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LAB ASSIGNMENT 5 PART 1

MICROSOFT POWERPOINT
PRESENTATION
Figure 1-1 Slide Layout




Figure 1-2 Slide Design
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1. Click the orange icon that represents MS PowerPoint or click Start, Programs, MS Office, Powerpoint.  This may differ depending on how your computer is set up.

2. Select a slide design by clicking in the Slide Design task pane as shown on the right of Figure 1-2.  If the Slide Design task pane is not shown, select Format on the menu bar and the Slide Design menu option.

3. After you have chosen your slide design, you will begin to create your slides.  When you are finished with this presentation, you will have seven slides.  You will also present your slide show to your instructor and the class if time permits.  You should be able to determine the number of slides you have by using your outline pane located on the left of the screen or by clicking the slides tab.   If you cannot see your outline or slide tabs, select the View menu option and click Normal (Restore Panes).
4. Your first slide should already be present.  It is a Title Slide.  In the first section of the slide, click and add the title “Movies of the Week” without the quotes.  In the section of the slide, click and add the subtitle “Week of June 1, 2005” without the quotes.

5. Click the New Slides button in the upper right of your screen.  Your Slide Layout task pane should appear on the right (See Figure 1-1 above).  If the Slide Layout task pane is not shown, select Format on the menu bar and the Slide Layout menu option.
5.
Select the Title and Table slide under Other Layouts in the Slide Layout task pane.
6.
Add the title “Movies and Revenue” without the quotes to the new slide.

7.
Double click on the center icon to add a table with six rows and two columns.  Click OK.

8.
Enter the following information as shown below:

	Movie
	Domestic Gross

	Titanic
	$600,779,824 

	Star Wars
	$460,935,665 

	E. T. the Extra-Terrestrial
	$434,949,459 

	Spider-Man
	$403,706,375 

	The Lord of the Rings:  The 

Return of the King
	$375,667,233 


9.
Click the New Slide button located above the Slide Layout task pane.

10.
Select Title and Charts under Other Layouts in the Layout task pane.

11.
Add “Revenue in Millions” without the quotes as the slide title.

12.
Double click the icon on the slide to add a chart.
13.
Under the Chart menu item, select Chart Type.  Select Pie.  Select the Exploded pie with a 3-D visual effect (middle chart on the second row).  Click OK.

14.
In the worksheet that popped up, enter “Titanic” over “1st Qtr” without the quotes.  Enter “Star Wars” over “2nd Qtr” without the quotes.  Enter “E. T.” over “3rd Qtr” without the quotes.  Enter “Spider-Man” over “4th Qtr” without the quotes.  Under column E, enter “Lord of the Rings” without the quotes.
15.
Under Titanic, enter “600” without the quotes.  Under Star Wars, enter “460” without the quotes.  Under E. T., enter “434” without the quotes.  Under Spider-Man, enter “403” without the quotes.  Under Lord of the Rings, enter “375” without the quotes.
16.
Under the Chart menu option near the top of your screen, click Chart Options and then Data Labels.
17.
Click Category names, Values, and Percentage.

18.
Click OK.

19. 
Click the X on the worksheet to exit the worksheet where you entered the data for the movies.

20.
Make sure that all data labels, values, and percents can be seen clearly.  This may mean clicking on that item and moving it.  You can also size the chart by clicking the chart and resizing it.

21.
Click the New Slide button.

22.
In the Text Layouts area, select the Title Only slide.

23.
In the Title section, enter “Most Popular Movie” without the quotes.

24.
Press the Enter key and type “Titanic” without the quotes.

25.
Click the downward arrow next to Slide Layout in the task pane.
26.
Select Insert Clip Art.

27.
In search text, type “boats” without the quotes.

28.
Click once on a boat clip art to add that clip art to the current slide.  Wait, it may take a few minutes.
29.
Enlarge the clip art so that it fills up nearly the entire slide but comes underneath the title.
30.
Select the title section.

31.
On the task pane, next to Insert Clip Art, click the downward arrow and select Custom Animation.

32.
Click Add Effects, Entrance, and Blinds in this order.

33.
Click the clip art to select it.  Click Add Effect, Emphasis, and Spin, in this order.

34.
At the bottom of the task pane, click Play to view the results of what you just did to the current slide.

35.
Click the New Slide button.

36.
Under Text Layouts, click the Title Only slide design.

37.
In the title section, type “Least Popular Movie of This Group” without the quotes.

38.
Press the Enter key and type “Lord of the Rings” without the quotes.

39.
Click the downward arrow next to Slide Layout on the task pane and select Insert Clip Art.

40.
In search text, type “rings” without the quotes.

41.
Click a ring clip art of your choice to add to the current slide.
42.
Select the title.

43.
Click the downward arrow next to Insert Clip Art.

44.
Select Custom Animation.

45.
Click Add Effect, Motion Path, and Diagonal Up Right in this order.
46.
Click on the ring clip art.

47.
Click Add Effect, Emphasis, and Grow/Shrink in this order.

48.
Click the downward arrow next to Custom Animation and select Slide Layout.

49.
Click the New Slide button.  Use the default (slide automatically given) slide.

50.
In the title area, type “Average Revenue” without quotes.  Next to the bullet in the section underneath the title, type $455,207,711.20.  Select the entire number you just typed and change the font size of the number to 66.

51.
Next to Slide Layout, click the downward arrow and then click Slide Transition.

52.
In the Apply to selected slides section, click Checkerboard Down.

53.
Click the New Slide Button.  Under Text Layouts, click the Title and Text slide layout.
54.
In the title section, key your name and press Enter.  Key “What I Have Learned From This Assignment” without the quotes.
55.
In the section underneath the title, add four things you have learned from this project.

56.
Click the downward arrow next to Apply Slide Layout and select Slide Design Templates.
Select a template of your choice.
57.
Add a footer with your first and last name to each slide, the date you completed the assignment, and the slide number.  To do this, click View, Header/Footer, and the Slide tab.  Make sure that the Date and time checkbox is checked and Fixed is selected.  Under the Fixed radio box, type in the date you finished the assignment in the text box in this format:  month spelled out, day, four-digit year.  Click the Slide Number checkbox to place a check in it.  Make sure the Footer checkbox is checked.  In the textbox under the Footer checkbox, type your first and last name.  Click Apply to All.
58.
Save your presentation to the A: drive as Movies Summer 1 and your three initials. 
59.    With your instructor present, run your presentation.  Make sure your first slide is selected before you run your presentation, or your presentation will only show the slides beginning with the one you have selected.

60.
Print your presentation by clicking File, Print.  At the top, make sure you have the correct printer selected.  Near the bottom, look for Print What and select Handouts.  In the Slides Per Page dropdown, type 4.  Click OK.






