POWERPOINT TRAINING TASKS

11-26-08

In-Class Assignment—submit via e-mail a report for the following:

(Note: Instructions for final presentation follow):

Unit A—p. 465 Tasks:









1) Create presentations using the Autocontent Wizard

2) 2) Change the view to Slide Sorter View

3) 3) Embed fonts in presentations

p. 489—Tasks:










1) Connect to the Microsoft Office Templates Web Site

2) Locate and download a template

3) Create a presentation from a blank presentation

4) Change the layout of individual slides

5) Create a specified type of slide

6) Edit text on slides

7) Create a presentation using Design templates

8) Customize templates

9) Change the order of slides in a presentation

WORK ON PP. 468-477; AND pp. 480-481







READ PAGE 504—SUGGESTIONS!!!







United D—p. 537—Tasks:









1) Add clip art images to slides

2) Connect to the Microsoft Office Clip Art and Media Website

3) Add graphic image

4) Change the size of an image

5) Animate Clip Art

6) Apply animation to a group of slides

7) Apply an animation scheme to a single slide

8) Apply transition effects to a group of slides

9) Set slide show timings manually

REQUIREMENTS FOR FINAL POWERPOINT (10 POINTS!)
Subject: Your dream job presented in PowerPoint

The presentation must include 10 slides, and show your skill in developing:

1) Title Slide




6) Imported  video clip


2) Acknowledgment slide


7) Animation of a group of slides
3) Imported graphic or photo


8) Custom effects on slides
4) Music clip




9) Accurate spelling and grammar
5) Text





10) At least one design template slide



11) Print of Handouts in Notes format (5 points)
