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Beginning PowerPoint

 FORMCHECKBOX 

1.
Microsoft PowerPoint: Action Step 1


Start the program Microsoft PowerPoint

 FORMCHECKBOX 

2.
Microsoft PowerPoint: Action Step 2


Use the OUTLINE VIEW to add the following text. Each new line will represent a new slide.


Sping


Spring has sprung


The grass has riz


I wonder where the flowers iz.

 FORMCHECKBOX 

3.
Microsoft PowerPoint: Action Step 3


The first slide has the TITLE “Spring.”  Add the SUBTITLE “A poem by Ogden Nash.”
 FORMCHECKBOX 

4.
Microsoft PowerPoint: Action Step 4


Format the Side Design with a THEME. You can choose the THEME named Flow.
 FORMCHECKBOX 

5.
Microsoft PowerPoint: Action Step 5


Insert a picture representing flowers or spring for each slide in the presentation. You can use Clipart


 or the sample files available online. Resize the pictures to fill about half of the slide area.

 FORMCHECKBOX 

6.
Microsoft PowerPoint: Action Step 6
Go to Slide 2 and insert a picture of a bee or butterfly.  Format the bee or butterfly to have the CUSTOM ANIMATION: Spiral in Slowly.  Start the animation automatically (not on mouse click.)
Select the bee or butterfly on Slide 2 and add a SOUND.  Play the sound with previous.

 FORMCHECKBOX 

7.
Microsoft PowerPoint: Action Step 7


Go to Slide 3 and apply the Wipe ANIMATION to the text ‘The Grass has riz.’  

 FORMCHECKBOX 

8.
Microsoft PowerPoint: Action Step 8

Apply a TRANSITION to each slide using the Animations Ribbon.   Make each slide transition Very Fast Speed and occur on Mouse Click.
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 FORMCHECKBOX 

9.
Microsoft PowerPoint: Action Step 9


Save this Presentation with the name Spring Poem.  
 FORMCHECKBOX 

10.
Microsoft PowerPoint: Action Step 10

Create a new, blank presentation and add the following text.  Each new line will represent a new slide.

The wind riz then it blew

The rain friz then it snew

Spring is gone

Fall has fell

Winter’s here and it’s colder than usual
 FORMCHECKBOX 

11.
Microsoft PowerPoint: Action Step 11

Go to the SLIDE MASTER and format the Title text yellow.  Format the Subtitle Text orange.  Format the Background as Style 12.  Apply the formatting to all slides and return to normal view.

 FORMCHECKBOX 

12.
Microsoft PowerPoint: Action Step 12

Insert all 4 slides from the Spring Poem presentation into the new presentation. Select KEEP SOURCE FORMATTING for the inserted slides. 

 FORMCHECKBOX 

13.
Microsoft PowerPoint: Action Step 13

Use the Slide Sorter to move the inserted slides to be the first four slides in the presentation.

 FORMCHECKBOX 

14.
Microsoft PowerPoint: Action Step 14

Go to the last slide and add a star from the AutoShapes. Add the following text to the AutoShape:


Well Done!

 FORMCHECKBOX 

16.
Microsoft PowerPoint: Action Step 16

On the 7th slide, under the words “Spring is gone” insert the SMARTART named “Basic Cycle.”  

Delete of the circles in the SmartArt on Slide #7, leaving 4.  Add the following text to the SmartArt, one word in each circle of the Cyle: Spring, Summer, Fall, Winter.  Format the Cycle SmartArt with the SmartArt Style Bird’s Eye Scene

 FORMCHECKBOX 

17.
Microsoft PowerPoint: Action Step 17

On Slide 5, insert a TABLE with 3 columns and 2 rows.  Insert the data below.


Yesterday
0 mph



Today 

3 mph


Tomorrow
10 mph

Format the table on Slide 5 by applying the TABLE STYLE ‘Medium Style 4 Accent 5’
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 FORMCHECKBOX 

18.
Microsoft PowerPoint: Action Step 18


Go to slide 1 and add the following text to the Speaker Notes:


A Tribute to the Poet, Ogden Nash (1902-1971)

 FORMCHECKBOX 

19.
Microsoft PowerPoint: Action Step 19


Go to the Slide Sorter and hide Slide #8

 FORMCHECKBOX 

20.
Microsoft PowerPoint: Action Step 20


Save the presentation as Your Name PowerPoint Nash Show Revised.pptx.
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