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1. Open PowerPoint file p16B_PCPT_Data. Save the file as 16B_PCPT_Firstname_Lastname replacing Firstname_Lastname with your name.

2. On Slide 3, drag and drop text so that Priority access to ski lifts is the third bulleted item.
3. On Slide 4, delete the second bullet and accompanying text.

4. On Slide 4, add a new bullet at the bottom with the text Several banquet rooms to choose from
5. On Slide 4, move the last bulleted item to be the second bullet.

6. Insert a new Slide 5 using Title only layout. Put in a title Banquet Facilities. On the new slide, create a SmartArt graphic using Cycle, Basic Radial. Type the text Full service in the center circle. Starting at the top, and working clockwise, put the following text in the four surrounding shapes (Hint: when typing Décor, hold down the Alt key and on the number key pad type 0233 to get the special character é): Catering, Décor, Event Planning, Music (Note: This does not work on a laptop unless a standard 101 keyboard is used).
7. On Slide 5, click in a shape and hold the Shift key to select all the shapes. Change shape fill to White, Text 1, Darker 50% (Theme colors, second column, last row).
8. On Slide 6, convert the bulleted text to SmartArt, Process, Chevron List. Resize and position SmartArt as needed to the left side of the slide. (Remove any extra blank shapes if necessary.)
9. Use Format Painter to copy the format from the title of Slide 4 to the title of Slides 5, 6, and 8.
10. On Slide 9, clear all formatting from the title. Undo the clear formatting.
11. On Slide 7, reposition the shape with First Place! to the empty right side of the slide.
12. On Slide 2, copy the shape with the text We’ll customize your package; just call for reservations! to the Office Clipboard. Then paste it onto Slides 3, 8, and 9. Undo the last paste on Slide 9. Reposition the shapes under the text on Slides 3 and 8 so no existing information is covered over.

13. Save and close the file.
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