
TODAY’S LEARNING OUTCOMES:

• USE SHORTCUTS, ACTIONS, AND DESIGN TEMPLATES TO 

ENHANCE THE VISUAL DESIGN OF A MICROSOFT WORD 

DOCUMENT OR POWERPOINT;

• ENGAGE STUDENTS WITH ACCESSIBLE, INFORMATIVE, 

AND EVEN ENTERTAINING COURSE MATERIALS; 

• ENSURE THE ACCESSIBILITY OF ALL PRODUCED 

ELECTRONIC ASSIGNMENTS AND PRESENTATIONS



+
An Example of a “Common” PowerPoint Slide:

Use commas to set off transitional and parenthetical expressions.

- Transitional Expressions refer to the bridges we create between sentences to link ideas. They 
include:

- Conjunctive adverbs (like however, moreover, furthermore, therefore, etc.)

- Transitional phrases (for example, as a matter of fact, in other words, etc.)

You can primarily use them in a sentence in two patterns that require specific punctuation 
placement. 

Pattern #1: At the beginning of the sentence…

As a matter of fact, I have lost weight this year. 

Unfortunately, Jessie could not climb down the tree without his father’s help. 

Pattern #2: When joining two independent clauses…

Minh did not understand our language; moreover, he was unfamiliar with our customs. 



+
Use commas to set off transitional 

and parenthetical expressions.

 Transitional Expressions refer 

to the bridges we create 

between sentences to link 

ideas. They include:

 Conjunctive adverbs (like 

however, moreover, 

furthermore, therefore, etc.)

 Transitional phrases (for 

example, as a matter of fact, 

in other words, etc.)

 You can primarily use them in 

a sentence in two patterns that 

require specific punctuation 

placement. 

 Pattern #1: At the beginning of 

the sentence…

 As a matter of fact, I have lost 

weight this year. 

 Unfortunately, Jessie could 

not climb down the tree 

without his father’s help. 

 Pattern #2: When joining two 

independent clauses…

 Minh did not understand our 

language; moreover, he was 

unfamiliar with our customs. 

RULE #6



+
PowerPoint-Related Features to Use:

 Microsoft Office PowerPoint Templates

 Unique Slide Layouts

 Animations (to deliver content in purposeful, digestible chunks)

 Sounds (to wake up the audience or inject a bit of humor)

 Transitions (to mark a shift in topic or emphasize special material)

 Shapes (to diversify the slide’s composition)

 ScreenRecording (to craft an accompanying video lecture or review procedure)



+ Now, what can we do about our 

documents, including handouts, 

assignments, activities, and beyond?
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+
Document-Related Features to Use:

 Microsoft Office Word Styles

 Unique (but Accessible) Font Selection

 HEADINGS (to differentiate content and emphasize importance)

 Font Alterations, including italics, bold, and other size adjustments (to make the 

document more dynamic)

 Shapes (to diversify the document’s composition)

 Floating Text Boxes (to encase text content that can be moved anywhere on page)

 SmartArt Graphics (to emphasize certain schemes)



+
Achieving Accessibility 

 Respect the “Check Accessibility” button, 

which can be found in the Review tab of 

the top ribbon of all Microsoft programs;

 Review the Accessibility @ MC website 

resources: 

https://cms.montgomerycollege.edu/acc

essibility@mc/; 

 “Creating Accessible IT Products” is an 

excellent MC web resource that reviews 

strategies for designing accessible 

Microsoft Products, Images, PDFs, Tables, 

and more: 

https://cms.montgomerycollege.edu/EDU

/Department.aspx?id=67795

https://cms.montgomerycollege.edu/accessibility@mc/
https://cms.montgomerycollege.edu/EDU/Department.aspx?id=67795
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