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Click on open tool → click on my documents → select Training.ppt →open 
[image: image2.png]Open the presentation named Training.ppt, which is in the My Documents folder.




Click on the new tool from the standard toolbar 
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File → save as → use the drop down list in the save as type box and select outline/RTF→ save  
[image: image4.png]Create a new blank presentatios




Tools → options → General tab → in the name box delete msingh → type Lee Smith 
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View → select slide sorter 
[image: image6.png]Save the Company Strategy presentation as an Outline/RTF file.

You don't need to change the file location.




Insert → new slide → select the title slide 
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Format → apply design template → select Sunny Days → Apply 
[image: image8.png]Change the default user name for this application to Lee Smith.




View → master → slide master → select the graphic → press delete from the keyboard 
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View → header and footer → check the slide number → check don't show on title slide → apply to all  
[image: image10.png]Switch to Slide Sorter View.




Put the cursor on click to add text → type Introduction 
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Delete the name Bonanza sale and type Mammoth sale 
[image: image12.png]Create a Title Slide, with placeholders for both a title and a sub.itle.




Format → change case → select upper-case → ok 
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Double click on the clip art icon → select animals → select the lion → apply 
[image: image14.png]This travel company uses an approved range of corporate templates.

Apply the design template Sunny Days to this presentation.




Right click on the graphic → cut → select slide number 7 → right click paste 
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                                                         سلحفاة 
[image: image16.png]Access the Slide Master, and remove the graphic of the skier.




Put the cursor here 
[image: image17.png][=[ofx]

|1 ple edt ew Insert Format Toos SideShow Window Help NETE|

Jnau\év\%%gwn-m-\g Elﬂtl\ bara =@,

| TmesNewRonen =24 ~| B Z U 8 Kole o Common Tasks +

Student Performance
L ]

“irE=EceEe
[ o~ [Ty & NNOCE4E 2-4-A- B,

T Side 3017 T Copsules T 4





feature
Double click on the add chart → select the cell b1 and type 50.3 → press enter from the keyboard 
[image: image18.png]Access the Header and Footer dialog box and add slide numbers to all slides except for the title
slide of this presentation.




Click on the chart type tool from the standard toolbar → from the drop down list select bar chart 
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Double click on the organisation chart → in the first box  → select the type name here and type Sam Elliot → select type title here and type Chairperson → click on any box from the below 
[image: image20.png]Add the word Introduction as the first item in the bulleted list on this slide.

Click SUBMIT when you have finished.
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· Miguel and Lee would report directly to Alexandra 
               Slide show 

               Master 

               Outline 

[image: image22.png]Change the second bullet on ti le from Bonanza sale to Mammoth sale.

Click anywhere outside the bulleted list placeholder when you have finished.



               Slide sorter 
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Rectangle within square 
ارسم مستطيل داخل المربع الذى لونه احمر

Click on the rectangle tool from the drawing toolbar → put the cursor in the red square and drag 
[image: image24.png]Without retyping, make all of the letters in the selected word upper-case.




Arrow  
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[image: image26.png]
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Format            autoship             beging stile  
Click on the arrow style tool from the drawing toolbar → select any line with arrow  
[image: image28.png]



triangle
اعمل أي ظل لهذا المثلث
Select the triangle → select the shadow tool from the drawing toolbar → select any shadow 
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[image: image30.png]If you wished to change the height of the tortoise graphic
would you click to begin?





Click here 
[image: image31.png]



autoshape
انسخ نسخة في الشريحة رقم سبعة

Right click on it and select copy → select slide 7 → right click and select paste 
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Slide show → preset animation → select flying 
[image: image33.png]Access the chart AutoLayout feature, change the value in cell B1 from 27.4 to 50.3.

Press the Enter key when you have finished.




Slide show → slide transition → in the effect section select from the drop down list box in → select medium → apply 
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File → page setup → from the slide size for select A4 paper → ok 
[image: image35.png]Change the type of this chart from a column to a bar chart.




Click on the click to add note → type Presentation available online → click any where 
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Right click on slide number 2 select copy →right click after slide 3 select paste 
[image: image37.png]Sam Elliotis the head of this organisation.
Open the organisation chart in this slide and add the details showing Sam Elliot as Chairperson.
Click any of the sub-ordinate boxes when you have finished.

{You don't need to add comments)





Slide show → view show 
[image: image38.png]If Maria were deleted from this organisation chart, which one of the following

statements would be True?
Miguel and Lee would become
sub-ordinates of Paul.

(5 Miguel and Lee would report
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[image: image40.png]Draw a rectangle within the red square.
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[image: image42.png]Add an arrow head of your choice to the beginning of the selected line.
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[image: image44.png]Add any shadow of your choice to the green triangle on this slide.
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[image: image46.png]We would like all the words on this textbox to fit onto a single line, so that no words spill onto 2
second line.

Where would you click to begin to resize this texthox?
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[image: image49.png]Duplicate the selected autoshape to slide 7 in this presentation.
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[image: image51.png]Apply the preset animation effect called Flying to the selected bullet placeholder in this sl
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[image: image53.png]Apply the slide transition effect, Box In, to just

Set the speed of transition to medium.
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[image: image55.png]You wish to produce handouts of this presentation on Ad sized paper.
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[image: image57.png]Add a note to this closing slide saying: Presentation available online.

Click anywhere when you have finished.
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[image: image59.png]Copy slide number 2 and paste it as sli
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[image: image61.png]Run this entire presentation as an onscreen slide show.
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[image: image63.png]Use the Microsoft Office Assistant to find help on 35mm slides.



[image: image64.png]Rehearse presentation with timings,
transitions and animations.

Making global changes to your slides.

Work with the structure of your file.

Identify slides that have transitions,
animations or are hidden.

Outline, Slide Sorter Slide Show Master



