POWERPOINT EXERCISE LEVEL 1


SCENARIO
You are employed as an assistant in an Information Technology training centre.  A tutor has asked you to assist with creating a presentation for a new course.  
TASK 1:  You have 30 minutes to complete this task
1. Open software for producing Slideshow Presentations. 

2. Begin a new slideshow with 2 slides.  The slides should use a layout that has a title frame and a text frame.
3. Setup the master slide as follows

Item
Font Size
Emphasis 
Font

Titles
36  
Bold, dark blue, Shadow, Right Aligned
Courier

1st level
32
Black, Bullets
Arial
2nd level
26
Sky Blue, Italic, no bullets
Arial
3rd level
20
Black, Italic, bullets
Arial

4. Add your Centre number and an Automatic Date in header area of handouts. Put your name in the footer area of handouts. Do not display a page number on handouts.

5. Put your Name and Centre number in the footer area of printer slides.  Show page numbers but do not display a date on printed slides. Do not show a footer on the title slide.

6. Add these titles for the 2 slides. 

A Little History

A Little More History…  
7. Add the following information to the slides at the levels shown in brackets:
SLIDE 1
Computer Networks already exist in 1960s 
(level 1)
Using Circuit Switching 
(level 2)
ARPANET – First Computer Network 
(level 1)
Using Packet Switching 
(level 2)
SLIDE 2
US Military – 3 computer systems 
(level 1)
Strategic Air Command 
(level 2)
Pentagon 
(level 2)
Cheyenne Mountain Operations Center 
(level 2)
Advanced Research Projects Agency (ARPA)  
(level 1)
Integrating 3 systems 
(level 2)

8. Use the spell check facility to check the accuracy of the text. 

9. Print both the slides as a handout with 2 slides per page in landscape orientation.
10. Save your work so far using the filename intrntd1
TASK 2:  You have 1 hour to complete this task
1. Insert a new title slide as slide 1.

2. On slide 1 add the title The Internet and subtitle An Introduction.
3. Centre align the title on slide 1

4. Insert a new slide as slide 2.

5. Add the following information in the main text frame of slide 2 at level 1:
Origin of word is unclear

Inter-net

International system of joined computer networks

6. On slide 2 insert this information on the line below Inter-net.

Inter may mean

International

Inter – meaning between

Net

Network – means things that are linked

7. Demote to level 3 all the information you inserted in step 6
8. Promote the 2 items Inter may mean and Net to level 2.
9. Swap the order of slides 3 and 4.
10. For the presentation to make sense the titles of slide 3 and 4 must be swapped.  
11. Add the title What is it? to slide 2.
12. Save your work as intrntd2
13. Create 2 new slides at the end of the presentation.
14. Add the following information to the text frame of slide 6.

Many connections made 

Many circuits available 

Messages are broken up in to “packets”

Packets travel by best route

Routes automatically change if a circuit goes down

Capacity of circuits can be maximised

Packets re-assembled at destination

15. Demote the 3rd, 4th, 5th and 6th items to level 2.

16. Add the following information to the text frame of slide 5.

First message sent 1969  

First connections established 

4 computer networks created ARPANET

University of California, Los Angeles (UCLA)

The Stanford Research Institute's Augmentation Research Center

University of California, Santa Barbara (UCSB)

The University of Utah's Computer Science Department
17. The first 2 items should be set at level 1.  The third Item should be set at level 2.   All other items should be set to level 3.
18. Add the title Packet Switching to both new slides.
19. Insert a new slide 5.  Add the following to the text frame.
First used in 1878 to make telephone calls 

Dedicated channel is opened from start to end for 1 call / transmission

1 circuit = a single communication channel

Lots of wasted capacity - silence

Dedicated line always available
20. Demote the last 2 items to level 2.

21. Add the slide title Circuit Switching
22. Replace each occurrence of the word center with centre.
23. Use the spell check facility to check the accuracy of the text

24. Save your work as intrntd3
TASK 3: You have 45 minutes to complete this task
1. Set the background of the title frames of all slides to be a light grey colour.

2. Format the heading of the title slide to:


Colour:  
Light Green Colour

Font:
Arial Black, Italic

Font Size:
72
3. On the first slide import the image digivinc.jpg.  
4. Maintaining Image Proportions; resize the image to be as wide as the title An Introduction.
5. Position the image at the top of the slide.  The image should not obscure the writing.  You should reposition text boxes as appropriate.
6. On the second slide import the image globespn.gif  

7. Maintaining Image Proportions; resize the image to be 15cm high.

8. Access the picture properties and change the brightness setting to 73%.

9. Position the image along the right edge and vertically centred on the slide.  The image may obscure the writing.

10. Order the objects of the slide to place the image behind the text frames.

11. On slide 7 import the image nodes.gif

12. Position the image in the top left corner of the slide.  Resize the image to 6cm tall and 6cm wide.
13. On slide 5 find and insert a clipart image or photo of a person using a telephone. 

14. Resize the image to be 3.5cm high while maintaining the image proportions.
15. Add a thick dashed line as a border around the image.

16. Make a duplicate copy of the image.  Flip the duplicate image horizontally. 

17. Position one copy of the image in the bottom left corner of the slide.  Position the other copy of the image in the bottom right corner of the slide.  The images do not need to be the same distance from the bottom of the slide. The images should not obscure any information in the footer areas
18. Draw a horizontal thick dashed line to connect the two images.

19. On slide 4:

delete the word already


add the word multi-node after the word first
20. On slide 2:

delete the words may mean

apply underline to 3rd level words international and inter
replace the words meaning with Latin for 
25. Save a copy of your work with the filename intrntd4
26. Print slides 1, 2, 5 and 7 as full size slides in landscape orientation.
27. Make an outline print of all the slides in portrait orientation.
28. Make a handout print of all slides except the title slide.  Print 3 slides per page in portrait orientation.

29. Make sure you check your printouts for accuracy.
30. You should have the following printouts:
· 4 individual slides

· a handout print showing 2 slides 
· an outline view print showing all slides.
· handouts for all slides except the title slide

