
1. Introduction to SmartArt:
● Define what SmartArt is and its purpose in MS Word.
● Highlight its role in visually representing ideas and concepts in documents.

2. Inserting SmartArt:
● Demonstrate how to insert SmartArt graphics into a document.
● Explore the various categories and types of SmartArt available, such as lists,

processes, cycles, hierarchies, and more.
3. Editing SmartArt:

● Show how to add and remove shapes within a SmartArt graphic.
● Explain how to change the layout and style of SmartArt to suit different design

preferences.
4. Formatting SmartArt:

● Discuss formatting options for SmartArt, including color schemes, shapes,
borders, and effects.

● Highlight the importance of consistency and coherence in SmartArt design for
effective communication.

5. Adding Text and Content:
● Guide viewers on how to add text to SmartArt shapes and customize text

formatting.
● Provide tips for organizing and structuring content within SmartArt graphics.

6. Working with SmartArt Tools:
● Explore SmartArt tools and features, such as the Text Pane,

Promote/Demote, and Reorder options.
● Explain how these tools can streamline the creation and editing process of

SmartArt graphics.
7. Animating SmartArt:

● Introduce animation effects for SmartArt graphics to add visual interest and
engagement.

● Showcase how to apply entrance and exit animations to individual shapes
within SmartArt.

8. Best Practices and Tips:
● Offer best practices for creating visually appealing and effective SmartArt

graphics.
● Share tips for optimizing SmartArt layouts for readability and comprehension.

9. Collaboration and Sharing:
● Discuss how SmartArt can facilitate collaboration by visualizing complex

ideas and processes for team members.
● Highlight methods for sharing documents containing SmartArt graphics with

collaborators.
10. Conclusion:

● Summarize key takeaways from the video.
● Encourage viewers to leverage SmartArt in their own documents to enhance

visual communication.

These notes should provide a comprehensive guide for creating your MS Word video on

SmartArt. Let me know if you need further assistance!


