Presentation Graphics

Assignment 6.1

1. Load Microsoft PowerPoint.

2. Create a new presentation.

3. Your first slide when completed should appear as follows.
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4. Create a slide (Title Slide layout).

5. Save the presentation.

6. Close the presentation.

Assignment 6.2

Your task is to create a two-slide presentation for Trim Agricultural Show.

1. Create a new file.

2. The slides, when completed, should appear as follows:

Slide 1
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Slide 2
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You are advised to use:

· The Title Slide layout for the first slide.

· The Bulleted List layout for second slide.

3. Click on the slide sorter view icon to see both slides simultaneously.

4. Choose the slide show icon to view the presentation.

5. Save the file as Show to your disk. Close the file.
Assignment 6.3

1. Create a two-slide presentation with layouts:

2. Title Slide

3. Text & Clip Art

4. Insert Clipart.

5. Apply a background colour.

Assignment 6.4

You must create a three-slide presentation for Chester College Evening Classes.

1. Create a new Presentation.

2. You are advised to use the Title Slide, Blank and Clip Art & Text layouts for slides 1, 2 and 3 respectively.

3. The first slide should contain the heading Chester College and the sub-heading Evening Classes.

4. The second slide should be laid out as follows:
Cookery Classes
	Class
	Time
	Day

	Hostess Catering
	19:30-21:00
	Mon

	Oriental Cuisine
	19:00-21:00
	Tue

	Vegetarian Dishes
	18:30-20:00
	Wed


To achieve this layout, you should draw two separate text placeholders using the textbox icon on the Drawing toolbar. The upper text box is for the slide heading – Cookery Classes; the lower text box is for the table details. Use the Tab key to separate the text into columns on this slide.
Assignment 6.5

Create a three-slide presentation with layouts:

1. Title Slide

2. Text & Clip Art

3. Organisation Chart

4. Apply a shadow effect.

5. Use the slide numbering facility.

6. Print all of the slides on one page.
Assignment 6.6

Your task is to create a three-slide presentation for MetaCity Stores.

1. You are advised to use the Title Slide, 2 Column Text and Chart layouts for

            slides 1, 2 and 3 respectively.

2. The first slide should contain the heading MegaCity Stores and the sub-heading 

First For Electrical Goods.

3. The Second slide should contain:

           a) The heading Now In Stock.

           b) The electrical product list set out as follows:
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4. The third slide should contain:

               a) The heading Company Store Sales.

               b) A chart representing the company's sales for each of its three stores        

                   over a four-year period. The data for the chart is given in the following  

                   table:

	Store
	1997
	1998
	1999
	2000

	Ashway
	2.1
	3.5
	3.9
	4.2

	Newtown
	1.5
	1.8
	2.4
	2.9

	Westbury
	2.4
	2.1
	2.6
	3.5


The top row of numbers, in the table above, gives the year. All other numbers in the table show the amount of money, expressed in millions of UK pounds, taken at each store.
Assignment 6.7

1. Create a three-slide presentation with layouts:

2. Title Slide

3. Chart

4. Text & Clipart

5. Use the Master Slide.

6. Add a pre-set animation effect.

Assignment 6.8

1. Open a presentation.

2. Delete a heading.

3. Move an image from one slide to another.

4. Italicise text.

5. Delete a slide.

6. Re-position a slide within a presentation.

Assignment 6.9

1. Spell check the presentation.

2. Alter the layout of a slide.

3. Change the font colour.

4. Alter the orientation of slides.

5. Add notes to a slide.

Assignment 6.10

1. Draw a box around an image.

2. Insert a Microsoft Word document.

3. Change the colour and weight of a line.

4. Insert an auto-shape.

5. Edit an organisation chart.

6. Hide a slide.

7. Save the presentation as a HTML document.
Assignment 6.1

1. Load Microsoft PowerPoint.

2. Create a new file (presentation).

3. Your first slide, when completed, should appear as follows:
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     You are advised to use the Title Slide layout.

