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1. Change the default user name for this application to Lee Smith.

crosoft PowerPoint - [Annual General Meeting.ppt]

g Annual General Meeting

Ferth Grand Hotel

7t July

0 N\ 2OCEH4E 2--4-A-=E=E0a.
Side 1 o6 i Bends =

A. Tools -> options -> General tab -> in the name box delete msingh -> type Lee Smith
Answer: A

2. Switch to Slide Sorter View.
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Microsoft [Annal .l-"l ||1q |||!Ii
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* Annual General Meeting
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Perth Grand Hotel
7tk Tuly

urmsz?J_ —_—— e ===t = n
T = : =

A. View -> select slide sorter
Answer: A

3. Create a Title Slide, with placeholders for both a title and a sub-title.

€] Microsoft I‘mrPI Pum! |F-‘|:-~p9r|tdl|un1|

/] B Edt View Insert Format Tooks Sideshow Window Help

*’Iuﬂni&ww oo [@BOW O[ma% = Al r

jmwm 2+ BZUE[EEFESE AL € | E comonTaskse
';_, 1 [E creating Presentations

i PowerPomt 2003
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A. Insert -> new slide -> select the title slide
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Answer: A
4. This travel company uses an approved range of corporate templates.

Apply the design template Sunny Days to this presentation.

€] Microsoft PowerPoint - [Corporate Breaks_ppt]
{E] Fle Edt View Insert Format Tooks SigeShow Window Help , =l
D@ awxmammw-llnﬂanmaﬁ
[Tnestew oo 212 2| B 2w s [EEA=E A e -emem.-J
| [E] GETAWAY TRAVELS = -
y £ boaming market in

mild-season breaks
“z @ European Breaks
“3 [0 American Breaks
3 - Rl Vi GETAWAY TRAVELS
J = Chicago
J = Los Angeles ; :

: A booming market in

i * o ey mid-season breaks

« Las Vegas
4I';‘|[:urpurate Breaks
J
d
;i Click o add rotes B
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A. Format -> apply design template -> select Sunny Days -> Apply
Answer: A
5. If Maria were deleted from this organisation chart, which one of the following statements would be

True?

| adsxanaa Sxamorovski |
Sentor Cperatsons

|

Head of Marketing Head of Sales

Maria Fosting ‘ ‘ Paul O Shea

Le Moore Mairn Lilith Michelle Smith
el Farfan |
Monteiiny Rasech | Interdepartmert. | Eastern Region | Western Region
Linzon | seles | Sales
| Beth King

iDi‘-’isiunedSahes'

A. Miguel and Lee would become sub-ordinates of Paul.
B. Miguel and Lee would report directly to Alexandra
C. Miguel and Lee would become co-workers of Naim and Michelle.

D. You would be prompted to give Miguel and Lee a new manager.
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Answer: B

6.0pen the presentation named Training.ppt, which is in the My Documents folder.

The Successful Student

Guest Speaker.  Professor Anne Redmond

Answer: Click on open tool ->click on my documents -> select Training.ppt ->open

7.Create a new blank presentation.
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K] Microsoft PowerPoint - [Student Motheation.ppt]
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1.3 The Successful Student
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,,, Guest Speaker:  Professor Anne Redmond
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Answer: Click on the new tool from the standard toolbar
8.Save the Company Strategy presentation as an Outline/RTF file. You don't need to change the file

location.
[£] Microsoft PowerPoint - [Company Stratemqe.ppt]
«j@mﬂmmwmnﬂmww
DEE &Y $BAIS - -
Jmu -2¢v|ni!lﬂ”_‘IIL-
L1 [Z) marketing Strategy
Denis Kenny
Vice President - Marketing
' 2 ) vision Statement
r » Introduction Marketing Strategy

[o

¥

£ + Expand global markets

+ + Increase market share

¢ « Diversify

¢ 3 [Z) Goal and Objectives

b * Goa

:_I + Increase profitability by 10%

| + Objectives

I + Increase sales by 10% :

¥ « Reduce costs by 5% Click to add notes =
4 2 Today’s Sales Performance

i + USA =6 million E's -

EEoEEy " j o4
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Answer: File -> save as -> use the drop down list in the save as type box and select outline/RTF-> save
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9.Access the Slide Master, and remove the graphic of the skier.

= el Ao

Winter's Here!
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Answer: View -> master -> slide master -> select the graphic -> press delete from the keyboard
10.Access the Header and Footer dialog box and add slide numbers to all slides except for the title slide

of this presentation.
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55 Student Performance
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Answer: View -> header and footer -> check the slide number -> check don't show on title slide -> apply

to all
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