windows-based exercises

CHAPTER 4
Exercise 4-1: Presenting Quotations

Application: PowerPoint (Presentation Slides)

Read Production Challenge 4-A on page 72. After choosing two quotations that are suitable for Mr. Wilson’s address to the high school seniors, select DESIGN tab in MS PowerPoint and place each quote with the author’s name on a separate slide. Choose two different designs that you think the students would enjoy. Use a font style and size that is readable from a distance.

Note: To apply designs, create a slide then go to DESIGN tab and choose a design from the gallery and apply.
Exercise 4-2: Developing an Office Manual
Application: Word

Read Production Challenge 4-C on page 72.  Using Word, create a two column table listing in the first column the sections use you would include in your procedures manual and in the second column include subsections for each section. Have a minimum of five sections and be sure to have at least three subsections for each section listed in column 1.
Note: To create a table INSERT/TABLE/INSERT TABLE
