Graphics 1  Checklist

Please use this checklist to monitor yourself throughout this training.  Before beginning, please go down the “Pre" column and check each Graphics 1 skill which you have already mastered.   At the end of the training, check the skills you have in the “Post” column.  Save this Graphics_1Checklist.doc in your network folder.

	
	Pre
	Post

	Insert a graphic
	
	

	Delete a graphic
	
	

	Resize a graphic
	
	

	Copy a graphic
	
	

	Paste a graphic
	
	

	Paste multiple graphics
	
	

	Ungroup parts of a graphic
	
	

	Group parts of a graphic
	
	

	Move a graphic
	
	

	Wrap text around a graphic
	
	

	Using drawing tools to edit a graphic
	
	

	     Drawing a rectangle
	
	

	     Drawing lines
	
	

	     Drawing AutoShapes
	
	

	     Changing a color in a graphic
	
	


