
POWERPOINT 4 UNIT4 ENHANCING A DOCUMENT

COIICEP,.SREVIEW
Label each of the elements of the
PowerPoint window shown in Figure 4-22.
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FIGURE 4.22

Match each of the terms with the statement
that describes its function.

IS Which is NOT a way to access PowerPoint clip art?

a. Double-click a clip art placeholder

b. Click the Insert Clip Art button

c. Click Clip Art from the Insert menu

d. Double-click the Clip Art icon

16 Which of the following is NOT true about a PowerPoint graph?

a. Agraph is made up of a datasheet and chart.

b. You can select a whole row or column by clicking a con-

trolbox.

c. An active cell has a black selection rectangle around it.

d. You can click a control box to edit the contents of an indi-

vidualcell.

9 Aselected cell in a datasheet a. Chart

b. Embeddedobject

c. Datasheet

d. Format

e. Active cell

10 Agraphical representation of a
datasheet

II The wayinformation appears

12. Containsthe data displayedin
achart

13 Maintains a link to another application

Select the best answer from the list of choices.

14 The PowerPoint clip art is stored in a

a. Folder

b. Gallery

c. CardCatalogue

d. Floppydisk

17 An organizational chart is

a. APowerPoint slide

b. An embedded object

c. AWordArtbox

d. An object
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APPLICA710llSREVIEW
I Insert clip art.

a. Start PowerPoint and open the presentation UNIT- 4-2.PPT

from your Student Disk, save it as 94SALES.PPTin the

MY_FILESdirectory, then click OKto close the Summary

Info dialog box.

b. Click the Next Slide button.

c. Double-click the clip art placeholder.

d. In the Choose a category to view below section, scroll down

the list, then click Maps - U.S. If the Maps - U.S. category

doesn't appear, select a different category.

e. Click the 3-D U.S. Map with State Boundaries clip art, then
click OK.

2 Insert a graph.

a. Click the Next Slide button.

b. Click the Layout button. The Slide Layout dialog box opens.

c. Click the Graph AutoLayout, then click Apply.

d. Double-click the graph placeholder to start Graph.

e. Click the first cell in the datasheet.

f. Click the Import Data button on the Graph Standard tool-

bar. The Import Data dialog box opens.

g. In the FileNamelistbox,clicktheworksheetUNIT-4-3.XLS

from your Student Disk, then click OK.AMicrosoft Graph

dialog box opens.

h. Click OKto overwrite the existing data. The data from the
Microsoft Excel worksheet overwrites the default data in the

Graph datasheet.

i. Click a blank area of the Presentation window to exit Graph.

3 Format a graph.

a. Double-click the graph object.

b. Click the By Column button on the Graph Standard toolbar.

c. Click the datasheet title names on the x-axis, click the Font

Size list arrow on the Formatting toolbar, then click 14.

d. Click Insert on the menu bar, click Titles, click the Chart

TItle check box, then click OK.

e. Type "1994 Regional Sales Figures," then click a blank
area below the title.

f. Click a blank area of the Presentation window to exit Graph.

4 Edit an organizational chart.

a. Click the Next Slide button and double-click the organiza-

tional chart, then click the maximize button.

b. Click the Subordinate button on the Org Chart toolbar.

c. Click the Production Dept. Manager chart box.

d. In the blank chart box, type 'Jordan Shays," press [Tab],

then type "Group Lead."

e. Click Edit on the menu bar, click Select, then click All.

f. Click Boxes on the menu bar, click Box Shadow, then click

the second shadow option down in the second column.

g. Click File on the menu bar, click Exit and Return to

94SALES.PPT,then click Yesto update the presentation.

S Work with WordArt to enhance slide text.

a. Click the Next Slide button and click the Layout button,

click the Object AutoLayout, then click Apply.

b. Double-click the object placeholder.

c. In the Insert Object dialog box, click the down scroll arrow,

click Microsoft WordArt2.0, then click OK.

d. 'JYpe"The OutBack Series," press [Enter], type "by," press

[Enter], type "Nomad Ltd," then click Update Display.

e. Click the Format Text list arrow, then click the Slant Up

symbol on the bottom row.

f. Click the Shading button on the Formatting toolbar, click

the Foreground list arrow, click Red, then click OK.

g. Click the Shadow button on the Formatting toolbar, click

the top middle symbol.

h. Click a blank areaof the Presentation window to exit WordArt.
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6 Change a Slide Master.

a. Clickthe NextSlidebutton and click Viewon the menu

bar, click Master,then click Slide Master.

