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Posren For MapLe NaTURE PRESERUE

Poster for Maple Nature Preserve

You are in charge of advertising the monthly information meetings held from May through August
at Maple Nature Preserve Area in North Vancouver, British Columbia. You have decided to create a
poster to advertise the dates and times of these information meetings. The poster can be displayed on
bulletin boards in libraries, community centers, and other areas throughout the neighborhood. To
create the poster, you need to Insert Text Objects, Create a Table, and then Add Graphics, The com-
pleted poster is shown in Figure H-20 on page 187.

Retivity:

Insert Text Ohjects

You need to start a new presentation, draw a shape, and then enter and format text.

Steps:

1. Create a new presentation in PowerPoint, click the Layeut button in the Slides group, click Blank,
then save the presentation as Mapie Nature Preserve Pester in the location where you store your
Data Files

2.Glick the Insert tab, click the Shapes butten in the llustrations group, select the Rounded
Rectangle shape in the Rectangles section (second from the left), draw a box approximately 8"
wide anywhere on the screen, then type Information Maeting
You do not need to worry about sizing the rectangle shape exactly ar this point.

3.Click a blank area of the text box, click the Home tab, click the Font Size list arrow in the Font
group, click $2, then click the Bold kution n the Font group

4. Click the Drawing Yools Format tah, select the contents of the Height text Box in the Size group,
type 1, press {Enter], select the contents of the Width text box, type 7.75, press [Enter], then drag
the reunded rectangle ohject to position it as shown in Figure H-12

3. Click away from the text box, click the nsart fah, click the Text Bex bution in the Text group, click
helow the rounded rectangle, type Location, press [Enter], then type the address text, as shown in
Figure H-13

You do not need to worry about positioning the text box exactly at this point,
6. Select the word Location, change the font size to 28 of and apply Bold, select the two adﬂr&ss

lings, change the font size to T4 pt, click the text hox horder, then click the Senter hutto
the Paragraph group to center all the text

1. Click away from the text box, click the fasert tab, click Text Box in the Text group, click in a blank
area of the slide below the address, type 2810 Meating Times, then format the text with Bold
and 24 pt

B. Add another text box near the hottom of the slide containing the text, For more infarmation,
piease call [Your Name] af (654) 555-1188, then format the text with 14 pt

You will align the boxes
precisely when you
complete the project in
| the next lesson.

4 Drag the three text oxes 1o the positions shown in Figure H-14, then save the presentation



FIGURE H-13; fiddress text
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| Location
fiflcom 244 ia the Oak Pavilion
g\} 400 Inlet Road, West Vancouver, BCVTH 1A3

FIGURE H-14; Eampteted Lest oblects

Location
Room 244 in the Oak Pavilion
499 Inlet Road, West Yancouver, BLVTHIA3

2010 Meeting Times

For more inéormatian, plesss call Your Name ab {504]385-%534




Poster For Marwe NaTure PRESERUE

Activity:

Create 2 Tahle

The poster includes a table that lists the meeting times for the months of May, June, and July. You
need to create and then modify the table,

Steps:

1. Click the Insert tah, click the Tahie hutton in the Tables group, then drag to create a table con-
sisting of two columns and four rows

% in the Table Styles group, select the Light Stvie 2 — Accent 3 table style
(in the green column), then click the Banded Columas check box in the Table Style Cptions group
to select it

3. Move the pointer over the top border to show the %, then drag to position the table as shown in
Figure H-15

4.Click in the first cell, then type the text for the table as shown in Figure H-16

5. Select the top row, ciick the Home tal, click the Genter bution /=1 in the Paragraph group, select
the three cells containing dates in column 1, then click the Beld button (88| in the Font group

B. Move the pointer over the eolumn divider between columns 1 and 2 to show the 4+ then double-
click to autofit the text in columa 1

7. Move the pointer over the right border of column 2 to show +|% then double-click to autofit the text
in column 2

8. Click the tahle horder, click the Tabie Tools Layout tab, click the Genter Yertically button = in
the Alignment group, then as shown in Figure H-17, drag the bottom border down slightly to
increase the height of the table, and then position the table below 2010 Meeting Times

