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Open the presentation named Training.ppt, which is in the My Documents folder.

Click on open tool — click on my documents — select Training.ppt
—open
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Create a new hlank presentation.

Click on the new tool from the standard toolbar
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1 [Z) Marketing Strateqgy
Denis Kenny
Yice President - Marketing
2 [J vision Statement
Marketing Strategy

+ Introduction
* Expand global markets
¢ Increase market share Denis Kenny
* DwerSiﬁ" Wice President - Marketing
32 Goal and Dbjectives

» Goal

+ Increase profitability by 10%
» Objectives

+ Increase sales by 10%
+ Reduce costs by 5% Click t0 add notes [—
42 Today’s Sales Performance
« USA — 6 million £
- bR 4. E wwillican L
BHEDET ] -
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Save the Company Strateqy presentation as an Outline/RTF file.
You don't need to change the file location.
File — save as — use the drop down list in the save as type box and
select outline/RTF— save
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Change the default user name for this application to Lee Smith.

Tools — options — General tab — in the name box delete msingh —
type Lee Smith
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Switch to Slide Sorter View.

View — select slide sorter
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Create a Title Slide, with placeholders for hoth a title and a sub-title.

Insert — new slide — select the title slide
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This travel company uses an approved range of corporate templates,

Apply the design template Sunny Days to this presentation.

Format — apply design template — select Sunny Days — Apply
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Access the Slide Master, and remove the graphic of the skier.

View — master — slide master — select the graphic — press delete from
the keyboard
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Access the Header and Footer dialog box and add slide numbers to all slides except for the title
slide of this presentation.

View — header and footer — check the slide number — check don't
show on title slide — apply to all
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Add the word Introduction as the first item in the bulleted list on this slide.

Click SUBMIT when you have finished.

Put the cursor on click to add text — type Introduction
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Change the second bullet on this slide from Bonanza sale to Mammoth sale.

Click anywhere outside the hulleted list placeholder when you have finished.

Delete the name Bonanza sale and type Mammoth sale
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Without retyping, make all of the letters in the selected word upper-case.

Format — change case — select upper-case — ok
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Add an image of a Lion to this slide from the Animals category of Microsoft's Clip Art gallery.

Double click on the clip art icon — select animals — select the lion —
apply
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Move the graphic to Slide 7 in this presentation.

Right click on the graphic — cut — select slide number 7 — right click
paste
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If you wished to change the height of the tortoise graphic without changing its width, where
would you click to begin?

Put the cursor here
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Access the chart AutoLayout feature, change the value in cell B1 from 27.4 to 50.3.

Press the Enter key when you have finished.

Double click on the add chart — select the cell b1 and type 50.3 — press
enter from the keyboard
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Change the type of this chart from a column to a bar chart.

Click on the chart type tool from the standard toolbar — from the drop
down list select bar chart
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Sam Elliot is the head of this organisation.

Open the organisation chart in this slide and add the details showing Sam Elliot as Chairperson.
Click any of the sub-ordinate boxes when you have finished.
(You don't need to add comments)

Double click on the organisation chart — in the first box — select the
type name here and type Sam Elliot — select type title here and type
Chairperson — click on any box from the below
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If Maria were deleted from this organisation chart, which one of the following
statements would be True?

sub-ordinates of Paul.

directly to Alexandra.

Miguel and Lee would become

' co-workers of Nairn and
Michelle.

You would be prompted to give

Miguel and Lee would report

Miguel and Lee would become

Alexandra Skimorowski
Senior Operations

haria Rasting
Head of Marketing

Paul & Shea
Head of Sales

I—l—\l—l—l

Miguel and Lee a new manager.

Divizional Sales

0 Miguel and Lee would report directly to Alexandra

Miguiel Farfan Lee Moare Mairn LiII'rth hlichelle Sm'th
Marketing Research Interd,apar‘[ment Eastern Region|| Western Region
Lizson Sales Sales
Beth King

. Rehearse presentation with timings,

Slide show iee . .
transitions and animations.

Master Making global changes to your slides.

Outline Work with the structure of your file.

Slide sorter Ida:ntlfyf slides that tfave transitions,
animations or are hidden.

. Dutline% Slide Sorter Slide Show I Master -
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Draw a rectangle within the red square.

