POWERPOINT 200/—CHAPTER 1 LAB EXERCISES

Apply Your Knowledge—Modifying Character Formats and Paragraph Levels

Instructions: Start PowerPoint. Open the presentation, Apply 1-1 Keep Your Cool, from the Data Files for
Students. See the inside back cover of this book for instructions on downloading the Data Files for Students, or
contact your instructor for more information about accessing the required files.

The two slides in the presentation stress the importance of drinking plenty of water on hot days.
The document you open is an unformatted presentation. You are to modify the document theme and text, indent
the paragraphs, and format the text so the slides look like Figure 1-94.

Perform the following tasks:
1. Change the document theme to Trek. Note that [ woaae YTyl
the Trek theme uses all capital letters for the e
title text. On the title slide, use your name in
place of Student Name and bold and italicize
your name. Increase the title text font size to 44

su/ bst-itulf_‘ theme .“-‘
your name ya
StudentName*™

Great Oaks Park District

point. KEEP YOUR COOL ON HOT DAYS_:)
2. On Slide 2, increase the indent of the second, - 4;.\;;":'

fifth, and sixth paragraphs (Drink throughout Bl

the day; Do not substitute caffeinated (a) Slide 1 (Title Slide)

beverages; Cool water is best for keeping Figure 1-94

hydrated) to second- level paragraphs. Then

change paragraphs three and four (Start and end your day with water; Do not wait until you are thirsty) to

third-level paragraphs.

Check the spelling, and then display the revised presentation in grayscale.

4. Change the document properties, as specified by your instructor. Save the presentation using the file name,
Apply 1-1 Drink Water. Submit the revised document in the format specified by your instructor.

w

DRINK PLENTY OF WATER

At least eight 8-ounce servings
Drink throughoutthe day«—__ | e
Start and end your day with water ool
« Do not wait until you are thirsty

Do not substitute caffeinated beverages

[+ Cool water is best for keeping hydrated
third-level
iadbsTlE Lt

(b) Slide 2 (Multi-Level Bulleted List)
Figure 1-94 (continued)



Extend Your Knowledge--Changing Slide Theme and Text

Instructions: Start PowerPoint. Open the presentation, Extend 1-1 Nutrition, from the Data Files for Students.
See the inside back cover of this book for instructions on downloading the Data Files for Students, or contact
your instructor for more information about accessing the required files.

You will choose a theme (Figure 1-95), format slides, and create a closing slide.

Perform the following tasks:

1.
2.
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Apply an appropriate document theme.

On Slide 1, use your name in place of Student Name. Format the text using techniques you learned in this
chapter, such as changing the font size and color and also bolding and italicizing words.

On Slide 2, adjust the paragraph levels so that the lines of text are arranged under vegetable and fruit
categories. Edit the text so that the slide meets the 7 X 7 rule, which states that each line should have a
maximum of seven words, and each slide should have a maximum of seven lines.

On Slides 3 and 4, create paragraphs and adjust the paragraph levels.

Create an appropriate closing slide using the title slide as a guide.

Change the document properties, as specified by your instructor. Save the presentation using the file name,
Extend 1-1 Fruit and Vegetables.

Add the Print button to the Quick Access Toolbar and then click this button to print the slides.

Delete the Print button from the Quick Access Toolbar.

Submit the revised document in the format specified by your instructor.

choose a document
theme from the
built-in gallery

|-—|--|r|

Mars Themes on Microsaft Office Online...

S Srowne for Themes.. ::rition

T S Current Theme.

Figure 1-95



Make it Right--Correcting Formatting and List Levels

Instructions: Start PowerPoint. Open the presentation, Make It Right 1-1 Indulge, from the Data Files for
Students. See the inside back cover of this book for instructions on downloading the Data Files for Students, or
contact your instructor for more information about accessing the required files.

Correct the formatting problems and errors in the presentation while keeping in mind the guidelines presented in
this chapter.

Perform the following tasks:

1.
2.

3.
4.

Change the document theme from Metro, shown in Figure 1-96, to Opulent.

On Slide 1, replace the words, Fall Semester, with your name. Format your name so that it displays
prominently on the slide.

Move Slide 2 to the end of the presentation so that it becomes the new Slide 4.

Use the spell checker to correct the misspellings. Analyze the slides for other word usage errors that the
spell checker did not find.

On Slide 2, increase the Slide 2 title (Athletic Events) font size to 40. Make the indent levels for paragraphs
2, 4, and 6 the same level.

On Slide 3, change the title text (Awards Ceremony) font size to 40. Make the indent levels for paragraphs 3
and 5 the same level.

Change the document properties, as specified by your instructor. Save the presentation using the file name,
Make It Right 1-1 Intramurals.

Submit the revised document in the format specified by your instructor.

substitute your
e name, and then
. format the text

change document
theme to Opulent

Figure 1-96



Lab 1: Creating a Presentation with Bulleted Lists

Problem: Many of the important steps you will take in your life are influenced by your credit report. Buying a
car, renting an apartment, and even applying for a job often require a credit check. Your credit score can make
or break your ability to obtain the goods you truly want and need. One of your assignments in your economics
class is to give a speech about establishing credit. You develop the outline shown in Figure 1-97 and then
prepare the PowerPoint presentation shown in Figures 1-98a through 1-98d.

