Office PowerPoint 2003

Tutorial 3 Internet Assignment
Company Meeting Presentation

Large corporations often have employees working not only in many sites throughout the world, but often in various locations for the same site. Due to logistics, some companies choose to hold their annual meetings in offsite locations that provide both business and leisure settings. Your company has made the decision to hold its annual meeting in Acapulco, Mexico. You have been put in charge of selecting the location and creating a PowerPoint presentation to provide information about the site where this meeting will be held.

Using the Internet, research accommodations in Acapulco, Mexico. Topics to explore include conference space, meeting rooms, sleeping accommodations, and leisure activities for approximately 500 people and their families. Be sure to save a picture of the location you choose. Then, create a presentation by following these steps:

1. Create a new presentation using a design template of your choice. Save the presentation as Acapulco[your_initials].ppt.

2. On slide 1, add the title of the presentation, your name, and the company name.

3. Create a slide that announces the location you have chosen for the meeting. On this slide insert a picture of the site.

4. Create at least three additional slides that include other information of interest, such as conference space, meeting rooms, sleeping accommodations, and leisure activities.

5. Add speaker’s notes to at least one of the slides.

6. Add at least one picture or piece of clip art to any of the remaining slides.

7. Change the background color of each slide so that each one has a different color.

8. Customize the bullets on at least one slide.

9. Run a spell check and style check (make sure to check that Style is turned on in the Options dialog box).

10. View the Notes Master and increase the font size of the speaker’s notes.

11. Save your presentation.

12. Preview your slide show.

13. Print Notes pages.
