PowerPoint Checklist

You should be able to demonstrate that you can . . .

	Use Word Art
	Format bullets
	Insert clip art

	Place photos from the web and give proper credit
	Use a design template from the web, and save a template for use in future presentations
	Format background with solid color, or gradient, or fill pattern

	Duplicate a slide
	Type links, remove underlining, and change color
	Format text (color, size, font, alignment)

	Draw lines and other shapes
	Use master slides for common elements
	Re-arrange the order of the slides

	Add slide numbers
	Add automatic date and time
	Use ruler guides

	Draw and re-shape autoshapes
	Align and distribute objects
	Group and ungroup objects

	Use the stacking order
	Select objects using tab key
	Add shadows and
3-D effects

	Insert diagrams and charts
	
	Work with tables

	Use animations
	Use transitions
	Use slide show buttons (next slide, previous slide, first slide, go to web page, etc.)

	
	
	

	
	
	