Click on the rectangle tool from the drawing toolbar — put the cursor in
the red square and drag
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Add an arrow head of your choice to the heginning of the selected line.

Click on the arrow style tool from the drawing toolbar — select any line
with arrow
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Add any shadow of your choice to the green triangle on this slide.

Select the triangle — select the shadow tool from the drawing toolbar —
select any shadow
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We would like all the words on this texthox to fit onto a single line, so that no words spill onto £
second line.

Where would you click to begin to resize this texthox?

Click here
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Duplicate the selected autoshape to slide 7 in this presentation.

Right click on it and select copy — select slide 7 — right click and select
paste
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‘ Apply the preset animation effect called Flying to the selected bullet placeholder in this slide.

Slide show — preset animation — select flying
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Apply the slide transition effect, Box In, to just slide 1.

Set the speed of transition to medium.

Slide show — slide transition — in the effect section select from the
drop down list box in — select medium — apply
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You wish to produce handouts of this presentation on Ad sized paper.

File — page setup — from the slide size for select A4 paper — ok
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Add a note to this closing slide saying: Presentation available online.

Click anywhere when you have finished.

Click on the click to add note — type Presentation available online —
click any where
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Copy slide number 2 and paste it as slide number 4 in this presentation.

Right click on slide number 2 select copy —right click after slide 3 select
paste
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Run this entire presentation

as an onscreen slide show.

Slide show — view show
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+ Goal Denis Kenny
g IlrWDc;ease profitability by Vice President - Marketing
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+ Ohjectives
» Increase sales by 10%
+ Reduce costs by 5%
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Click to add notes [
Fl

Use the Microsoft Office Assistant to find help on 35mm slides.

Help — Microsoft PowerPoint help — type 35 mm slides — search
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Access the menu option you would use to preview how this slide and its speaker’s note will

print.

View — notes page
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Overview

+ Introduction

* Background
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Change the built-in layout for this slide to one that also includes a placeholder for a second
hulleted list.

Format — slide layout — select 2 columns text —reapply
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Access the Header and Footer dialog box and add the word Draft to the Footer of the
current slide.

View — header and footer — in the footer box type Draft — apply
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Access the Header and Footer dialog box and add the fixed date 04/05/03 to all slides in this
presentation.

View — header and footer — in the fixed box type 04/05/03 — apply all

PowerPoint Exams release 1.1 36 of 69 By Talal

March 2007




ICDL
PowerPoint Exams (v4)

J Fil= Edit “iew Insett Format Tools Slide Show Window Help =12 x|
DeR|é¥ | t2rd v-o eBDmI|Elarn = - 0.
JTimes Mewy Roman + 44 - = =

B ZU 3|

=i A A

@ B |:{k Comman Tasks =

i+ Click to edit Master text styles

= Second level

» Third level
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Change the colour of the selected text to purple, as shown in the following sample. ]

From the font color tool in the drawing tool bar select the purple color

PowerPoint Exams release 1.1 37 of 69

By Talal

March 2007




ICDL
PowerPoint Exams (v4)

Microsoft PowerPoint - [Rag Traders.ppt]
J File Edit Yiew Insert Format Tools Slide Show indow Help -|E’|5|
DEE&EY iR o @BOm o|[Eame: - [,
J.&rial -2 | B I O & ”EE% = §EE|A‘ Av| a o |;§§,7 Common Tasks =
10
Al
3
42
52 .
.
Z
:
2
R
i
siriE=EoE= Al ¥
JD[anIEGj ButoShapes ~ ™. Dod‘gv-.ﬂv&vE: = | e,
| Slide 3 of 5 | Defautt Design | o

Increase the line spacing after each of the selected bullet points to 0.2 lines.

Format — line spacing — in the after paragraph section select 0.2 — ok
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If you wanted to resize this picture while maintaining its original proportions where would you
click to hegin?

> Click here
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Select the data series West and change the colour of this series from blue to yellow.[]

From the chart objects drop down list select series west — from the fill
color tool in the standard tool bar select yellow
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Click and drag to insert an AutoShape. 4

Use the hasic Line tool to draw a line from dot X to dot Y,

Click on the line tool from the drawing toolbar — draw the line from x to
y
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Select the autoshape of the U-turn arrow and rotate it precisely 90 degrees to the right.

