Fill in the Blanks o G
Complete the following sentences by writing the gorfect word. oi"woi‘ds in the blanks provided.

1. By default, the Notes Pane appears at the of the editing screen.

b

Title stides contain text boxes by default
Pressing

will run the presentatlon startmg Wrch the current slide.

To insert a new slide into yous presenranon, press._
Along with the Template Gallery, the launch sc1een shows a list of
Responswe guidelines are enabled with, the - command

- Pointes, zoom, and annotation tools are aveulable in the View.

;. Theme variants differ in terms of theu‘

documents.

W N AL e w

Shde numbers are inserted with the command,.'-

10. Empty text boxes display which WOIlt pnnt on the final document output.
Tru e/ False
Cm::ieT if the statement is true or Fit the statement is false.

T F L Widescreen slides are no longer supported in PowerPoint 2013,
TF

i)

Selecting two images at once and applying an animation wiil animate first one, then
the other.

T F 3. PowerPoint is a WYSIWYG document editor.

T F 4. The Change Case command increases or decreases the indent [evel of bulleted text.

T F 5. 'The Pictures content control brings up a text box for Bing image search.

T F 6. Most built-in PowerPoint templates open with a title slide,

T F 7. Presenter View is another name for Slide Show View.

T F 8. By default, animations begin five seconds after their slide displays.

T F 9. Transitions are actually specialized full-slide animations listed i in the Anirmations
Gallery. c

T F 10. Grouped slides can be named for ease of editing and search, or assignment to
collaborators.

_ At the launch screen, chck the Search: box anci search for
I) : siness w __eﬁ-ame bulldjng '

Select the template that appears in the gallery anc[ create a new document with the
template. The presentation template will download.

3. When the document operis, select slide 1. Change the words Title Layout to First
Presentation Project,

Note that the text is laid out in all caps no matter what capitalization you apply.




Microsoft PowerPoint 2013 Jumpstart

4, Chamge the subtitle to &

\;‘f‘;

Open the Themes gallery in the Design tab and mouse over several themes. Seiﬁrf rmf'. ) o

you like. :
Note that the erefiamc template’s theme is not available from the Themes. gaﬂefy

6. Click the Usde button of press Curle 7 until the building wireframe template is
restored.

7. Press i)+ %W to close the document. When prom ted, save your file as
promp ¥
mejw i- 1 w_m.&ame

Proigei 1-2 Eﬁstmg S!ade Text

in this exercise you'll add and edit some slide text,

1. Open the project file 1-2-sonrce. Save your document as
iiintCI 1-7_text f-fim:
2. Select shde 2 Chck each text item in turn and change the slide’s text to:
ufw ;‘“:L LBL TLEETED LisT

Supportiag evidence

Second claim

[N N

Click the second bullet point, then dlick Horme » Paragraph > Tnorense Lisr Level to
indent it one level.

The text of the “supporting evidence” line will resize to reflect its new list level.
4, Chaﬂge slide 3% title to Teafogrphic,

5. Reselect slide 2. Click Insert > Texi Box and dlick to place a text box in the lower
~ righe quadram of the slide.

G. Type Quotation or anecdote in the text box and italicize the new text.
ST Save and close your document

?m @ci‘?ﬁ 3 Snrlmg and Presentmg Slides

Here you'll'iwork on groupm sildes In: the Slnde Sor‘ter "'

Open the P )ect ﬁle 1 3—source Save your document as project_1-3_sorting.

. .;_._1_1 -3r:ght chck and choose ch}c Shde

g _'Select shdes 1-3.and. nght chck to create a new section. Then righe click its section
' 5'-,name and renarne it Ma.m ‘Content,

: 5 Creatc two more SECtiODS 4-6 (Supporving) and 7-11 (Other).
6. . Collapse the secnon Other

7. Press F5 to run the presentation; click each slide to move through to the next, Note
which slides are excluded.

L 8. Select the Supporting section and give it the lon Boardroom theme, orange variant.

b 9. Save and close your docurment.




