PowerPoint Checklist #2
(3/27/2007)


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

	REVIEWED WEDNESDAY 3/28/2007

	
	
	1
	Creating groups of objects, grouping and ungrouping, sizing and formatting grouped objects

	
	
	2
	Aligning and distributing objects

	
	
	3
	Adding lines (including straight lines), using guides to position items

	
	
	4
	Format background of all slides

	
	
	5
	Use master slides for common elements, omit master items from a slide

	
	
	6
	Adding slide numbers

	
	
	7
	Inserting tables into slides, formatting tables

	
	
	8
	Formatting bulleted items

	
	
	9
	Adding automatically updating dates

	
	
	10
	Inserting and working with tables

	
	
	11
	Insert diagrams and charts, org chart, work with, format charts, format labels

	
	
	12
	Copy and paste between programs – PowerPoint and Word

	
	
	13
	Paragraph spacing above/below

	
	
	14
	Use format painter

	
	
	15
	Use built-in slide show buttons (next slide, previous slide, first slide, etc.)

	
	
	16
	Draw annotations with on-screen pens

	
	
	17
	Set up slide show – loop, advance manually vs. timings, control mode (normal vs. kiosk)

	
	
	18
	Insert and customize slide show action buttons (first, last, home, go to web page, etc.)

	
	
	19
	Use transitions, timings, looping

	
	
	20
	Start second presentation – get a job with PPT

	
	
	21
	Package for e-mail distribution (PPS)

	
	
	22
	Package for web (MHT)

	
	
	23
	Flowcharts

	
	
	24
	Use animations, timings


