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


Slide 1 type: Spring

Slide 2 type: Spring has sprung


Slide 3 type: The grass has riz


Slide 4 type: I wonder where the flowers iz.
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3.
Microsoft PowerPoint: Action Step 3


The first slide has the title, "Spring." Add the following text to the subtitle:


A poem by Ogden Nash

 FORMCHECKBOX 

4.
Microsoft PowerPoint: Action Step 4


Format the slide design and choose a template. Apply the template to all slides.

 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 4 and insert a picture of a bee or butterfly. You can use Clipart or the sample files.

 FORMCHECKBOX 

7.
Microsoft PowerPoint: Action Step 7


Select the bee or butter fly and create custom animation. Make the graphic Spiral In slowly.

 FORMCHECKBOX 

8.
Microsoft PowerPoint: Action Step 8


Using the same animated graphic, make the action start automatically, or with previous, instead of 


waiting for the speaker's mouse click.
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9.
Microsoft PowerPoint: Action Step 9


Go to the Slide Sorter and apply a Transition to each slide.

 FORMCHECKBOX 

10.
Microsoft PowerPoint: Action Step 10


Save this presentation and name it: Your Name PowerPoint Skill Test Spring Poem.

Submit this sample file to your instructor for credit in your online course.
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