b. Clickthe first line of text in the master textplaceholder.

c. ClickFormaton the menu bar, clickBullet,then clickthe

"X" in the top row,fourth from the right.

d. Clickthe Size%of Textup arrowuntil the percentage
reaches 100,then clickOK.

e. Clickthe SlideViewbutton.
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POWERPOINT 4 UNIT4 ENHANCING A DOCUMENT

,

I 7 Changeacolorscheme.

a. ClickFormatonthemenubar,thenclickSlideColorScheme.

b. ClicktheBlueAccentcolorin theChangeSchemeColors
section.

c. ClickChangeColor.TheAccentColordialogboxopens.

d. Clickthefourthbluecolordownin theninth column.

ClickOK thenclickApplytoAll.

e. ClickFormatonthemenubar,thenclickSlideBackground.

f. In theShadedStylessection,clicktheVerticalradiobutton.

g. ClicktheLightscrollarrowthreetimes,thenclickApply
toAll.

8 Addslideshoweffects.

a. ClicktheSlideSorterViewbutton.

b. ClickEditonthemenubar,thenclickSelectAll.

c. ClicktheTransitionEffectlistarrowontheSlideSorter

toolbar,thenclickRandomTransition.

d. ClicktheRehearseTimingsbuttonontheSlideSortertoolbar.

e. Clickeachslideto giveit atime,thenclickYesto recordthe
newtimes.

f. Clickbetweenslidestodeselectall theslides.

g.ClickSlide2,press[Shift],clickthescrolldownarrowafew
times,thenclickSlide6.

h. ClicktheBuildlistarrowontheSlideSortertoolbar,then
clickDissolve.

i. Double-clickSlide1.

j. ClickViewonthemenubar,thenclickSlideShow.

k. ClicktheUseSlideTimingsradiobuttonin theAdvance
section,thenclickShow.

I. Save,print, andthenclosethepresentation.

IIIDEPEII DEli.,
CHALLENGE I
YouarethecommunicationsdirectoratPyles& ToddDesign,
Inc.,an internationaladvertisingagency.Oneofyourresponsibili-
tiesis tocreateanon-screenpresentationtopromotethecompany
at theNationalAssociationofAdvertisingAgencies(NAAA)conven-
tion.UseGreenPastureFarmsqualityproductsandthecompany's
longhistoryasthebasisforyourpresentation.

Planandcreateaslideshowpresentationfor themarketingstaff
touseattheNAAAconvention.

Createyourowncompanyinformation,butassumethefollowing:
themarketingstaffwill beusingacolormonitorwith 256colors.

Tocompletethisindependentchallenge:

I Think abouttheresultsyouwanttosee,theinformationyou
needtocreatetheslideshowpresentation,andthemessage
youwanttocommunicate.

1 Planandcreatethecolorslideshowpresentationusingslide
transitions,buildslides,slidetimings,andshadedback-
grounds.UsetheSlideShowcommandfromtheViewmenu

tomaketheslideshowpresentationrun continuously.

3 SavethepresentationasNAAA.PPTin theMY_FILESdirectory
onyourStudentDisk.Makesureyoupreviewtheslideshow
presentationon thecomputerthemarketingstaffwill useat
theconventionusingPowerPointor thePowerPointViewer.

4 Submityourpresentationplanandthefinalslideshow
presentation.

IIiDEPEIIDEII.,
CHALLENGE2
Youaretheteacheratanelementaryschool.Tohelpyour4th
gradeclassunderstandthemajorholidayscelebratedthroughout
theyear,youwanttocreatecolorslideswith fun informationand
art for thestudents.

Planandcreateacolorslidepresentationfor theclassroom.Create

slidesfor themajorholidaysof theschoolyear.Createyourown
holidaymaterial.

Tocompletethisindependentchallenge:

I Thinkabouttheresultsyouwanttosee,theinformationyou
needtocreatetheslideshowpresentation,andthemessage
youwanttocommunicate.

1 PlanandcreatethecolorslidepresentationusingMicrosoft
ClipArtGalleryandMicrosoftWordArt.UsetheAutoLayoutto
helpyoucreateslideswith thetitle text,bulletedtext,andart.

Rememberyouarecreatingandenteringyourownpresenta-
tion material.

3 SavethepresentationasHOLIDAYS.PPTin theMY_FILES
directoryonyourStudentDisk.Beforeprinting,previewthe

file soyouknowwhatthepresentationwill look like.Adjust
anyitems,andthenprint theslides.

4 Submityourpresentationplanandthefinal slideshow
presentation.