4. Save the file as Intro to your disk.

5. Close the file.

Assignment 6.2

Your task is to create a two-slide presentation for Trim Agricultural Show.

1. Create a new file.

2. The slides, when completed, should appear as follows:

Slide 1
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Slide 2
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You are advised to use:

The Title Slide layout for the first slide.

The Bulleted List layout for second slide.

3. Click on the slide sorter view icon to see both slides simultaneously.

4. Choose the slide show icon to view the presentation.

5. Save the file as Show to your disk. Close the file.

Assignment 6.3

Your task is to create a two-slide presentation for Dude Ranch Holidays.

1. Create a new file.

2. You are advised to use:

a) The Title Slide layout for the first slide.

b) The Text & Clip Art layout for the second slide.

c) The first slide should contain the heading Dude Ranch Holidays and the   

     sub-heading The Wild West Experience.

d) The second slide should contain:

!"The heading Activities include:

!"The following bulleted list:

· Cattle Drive

· Gold Hunt

· OK Corral Evening

· Pony Trekking

· Saloon Poker Classic

· Stage Hold-up

· The Will Bill Show

!"A suitable item of clipart.

3. Apply a suitable background colour to both slides.

4. Save the file as Ranch to your disk. Close the file.

Assignment 6.4

You must create a three-slide presentation for Chester College Evening Classes.

1. Create a new Presentation.

2. You are advised to use the Title Slide, Blank and Clip Art & Text layouts for

     slides 1, 2 and 3 respectively.

3. The first slide should contain the heading Chester College and the sub-heading

Evening Classes.

4. The second slide should be laid out as follows:


Cookery Classes

Class Time Day

Hostess Catering
 19:30-21:00 

Mon

Oriental Cuisine
 19:00-21:00

Tue

Vegetarian Dishes
 18:30-20:00

Wed

To achieve this layout, you should draw two separate text placeholders using the

textbox icon on the Drawing toolbar. The upper text box is for the slide heading

– Cookery Classes; the lower text box is for the table details. Use the Tab key to

separate the text into columns on this slide.

5. The third slide should contain:

a) The heading Course Details

b) The image dish.gif placed on the left of the slide. This image can be    

     found in the Support Files - Module 6 folder. You can replace the Clipart  

     placeholder on the slide with the new image.

c) The following bulleted listed placed on the right of the slide:

Duration - 10 Weeks

Size - 12 People

Tuition Fee- £75

Ingredients - £25

Tutor - Anne Smith

6. Change the background colour of the slides in the presentation to dark blue.

7. Alter the text colour throughout to yellow.

8. Ensure that all of the text is displayed in a courier font.

9. Save the presentation as Evening to your disk.
Assignment 6.5

Your task is to create a three-slide presentation for Wool Fit Fashions.

1. You are advised to use the Title Slide, Text & Clip Art and Organisation Chart

     layouts for slides 1, 2 and 3 respectively.

2. The first slide should contain the heading Wool Fit Fashions and the sub-heading

     Fine Clothing Manufacturers.

3. The second slide should contain:

a) The heading Winter Catalogue

b) The image aran.jpg placed on the right of the slide. This image can be   

     found in the Support Files - Module 6 folder. You can replace the Clipart

               placeholder on the slide with the new image.

c) The following bulleted listed placed on the left of the slide:

· Aran Sweaters

· Aran Cardigans

· Tartan Capes

· Fleece Jackets

· Overcoats

· College Scarves

4. The third slide should contain:

a) The heading Management Structure

b) An organisation chart for the business. The chart should have four   

    boxes. A box for the manager and one for each of the three    

     subordinates. The chart should be set out as follows:

Managing Director

Sarah O'Brien

Production Accounts Sales

John Gregory Mary Walsh Derek Wilson

5. Change the background colour of the slides in the presentation to dark green.

6. Alter the text colour throughout to orange.

7. Apply a shadow effect to Management Structure on slide 3.

8. Use the numbering facility of your program to number the three slides.

9. Save the files as Fashion to your disk.

10. Print all three slides, in the presentation, on the same page.

Assignment 6.6

Your task is to create a three-slide presentation for MetaCity Stores.

