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 OK. Are you ready to complete the Training Session presentation that we generated with 
the AutoContent wizard? Great! Actually, I didn’t really like the background and styles that the 
wizard chose for the presentation, so I modified it using one of PowerPoint’s design templates, 
and saved it with a new name to your working folder. So, let’s begin making the necessary 
changes.  
 
Follow these steps: 

1. Start PowerPoint. Open the existing presentation named Excel Training.ppt from your 
working folder. 

2. Use Outline view to change the title of Slide 1 from “Training Session Overview” to 
“Using Excel for Statistical Analysis”. 

3. Use Slide view to add your name under Jackie’s on Slide 1. 
4. On slide 2, change the text of the first bulleted item to “Introduce yourself”. 
5. Now change the title of slide 2 to read “Let’s Get Acquainted”. 
6. Switch the order for the last two bulleted items on Slide 2. 
7. Demote the second, third, and fourth bulleted items one level. 
8. Insert the word “Today’s” before the word “Agenda” in the title of Slide 3. 
9. Promote the bulleted items “Lesson 1” and “Lesson 2”. 
10. Consolidate the information on Slides 3 and 4. Include the times from Slide 4 onto Slide 

3. Next, delete Slide 4. Notice that the slides are renumbered after one is deleted. 
11. Insert a new slide after the Agenda slide, using the Bulleted List AutoLayout. Make the 

title “Excel Features Overview”. Then, add these bulleted items: 
What-if analysis 
Creating and copying formulas 
Absolute vs. relative reference 
Using Excel functions 

12. Change the title of the Overview slide (Slide 5) to “Statistical Functions Overview”. 
13. Click on the graphic text “XTEST” and change it to “ZTEST” on Slide 5. 
14. Using Slide Sorter View, delete the Vocabulary, Topic1, Topic 2, and Summary slides 

(Slides 6-9). 
15. On the last slide (now Slide 6), add your name and phone extension below Jackie’s. 
16. Move the last slide (Slide 6) so that it is positioned after Slide 3 (Today’s Agenda slide). 
17. Insert a new slide as the last slide. Use the Title Only AutoLayout. Type “Now let’s begin 

Lesson 1” in the title placeholder. 
18. Navigate to Slide 1, then review the presentation in Slide Show. 
19. Use PowerPoint’s spell checker to correct the misspelled words throughout the 

presentation. 
20. Navigate through the presentation and read the style suggestions provided by 

PowerPoint’s style checker. Make the suggested change to Slide 2. Read the suggested 
changes for Slide 3, but don’t make the changes to Slide 3 now.  
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21. PowerPoint’s style checker suggested that Slide 3 is too crowded. And the text is too 
small. So, let’s use two slides for the agenda information. Hint: Use copy-and-paste from 
Slide Sorter view to make a duplicate of Slide 3. Then, edit both slides by deleting 
unnecessary text. 

22. Review the presentation again using Slide Show. 
23. Save your presentation as Revised Excel Training.ppt in your working folder. Print a 

handout, formatted four slides per page. Your instructor will tell you whether you should 
e-mail your file or hand in your printed portfolio. 

 


