

Office 2013 – myitlab:grader – Instructions	PPT Project
GO! PCH01 H2 - Refuge 3.0

Project Description: 
In the following project, you will edit a presentation regarding a wildlife refuge where Kodiak West Travel conducts tours.

Instructions: 
For the purpose of grading the project you are required to perform the following tasks: 
Step	Instructions	Points Possible
1	Start PowerPoint. Download and open the file named go_p01_grader_h2.pptx	0.000
2	Change the Slide Size to Widescreen (16:9).	4.000
3	Display the presentation Outline. In the Outline, on Slide 2, increase the list level of the third and the fifth bullet points. Click at the end of the last bullet point after the word roads, and then type or facilities	12.000
4	Return the presentation to Normal view, and then display Slide 4. Display the Reuse Slides pane. Browse to open from your downloaded grader files, go_p01_grader_Excursions.pptx. Make sure the Keep source formatting check box is cleared. With Slide 4 in your presentation displayed, insert the last two slides in the same order.	10.000
5	Display Slide 1, and then change the layout to Title Slide.	10.000
6	On Slide 1, select the subtitle—Experience Alaska with Kodiak West Travel. Change the Font to Arial, and the Font Size to 28. Change the Font Color to Black, Background 1. Center the title and the subtitle.	10.000
7	Display Slide 5, and then select the paragraph in the content placeholder. Apply Bold and Italic, and then change the Font Size to 18.	10.000
8	In the same paragraph, center the text, and then change the Line Spacing to 1.5. Center the slide title.	10.000
9	In Slide Sorter view, delete Slide 3. Move Slide 5 to position it after Slide 2.	7.000
10	Move Slide 4 to the end of the presentation.	7.000
11	In Normal view, display Slide 1. Apply the Split transition and change the Effect Options to Horizontal Out. Change the Duration to 1.75, and then apply the transition to all of the slides in the presentation. 	10.000
12	Insert a Header & Footer on the Notes and Handouts. Include the Date and time updated automatically, the Page number, a Footer with the text Refuge Presentation and then apply to all notes and handouts.	10.000
13	View the slide show from the beginning. Save and close the document. Exit PowerPoint. Submit the file as directed.	0.000
	Total Points	100
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