Instructions: Perform the following tasks.

1. Create a new presentation using
the Aspect document theme.

2. Using the typed notes illustrated
in Figure 1-97, create the title
slide shown in Figure 1-98a
using your name in place of
Marc Kantlon. Italicize your
name. Decrease the font size of
the title paragraph, Give
Yourself Some Credit, to 40.
Increase the font size of the first
paragraph of the subtitle text,
Understanding Your Credit
Report, to 28.

3. Using the typed notes in Figure
1-97, create the three text slides
with bulleted lists shown in
Figures 1-98b through 1-98d.

4. On Slide 3, change the font color
of the number, 760, to green and
the number, 620, to red.

5. Check the spelling and correct
any errors.

6. Drag the scroll box to display
Slide 1. Click the Slide Show
button to start Slide Show view.
Then click to display each slide.

7. Change the document properties,
as specified by your instructor.
Save the presentation using the
file name, Lab 1-1 Credit.

e ——

Give Yourself Some Credit
Understanding Your Credit Report
Marc Kantlon
Economics 101

Credit Report Fundamentals
Generated by three companies
Experian, Equifax, TransUnion
Factors
How much you owe to each company
Payment history for each company
Includes utilities, medical expenses, rent

How FICO Is Calculated
Range - 760 (excellent) to 620 (poor)
35% - Payment history
30% - Amounts owed
15% - Credit history length
10% - New credit
10% - Credit types

Improve Your FICO Score
Pay bills on time
Avoid opening many new accounts
Open only if you intend to use
Keep balances low
Less than 25% of credit limit
Review credit report yearly

Figure 1-97

8. Submit the document in the format specified by your instructor.



font size I

eem ——-Understanding Your Credit Report

b I e [ tealicized |
substitute —-Marc Kantion-— |
Economics 101 [

your name .

(a) Slide 1 (Title Slide)

Generated by three companies
Experian, Equifax, TransUnion
Factors
How much you owe to each company
Payment history for each company
Includes utilities, medical expenses, rent

green

(b) Slide 2
Figure 1-98

+ font color |

Range -
35% - Payment history
30% - Amounts owed
15% - Credit history length
10% - New credit
10% - Credit types

(excellent) to

{} (poor)

red font
color

Pay bills on time
Avoid opening many new accounts
Open only if you intend to use
. Keep balances low
Less than 25% of credit limit
- Review credit report yearly

(c) Slide 3

(d) Slide 4
Figure 1-98 (continued)




Lab 2: Creating a Presentation with Bulleted Lists and a Closing Slide

Problem: Hybrid vehicles have received much attention in recent years. Everyone from environmentalists to
movie stars are driving them, and potential buyers wait for months until the vehicles arrive in dealers'
showrooms. You work part-time at Midwest State Bank, and the loan department manager, J en Westbrook, has
asked you to develop a PowerPoint presentation to accompany her upcoming speech. She hands you the outline
shown in Figure 1-99 and asks you to create the presentation shown in Figures 1-100a through 1-100e.

Instructions: Perform the

following tasks.
1. Create a new presentation Is a Hybrid Car Right for You?
using the Currency Jen Westbrook, Midwest State Bank Loan Department Manager
document theme.
. . X L T e N
2. Using the typed notes Are They a Good Value 9 _
illustrated in Figure 1-99 Depends upon your driving habits
Iius ; g_ 1 Government offers tax credits
create the title slide shown Excellent resale value
in Figure 1-100a using Efficient gas consumption
your name in place of Jan PR s e
Westbrook. Bold your et el s
o . epends upon make and size
name. ltalicize the title, Is City: Ranges from 18 to 60 mpg
a Hybrid Car Right for Highway: Ranges from 21 to 66 mpg
You?, and decrease the Actual mileage affected by driving patterns
font size to 40. Change the , = e
font color of the title text AR Ao Thon Work?
Y . Use two motors
to green and the subtitle Gas
text to yellow. Smaller. more efficient than traditional vehicle
3. Using the typed notes in Eleanes o 1
Figure 1_99’ create the 71‘\ es _s_,‘t.*.- c.n.g,m-. r..‘\-tm .pm\ er boost
! : May power car entirely
three text slides with
bulleted lists shown in See me for your next car purchase
Figures 1-100b through 1- Jen Westbrook, Midwest State Bank Loan Department Manager
100d. Change the colorof ... —
all the bulleted list
paragraph text to yellow. Figure 1-99
4. Duplicate the title slide
and then move the new closing slide to the end of the presentation. Change the Slide 5 title text, decrease the
font size to 32, and remove the italics.
5. Check the spelling and correct any errors.

6. Drag the scroll box to display Slide 1. Click the Slide Show button to start Slide Show view. Then click to
display each slide.

7. Change the document properties, as specified by your instructor. Save the presentation using the file name,
Lab 1-2 Hybrids.

