Presentations 1- Office '97 Checklist

Please use this checklist to monitor yourself throughout the training.  Before beginning, please go down the “Pre” column and check each Presentations 1 skill, which you have already mastered.  At the end of the training, check the skills you have in the “Post” column.  Name this document  Present1_Rubric.doc
	
	Pre
	Post

	Slides
	
	

	     Start a slide show using Auto 
	
	

	     Content Wizard
	
	

	     Add slides
	
	

	     Delete slides
	
	

	     Work with slides in Outline View
	
	

	Text
	
	

	     Type content in placeholders
	
	

	     Create new text objects
	
	

	     Change text style and color
	
	

	     Edit Text
	
	

	     Spell Check
	
	

	Objects
	
	

	     Insert clip art
	
	

	     Select, move and copy object
	
	

	     Resize and scale an object
	
	

	Slide Show
	
	

	      Set up slide show
	
	

	      Add a preset animation to slide 
	
	

	      show      
	
	

	      Add a transition to slide show
	
	

	      Run Slide Show  
	
	

	      Set timings for continuous slide
	
	

	      Show
	
	

	Print Options
	
	

	       Print slides, notes, handouts,
	
	

	       outlines
	
	

	Ethics
	
	

	       Use clip art
	
	


