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The safer , easier way to help you pass any IT exams.

1.0pen the presentation named Training.ppt, which is in the My Documents folder.

The Successful Student

Guest Speaker,  Professor Anne Redmond

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

2.Create a new blank presentation.
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The safer , easier way to help you pass any IT exams.

. Guest Speaker  Professor Anne Redmonid
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A. Click on the new tool from the standard toolbar

Answer: A

3.Save the Company Strategy presentation as an Outline/RTF file.

[E] Microsoft PowerPoint - [Company Strategy.ppt]

{E180 o Yoo jowt fomet Tock MisShou Wedw b =
T :-<~5| o mmam@l A )
| K x| ¢ # e Comntass - .

I (=) Marketing strategy '—-‘5’ =

L Denis Kenny
Vice President - Marketing
"2 ) vision Statement
i » Infroduction Marketing Strategy
£ « Expand global markets 't
o4 » Increase market share — i
H * Diversify xﬁm Marketing
.32 Goal and Objectives :
o = oal o
L + Incresse profitability by 10% 2
i « Objectives L3
+ Increase sales by 10%
if « Reduce costs by 5%
4 2 Today’s Sales Performance
i * LISA =6 million E's d
5 o | e ey e T
’1@:«»1_ G mpshwes- N NCJOEH 4R 2-F-A-=5 ﬁ aE.
Outine Jic Do Tie. 4

3/9



The safer , easier way to help you pass any IT exams.

You don't need to change the file location.
A. File -> save as -> use the drop down list in the save as type box and select outline/RTF-> save
Answer: A

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

ﬂ Anmual General Meeting

Perth Grand Hotel
7ih J,ﬂ}.

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

5.Switch to Slide Sorter View.
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A. View -> select slide sorter
Answer: A

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

2] Microsoft PowerPoint - [Presentation]
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The safer , easier way to help you pass any IT exams.

A. Insert -> new slide -> select the title slide
Answer: A

7.This travel company uses an approved range of corporate templates. Apply the design template Sunny
Days to this presentation.

] Microsoft PowerPoint - [Corporate Breaks.ppt]
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A. Format -> apply design template -> select Sunny Days -> Apply
Answer: A

8.Access the Slide Master, and remove the graphic of the skier.
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The safer , easier way to help you pass any IT exams.

rerPoint - [Winder.ppt]

7a Winter's Here!
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A. View -> master -> slide master -> select the graphic -> press delete from the keyboard
Answer: A

9.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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The safer , easier way to help you pass any IT exams.

5@ - Student Performance

; o = o
A. View -> header and footer -> check the slide number -> check don't show on title slide -> apply to all
Answer: A

10.Add the word Introduction as the first item in the bulleted list on this slide. Click SUBMIT when you
have finished.
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The safer , easier way to help you pass any IT exams.

Vision Statement

A. Put the cursor on click to add text -> type Introduction
Answer: A
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