
PowerPoint Basic Assignment 1 

This assignment challenges you to practice the skills you have learned so far in 
PowerPoint Basic. In this assignment, you will: 

• Create and view a presentation  
• Add text to a presentation and format it  
• Add an image to a presentation and format it  
• Arrange slides in a presentation  
• Determine the best saving option and save a presentation 
• Add a table to a presentation  
• Add WordArt to a presentation 
• Use SmartArt in a presentation  
• Present images using the Photo Album feature  

 

Task 1 – Create a new presentation, add and format text, use SmartArt, add 
WordArt, duplicate slides, add a section, save a presentation. 

1. Create a new blank presentation. 
2. Apply a theme of your choice. 
3. Add the text: Microsoft Office 2013 in the title box. 
4. Using options in the WordArt Styles group, format the text as follows: 
 Change the fill color to Red and bold the font. 
 Add a solid line outline to the text: Gray-25%, Background 2, Darker 

90%. 
 Apply an “Offset Left” shadow to the text. 

5. Top align the text. 
6. Enter the text: By: Your Name in the subtitle box, using the same 

formatting as the title, but change the font size to 36 pt. 
7. Center align the text on the page slightly below the title.  
8. Insert an image on the slide in the bottom right hand corner. If you have a 

photo of yourself you can use that. If not, insert an online photo. Enter 
Author in the search box and choose the first photo. 

9. Resize the image to 3.2” in height and 2.13” in width. 
10. Use the “Snip Diagonal Corner White” frame in the Picture Styles gallery. 
11. Change the frame color to red (Standard colors row) 
12. Add “Red, 11 pt glow, Accent color 1” to the picture. 
13. Change the color Saturation to 0% and Sharpen 0%. 
14. Rotate the photo 12°. 
15. Add a new slide after the current slide using the Section Header option. 
16. Add a section between the two slides name the section 3 Part Courses. 
17. Enter the text: Microsoft Word 2013 in the title box, using the same 

formatting as the title in slide 1. 
18. Top align the text within the text box. 



19. Top align and center align the text box on the slide. 
20. Enter the following text into the other text box as a bulleted list: 

• Microsoft Word 2013-Basic 
• Microsoft Word 2013-Intermediate 
• Microsoft Word 2013-Advanced 

21. Convert the list to SmartArt with the layout “Vertical Bullet List” and the 
style “Inset”. 

22. Set the SmartArt size to 3.9” in height and 6.7” in width. (Hint: ensure only 
the outside border of the SmartArt graphic is selected before setting the 
size). 

23. Center the SmartArt under the title on the slide. 
24. Duplicate the slide using the shortcut menu. Then manually change the 

wording for each instance of Word to Excel on the new slide only. 
25. Duplicate the slide using the New Slide drop-down menu.  Then manually 

change the wording for each instance of Excel to Access on the new 
slide only. 

26. Duplicate the slide using a method of your choice. Then manually change 
the wording for each instance of Access to Outlook on the new slide 
only. 

27. Duplicate the slide using a method of your choice. Then manually change 
the wording for each instance of Outlook to PowerPoint on the new slide 
only. 

28. Adjust the title box so the title appears on one line. 
29. Add a section named: 2 Part Courses 
30. Remove the Intermediate list box (notice the other 2 boxes increase in 

size). 
31. Reduce the size of the SmartArt graphic to 3.06” in height and 6.7” in 

width. 
32. Save the document as PPBA1-Format-your name in the My Documents 

folder. 
 

Task 2 – Insert and format an Excel spreadsheet table, and change a slide 
position within a presentation. 

1. Continue with the same presentation from the last task. 
2. Insert a new blank side at the end of the presentation. 
3. On the new slide insert the Excel spreadsheet Office 2013 Course Titles 

(Hint: Click the Object button in the Text group on the INSERT tab). 
4. Choose the Link option in the “Insert Object” dialog box. 
5. Increase the size of the table to 5.42” in height and 5.03” in width. 
6. Middle and center align the table on the slide. 



7. Apply an outline with the formatting: Red-Accent 1, 3pt., solid line outline 
to the table. 

8. From the Shapes group on the DRAWING TOOLS FORMAT tab, insert a 
line with the same format (red, solid, 3pt.) below the Course Title box and 
between each of the course group names (Word, Excel, PowerPoint, 
Access, and Outlook) to separate the groups. (You will add 5 horizontal 
lines in total to the object). 

9. Insert a text box above the table with the text Microsoft Office 2013 
Course Titles  

10. Height of box should be 0.44” and width should be 5.09”. 
11. Center the text box above table (it should rest on the table). 
12. Use Red-Accent 1 fill for the text box. 
13. Change the font to white, bold, 20 pt., and centered in the textbox 
14. Apply a “Gray-25%, Background 2, Darker 50%” solid line outline, 4½pt. to 

the text box. 
15. Move this slide to become slide 2 in the presentation. 
16. Save the presentation as PPBA1-Table-your name in the My Documents 

folder. Close the presentation. 
 

Task 3 – Edit a photo album, edit the captions, frame shape, layout, and 
delete photos. 

1. Open the presentation Flora Album. 
2. Choose the Edit Photo Album option. 
3. Remove pictures 4 & 5 from the album (the leaf and the coneflower). 
4. Change the picture layout to one picture. 
5. Change the frame shape to “Rounded Rectangle”. 
6. Remove the captions below the pictures and change the theme to “Wisp”. 
7. Save as PPBA1-Album-your name in the My Documents folder. 

 
 


