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Microsoft PowerPoint Exercise #2: Browsing a Presentation
You might want to browse through a completed presentation to view the content and design of each slide to consider possible revisions which you wish to make.  In PowerPoint, it is possible to browse in one of a few different ways.  First, you can click the scroll arrows to move line by line.  You can also move window by window by clicking either above or below the scroll box.  You can even drag and drop the scroll box to move to a specific slide.  In the next sequence of exercises, however, you will be required to do more than just idle typing.  You will break off into small groups of at least two but no more than three and begin to model a slide presentation which you will develop during the coming weeks. At least one member of each group must bring a 3.5” floppy diskette to class from now on and failure will result in a zero for the day. 
1. After booting and logging on to the system, click the Start button.

2. Select Programs.

3. Launch Microsoft PowerPoint.
4. Watch and listen to the demonstration.

5. Divide into small groups of 2 or 3.

6. Think of a topic that you’d like to create a presentation for.  It can be in almost any area of interest.

7. Let’s begin setting up our title slide.  Click in the “Click to add title” placeholder in the top part of the slide.
8. Type in the title of your presentation.
9. Click in the “Click to add subtitle” placeholder.

10. Add a short description of what the presentation is about.  Use the example in the demonstration as a guide.

11. Click the Next Slide button in the toolbar to create a new slide.

12. Click the title text box.

13. Type a title for this particular slide.  It should describe in no more than 4 words what the first element of your presentation is about.

14. Click the text placeholder.

15. This section should describe the finer points of the title in detail.  Use the format which I showed you in the demonstration as a guide.  The samples I circulated should also help.  A slide with the title of “3rd Quarter Career Education Topics”, for example, might include the following:

a. Tables

b. WordArt

c.  ClipArt

16. Create at least two more slides in this fashion.

17. Call your teacher for a floppy disk grade for today.  Please note that you will be expected to bring your diskette to class each day from now on.