1. You are advised to use the Title Slide, 2 Column Text and Chart layouts for

     slides 1, 2 and 3 respectively.

2. The first slide should contain the heading MegaCity Stores and the sub-heading

     First For Electrical Goods.

3. The Second slide should contain:

a) The heading Now In Stock.

b) The electrical product list set out as follows:
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4. The third slide should contain:

a) The heading Company Store Sales.

b) A chart representing the company's sales for each of its three stores   

     over a four-year period. The data for the chart is given in the following  

     table:

Store 

1997 

1998

 1999

 2000

Ashway
 2.1

 3.5

 3.9

 4.2

Newtown 
 1.5

 1.8

 2.4

 2.9

Westbury  
 2.4

 2.1   

 2.6 

 3.5

The top row of numbers, in the table above, gives the year. All other numbers inthe table show the amount of money, expressed in millions of UK pounds, taken at each store.

5. Use the numbering facility of your program to number the three slides.

6. Apply a background design template to your completed presentation.

7. Choose an appropriate Slide Transition and apply it to the presentation.

8. Use your Slide Show facility to view the presentation.

9. Save the file as MegaCity to your disk.

Assignment 6.7

Your task is to create a three-slide presentation on The European Union. You are

advised to use the Title Slide, Chart and Text & Clipart layouts for slides 1, 2 and 3 respectively.

1. The first slide should contain the heading The European Union and the sub-heading 15 Member Countries. Include the European Union flag, in the top right

hand corner of each slide, without having to insert it three times. You should use a master slide to complete this task. The flag is stored as flag.gif in the SupportFiles - Module 6 folder.

2. The Second slide should contain:

a) The heading European Parliament.

b) A column chart representing the number of parliamentary members   

    from each country in the European Union. The data for the chart is given   

    in the following table:

	Numbers of Members

	Germany
	99

	France
	87

	Italy
	87

	United Kingdom
	87

	Spain
	64

	Netherlands
	31

	Begium
	25

	Greece
	25

	Portugal
	25

	Sweden
	22

	Austria
	21

	Denmark
	16

	Finland
	16

	Ireland
	15

	Luxembourg
	6


3. The third slide should contain:

a) The heading European Union Objectives

b) The image eu.gif placed on the right of the slide. This image can be  

     found in the Support Files - Module 6 folder. You can replace the Clipart  

     placeholder on the slide with the new image.

c) The following text in a placeholder on the left of the slide:

The main objectives of the EU are:

· Implementation of the Treaty of Amsterdam

· Enlargement of the Union

· Establish the Euro as the common currency

4. Change the text on slide 1 to Arial.

5. Add a pre-set animation effect to all three slides.

6. Choose an appropriate Slide Transition and apply it to the presentation.

7. Use your Slide Show facility to view the presentation.

8. Save the presentation as Europe to your disk.
Assignment 6.8

Your task is to modify a six-slide presentation on Ireland.

1. Open the Ireland file stored in the Support Files - Module 6 folder.

2. Delete the main heading - Ireland - on slide 1.

3. Move the image from the slide 6 to slide 1. Place the image above the sub-  

  
    heading Cead Mile Failte.

4. Italicise the text Cead Mile Failte on slide 1.

5. Delete Slide 6.

6. Position slide 4 before slide 3 in the presentation.

7. Change the background colour on all slides in the presentation to dark green.

8. Change the text colour on all slides in the presentation to yellow with the

   
    exception of slide 1. The text colour, on this latter slide, should be white.

  
9. Number the slides.

10. Add a pre-set animation effect to the slides.

11. Choose an appropriate Slide Transition and apply it to the presentation.

12. Use your Slide Show facility to view the presentation.

13. Save the presentation as Ireland2 to your disk.

Assignment 6.9

Your task is to modify a six-slide presentation on the Internet.

