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	Unit 5: Create an e-Presentation



TASK 1

1) Create a new presentation. 

2) Set the slide orientation to Landscape.

3) Use a placeholder (text frame) for the title towards the top of the slide. 

4) Use a placeholder (frame) for the main slide content. 

5) Set up the text styles as follows:  

	Style
	Emphasis
	Size
	Feature
	Alignment

	Title
	Bold
	Large
	3pt Border
	Centre

	1st level bullet
	None
	Medium
	Any bullet character
	Left

	2nd level bullet
	Italic
	Small
	Any bullet character
	Left and indented from 1st level bullet


6) Make sure there is at least one character space between the bullets and text.

7) Place the image folder at the bottom right hand corner of the master slide. (Page 153)

8) Make sure the image will not overlap any text.

9) Make sure you maintain the original proportions of the image but you can resize the image if necessary.
10) In the footer area enter:  

your name

your centre number (21253)

an automatic date and automatic time
11) Display the slide number  in the footer area. 

12) Make sure the contents of the footer area do not touch or overlap the image and that they will be clearly displayed on all the slides.

13) Format the background to be a light colour ensuring that the image and text are still visible.  

14) Save the presentation using the filename explorer1  

TASK 2

1) Continue working on your saved presentation called  explorer1  

2) Create a slide and enter the title:

File Management

3) Enter the following text in the main placeholder (frame) with the styles shown:

Save/name





1st level bullet


Delete





1st level bullet
Retrieve





1st level bullet

Open/close





1st level bullet

Recover





1st level bullet

Relocate





1st level bullet
Copy






1st level bullet
Move






1st level bullet

Make shortcuts




1st level bullet



4) Create a second slide and enter the title:

Directories and Folders


5) Enter the following text in the main placeholder (frame) with the styles shown:

Make directories/folders 


1st level bullet

Make subdirectories/subfolders 

2nd level bullet

Manage files




1st level bullet

Record files storage details 


1st level bullet

Copying attachments



2nd level bullet

6) On slide 2 promote the 2 items : Copying attachments  and Create subdirectories/subfolders 
7) Insert a new slide as  slide 1 with a title layout and enter the title: 

Windows Explorer 
8) Enter the Getting started in the main placeholder.
9) Use the spell check facility to check the accuracy of the text.

10) Save the slide show with the filename explorer2 
11) Print out slides 2 and 3 one per page, in landscape orientation.

TASK 3

1) Rename the first item on slide 2 to Save / Make filename
2) Add the following line to slide 2, before Delete 
Rename 


2nd level bullet 

3) After the line recover add the line recycle bin and demote it to level 2
4) Delete the line Open/close and the line 
5) Demote these lines to level 2:
Copy







Move

Create shortcut
6) Create slide 4 and enter the title:
THE END
7) In the main placeholder (frame) create a yellow smiley face.  Use the guides feature to ensure the shape is centred horizontally and vertically.

8) Using an automatic feature, replace every occurrence of the word make with the word create.

9) Change the order of the slides so that slide 2 becomes slide 3.

10) Create 2 prints:
a) Print all slides as handouts as 3 slides per page.

 



b) Print the entire presentation as an outline.
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