
Microsoft Presentation Fundamentals Skills Evaluation 

Please fill out this form at the beginning of class and at the end of 
class.  

 

 

Skills Start of 

workshop 

End of 

workshop 

*Lesson 1 Creating a Presentation   

Start Microsoft PowerPoint   

Explore the Window   

Method to start a presentation   

Using the wizard   

Save a presentation   

*Lesson 2 Working with a 

Presentation 

  

Use a Design Template   

Enter text in slide pane   

Create a new slide pane   

Enter text in outline tab   

Insert Slides from other presentations   

Use Slide Sorter view   

Create a folder and save   

Show slide show   

*Lesson 3 Printing A Presentation   

Open an existing presentation   

Add a header and footer   

Preview a presentation   

Print a presentation   

Lesson 4 Add and  Modify Slide Text   

Add text to slides   

Adjust position of text object   

Format text   

Change text alignment and spacing   

Find and replace text   

Spell check   

Lesson 5 Applying Design Templates   

Apply design templates   

Understand PowerPoint masters   

Change the display using master   

Format master text   

Format bullets   

Adjust master text indents   

Reapply slide layout   

Hide master object   

Save a presentation as a template   

   



Microsoft Presentation Fundamentals Skills Evaluation 

Please fill out this form at the beginning of class and at the end of 
class.  

 

Skills Start of 
workshop 

End of 
workshop 

Lesson 6 Inserting Information   

Change layout of slide   

Insert Clip Art and picture   

Scale an image   

Insert and format a table   

Insert a Word Table and Excel Chart   

Insert and modify WordArt   

*Lesson 7 Producing a Slide Show   

Annotate slides during a slide show   

Set slide transitions   

Animate slide text and objects   

Hide a slide during a slide show   

Lesson 8 Create a Multimedia 

Presentation 

  

Insert Sound   

Insert a movie   

Play sound or movies in a slide show   

Set slide timing   

Record a narration   

Create a self navigating presentation   

Lesson 9 Create a Web Presentation   

Create an agenda and home page slide   

Create a hyperlink to a slide   

Create a Web presentation with Wizard   

Preview, save and publish Web Page   

Lesson 10 Add Comment to a 

Presentation 

  

Send a presentation by email   

Track Changes   

Use pack and Go Wizard and the 
PowerPoint Viewer 

  

 

 
 

KEY: Please fill in the chart above using a range of 0      3  
 

No knowledge of skill   0-1-2-3  Very comfortable with the skill 


