Exercise 1 Creating a PowerPoint Presentation

Objectives

1.
Create PowerPoint slide depicting an interesting vacation. 

2.
Create a bulleted list slide.

3.
Edit slides by altering the formatting and placement of objects.

4.
Insert and adjust clip art from the clip organizer and from Microsoft’s Web site.

5.
Save the presentation.
Activity

1.
Create a title slide.

a. Start PowerPoint. A blank title slide appears.

b. Click the Design tab and then select the Flow theme in the Themes group. 

c. Click the title placeholder.

d. My Vacation to [Fill in]
e. Click the subtitle placeholder.

f. Type By and press the Enter key.

g. Type your name.
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2.
Add a bulleted list slide.

a. Click the New slide button on the Home tab under the Slides group. A new title and content slide appears.

b. Click the title placeholder.

c. Type Information System: Why Did I Go to [Fill in]?
d. Click the text placeholder.

e. Type [Your first reason].
f. Press the Enter key, and type [Your second reason].
g. Press the Enter key, and type [Your third reason].
h. Click outside the bulleted list placeholder.
3.
Edit the title slide.

a. Click the title slide in the left pane.
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b. Click the subtitle placeholder.

c. Click the border of the subtitle placeholder.

d. Select Garamond Bold and 20 points from the Font group on the Home tab. The name and fonts change. 
e. With the subtitle placeholder still selected, place the cursor along a border unit until it turns to a four-headed arrow. Drag the placeholder down farther on the slide.
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4.
Edit the bulleted list slide.

a. Click the bulleted list slide in the left pane.

b. Click the text placeholder border.

c. Drag the right text placeholder border to the left about 2 inches. The text placeholder is now smaller.

d. Drag the text placeholder to the right until the bulleted list is under the “I.” </LL>
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5.
Insert clip art and pictures.

a. Click the title slide in the slide pane on the left.

b. Click the Insert tab, and select Clip Art in the Illustrations group.

c.    A dialog box will open. Enter the desired information, and click Go.

c. Select one of the clip art images by clicking the down arrow on the left side of the image. Select Copy.
d. Click the title slide and then click the Paste button in the Clipboard group in the Home tab.

e. Adjust the placement of objects so that they are arranged on the slide attractively.
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7.
Insert clip art from the Microsoft Web site.

a. Click the New Slide down arrow button. The Slide Layout dialog window appears.

b. Select Title only slide from the layout options.

c. Click the Insert tab and then the Clip Art option.

d. In the clip art task pane, click the Clip art on Office Online. Make sure that there is an active Internet connection.

e. Once you are connected to the Internet, type information in the search text box and then click the Search button.

f. Click the desired square next to the gold figures with the computers. 
g. Click the Download 1 button on the left pane.

h. Click the Download Now button. A message may appear about opening the file. Click Open. If any other messages appear, click Allow or Yes. A window appears with the new clip art in it.

i. Click the down arrow next to the new clip art and select Copy.
j. Click the slide and select Paste. The image now appears in the slide.

k. Size and move the clip art as necessary.
8.
Save the presentation.

a. Click the Save button on the Quick Access toolbar or click the Office button, Save option. The Save As dialog box appears.

b. Click the Computer option on the left and select your USB storage device or Desktop on the right.

c. If you are saving the presentation to a specific folder, select that folder.

d. Type the name of the file (Chap6_Ex1_Yourname).

e. Click the Save button.