 1. Open the Internet file stored in the Support Files - Module 6 folder.

 2. Spell Check the presentation and make changes where necessary.

 3. Change the layout of slide 1 to Title Slide.

 4. Move the Net Nanny image from slide 5 to the left-hand side of slide 4.

 5. Delete the image on slide 2.

 6. Position slide 5 before slide 4 in the presentation.

 7. Delete slide 6.

 8. Change the font colour of the bulleted text on slide 3 to red.

 9. Italicise and underline the title Filtering Software on slide 5.

10. Number the slides.

11. Apply an appropriate design template to the slides in the presentation.

12. Alter the orientation of the slides in the presentation to portrait.

13. Each bulleted item in the presentation must appear on a single line, resize

      placeholders wherever text ‘spills onto a second line’.

14. Add the following text as notes for the presenter to slide 4:

      Most ISPs provide at least 15 megabytes of server space

      for your own website.

     The audience should not be able to see these notes during a presentation.

15. Add a pre-set animation effect to all five slides.

16. Choose an appropriate Slide Transition and apply it to the presentation.

17. Use your Slide Show facility to view the presentation.

18. Save the presentation as Internet2 to your disk.

19. Print the presentation. All 5 slides must appear on a single A4 size page.
Assignment 6.10

Your task is to modify a seven-slide presentation for Autoline Cars.

1. Open the Autos file stored in the Support Files - Module 6 folder.

2. Position slide 7 before slide 4 in the presentation.

3. Move the picture of the Toyota Celica from slide 2 to slide 4. Position the picture

    between the heading and the two bulleted columns. You will have to move and

    resize the placeholders on this slide to make room for the picture.

4. Delete slide 2.

5. Insert the file BMW.doc beneath the picture of the car on the current slide 2.   

    The file is stored in the Support Files - Module 6 folder.

6. Draw a box around the picture of the car on the current slide 2. Make the box

    transparent so we can still see the car.

7. Add a slide, titled 'Growth in Car Sales 1996 - 2000' to the presentation. The

    slide should also contain a column graph depicting the growth in car sales over

    the five-year period. The Sales details are given below:

1996 

1997 

1998

 1999 

2000

BMW 

426

 516

 582

 654

 722

Toyota
816

 939

 1160 

1278

 1392

8. Position the new slide as the fourth slide in the presentation.

9. Use the master slide facility to:

· Insert the image BMW.gif in the top left hand corner of each slide

· Insert the image Toyota.gif in the top right hand corner of each slide.

Both of these images are stored in the Support Files - Module 6 folder.

10. Number the slides.

11. On slide 1, alter the text colour to dark blue and the font to Arial.

12. Change the colour and weight of the line, beneath the heading on the current

       slide 5, to blue and 4 pt respectively.

13. Add the following text as notes for the presenter to slide 6:

 
Service charges are due to increase by 10% in late March.

The audience should not be able to see these notes during a presentation.

14. Alter slide 6 to appear as follows:
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The two objects, at the bottom of the slide, should be created as follows:

· Draw a 24-point Star AutoShape on the bottom of the slide.

· Format the AutoShape's background colour to red.

· Make a duplicate copy to the shape.

· Draw textboxes on each shape.

· Enter the text Faster into one textbox and Better into the second textbox.

· Change the text colour of both entries to pale yellow.

· Use the Free Rotate tool on the Drawing tool bar to rotate one text box

clockwise and the other textbox anti-clockwise.

15. The Managing Director's name is Stephen O'Brien. Make the appropriate change to the hierarchical chart on slide 7.

16. Change the background on all slides in the presentation to pale yellow.

17. Add a pre-set animation effect to all seven slides.

18. Choose an appropriate Slide Transition and apply it to the presentation.

19. Hide slide 5.

20. Use your Slide Show facility to view the presentation.

21. Save the presentation as Autos2 to your disk.

22. Print the first 6 slides in the presentation only. The 6 slides must appear on a

      single A4 size page.

23. Resave the file as an HTML document under the name Autosite to your disk.









