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	1)Overview

Fill in the blank: Everything you see in PowerPoint is _____________, or on a _____________.

What is a “thumbnail” and why do we call it that?_____________________________________________

_____________________________________________________________________________________

What can you do in the Slide Sorter view?___________________________________________________



	2)Add, Delete and Move Slides  (Assignment completed date________teacher’s initials________)
How do you add a slide?

____________________________________________________________________________________

How do you move a slide?

____________________________________________________________________________________

How do you delete a slide?

____________________________________________________________________________________

	3)Pictures and Clip Art (Assignment completed date________teacher’s initials________)
Sketch the Add Picture icon

Sketch the Add Clip Art icon

How do you insert a picture?

____________________________________________________________________________________

How do you change the size of a picture?

____________________________________________________________________________________

How do you rotate a picture?

____________________________________________________________________________________



	4) Diagrams and Charts 
Sketch the Insert Diagram icon
Sketch the Organizational Chart icon

Sketch the Cycle Chart icon

Sketch the Radial Diagram icon
Sketch the Venn Diagram icon
Sketch the Insert Chart icon
Assignments

Assn.  Part 1

Date          t.i.
Assn.  Part 2

Date          t.i.
Assn.  Part 3

Date          t.i.

Assn.  Part 4

Date          t.i.

Assn.  Part 5

Date          t.i.

Project(s)

Date          t.i.

Date          t.i.

Date          t.i.

Date          t.i.

Date          t.i.



	5)Transitions  (Assignment completed date________teacher’s initials________)
Name the 7 transitions used in the Transitions “Your Turn” exercise

1

2

3

4

5

6

7




	6)Slide Master  (Part 1 Assignment completed date________teacher’s initials________)

                        (Part 2 Assignment completed date________teacher’s initials________)
What is the menu path to the Slide Master?

_____________________________________________________________________________________

How do you save the Slide Master to use on future presentations?

_____________________________________________________________________________________



	7)Drawing Tools  (Assignment completed date________teacher’s initials________)

Drawing Tools Project(s)    date____________t.i._____)

Sketch the Fill Color tool

Sketch the Line Color Tool

Sketch the Line Style tool

Sketch the Dash Style tool

Sketch the Shadow Style Tool

Sketch the 3-D Style Tool



	8)Action Buttons  (Assignment completed date________teacher’s initials________)
(Hint for assignment: Put all 4 buttons on each slide!)
Sketch the Home Button. 

Sketch the Back Button. 

Sketch the Next Button. 

Sketch the Sound Button. 



	9)Word Art  (Assignment completed date________teacher’s initials________)
What is the menu path to Word Art? _______________________________________________________

Sketch the Word Art Gallery button on the Word Art Toolbar

Sketch the Format Word Art button on the Word Art Toolbar



	10)Publishing

What does it mean when you “add a file” when you Package for CD?

_____________________________________________________________________________________

What will the title of your web page be when you Save as a Web Page if you don’t give a different title?

_____________________________________________________________________________________



	11) Printing

Give 3 reasons why you might print some or all of your PowerPoint presentation.

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

	Electronic Keyboarding PowerPoint Projects
(These projects are recorded on the main contract.)

	PowerPoint Mini-Project #1
	1 pt
	Levels of Organization Pyramid Chart

	PowerPoint Mini-Project #2 
	1 pt
	Feudal System Pyramid Chart

	PowerPoint Mini-Project #3
	1 pt
	Illustration:  How to Read the Periodic Table 

	PowerPoint Mini-Project #4 
	3 pts
	Forms of Government Chart

	PowerPoint Mini-Project #4
	5 pts
	Concept Maps

	PowerPoint Full Project #1
	6 pts
	Allied Medical Careers – 14 slide project

	PowerPoint Full Project #2 
	15 pts
	Careers in Construction – 33 slide project
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