Grader - Instructions	PPT 2019 Project
PowerPoint_01_SR_Sustainability_HW

Project Description:
In the following project, you will edit a presentation that promotes employee participation in a sustainability campaign for the Aspen Falls Human Resources Department. You will edit the slide text, change formatting, add an image, and insert slide numbers and footers. Additionally, you will add speaker notes and then create handouts.

[bookmark: _GoBack]Steps to Perform:
	Step
	Instructions
	Points Possible

	1
	Start PowerPoint. Download and open the file named Student_PowerPoint_01_SR_Sustainability_HW.pptx. Save the file as Last_First_PowerPoint_01_SR_Sustainability_HW.
	0

	2
	On Slide 2, add the word Decrease so that it appears before the word printed.
	5

	3
	Using the Replace feature, replace all occurrences of the word drive with the word Campaign.

Note, Mac users use the Edit menu.
	6

	4
	To the title on Slide 1, apply the Font Effect named Small Caps.

Note, Mac users use the Format menu.
	6

	5
	Check the spelling for the presentation, correcting all errors.
	6

	6
	On Slide 2, use the shortcut menu to replace the word policy with the word strategy. Note, Mac users, use the shortcut menu to open the Thesaurus.
	6

	7
	On Slide 4, change the layout to Two Content.
	3

	8
	On Slide 4, in the placeholder on the right side of the slide, insert the picture ppt01_grader_h1Plant.jpg, and then apply the Picture Style named Drop Shadow Rectangle.
	8

	9
	In Slide Sorter view, move Slide 4 so that it appears as Slide 2.
	6

	10
	In Slide Sorter view, delete Slide 5.
	6

	11
	Add the Transition named Fly Through, with the Effect Option In with Bounce. Apply to All Slides in the presentation.
	12

	12
	On Slide 4, increase the indent of the bullet points Paper, Plastic and Electricity.
	6

	13
	On Slide 3, add the speaker notes Incentive program to be announced. On Slide 4, add the speaker notes Employees are encouraged to share new ideas for promoting sustainability. Include the punctuation as shown.
	16

	14
	Add the Slide number to all slides except for the title slide.
	6

	15
	To the Notes & Handouts pages, add the footer PowerPoint_01_SR_Sustainability_HW to all pages.
	8

	16
	Set the presentation to print as Handouts in the 4 Slides Horizontal, Pure Black and White layout. 
	0

	17
	Save the file, close PowerPoint, and then submit the file as directed.
	0


	Total Points
	100
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