8. Submit the revised document in the format specified by your instructor.
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(a) Slide 1 (Title Slide)

e They a Good Value?

pends upon your driving habit:
X credits

11]{'

(b) Slide 2
Figure 1-100

(c) Slide 3

(d) Slide 4

st State Bank Loan Departmer

(e) Slide 5 (Closing Slide)
Figure 1-100 (continued)



Lab 3: Creating and Updating Presentations

Problem: Bobbie Willis, the public relations director for the South Haven Park District, plans activities every
season for community residents and promotes the offerings using a PowerPoint presentation. The new seminars
for senior citizens this spring are quilting and t'ai chi. Adults can register for gourmet cooking lessons and

kickball. Teens can enroll in sailing and fencing lessons.

Instructions Part 1: Using the outline in Figure 1-
101, create the presentation shown in Figure 1-102.
Use the Oriel document theme. On the title slide
shown in Figure 1-102a, type your name in place of
Bobbie Willis, increase the font size of the title
paragraph, South Haven Park District, to 60 and
change the text font style to italic. Increase the font
size of the subtitle paragraph, New Spring
Seminars, to 32, and change the font size of the
subtitle paragraph with your name to 37 or to a size
that displays all the text on one line. Create the
three text slides with multi-level bulleted lists
shown in Figures 1-102 b through 1-102d.

Correct any spelling mistakes. Change the
document properties, as specified by your
instructor. Save the presentation using the file
name, Lab 1-3 Part One Spring Seminars. Display
the presentation in grayscale.

Instructions Part 2: The South Haven Park District
staff members want to update this presentation to

South Haven Park District
New Spring Seminars
Bobbi Director

Senfors’ Seminars

ie from donated fabrics

g machines provided

14 professional chel

and enjoys the dinners
Come hungry!

Leam techniques and rules

Teens’ Seminars

Level 2 - Foil, Epee. and Saber
13 - Open Strip Fencing

Figure 1-101 !

promote the new Fall seminars. Modify the presentation created in Part 1 to create the presentation shown in
Figure 1-103. Change the document theme to Civic. On the title slide, remove the italics from the title
paragraph, South Haven Park District, decrease the font size to 44, and bold the text. Change the first subtitle
paragraph to New Fall Seminars. Then change your title in the second subtitle paragraph to Executive Director

and change the font size of tlle entire paragraph to 28.

= _SourH HAVEN
PARK DISTRICT
¥ ~New Spring Seminars

&% ) Babbie Willis, Director tournament.

..............

(a) Slide 1 (Title Slide)
Figure 1-102

On Slide 2, change the first first-level paragraph, Quilting, to Quilting
for the Holidays. Change the first second-level paragraph, Quilts made
from donated fabrics, to Quilts will be raffled at Annual Bazaar.
Change the title of the second seminar to Intermediate T'ai Chi.

On Slide 3, change the first second-level paragraph under Almost
Gourmet to Holiday feasts and parties. Then change the second-level
paragraph under Kickball to Seminar concludes with single elimination

On Slide 4, change the first class from Sailing to Climbing and then
change the course description ~econd-level paragraph to Covers verbal
signals, rope, knots, harnesses, belaying.

Correct any spelling mistakes, and then view the slide show. Change the document properties, as specified by
your instructor. Save the presentation using the file name, Lab 1-3 Part Two Fall Seminars. Display the
presentation in grayscale. Submit both Part One and Part Two documents in the format specified by your

instructor.



SENIORS' SEMINARS

o Quilting
+ Quilts made from donated fabrics
+ Sewing machines provided
o Tai Chi
« Gentle warm-ups
+ 12 slow, continuous movements
= Easy cool-down exercises

ADULTS SEMINARS |

o Almost Gourmet |

(b) Slide 2

+ Learn techniques from a professional chef ol
SR

P e e

Come hungry!

TEENS SEMINARS

o Sailing
+ Sml a 30-foot sailboat at vour first class
o Fencing
+ Three levels
& Lavel 1 - Beginning Foil
o Level 2 - Foil, Epee, and Saber
» Lovel 3 - Open Strip Fencing

o Kickball
« Learn techniques and rules

(c) Slide 3

@
|

(d) Slide 4

Figure 1-102 (continued)

|

outh Haven Park District

(a) Slide 1 (Title Slide)

O

Seniors’ Seminars

O

ting for the Holidays
ilts will bee raffled at Annual Bazaar

“Intermediate T'ai Chi
Gentle warm-ups
- 12 slow, continuons movements
© Easy cookdown exercises

(b) Slide 2
Figure 1-103



Adults’ Seminars

O

= Almost Gourmet

o Holiday feasts and parties

« Everyone prepares and enjoys the dinners
o Come hungry!

‘%ickball

o Seminar concludes with single elimination tournament

(c) Slide 3
Teens’ Seminars
+,Climbing
reviseed | _p-Covers verbal signals, rope, knots, harnesses, belaying
paragraph 7
ot * Fencing
o Three levels

« Level 1 - Beginning Foil
» Level 2 - Foil, Epee, and Saber
« Level 3 — Open Strip Fencing

(d) Slide 4
Figure 1-103 (continued)