{Do not use free rotate for this task).

Select the auto-shape — select draw from the drawing toolbar — select
rotate or flip — select rotate right
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Align the selected autoshape centrally between the left and right edges of the slide.

{Do not use click-and-drag for this task).

Double click on the auto shape — position tab — in the horizontally form
select center
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Presenting a Slide Show

2

i + 35mm slides
4 # On-screeh
+ Weh

# Cverheads

Tip: Usea light background for
owerheads and a darls baclkground
for on-screen presentations.
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JD[an’EGj AukoShapes « ™. \DO‘@‘&v-JvévEZE.E,
| Slicle 1 of 1 | Straight Edoe |

You want the output best suited for an onscreen presentation.

Check the appropriate settings, and if necessary change them.

File — page setup — in the slides size for select onscreen — ok
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& fascinating addition
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2 [0 Getting the Border right
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A second presentation is op%. Make Sales.ppt the active file,

Alt + Tab is not available for this exercise.

Select sales.ppt from the task bar
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Change the zoom level of the current view to Fit.

From the zoom tool from the standard toolbar — use the drop down list
and select fit
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Access the Slide Master and add an oval inside the red box.

View — slide master — select the oval tool from the drawing toolbar —
draw it in the red box
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Access the Header and Footer dialeg box and add an automatically updating date to all slides
in this presentation.

View — header and footer — check the date and time — and select
update automatically — apply to all
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Change the type of bullet used in this list to the one shown here.}

Format — bullets and numbering — select this bullet — ok
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Access the chart AutoLayout feature, change the label East to Sales and press the Enter key
when you have finished.

Double click on the add chart — select the cell contains the word East
and type Sales — press enter
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Add a subordinate box to Laurence, manager of Research.

Click on the subordinate button — click on the Laurence box
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Change the colour of the selected line to blue l.

Click on the line color tool from the drawing toolbar — select blue
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This graphic contains three autoshapes - the sun, mountains and a blue rectangle
representing the sky.

Use the appropriate command to bring the mountains in front of the sun.

From the draw tool in the drawing toolbar — select order — bring to
front
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Print 1 copy of the Notes pages for slides 2 to 3 {inclusive) in this presentation.

File — print — in the print range section —in print what section select
Notes pages — select slides and type 2-5 — ok
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Slide 3 contains confidential sales figures.

Hide this slide, so that it will not display during an onscreen presentation.

Right click on slide 3 — select hide slide
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Change the background colour of just the current slide to hlue. [

Format — back ground — from the drop down list select this color —
apply
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Select the autoshape of the Uturn arrow and flip it horizontally.

Select the auto shape — click on the draw tool from the drawing toolbar
— select flip horizontally
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You no longer need the triangle autoshape.

Delete it now, without placing it on the Cliphoard.

Select the auto shape — press delete from the keyboard
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bodies, itis the health of the mind which
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PowerPoint has detected a spelling error on this slide.

Use the spell checker to correct the spelling of just this occurrence of the word, meditation.

Right click on the word meditation
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Duplicate the selected slide as slide number 2 in Company Strate gy, which is also
currently open.

Right click on slide 2 — select copy — Select Company Strategy from the
taskbar — right click after slide 1 and select paste
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Add an image of a Frog to this slide from the Animals category of the Microsoft Clip Art gallery.

Insert — picture — clip art — animals — select frog — insert
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Insert a text box within the red square.

Select text box tool from the drawing toolbar — put the cursor in the red
square and draw the text box
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for on-screen presentations.

DD EEEEEE
JD@W"EG AutoShapes = ™, \I:ID‘EHQv-J-ivEEr—'.@v

..... —

Slicle 1 of 1 | Straight Edae |

Change the output settings for this presentation to those best suited for printing 35mm slides.

File — page setup — in the slides sized for from the drop down list
select 35 mm slides — ok
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Print 3 copies of the outline of this presentation.

File — print — in print what section — select outline — in the number of
copies section select 3 — ok
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Select slide number 1.
Copy slide number 1 and paste it as slide number 3.
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Select the arrow graphic and flip it horizontally.
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Select the arrow graphic and flip it horizontally.
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Create a new slide containing only a title and a bar chart. M
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| Add a co-worker to the right of Steve Rogers.
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Change the zoom level of the current view to 50%.
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