
Explore 
PowerPoint Tutorial 2 

Portfolio Project 
 
 
 Hi there. Remember me?  I’m Melissa Mendoza, the Creative Director at AdZ.  I’m 
coordinating an effort that I think will be fun for all of our interns.  And your work will help our 
next group of interns, too.  I’m asking each of you to create a short PowerPoint presentation to 
highlight and summarize your AdZ experience.  I’d like you to use your presentation when you 
talk briefly to the new group of interns starting at AdZ next week.  We will also have several 
other interns starting next month view your presentation to give them an idea of AdZ internship 
experience. 
 
 To provide you with some direction, I’ve created an outline in Word.  You can import the 
Word document into PowerPoint, and then modify the slides to suit your needs.  I must say, I’ve 
heard great things about your work with PowerPoint – especially using graphics.  I’m really 
looking forward to your final product! 
 
Perform the following steps: 
 

1. Start PowerPoint, and create a Blank presentation with a blank Title Slide. 
2. Import the Word outline named Intern.doc from your working folder.  If you have 

trouble importing the outline file, click here to obtain a copy of the presentation. 
3. Delete the blank title slide that begins the presentation, then apply the Title Slide layout 

to what is now Slide 1. 
4. It’s time to choose a design template.  Explore your options, then apply a design template 

you think will work well for your presentation–professional, and appealing to you.  
Consider using Checkers, Dad’s Tie, Nature, Network Blitz, Post Modern, Technology, 
or Topo.  Each of these will work well with the AdZ logo.  But feel free to search the web 
for more available design templates, if you like. 

5. Edit your title slide.  Provide a title, and include your name as the subtitle. 
6. Now use the Title Master to customize your title slide.  Left align the title and subtitle 

text boxes.  Apply a different style to their text, if you like.  Also, make sure the text of 
both text boxes are boldface. 

7. Include today’s date in the Date Area text box.  Resize or restyle the Date Area text, as 
necessary.  Make sure the Date Area text box is left aligned with the title and subtitle text 
boxes. 

8. Insert a picture of the AdZ company logo onto the Title Master.  The picture file is 
AdZLogo.gif in your Portfolio Project working folder.  Then, resize and reposition the 
logo as you see fit. 

9. Use the Slide Master to change the font styles, as necessary, to match the font styles you 
chose for the Title Master. 

10. Type your name in the Footer Area, then resize and reposition the Footer Area text box.  
You might want to resize or reformat the text style, or apply bold or italic. 

11. Return to Slide view.  Edit the bulleted list items on slides 2, 3, and 4 to complete the 
item lists. 



12. Browse the Microsoft ClipArt Gallery to choose clip art images appropriate for Slides 2, 
3, and 4.  Insert, resize, and reposition the clip art you think most appropriate. 

13. Insert a New Slide (Table Slide layout) after Slide 4, and create a 3x4 table.  Make the 
slide’s title: Project Summary Table. 

14. Type the first row of the table as column headings: Project Type, Supervisor, Brief 
Description.  Use each bulleted item from the Project Summary slide (slide 6) to 
complete a row of the table.  Write your own description of the projects you’ve worked 
on. 

15. Make the table and cell borders thicker, and change the border color to coordinate with 
the background. 

16. Delete the Project Summary slide (now Slide 6) 
17. Apply the Title Only slide layout to the last slide. 
18. Create a text box that contains a statement for your closing remarks.  Double click on the 

box’s border to open the Format Text Box dialog box.  Change the Fill Color, Line Color, 
and Line Weight to coordinate with your slide background. 

19. Change the text color and font, if necessary, using the Drawing toolbar. 
20. Insert, resize, and reposition the AdZ Logo picture onto the last slide – Closing Remarks. 

(The picture file is AdZLogo.gif in your working folder.) Apply the Spiral animation to 
the picture. 

21. Apply an animation effect to one of the bulleted lists in your presentation.  Then, use the 
After Animation Effect to dim the bulleted items to a lighter color. (Remember, you can 
ask the Office Assistant for help, if necessary.) 

22. Choose a slide transition effect, and then apply that effect to all the slides in your 
presentation. 

23. Preview your presentation in slide show view, and then edit it to make any changes you 
see fit. 

24. Save your presentation as xxxxxx.ppt (where xxxxxx is your last name) in your working 
folder. 

25. 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. 


