PC Driving Test Practice – Microsoft PowerPoint


Note:

1. Please do not close the presentations after the exercises, as they are required for computer marking.

2. Please check your work before going to the next exercise. When you have proceeded onto the next exercise or finished the test, you cannot return to the previous exercise.

Exercise 1

1. Create a new blank presentation in PowerPoint with a blank slide.

2. Add 1 new slide to the presentation with an appropriate format for displaying text on the left, a chart on the right and a title at the top.

3. Add the following text to the text box on the left side in slide 2.

The chart shows growth by quarter for 2001

4. Insert the image logo.bmp from the directory path c:\pcdrv\images\ in slide 1.

5. Position the image logo.bmp in slide 1 to be approximately in the bottom right corner.

6. Make the text The chart shows…for 2001 bold in slide 2.

7. Set the background colour of the text box containing the text The chart shows…for 2001 to any colour except black, white or the colour assigned to Automatic.

8. Add a chart to the chart box on the right side in slide 2.

(Accept all the sample data provided.)

9. Add the following speaker notes to slide 2.

Profit report for 2001

10. Save the presentation as profit.ppt in the directory path c:\pcdrv\
Exercise 2

1. Open the presentation internet.ppt from the directory path c:\pcdrv\powerpoint
Add the text Internet Presentation to the title box provided in slide 1 and save.

2. Delete the text beginning Andy: please check date in slide 1.

3. Copy the ‘star’ image from slide 2 and paste approximately into the same position in slide 3.

4. Add an organisation chart in slide 8.
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Enter the organisation chart detail as below:

6. Move slide 6 so that it appears as slide 5 in the presentation.

7. Left align the text beginning Please note: in slide 2.

8. Horizontally resize the text box in slide 7 beginning Objectives… so that all of the text can be viewed within the slide.

9. Add the pre-set animation effect Wipe Right to the text box below the title text in slide 1.

10. Add the Checkerboard Down slide transition effect to all the slides in the presentation and save.

11. Add an organisation chart to be the last slide.
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Enter the organisation chart detail as below:

Note: A title is not required.

Exercise 3

1. Open the presentation outlander.ppt from the directory path c:\pcdrv\powerpoint

Go to slide 2 in the outlander.ppt. Cut the bulleted point beginning Free lunch… and paste into the right box in slide 5.

2. Cut the ‘bottle’ image form slide 1 and paste into the image box in slide 5.

3. Add a shadow effect to the title text Outlander Spices in slide 1.

4. Select the title text Expansion Project in slide 4 and change the font name to Arial.

5. Select the title text in slide 6 and change the font colour to any colour other than black or white.

6. Use the drawing bar to add an autoshape 4 point star above the text Outlander Spices in slide 1.

Note: The exact size, position and colour of the autoshape is not marked.

7. Change the page layout of slide 1 to be a blank slide.

8. Use a spell-check program and make changes if necessary. (Proper names are not included in the spell checking and may be ignored).

9. Use the help index to find help on help on the topic Running slide shows, play list and display it. Copy all of the text displayed and paste into the text box provided in the last slide. You may need to resize the text to fit into the text box.

10. Use the window menu to select the presentation internet.ppt. Save the presentation in a template format in the directory path c:\pcdrv\
11. Use the window menu to return to outlander.ppt. Change the page layout for the whole presentation to landscape.

12. Use the drawing tool bar to add an autoshape rectangle to the bottom of slide 4, to be approximately like the rectangle shown on the other slides.

Note: The exact size, position and colour of the autoshape is not marked.
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