvas will ziiow yor: L yoir assict i nis are due. © ocial po ion
must be requested frem instrustor be oo e w’u:t« dado b any evtonans

THIS IS A G AT YOU I L 0= L B R AR VARR I e ol T o corly
and sent v all the information thoocsn i a Welconiing Conoor s e o ext
and be rer " to div o the waie (o Mo Cto me by the -JI«, T LG s niart
this class ¢y, inrco Lencrna iy yoo ! Cocrcould ooy f LT s i
slated to si it If yvoujoin ot o o the framo o Loyt MUST
order your text ASAP, downloac siudoii chdstartvork as senin oo v possibly i 50 you
won't get @ penalty for late wor i, Ify dropo Doastth e v the o iar it
will penalizo you 5% automatic dly. 2oaooshorty cood of tine L 1,,_L the wors o class
completec- caly 9 viocks so thoreis i U Lo iy S ow will be expoctod to drop K to me
on time. Sune stucsl;nts think just becau. o 1015 ai uniliie Guss they can go at ticir v..n pace

which is dropping all their work the last <
that you can use an ebook until your book arrives if you o

is no excuse to not begin work and mect t

wrong bonolk. Doul 2 chicck the ISBI!

puvivioor and make sure you have the corres
you are seeiilg in L‘.e text does not linc up with what the assignmient is telling you

be an indication th::t you have the wrong
and you MU T get e correct - . L rat
ISBN numier 2-3 Uines that oive od ot !

rushing at Uiic end to get their v.ork i,

It is your responsibilivy to be st

Read the “"GradingPolicy” file far more infu on tie gra

YOU 1o

/vved<\-> The textbook Cengage websit:- tells you

rder the hardcopy of the t..t so there

he first due date. Please don't tell me you cidered the

ttexs If what
, that should

toxt!l There arc a LOT of Poviorioint | >l et there

Lot excuse altotandif oo e D reiar i wnedd the
cooons ITfeel stuicits o WOl W ey are
coins Lo be wihicn I get swine ndlingg @l vl

ned work e notiling s nissing.

o7 3 e—C—w]a ateiecss, penaliioos

throughout the semaster and hows it can aiicct your grade in this course.

IR % af‘
24 G R s R NN

Unde

It is the student’s responsivility to understand when they nood L) considar Ui
from a coursc. Refer to the UWSP Academic Cale
registration. After this period, a scrious and compdlmg rec.onis ra
the course. Serious and co! wpellmg reasons includes
change in work hours, lcaving stud.n
2SS/ gy

severe physical/mental i
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Incomplcte Policy

Any student who has not completed all the required work for the class by the time 1
submit grades to the University will receive an “1” for their grade. Students can continue
to drop work to me even after class is over but starting the day after the end of class the
Letter Grade will be dropped once and each 7 day period after that. After 10 weeks I do
contact the University and change all the “I” s to “F”

Student Special Ace lons

Inform Your Instructor of Any Accommodations Needed

If you have a documented disability and verification from the Disability and Assistive
Technology Center and wish to discuss academic accommodations, please contact your
instructor as soon as possible. It is the student’s responsibility to provide documentation
of disability to Disability Services and meet with a Disability Services counselor to request
special accommodation before clagses start,

The Disability and Assistive Technology Center is located in 609 Learning Resource Center
and can be contacted by phone at (715) 346-3255 (Voice) (715) 346-3362 (TDD only) or
via email at datctr@uwsp.edu

Statement of Policy

UW-Stevens Point will modify academic program requirements as necessary to ensure
that they do not discriminate against qualified applicants or students with disabilities. The
modifications should not affect the substance of educational programs or compromise
academic standards; nor should they intrude upon academic freedom. Examinations or
other procedures used for evaluating students' academic achievements may be adapted.
The results of such evaluation must demonstrate the student's achievement in the
academic activity, rather than deccribe his/her disability.

If modifications are renuirod duc to a disability, please inform the instructor and contact
the Disability and As<i=rive Tochnolnay Center in 609 LRC, or (715) 346-3365.

Commit o Int

As a student in this course (and at this university) you are expected to maintain high
degrees of professionaliom, commitment to active learning and participation in this class

and also integrity in your behovior in and out ol the classroom.
UWSP Academic Haneoty Dolicy & Procedurss
Student Acadeiic Disollinn sy Procedurns

UWSP 14,01 Steromer s o0 rina e
University of Wisconsin Stevens ioint Page 9
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The board or . onts, dnd o SN cadc st T an et s of U
university ¢f Viisconsin syslo i bone b DaCae s DonoLby o s iy s
fundamentc! to the mission of higher cducadon and of Um University ol Velscuiioin system.