9. Click the raunded reciangie, click the Brawing Tools Format tab, click the More button &5 in the
Shape Styles group, select Intense Effect - Ascent 3 (the center style in the bottom row), click
away from the shape to deselect it, then save the presentation




FIGURE H-15: Tahle positioned

Location
Room244 |n the Oak Baviion
406 fnfet Rood, We st Vaneouver, BCV7H 1A8

2010 Meeting Times

FIGURE H-16: Table text

For more nfarmation, alesa ceil Your Mame ot (604) 5553384

Location
Raore 24 s the Dk Pavilion
400 intet Road, Yest Vapoouver SCYTH 143

2016 Meeting Times

Tuesday, tine 15

Tussday, Jaly 13

 Tuesday, August 10

For frmee Infarmation, please call Your Nerse ot (504 55

FIGURE H-17: Tabile sized and pasitioned

Location
Roorm 244 In the Dak Pavion
400 Inlet Road, West Yancouves, BE VIH 1A3

2010 Mesting Times

Tuesday, June 15 7:30 pan.

Tuesday, jufy 13 %:00 p.m.

Tuesday, August 23 | 7:20 pm.

For mare information, please call Your Mare at (604] 555-354%




For additional practice with
the skills presented in this
project, complete
Independant Challenge 2.

Posten For [iapLe MATuRe PREsERvE

Activity:

Add Graphics

You need to insert two photographs and create a WordArt object using the text “Maple Nature
Preserve” so the completed poster appears as shown in Figure H-20,

Steps:

1.Click the tnsert tah, click the WerdArt button in the Text group, click Filt —~ Accent 3, Powder
Bavel (fifth row, green selection), type Maple Nature Pressrve, then drag the WordArt object
below the table (don't worry about precise positioning at this point)

2.Select tha text, click the Text Effects hutten in the WordArt Styles group, point te Baval, click
3-D Bgtions, then modify settings in the 3-D Format dialog box as shown in Figure H-18

3.Click Close, click the Hame 1ab, reduce the font size to 44 pt, then position the WordArt object
just above the information line

4,Click the Select hutton in the Editing group, click Sateet &, click the Drawing Tools Format iah,
click the Align: Buttesn in the Arrange group, click Align Center, then if necessary, use the right or
left arrow keys to nudge the selected objects right or left so that they appear centered between
the left and right edges of the slide

You use the Align function to precisely align objects with relation fo each other.

5.Click a blank area of the slide to deselect the cbjects, click the tasstt tab, click the Plctire bution
in the Nustrations group, navigate to the location where you store your Data Files, then double-click
Hollving

6.Click the Srop button in the Size group, then drag the middle right crop mark to the left to crop
the picture as shown in Figure H-19

1.Click away from the picture, click the picture again, then size and position the picture so that it
appears as shown in the completed poster in Figure H-20

8. Click the tnsart tab, click the Picters Button in the lllustrations group, navigate to the location
where you store your Data Files, then double-click Swan.jpy

9.Move the swan to the upper-right corner of the slide so that it ovetlaps the rounded rectangle,
click the Send to Back bation in the Arrange group, then crop and position the picture as shown
in Figure H-20

10.Print a copy of the presentation, then save and close it




FIGURE H-18; 3-8 format options
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FIGURE H-19: Holy pivture cropped

Location
Room 244 3 the Oak Pavilion
200 inlet Road, Wast Vancouver, BC V7H 1A3

2010 Mesting Times

Tuesday, June 15 7:30p.am.

Tuesday, July 13 B:08 ¢,

Tuesday, August 18 | 7:30 pan.

faple Malure Preserve

For mere infor mation, pleave call Your Mams e (§04)355-3844

FIGURE H-20; £asnideled posler

Location
fteom 244 Iy tha Oak Paviion
460 Inlet Road, West ¥ancouver, BC Y7HIAZ

2010 Meeting Times

Tuesday, dune 45 F:30pan,

Tuasday, uly 13 8190 pan,

7:30n.m.

Tuesday, August 10

4 Select the Riblet

Bevel style

Change the Widih to 6 pt

Change the color o Olive
Green, Accent 3, Darker 50%

Select the Two Point lighting styla
{in the Special group)

Drag the right middle
crop handle to cron
the picture

Maple Nature Presarve

For mare infarmation, plesse call Your Haime ot (604) $55-3545




