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OFFICE UNIT 3 INTEGRATING WORD, EXCEL, ACCESS, POV

INDEPENDENT
CHALLENGE |

You are the person in your company who recommends which
software packages should be purchased. You have decided to
recommend Microsoft Office. Create a PowerPoint presentation
illustrating the advantages of each application in the Office suite.
Your presentation should also contain slides that show how first-
time computer users feel about computers and why Microsoft
Office is a good choice for them. This information is provided in
the file USERS.DOC on your Student Disk. Think about what you
would like the presentation to say, and what graphics you will use.
Be prepared to make an on-screen presentation to the class.

To complete this independent challenge:
I Plan your presentation, determining its purpose and the look

you want that will help communicate your message. Sketch on
paper how you want the slides to look.

2 Create a PowerPoint presentation and save it as APPS.PPT to
the MY_FILES directory on your Student Disk.

3 Type your outline. Your presentation should contain a total of
at least 10 slides.

4 Create the title slide for your presentation, then save your work.

5 Insert the Word document USERS.DOC from your Student Disk
into your presentation outline. USERS.DOC contains informa-
tion about how first-time computer users feel about computers.

6 Add slide show special effects, such as builds and transitions,
into the presentation.

7 Save your presentation.

8 Print the slides and the outline of your presentation. Be
prepared to present your slide show to the class.






