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	1. Plan a presentation considering the audience, content, and method of delivery.
	
	
	

	
	2. Use Windows to manage storage devices and folders and copy, move, rename and delete files.
	
	
	

	
	3. Demonstrate the function of basic Microsoft Office features such as task panes, toolbars, menus, shortcuts, and the ribbon.
	
	
	

	
	4. Create a new presentation using a template.
	
	
	

	
	5. Insert new slides with slide layouts.
	
	
	

	
	6. Save, print and open a presentation.
	
	
	

	
	7. Organize presentation by inserting, deleting and moving slides.
	
	
	

	
	8. Modify slide masters.
	
	
	

	
	9. Customize templates.
	
	
	

	
	10. Select the appropriate pane for a task.
	
	
	

	
	11. Arrange text on a slide using insert, delete, find and replace, text and paragraph formatting, spell check, thesaurus.
	
	
	

	
	12. Use images in a presentation by searching, inserting, resizing, moving and formatting.
	
	
	

	
	13. Use drawings, autoshapes, word art, charts, and tables.
	
	
	

	
	14. Demonstrate automatic, remote and manual delivery of a slide show.
	
	
	

	
	15. Employ special effects such as animation, transitions and sound.
	
	
	

	
	16. Rehearse timing.
	
	
	

	
	17. Prepare a custom show for a special audience.
	
	
	

	
	18. Print audience and speaker materials. 
	
	
	

	
	19. Save a presentation to use on another computer.
	
	
	

	
	20. Export presentations to the web and to other Office programs.
	
	
	

	
	21. Import, link and embed objects from other programs in a presentation.
	
	
	

	
	22. Send a presentation for review and track, accept and reject changes from viewers.
	
	
	

	
	23. Add, edit and delete comments in a presentation.
	
	 
	

	
	24. Compare and merge presentations.
	
	
	


