Microsoft Office 2000

Assignment #7 – PowerPoint – Creating and Delivering a Presentation

Objective:

Upon completion of this unit, you should be able to demonstrate how to:

· Start PowerPoint and Understand the PowerPoint Window

· Use Blank Presentation Options or Template Options

· Work with slides/Add slides to Presentation

· Add Text to Placeholders/Work with Text Objects

· Print Options/Saving a Presentation/Exiting PowerPoint

· Format Paragraphs/Use Bulleted Lists

· Understand PowerPoint Slide Views

· Use Outlines and Speaker Notes

· Change a Slide’s Layout and Template

· Move, Copy and Delete Slides

· Deliver an Electronic Slide Show

· Insert ClipArt

Assignment:
Using Microsoft Office 2000 Essentials
_____ Read Lesson 23 and DO all hands-on exercises 23.1 through 23.15.  

Page 658 - 683

_____ Complete the Concepts Review – page 684

_____ Do Skill Builders 23.1 and 23.2 and Read 23.3 page 685 - 687

When you are finished, turn in this cover sheet to your instructor and proceed to the next assignment sheet.

Name: _________________________
 Date: ____________________

Instructor’s Approval: ________________
MS Office 2000
Instructor: Laura Sharp