The university as a respons ity wote academic honesty and intoority and to

—_
- D

develop procooures to oo o vy v fnslaeas of o udc e Gisionienty. Students
are responsici . ror the o Uoomriction aod vosresentation C: PR iR, T he
appropriate cicilion of AT I T a;-r’«‘naf:\ S il ened e students
who violate oo staro o inusl Lo Condioniud At 1HUst Goon ol Lie Core g Lonces of
their actions.

UWSP 14,05 Acadamic mii oo ntulot suojoct Lo dioeinary Golisi.

RO TORR RN

{1) Acadeimic micconauct i an altin wiidh as
(a) Seeks Lo claim cruedit for the work or effuits of anotiher without sutiurization or

citation;

(b) Uses unauthoricad rivaterniais o fooricated daa in any aoadaimic exaicioe;
() Forges or falsifics acodeimis cotiineils or 1o "'('f"

(d) Intentionaily impedes or Gaitidoon L0 LoaGeinic Work of oliers:

(e) Engages in conduct aiincd at Inlur\nl\_j falgb represcentativn of ¢ swudent's ucademic
performance; or

(f) Assists olher siudents i gty of Lo aclo.
{2) Exampics of academic mineonauet ode, Dut are not limiced o0 chicating on an
cxamination; collaborating with olhiers v ork Lo Lo presenied, contrary Lo the stated
rules of the course; suiuimiliing o Do or GOSTO RNt as one't o veen i when o part or
all of the paper or assigunient ic the word of anotier; submittine a ropor or cosignment
that contains iduas or reccerch Gf othiers without upuch;mu by odentlying Gie sources of

those ideas; stualing L;-(igun.'mtmu:; or course materials; submitting, i contrary Lo the rules
of a course, work previously presented in another course; tampering with the laboratory
experiment or computer program of another student; knowingly and intentionally
assisting another student in any of thc above, inf“uding assistance in an arrangement
whereby any work, classroom performance, examination or other activity is submitted or
performed by a person other than the student under whose name the work is submitted
or performed.

**] have had problems i the past with siadents using other stucen s woih. \Whon students make
the exact same unusual mistakes it becomes obvious. It usually happens towards the end of class
when students are frantically trying to finish and they drop their rocriiiaate’s work or a teammate’s
work. I must warn you that I can tell and will not take any excuse for it.iike my computer crashed
ormy roommate and I did the ascignmentis together! NO COLLATTOATION in this classit ' You
should not be doing your work with someone clse..you are to do your OWN work and if you need
help please ask me for help. If I sce that your files are exactly like someone clse T will give NO
CREDIT to either of you so be warned that you will get zero’s on any work that is exactly like
someone elsc’s...same errors and such and then I will contact you and take action.

Relief from any academic requirement due to religious beliefs will be accommodated
according to UWS 22.03, with notification within the first three weeks of class.

University of Wisconsin Stevens Point Page 10
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Help witi Ques! oo /5

In Canvas you can go to Help at the bottom of the menu on the left side of your
homepage and click on “2sk Your Instructor a Question” and it will email me

your question.

You Must give me the follow'ng information so I can locate your problem and answer your
guestions as quickly as possibie.

¢ Which filename, Modu!: ,’*@ﬁiﬂnmem’ number

e Give me the exact paa :3_ number and exact place (step number) on the page and any

other possible identify!: .
o State your problem as cizar as possible.
*¥¥%k\Without this information, it talkes me longer to help you!!
**T will try to get back to you within the dvy but you neced to give me at least 1-2 days!! If you
drop an assigrment in the af ooncoa o cvening 1 probably will not see it until the next morning.

I do not stay online all day. 1 checkin, in Lhe mornings so may miss your assignment if you
send it later in the day. 1f yri don’t hear from me after then email me again- I may have not
gotten your email as I alvay. ~mail students baclk that hhve questions. You can call me 715-
355-9355 if need be.

**This will make it SOO..... much easier and quicker for me to answer you. Please don't
hesitate to ask questions- [ encourage vour to do so but if you follow the above steps that will
make life a lot easier for me ~~d for vou sa [ can get back to you promptly with good help!!

Howtol ownl: | « v oor

e On the Class Fomennae clizlkc on “"Assionments” in the menu on the left
Find the Assigrnment vou want to submit assignment to and click on it

e Click on “Submit Assionment” button ?t the top right

e At the bottom chc’f on t rowse” and find your file or files you want to
submit

e Add any comments you want if needed

e Click on “Submit Assignmoent”

e I will seeit cornes reni v 5o no neod to add your name to the

filename. I will krow it i= from you.

University of Wisconsin Stevens Point Page 11







