Clancys

PRODUCTIVITY QUIZ

In the following screens | have shown some things | often encounter when helping people who are
struggling with document creation/modification.

While nothing here is “wrong”, it can be improved. Substantial time and effort is saved if you a) can
quickly identify if basic productivity features are not being used, and b) understand how this causes
inefficiencies when developing the document further.

Just as a good tradesman does most of his work with a few key tools, keeps them in good condition and
within easy reach, our training emphasises how setting up your computer environment properly will
improve your productivity.

The following screen shows two pages side by side. They are specific page sizes that lead to
some of the commonest problems of all. Do you know what these sizes are, their relative
differences, the symptoms they can cause, and how to rectify the situation?




POWERPOINT 2007. There are at least FOUR elements on this screen that would lead to
low productivity while developing & giving the presentation.
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