Unit 5: Presentation Graphics
Scenario

You are required to produce a presentation to promote the Surprise Gardens Company Contract Services. The presentation will consist of a series of slides created from supplied text and image files. The presentation will need to comply with a company Design Brief.

For this task you will need the following files:

Slide text file: surprise.txt


Speaker notes text file: sn.txt

Image file: surpriselogo.wmf
You will need to refer to the Design Brief.
Design Brief
House Style Sheet – Master Slide

	Feature
	Colour
	Style
	Position
	Additional Information

	Background
	any
	-
	-
	Consistent colour applied to each slide

	Graphic
	-
	-
	Bottom left
	-

	Slide number
	-
	-
	bottom right
	

	Text
	-
	-
	Bottom centre
	Designer name and date

	Timings
	-
	-
	-
	Each slide to show for 20 seconds

	Transitions
	-
	-
	-
	1 effect on every slide

	Builds
	-
	-
	-
	1 effect on every slide


House Style Sheet – Text

	Style Name
	Typeface
	Point Size
	Colour
	Feature
	Alignment

	Heading
	Sans Serif
	48
	Green
	None
	Centred

	Sub-heading
	Sans Serif
	28
	any
	None
	

	Bullet
	Sans Serif
	28
	any
	None
	Left

	Sub-bullet
	Sans serif
	24
	any
	Italic
	Left


Table

	Style Name
	Typeface
	Point size
	Feature
	Colour
	Alignment

	Text
	Serif
	20
	-
	Green
	Centred


1.  Open the presentation software and set up a Master slide following the Design Brief.


Include: 
the background colour




the company logo




slide numbers




designer’s name and date




the font styles from the design brief




font colours

2.  Open the text file: surprise.txt and insert the text on the slides according to the text file details. Save the presentation.

3.  Print an overview of the 4 slides on one page.

4.  Amend Slide 4 changing the slide presentation from a list of figures to using a pie chart for the presentation. The chart must display data labels and percentage values, but no legend. Format the labels to be a serif font, size 14, bold.
5.  Insert a slide as Slide 3. Use an appropriate slide layout to produce a table with the following details.

Heading: 

Contract Service Centres

Table text:

Name

Location
Manager

Englemere
Bath

Ian Smith

Heronsbrook
Andover
Andy Peters

Avon

Portsmouth
James Parker

Silverbrook
Reading
Mike Clements

The Elms
Windsor
Peter Woods

Your manager wants you to introduce a new slide which will illustrate the Contract Services department structure and will contain the names of personnel in key positions.

6.  Create a new slide at the end of the sequence using an appropriate layout, to contain the following details:

Heading
Department Structure


[image: image1]
Make sure that the organisation chart boxes show borders and that all lines in the chart are clearly visible.
Format the text for Head of Contracts to Sans Serif 24.

Format the text for the three subordinates to Sans Serif 18

Format the text for the Administration subordinates to Sans Serif 13.

Your manager wants the slide with the pie chart to remain hidden for some presentations. 

7.  Hide the slide displaying Contract Services Income.

8.  Move Slide 4 to become the third slide in the presentation.

9.  Create a hyperlink from the new Slide 4 (Contract Service Centres) to the slide containing the pie chart. Place the hyperlink at the bottom right of the slide and check that it functions correctly. (The slide should remain hidden in the presentation unless you select the hyperlink).
10.  Find all instances of care and change to maintenance.
11.  Set the timings and animations as specified in the Design Brief. Check that the presentation meets all the requirements. Save the presentation. 

12.  Print one copy of all the slides in the presentation.

13.  A text file called sn.txt has been provided which contains the speaker notes. Add the text to each slide as indicated. Format the notes to be sans serif, size 14. Print the speaker notes for slide 5. 
14.  It has been decided to insert a new slide at the beginning that contains just the company name, Surprise Garden Centres. Apply a transition to the slide and set the time it displays to 30 seconds.

15.  Provide screen prints showing the timings, transitions and animations.

16.  Save and print an outline print showing the text on all slides.
Head of Contracts


David Smith





Purchasing


Tom Byers





Sales


Richard Sellers





Administration


Amanda Keep





Personnel Manager


Toby Page





Duty Organiser


Mike Jones
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