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Unterrichtseinheit: Kommunizieren auf Europäisch
Hintergrund – Quick Info PowerPoint

Quick Info PowerPoint
1. Click the start button and open “PowerPoint”.

2. Select “Blank presentation / leere Präsentation”.
3. Select the first slide, “Title Slide / Titelfolie”.
4. Name and save your PowerPoint document right now.

5. Type your text into the slide.

6. Select a second slide: Click “Insert / Einfügen” on the top tool bar. 
Select “New Slide / Neue Folie” from the menu. 

7. If there is no slide of your choice you can create an individual one. 

Select “Blank Slide / leere Folie” from the foile menu. Click “Insert ( 

Text Box / Einfügen ( Textfeld“ and create your individual slide.

8. Don’t forget to save your document again!

9. You can also add pictures to your slide.

Click “Insert ( Picture ( from File / Einfügen ( Grafik ( aus Datei“

After inserting a graphic in a document, you can resize by enlarging or reducing its size. Click on the graphic to select it. Move the cursor till it changes to a two-headed arrow. The shape will remain in proportion to its original size. 

10. You can also change slide background and font color in order to get a personal style.

Click the  “Format” menu on the top tool bar. Then “Slide Color Scheme / Folien-Farbskala ( benutzerdefiniert / user-defined ( Hintergrund oder Text ( Farbe ändern / change color (  apply to all / für alle übernehmen“ from the menu list. 




Too many effects spoil your presentation. They draw the attention off the actual facts. 


	Tips
	(
	(


	Use clear font
	American Indians
	American Indians

	Use capital and small letters
	American Indians
	AMERICAN INDIANS

	The colour should fit the topic


	
	

	The text should be read easily on the background


	
	



For viewing your presentation click “Bildschirmpräsentation ( Bildschirm-präsentation vorführen / Slide Show ( View Show” on the top tool bar and click Esc to get back to work.













American Indians





American Indians





American Indians





American Indians








Quelle: Medi@Culture-Praxis