Launch PowerPomt and create @ new bianic presentatmn

2. Save your document as project_2-1_outline.

3. Open the outliner (View > Gutline View

) and click in the outline pane next to the
orange box indicating slide 1. ‘

4, Create an outline with each slide’s title corresponding to a Ribbon tab.

5. FPor each slide, add bullets (one level down) for that tab’s Ribbon command groups.
6. Insert a new title .s_h'de, and change the “File” slide’s layout to Tide and Coniens,
6. View the presentation in Normal and Slide Show views.

7. Save and close YOﬁr document.

Project 2-Z: Visval Elements

Here you'l alter several slide elernents and add appropriate images.

1. Open the project file 2-2-source. Save your document as project_2-2_visuals,
2. Set the title of the presentation to Rilibon Refevence, and its subtite to Tesson 7.
3. Assign a document theme from the Themes gallery.

Change all non-title slides’ layouts to Couient with Caption.

W

Move each slide’s caption text to the caption box beneath its title, rather than the
main content box whete it presently resides,

6. In each slide’s content box, insert an image related to its Ribbon tab (e.g., a file cabi-
net for the File tab).

Save and close your document.

Project 2-3: Notes Pages

In this exercise you'll create and format Notes Pages for a slide deck

S Open the project ﬁle 2- 3-source, Save yoiir document as pro;eut 2 3. notf_s

' 2. Expand the Notes Prme at the bottom of the e 'r.mg a_rea, 10 make room for a few
L _'-.hnes Oftyped X . Sl o . X X L

"f-t:oqls o:'n_:_jt'h_«,glf R;bbcn fab do (in”

cve_l notes text ( Chck 0 ednt master text styles' ") and change it to -
1any: font y you hlce

.. Clic otes Ma.ster > Ciou Master View, then select Notes Page view to see the
“new large notes page text.

7. Close and save your document.



?«‘*mgm;@ 3 1 Texi ﬁaxes

This exerclse |nvulues creatmg a new document from a “template and addmgleditmg several text boxes.
1. Launch Poweri)omt and create a new presentation using the Berlin template, Save

your documem as project_3-1_iexibox.

PLll in %w e Tas (ritle) and Lesson 3 (subtitle) on the title slide.

Add a blank slide, and add a text box to it. Add two paragraphs of text to the text
box, s

D

(]

4, Experunent with resizing the text box to change the word wrapping. Open the
Format Pane (r1ght click text box) and adjust the AutoFit options in its Text Options
> Text Box tab.

Exper_l_m'ent with multi-columa text and turning off text wrap entirely (Texi Giprions
> Text Box » Weap texi in shaps),

1%

Note the efficient use of space in a two-column format.

6. Experiment with adding text boxes in other shapes and PrOpOithi’lS to the slide deck.
Alter the backgrounds of your text boxes with Fornai Shaps - Shape Opiinns » Fill
cormands.

7. When you're comfortable with the text box edmng controls, save and close your
document.

Project 3-2: WordArt and Text Style

Here you’'ll try out several Style Options for newly-created WordArt.

1. Open the project file 3-2-source. Save your document as project_3-2_wordart.
' 2. Add a new slide with layout Title and Content, entitled WordArt Samples,
: 3. Add five lines of bulleted text (varying bullet levels) to slide 4's text area.

4. Select the final bulleted line and apply a WordArt Style (Diawing Tools » Fusmat >
Wordfrt Styles gatley) to the text. Try out several different WordArt Styles for the
five lines of text.
Note that WordArt Styles are characeer-level formatting — several styles can be applied
: : to a single line of text.
f' 5. Select the slide title and manually choose Text Fill, Text Outline, and Text Effects
options (Drawing Tools = F omiaa} along w1th a Shape Stylr:: for the shde t1tles {ext

' sh'd,' sa_vcjja_nd close:

Proficiency Assessment

'II tweak the formattmg options in PowerPomt Fo.n'ﬁ.at Pane
Open the pro)ect file 3-3-source. Save your documenc as project_3-3_format_pane.

Add a new slide. Open the Format Background Pane.

. Switch to a Picture/Texture fill. Open the Picture Corrections tab of the Format Pane
| and choose the Brightness -40%/Conirast +40% preset.



