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Preparing for . . .
Microsoft Certified Application Specialist
Microsoft Office PowerPoint 2007
	Lesson 2 – Working with Text

	To Do List:
	( Notice the Lesson Objectives found on page 49.

	
	( Notice the Lesson 2 Buttons, to be covered in this lesson, found on page 49.

	

	Skill Set – Working with Text in a Presentation

	Description, page, additional information
	Redo
	Grade

	Narrative Text:
	Page 50

	Learn the Skill
	Insert text in the Slide pane –  Pages 50-51
Capture a screen shot showing the text editing.
Paste in a Word document to be used throughout Lesson 2 and e-mailed or saved on the Hshare drive later.
	
	

	Narrative Text:
	Pages 51-54

	Learn the Skill
	Use Spelling and Grammar tools – Pages 54-56
Screen shot of Review tab at #16 – similar to example shown in the book on page 56.
	
	

	Practice the Skill
	Pages 57-58
Screen shot of Slide Sorter view before closing the file.
	
	

	
	

	
	

	Skill Set – Use Bullets and Numbering

	Description, page, additional information
	Redo
	Grade

	Narrative Text:
	Pages 58-61

	Learn the Skill
	Add bullets, promote and demote bulleted text –  Pages 61-62

Screen shot after all changes are complete – similar to example shown in the book on page 62.
	
	

	Narrative Text:
	Pages 62-63

	Learn the Skill
	Format bullets – Pages 63-65
Continued from previous exercise – filename Assumptions1 – Student.
Screen shot after all changes are complete.
	
	

	Practice the Skill
	Pages 65-67
Screen shot after all changes are complete.
	
	

	Narrative Text:
	Pages 67-68

	Learn the Skill
	Add numbers, promote and demote numbered text –  Page 69

Screen shot after all changes are complete.
	
	


	Narrative Text:
	Page 70

	Learn the Skill
	Format numbered text –  Pages 70-72

Screen shot after all changes are complete.
	
	

	Practice the Skill
	Pages 72-73

Screen shot after all changes are complete.
	
	


	Skill Set – Formatting Text Content

	Description, page, additional information
	Redo
	Grade

	Narrative Text:
	Pages 73-74

	Learn the Skill
	Format text characters –  Pages 75-76
Screen shot after all changes are complete.
	
	

	Practice the Skill
	Pages 76-78
Screen shot after all changes are complete.
	
	

	Narrative Text:
	Pages 78-80

	Learn the Skill
	Format paragraph alignment & line spacing –  Pages 80-81
Screen shot after all changes are complete.
	
	

	Practice the Skill
	Pages 81-82
Screen shot after all changes are complete.
	
	

	Narrative Text:
	Page 82

	Learn the Skill
	Use the Format Painter –  Pages 82-83
Capture a screen shot while the format painter is in use.
	
	

	Narrative Text:
	Page 83

	Learn the Skill
	Apply Quick Styles –  Page 84
Capture a screen shot while in the process of using the Quick Styles option.
	
	


	Skill Set – Manipulating Text Content

	Description, page, additional information
	Redo
	Grade

	Narrative Text:
	Pages 84-85

	Learn the Skill
	Cut, Copy, Paste text  –  Pages 85-86

No screen shot required.
	
	

	Narrative Text:
	Page 86

	Learn the Skill
	Use the Office Clipboard  –  Pages 87-88
Screen shot with clipboard showing just before clearing the clipboard.
	
	

	Practice the Skill
	Pages 88-90

Screen shot of Paste Special dialogue box with appropriate selection showing.
	
	

	Narrative Text:
	Page 90

	Learn the Skill
	Use the drag-and-drop operation  –  Pages 91-92

Screen shot after #4.
	
	


	
	

	
	

	To Do List:
	(    E-mail or save all documents on the Hshare drive (if using the Hshare drive, save your work in the folder with your name on it and document file names should indicate the lesson number).  Be sure screen shots and/or files are organized in the order they were completed.

	
	(    Notice the Lesson Summary found on page 93.

	
	(    Look over the Review Questions found on page 93 to prepare for a quiz over Lesson 2 – Working with Text.

	
	(    Complete the Apply Your Skills Exercise, for this lesson, beginning on page A13 at the back of the book.  This activity counts as a quiz grade.

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


