
PowerPoint Chapter 1 – Creating and Editing a 
Presentation with Clip Art 

1. Draw a line connecting each program with its file type. 

a. Microsoft Word     Document 

b. Microsoft Excel     Presentation 

c. Microsoft PowerPoint    Worksheet 

 

2. Identify the following items on the screen:   

a. placeholder 

b. sizing handle 

c. level one of a paragraph 

d. level two of a paragraph 

 

3. Why should you avoid using all capital letters in presentations?  

  

4. What is the smallest font size you should use for a presentation?  

5. Why should you use red text sparingly in presentations?  

  

6. What is the 7 x 7 Rule?  

  

  

7. Why should you avoid line wrapping?  

  

8. What should you use as the closing slide in your presentation?  

  

9. What is “green computing?”  

  



Directions:  Match each term with its definition. 

1. _____ Provides a consistent design and color throughout a presentation 

2. _____ Special visual and sound effects applied to text or content 

3. _____ Creating a lower-level paragraph 

4. _____ A window located around the main work area that provides more options 
than normal dialog boxes 

5. _____ Using the mouse to move content from one location to another 

6. _____ A printout 

7. _____ The area below the main work area when you can type speaking notes to 
accompany each slide  

8. _____ Shows the text of the presentation in outline form 

9. _____ Creating a higher-level paragraph 

10. _____ Shows thumbnails of the presentation to the left of the main work area 

11. _____ Special animation effect used to progress from one slide to the next slide in a 
presentation 

12. _____ A line separating the main work area from the task panes 

13. _____ The mode in which a presentation appears on the screen 

14. _____ The arrangement of placeholders on a slide 

a. animation 
b. demoting 
c. drag and drop 
d. hardcopy 
e. layout 
f. notes pane 
g. outline tab 
h. promoting 
i. slide pane 
j. splitter bar 
k. task pane  
l. theme 
m. transition 
n. view 
 
 
 
 
 
 
 

 

 

 
 

Directions:  Write the name of the view on the line provided.  The first one has been done for you. 

 

Normal View       

 

 

 

 

 

 

 

 

  



SAM POWERPOINT PROJECT 1 OVERVIEW 

You are working with upper-level students to host a freshmen orientation seminar. When you attended this seminar, you 
received some helpful tips on studying for exams. Your contribution to this year’s seminar is to prepare a short 
presentation about study skills. You develop the text shown in Figures 1 through 3 and then prepare the PowerPoint 
presentation shown in Figures 4 through 7. 

Instructions 

1. Open the file SC_PowerPoint2010_C1_L1a_FirstLastName_1.pptx and save the file as 

SC_PowerPoint2010_C1_L1a_FirstLastName_2.pptx before you move to the next step. Verify that your name 

appears in the Notes on the first slide. (Note: Do not edit the Notes on the first slide. If your name does not appear in 

the Notes, please download a new copy of the start file from the SAM web site.) 

2. Change the theme of the presentation to Aspect. 

3. On slide 1, enter the title slide text shown in Figure 1.  

FIGURE 1 Text for Title Slide 

 

 

4. Italicize the name “Sarah Jones”.  

5. Increase the font size of the title paragraph, “Hit the Books”, to 48.  

6. Increase the font size of the first paragraph of the subtitle text, “Studying for an Exam”, to 28. 

7. On Slide 1, insert a Clip Art of your choice from the Microsoft Clip Organizer. Position the clip so that it is toward 

the left side of the slide. Resize if necessary.  

8. Create Slide 2 with the title and bulleted list shown in the typed notes in Figure 2. 

FIGURE 2 Text for Slide 2 

 

9. On Slide 2, insert a Clip Art of your choice from the Microsoft Clip Organizer. Position the clip so that it is toward 

the right side of the slide. You may choose to resize the width of your text so that it stays on the left half of the slide 

(but this is not required.) 

  

title 

subtitle 

title 

bulleted list 



10. Create Slide 3 with the title and bulleted list shown in the typed notes in Figure 3. 

FIGURE 3 Text for Slide 3 

 

11. On Slide 3, resize and reposition the bulleted list so that it is near the center of the slide. Then insert two clips of your 

choice from the Microsoft Clip Organizer so that there is a clip on both sides of the text, as shown in Figure 6. 

12. On Slide 3, change the font color of the words “Be confident” to Yellow (color 4 in the Standard Colors row.) 

13. Create a closing slide by duplicating Slide 1, deleting the name “Sarah Jones”, and replacing the image with a new 

clip. Move the slide to the end of the presentation. 

14. Apply the Uncover transition in the Subtle category to all slides. Change the duration to 1.25 seconds.  

Check for any spelling errors you may have made, save your changes, close the presentation and exit PowerPoint. Follow 

the directions on the SAM web site to submit your completed project. 

 

 

FIGURE 4      Slide 1 (Title Slide) 
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FIGURE 5      Slide 2  

 
 

 

FIGURE 6     Slide 3  
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FIGURE 7     Slide 4  

 

CHAPTER 1 SPECIAL PROJECT 
1. You will create your own PowerPoint presentation on one of these topic options: 

 Option 1 - Why you deserve an “A” in this (or any) class 

 Option 2 - Why is CR North such a great school 

 Option 3 - What makes you unique 
 
2. Your presentation must include the following: 

 Document theme other than Office 2010 (2 points) 
 Title slide showing your name,  topic and option # (3 points) 
 At least 4 slides in addition to the title and closing slides (4 points) 
 At least 3 font colors (3 points) 
 At least 4 pictures from Clip Art that relate to the slides (4 points) 
 Something Bold (1 point) 
 Something underlined (1 point) 
 Something italicized (1 point) 
 At least 2 bullet levels (2 points) 
 At least 2 different slide layouts (2 points) 
 At least 2 different transitions (2 points) 
 An appropriate closing slide (2 points) 
 Sufficient information to address your topic (5 points) 
 Good design theory with respect to colors, font formatting, 7 x 7 Rule, and wrapping (5 points) 
 Creativity (5 points) 
 Good spelling and grammar (3 points) 

 
3. Save your file with the filename Chapter 1 Special Project.   
 
4. Print one copy of your presentation showing six slides per page horizontally. 
 


