Assessment Solution

Submitted work: 
 Photocopied answer from workbook
Assessment source: 
 Chapter Assessment (Chapter: Getting To Know PowerPoint) 

General Comments:
The aim of this submitted work is for the student to demonstrate an understanding of and ability to work with the various menu and command systems and also dialog boxes in Microsoft PowerPoint 2007. Basically the student is required to access different command options using the Ribbon and the shortcut menu. It is largely a theoretical assessment when conducted as a submitted assessment. However, you may wish to assess the student by observing them complete the assessment tasks.
Key Assessment competence measures:

	1.
	Completion of all written questions correctly answered


Key assessment competence:

	1.
	The ability to access the Ribbon menu system (Task 3: Display the View tab on the ribbon and, in the space provided on the next page, list the command Groups that appear on the tab. Minimise and then redisplay the ribbon)

	2.
	The ability to open a dialog box and have an understanding of drop arrows (Task 4: Display the Page Layout tab on the ribbon and open the Paragraph dialog box. In the space provided on the next page list all of the controls on the Indents and Spacing tab of the dialog box that have a drop arrow)

	3.
	The ability to open a gallery (Task 6: Display the Shapes gallery on the Insert tab. In the space provided on the next page write the number of Lines, Flowchart and Action Buttons tools that are included in the gallery)

	4.
	The ability to access a shortcut menu and understand which of the listed commands are and are not available (Task 7: Display the shortcut menu for a blank area of the slide. In the space provided on the next page list the two commands on the shortcut menu that are not available)

	5.
	The ability to add and remove tools from the Quick Access Toolbar (Task 8: Add the Bold tool to the Quick Access Toolbar, then remove it)


The student’s submitted work should appear as follows:
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The following commands are not available on the shortcut menu:


Cut�
�
Copy�
�






How many tools are included in the following categories in the Shapes gallery on the Insert tab?


Lines	12�
�
Flowchart	28�
�
Action Buttons	12�
�
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The following controls on the Indents and Spacing tab of the Paragraph dialog box have drop arrows:


Alignment (under General)�
�
Special (under Indentation)�
�
Line Spacing (under Spacing)�
�
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The following Groups appear on the View tab:


Presentation Views�
�
Show/Hide�
�
Zoom�
�
Colour/Greyscale�
�
Window�
�
Macros�
�






3








© 2007 Watsonia Publishing
Page 1
PE_Getting To Know PowerPoint (Solution).doc

