BMT II

Name:  __________________________________

Segment 1, Technical Standards

Segment 8, Technical Standards
Updated:  10/23/2012

[image: image1.png]Microsoft

CERTIFIED

Application
Specialist




Preparing for . . .
Microsoft Certified Application Specialist
Microsoft Office PowerPoint 2007
	Lesson1 – Introducing PowerPoint

	To Do List:
	( Notice the Lesson Objectives found on page 1.

	
	( Notice the Lesson 1 Buttons, to be covered in this lesson, found on page 1.

	

	Skill Set – The PowerPoint Screen

	Narrative Text:
	1. Overview, pages 2-4

	
	2. Looking at the PowerPoint Screen, pages 5-10 and 14-15

	
	

	Description, page, additional information
	Redo
	Grade

	Learn the Skill
	Pages 10-13
After instruction #23 (before #24), capture a screen shot.

Place your name in the header.

Save the screen shot document to be used and printed later.

Do not save and do not close the PowerPoint file.
	
	

	Practice the Skill
	Page 14
Obtain handout - DO NOT write in the book.
	
	

	
	

	
	

	Skill Set – Creating New Presentations

	Narrative Text:
	1. Structuring a Presentation, pages 15-16

	
	2. Creating New Presentations, page 16-19

	
	

	Description, page, additional information
	Redo
	Grade

	Learn the Skill
	Page 19 & page 20

Capture a screen shot after the exercise on page 20.

Paste screen shot in same document as previous exercise.

Do not save and do not close the PowerPoint file.
	
	

	Learn the Skill
	Pages 21-22
Capture a screen shot when exercise is complete.

Continue pasting in the same document.

Do not save and do not close the PowerPoint file.
	
	

	Practice the Skill
	Page 22-24
Capture a screen shot when exercise is complete.

Do not save and do not close the PowerPoint file.
	
	

	
	

	
	

	Skill Set – Organizing Files

	Narrative Text:
	Short blocks of text are throughout the section on pages 24-28; review the narrative text as you complete the Learn the Skill exercises.

	
	

	Description, page, additional information
	Redo
	Grade

	Learn the Skill
	Page 25
	
	

	Learn the Skill
	Continue where you left off in the previous exercise.

Page 26-27.
Capture a screen shot of the Save As dialogue box before clicking SAVE.  Save in your own directory.
	
	


	Practice the Skill
	Page 29-30
Save all files in your own directory

Capture a screen shot of the files saved & named in your directory.
	
	

	
	

	
	

	Skill Set – Changing the Page Setup

	Narrative Text:
	Pages 30-31

	
	

	Description, page, additional information
	Redo
	Grade

	Learn the Skill
	Page 31
Capture a screen shot of the Page Setup dialogue box after completing instruction #5.
	
	

	
	

	
	

	Skill Set – Organizing Slides

	Narrative Text:
	Pages 32-34

	
	

	Description, page, additional information
	Redo
	Grade

	Learn the Skill
	Pages 34-36
Capture a screen shot after completing instruction #24.
	
	

	Practice the Skill
	Pages 36-38
Publish the slide show as Handouts in a Word document.  Save the document and name it as Organizing.
	
	

	
	

	
	

	Skill Set – Changing the View

	Narrative Text:
	Pages 38-41

	
	

	Description, page, additional information
	Redo
	Grade

	Learn the Skill
	Pages 41-42

Capture a screen shot when the exercise is complete.
	
	

	Practice the Skill
	Pages 42-43

Capture a screen shot after completing instruction #10.
	
	

	
	

	Narrative Text:
	Pages 44-45

	
	

	Description, page, additional information
	Redo
	Grade

	Learn the Skill
	Pages 45-46

Capture a screen shot after completing instruction #7.
	
	

	Practice the Skill
	Pages 46-48
Capture a screen shot after completing instruction #8.
	
	

	
	

	
	

	To Do List:
	(    E-mail all documents to sroberts@ejps.org (indicate your name and lesson number).  Be sure screen shots and/or files are organized in the order they were completed. 

	
	(    Notice the Lesson Summary found on page 48.

	
	(    Look over the Review Questions found on page 48 to prepare for a quiz over Lesson 1 – Introducing PowerPoint.

	
	(    Complete the Apply Your Skills Exercise, for this lesson, found on page A11 at the back of the book.  This activity counts as a quiz grade.

· Print a screen shot Slide Sorter view when you’re finished.


