CAOT 150--PowerPoint 1 Competencies


· Common Components 

· Open a file

· Save a file

· Print document

· Select text

· Insert text

· Move/copy text

· Find, replace, go to

· Undo/Redo

· Language tools

· Basic formatting

· PowerPoint Basics

· Plan and design presentations 

· Use slide layouts

· Apply, modify design themes

· Add a table

· Insert clip art

· Use transitions and animations

· Print

· Create a presentation

· Using template

· In outline view

· Importing information from Word

· Add content to presentation

· Insert headers and footers

· Enhancing with Illustrations

· Create shapes

· Create and modify SmartArt

· Create and modify WordArt

· Modify and arrange objects

· Multimedia

· Insert and modify pictures

· Create and modify Photo Albums

· Insert movies and set options

· Add sound

· Record/play narration

